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Introduction

This manual contains detailed instructions on the operation and maintenance of this machine. To get
maximum versatility from this machine all operators should carefully read and follow the instructions in
this manual. Please keep this manual in a handy place near the machine.

Please read the Safety Information before using this machine. It contains important information related
to USER SAFETY and PREVENTING EQUIPMENT PROBLEMS.

Notes:

Some illustrations may be slightly different from your machine.
Certain options may not be available in some countries. For details, please contact your local dealer.

Operator Safety:

This machine is considered a class 1 laser device, safe for office/EDP use. The machine contains two
5-milliwat, 760 — 800 nanometer wavelength, GaAlAs laser diodes. Direct (or indirect reflected) eye
contact with the laser beam might cause serious eye damage. Safety precautions and interlock mech-
anisms have been designed to prevent any possible laser beam exposure to the operator.

The following label is attached on the back side of the machine.

CLASS 1 LASER PRODUCT
IN ACCORDANCE WITH IEC 825

LASER KLASSE 1 nach IEC 825

Laser Safety:

The optical housing unit can only be repaired in a factory or at a location with the requisite equipment.
The laser subsystem is replaceable in the field by a qualified Customer Engineer. The laser chassis is
not repairable in the field. Customer engineers are therefore directed to return all chassis and laser sub-
systems to the factory or service depot when replacement of the optical subsystem is required.

Warning:

Use of controls or adjustment or performance of procedures other than those specified in this manual
might result in hazardous radiation exposure.

Two kinds of size notation are employed in this manual. With this machine refer to the Metric version.

For good copy quality, Ricoh recommends that you use genuine Ricoh toner.

Ricoh shall not be responsible for any damage or expense that might result from the use of parts other
than genuine Ricoh parts in your Ricoh office product.

Power Source

240V, 50 Hz, 8 A or more

Please be sure to connect the power cord to a power source as above. For details about power source,
see = P.217 “Power Connection’.



In accordance with ISO Standard 7001, this machine uses the following symbols for the main power
switch:

| means POWER ON.
() means STAND BY.

Copyright © 1998 Ricoh Co., Ltd.



Safety Information

When using your machine, the following safety precautions should be always be
followed.

Safety During Operation

In this manual, the following important symbols are used:

A\ WARNING: . .
Ignoring this warning could cause serious injury or even death.

A\ CAUTION: o
Ignoring this caution could cause injury or damage to property.

Examples Of Indications

f Symbols A\ mean a situation that requires you take care.

Symbols A\ mean “Hot surface”.

Do NOT carry out the operation represented by this symbol ©.

This example means “Do not take apart”.

Symbols @ mean you MUST perform this operation.

This example means “You must remove the wall plug”.

NP>




N\ WARNING:

N

Only connect the machine to the power source described on
the inside front cover of this manual.

Avoid multi-wiring.

Do not damage, break or make any modifications to the pow-
er cord. Do not place heavy objects on it, pull it hard or bend
it more than necessary. These actions could cause an elec-
tric shock or fire.

Do not plug or unplug the power cord with your hands wet.
Otherwise, an electric shock might occur.

Make sure the wall outlet is near the machine and freely ac-
cessible so that in event of an emergency it can be un-
plugged easily.

O
®

Do not remove any covers or screws other than those spec-
ified in this manual. Some parts of the machine are at a high
voltage and could give you an electric shock. Also, if the ma-
chine has laser systems, direct (or indirect) reflected eye
contact with the laser beam may cause serious eye damage.
When the machine needs to be checked, adjusted, or re-
paired, contact your service representative.

Do not take apart or attempt any modifications to this ma-
chine. There is arisk of fire, electric shock, explosion or loss
of sight. If the machine has laser systems, there is a risk of
serious eye damage.

If the machine looks damaged or breaks down, smoke is
coming out, there is a strange smell or anything looks unu-
sual, immediately turn off the operation and main power
switches then unplug the power cord from the wall. Do not
continue using the machine in this condition. Contact your
service representative.

If metal, liquid or foreign matter falls into the machine, turn
off the operation and main power switches, and unplug the
main power cord. Contact your service representative. Do
not keep using the machine with a fault or defect.

Do not put any metal objects or containers holding water
(e.g. vases, flowerpots, glasses) on the machine. If the con-
tents fall inside the machine, a fire or electric shock could
occur.




:

Do not incinerate used toner or toner containers. Toner dust
might ignite when exposed to an open flame. Dispose of the
used toner containers according to local regulations for
plastics.




A\ CAUTION:

Keep the machine away from humidity and dust. A fire or an elec-
tric shock might occur.

Do not place the machine on an unstable or tilted surface. If it top-
ples over, it could cause injury.

After you move the machine, fix it with the caster fixture. Other-
wise, the machine might move or come down to cause a personal
injury.

When you move the machine, unplug the power cord from the
wall outlet to avoid fire or electric shock.

When the machine will not be used for a long time, unplug the
power cord.

When you pull out the plug from the socket, grip the plug to avoid
damaging the cord and causing fire or electric shock.

If you use the machine in a confined space, make sure there is a
continuous air turnover.

Do not reuse stapled paper. Do not use aluminum foil, carbon-
containing paper or other conductive paper. Otherwise, a fire
might occur.

When removing misfed paper, do not touch the fusing section be-
cause it could be very hot.

This machine has been tested for safety using this supplier's
parts and consumables. We recommend you only use these
specified supplies.

Do not eat or swallow toner.

Keep toner (used or unused) and toner containers out of reach of
children.

> PP A O

This equipment is only to be installed by a qualified service per-
sonnel.
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Deliver to collection point for waste products. Do not be disposed
of via domestic refuse collection.
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How To Read This Manual

Symbols

In this manual, the following symbols are used:

N\ WARNING:

This symbol indicates a potentially hazardous situation that might result in
death or serious injury when you misuse the machine without following the in-
structions under this symbol. Be sure to read the instructions, all of which are de-
scribed in the Safety Information section.

A\ CAUTION:

This symbol indicates a potentially hazardous situation that might result in mi-
nor or moderate injury or property damage that does not involve personal injury
when you misuse the machine without following the instructions under this
symbol. Be sure to read the instructions, all of which are described in the Safety
Information section.

* The statements above are notes for your safety.

ﬂlmportant
If this instruction is not followed, paper might be misfed, originals might be
damaged, or data might be lost. Be sure to read this.

5] Preparation
This symbol indicates the prior knowledge or preparations required before op-
erating.

& Note
This symbol indicates precautions for operation, or actions to take after misop-
eration.

? Limitation

This symbol indicates numerical limits, functions that cannot be used together,
or conditions in which a particular function cannot be used.

A Reference
This symbol indicates a reference.

[ 1]
Keys that appear on the machine's panel display.

(G

Keys built into the machine's operation panel.



TABLE OF CONTENTS

What You Can Do With This Machine (Copy Mode)......ccc.ccrusurmssamrrseneas 2
Guide TO COMPONENTES....ccerrierrrrrrsssnsrssssrssssessssssssssssssss s sssssnssssssssesssnsess 4
OULPUL Tray GUIAE. ... eeeeeeeeeeeee et e e e seee e enee e e 6
(0 o 4o 1 T3 7
(07 oY1 =11 To T o T3 U= I 8
= 1 L= I =T o - 10
Displays And Key Operations ..........ccccoooeeeierenien e eeee e 10
Function List Based On Options.........ccccvveemmirssmssnsssmsnsssssmsssssssmesssssnns 12
1.BASICS
Starting The Machine. ........ccoiccccciirccrrrrccrre s e 15
Starting The Machineg ........ooceiii i s 15
Turning ON The POWET .....ccoiiiie et 16
Turning Off THE POWET ..o e 17
[ 4 T 11 4 - 120 18
Sizes And Weights Of Recommended Originals.........cccocovereriiireiceeeenn. 18
Sizes Difficult TO DELECT......c.viiiiiiiiee e 19
Original Sizes And Scanning Area/Missing Image Area ......cc..ccccceveevvveennn. 20
L0 0 o)V o T o1 21
Recommended Paper Sizes ANd TYPES ..oooveeeiiieeieeeriee e 21
Non-recommended Paper...........cooi it 23
=T 0T g (o] o S 23
o3 = 25
[ F=TaTo | T aTo T ] o= SRR 25
10 T=T G (o] = Vo [T PRSP 25
USEA TONEY ..ttt et e 25
2.COPYING
BasiC Procedure ........ccccuiminmimnemmmnssenissmssss s ssss s ssssssssssssssssenas 27
Setting OriginalS.......cccceiiirrinrrrcr e 29
Setting Originals On The Exposure GIass .........ccccceeeeiiieieiniieee e 29
Setting Originals In The Document Feeder.........ccovviviieiiiniieee e, 30
Setting Special OriginalS ........ccoiiuiiie i e 31
Basic FUNCLIONS.....ooi i s 36
Adjusting Copy Image DeNnSity ........ccueeiiriiiee e 36
Selecting Original Type Setting ......cceeieeeiiee e 38
Selecting Copy Paper .....ooo i 39
Auto Reduce/Enlarge—Having The Machine Choose The Reproduction Ratios .. 43
Sort/Stack/Staple ......ccuverrrrrrnrsmnnmr e ——————— 45
Sort—Sorting Into Sets (123, 123, 123) ..eeioieiieee e 47

Vii



RS £ 1o U 51
U 3T T 56
Copying From The Bypass Tray ........cccemnemmnesmnssmnsssssssmsssssssssssanes 59

When copying onto OHP transparencies or thick paper .........ccccoeeeeennneen. 62
Program—Storing Your Copy Settings In Memory .........cccccvvmrrisannnnns 64

S (o T a T T o T S T=Y 1] o 1O 64

Deleting A Program ...ttt et e 65

Recalling A Program .......ceei ettt seee e e ee e 66
Other FUNCHIONS ... 67

Energy Saver Mode—Saving ENergy .....ccccovveeeiiiiieie e 67

Interrupt—Temporarily Stopping One Job To Copy Something Else.......... 67

LT G 0o o [ 68

Auto Start—Entering Copy Job Settings During The Warm-up Period ....... 69

(@ o1 P T === o= O 69

Next Job—Presetting Next Copy Job During A Copy Run.......ccceeveiiveeennes 70

Sample Copy—Checking Output Quality Before Making A Long Copy Run... 70
Preset Reduce/Enlarge—Reducing And Enlarging Using Preset Ratios.. 71

Zoom—Reducing And Enlarging In 1 % Steps......cccccerrnsrmnremrnssnenssnnns 75
ST 2238 (1 F=Te [ L1 e 1o o 1 78
Directional Magnification (%)—Stretching And Squeezing The Image

L T = =Y o L= 80
Directional Size Magnification (mm)—Stretching And Squeezing The

Image INto The COPY Ar€a......ccceveeeeerrrsssmrrssssmeessssssssssssssnssssssssssssnnsrsass 83
Operation For Duplex/Combine .......ccccccecererccscermssssessssssmessssssmessssssnenes 86
Duplex—Making Two-Sided COPIes ......ccuvrrrrsurrmssmrmssesmsssmssssssssssssssnenas 88

1 Sided — 2 Sided—Making Two-sided Copies From One-sided Originals.. 88
2 Sided — 2 Sided—Making Two-sided Copies From Two-sided Originals.. 93

Combine—Combining Originals Into One Copy......c..ccourrrsrmrsssnnssaens 95
1 Sided 2 Pages — Combine 1 Side......ccueeeiiiiiiiiiiiiie e 97
1 Sided 4 Pages — Combine 1 Side......ccueeriiiiiiiiiiiiiie e 99
1 Sided 8 Pages — Combine 1 Side......cccevvviiieriiiiiiee e 100
1 Sided 4 Pages — Combine 2 Side......ccuevvviiiiriiiiiee e 101
1 Sided 8 Pages — Combing 2 Side........ceeiueriiieiiee e 103
1 Sided 16 Pages — Combine 2 Side........ccceiiiriiieiieee e 105
2 Sided 2 Pages — Combine 1 Side.......ccceeiiieiiiiiii e 106
2 Sided 4 Pages — Combine 1 Side.......cccoeeiiiiiiiiieeeeeee e 108
2 Sided 8 Pages — Combine 1 Side.......ccoouueiiiiiiiiiiniiiie e 109
2 Sided 4 Pages — Combine 2 Side........coccuuieriiiiiiieniiiie e 111
2 Sided 8 Pages — Combine 2 Side........cocuueeiiiiiiiiiniiiee e 113
2 Sided 16 Pages — Combing 2 Side.......cccuueeriiiiiieiiiiiee et 115
=T o 117
Series Copies—Making One-sided Copies From Various Originals.......... 118
BOOK .ttt 121

viii



Cover/Slip Sheet—Adding Or Inserting Sheets.........ccceecemirmrrrinrianns 131
Front Cover—Copying Or Adding A Front Cover.........ccccceiiiiieieeeiiieeenns 132
Front/Back Covers—Copying Or Adding Front And Back Covers............ 134
Designate—Copying Designated Pages Of Originals Onto Slip Sheets... 136
Chapters—Separating One-sided Originals Into Chapters

(@ Yo Yo (=T [ o] o =Y 138
Slip Sheet—Copying Or Inserting Slip Sheet .......ccccervvecerricceerriienens 140
Double Copies—Copying The Image Twice On One Page................. 143
Image Repeat—Repeating An Image Over The Entire Copy ............. 145
Margin Adjustment—Adjusting The Margin........c..cccccvirmmrmnmnnisssssnanes 147
Erase Centre/Border—Erasing The Centre And The Border............. 149
0= 5 1] T 154
Combination Chart ... e 156
3.WHAT TO DO IF SOMETHING GOES WRONG
If Your Machine Does Not Operate As You Want..........ccccevvecererinncen 159

[T ST= To = SRR RRR 159

D] o] - 1Y SRR 160
If You Cannot Make Clear COpPIes .....cccuverrrrmsssmsrssssssssmsmssasssssssssassnsans 161
If You Cannot Make Copies As You Want.......ccccccccereevcmrrnssmerrsssanennas 163

AJUSE TMAGE -t s 163

(O] 01 o] 10 T PP 164

DU o] [ TP 165
2 LOAAING PAPEL.....cieerrerrrrsssss s s s s s s s s s s ssssssssssssssssssssssasasaes 166

Optional 3500-sheet Large Capacity Tray ......cccooceeieeeeioeeeneeenee e e 170
L2) ADING TONET ...veecrcecarasseesessssssesessssssassssssssssssssssnsssssassssnsssssssassnes 172
S Clearing MiSTEEAS.......ccvuceeeeerurererereraeererasssseesas s s e e sasasseseensasanaeas 174
Changing The Paper Size .......ccccomrimrirsmnssssnnssssssssss s s ssassnnns 182
12 ADAING SEAPIES ....couereeerrer s as 185
s Removing Jammed Staples........cccceevrrerreerserseessersersmessessessnsssessnsenes 188
I Removing Punch Waste.........ccccoreemrenmsssmssssssssss s ssseesses 191
4.USER TOOLS (COPY FEATURES)

Accessing The User Tools (Copy Features) .......c.cooceiriveimrrncesnrrncanens 193

EXiting From USer TOOIS........uiiiiiiiieeiie e 194
User Tools Menu (Copy Features) ........cccvecemrrrrcsmerrsssmessssssesssssasennas 196
Settings You Can Change With The User Tools.......cccccccmrrvrccrrrssnecen 198

General FEAtUreS /g ....urvurveeeeeeceeeeeece e 198

GENEral FEAMUIES 2/g.....eeoieeeeeeiecieeeee et 201



General FEAtUIES 3/g . ... 203
ReProduction RAtO /p .......cuvueeeecieieeeeeeeeeeeeee e 204
Reproduction Rati02/2 ............................................................................... 204
PagE FOMMAL 1/ c..vieeeeeeeeeeeeeeeee e 205
PAGE FOMMAL 2/ v 206
INPUE OQULPUL ... 210
(O 10T a1 1Y F=T g F- Vo =] OSSPSR 212
5.REMARKS
D To JE= 30V T I D T 4 R € 215
Where To Put Your Machine..........cocoocimiiimiinscs s 216
Machinge ENVIrONMENT .........ooiiiiiiii e 216
POWEr CONNECHION ...ttt e 217
ACCESS TO MaACKINE ... e 218
Maintaining Your Machine........cccccuverrirmmnnsmnnssnnssssnss s s sssassnsnes 219
Cleaning The EXPOSUre GIass .........cceceeerueeenireiiee e e e sieeeeeeeeneeeeeeens 219
Cleaning The Document FEEAEN ........oceiiiiie e 219
6.SPECIFICATION
MaiNframe........ccciiiiei i 221
Document FEeder ... e 225
LT TE= o T=T (0 o 4T 1 ) 226
Punch Kit (Option)......ccccciiriimmirsisserrsssnsssssssssssssssssssssssssssssnssssessasssnes 228
(070 o VA I =17/ (07 o111 1 ) 229
3500-Sheet Large Capacity Tray (LCT) (Option)......cccccceeerricmnrricanens 230



This page is intentionally blank.



What You Can Do With This Machine
(Copy Mode)

Cover / Slip Sheet
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*1 Optional finisiher is required.
*2 This mode can be used when the optional finisher is not installed.
*3 Optional finisher and punch kit are required.
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Guide To Components

1. Document Feeder (ADF)

The document feeder automatically feeds a
stack of originals one by one.

2. Exposure glass

Position originals here face down for copy-
ing. See = P.18 “Originals”.

3. Output tray

Copied paper is delivered here face down.
4. Output tray guide

& Note

O This guide prevents copied OHP transpar-
encies and translucent paper from being
curled when delivered. See = P.6 “Out-
put Tray Guide”.

5. Main power switch
& Note

O If the machine does not operate after turn-

TSPS050N

ing on the operation switch, check if the
main power switch is turned on. If it is
off, turn it on.

6. ADF external tray

When copying one-sided originals, the origi-
nals are delivered here.

7. On indicator

This indicator lights up when the operation
switch is turned on, and goes off when the
switch is turned off.

8. Operation switch

Press this switch to turn the power on (the
On indicator lights up). To turn the power
off, press this switch again (the On indicator
goes off).

9. Operation panel
See = P.8 “Operation Panel”.



10. Front cover

Open to access the inside of the machine.

11. Paper tray
Set paper here.

Tray 1 is a tandem tray where the paper on
the left side automatically moves to the right
side when the paper on the right side has run
out. See = P.166 “B Loading Paper”.

1. ADF tray

When copying two-sided originals, the origi-
nals are delivered here.

& Note
OEven when copying one-sided originals,
you can select the ADF tray. See “ADF

Tray Setting” of the “System Settings”
manual.

2. ADF external tray
When copying one-sided originals, the origi-
nals are delivered here.

3. Bypass tray

Use to copy onto OHP transparencies, adhe-
sive labels, translucent paper, post cards, and
non-standard size paper. See = P.59 “Copy-
ing From The Bypass Tray”.

TSPHO10E
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1. Ventilation hole

Prevents overheating. Do not obstruct the

object near it. If the machine overheats, a
fault might occur.

ventilation hole by placing or leaning an

Output Tray Guide

When copying onto OHP transparencies and translucent paper, raise the guide. This
prevents copies from being curled when delivered.

«To copy onto normal paper and thick paper
Lower the right end of the guide until it clicks.

-

I
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«To copy onto OHP transparencies and translucent paper
Raise the right end of the guide until it clicks.
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1. Finisher

Sorts, stacks, and staples copies. You can
also punch copies. (The Punch function is
optional.)

*1: Proof tray

*2: Shift tray

Other option:

*Punch kit

SP50PE

2. Output tray (Can be installed
when the finisher is not installed.)
Copied paper is delivered here face down.

3. Large Capacity Tray (LCT)
Holds 3,500 sheets of paper.



Operation Panel

Screen
—\ 28 [0 ] ot

1. Screen Contrast knob
Adjusts the brightness of the panel display.

2. Indicators

These indicators show errors or the status of
the machine.

See = P.159 “WHAT TO DO IF SOME-
THING GOES WRONG”.

3. [User Tools/Counter] key
*User Tools
Press to change the default settings and
conditions to meet your requirements.
*Counter
Press to check or print the total number of
copies made.
See = P.193 “USER TOOLS (COPY FEA-
TURES)”.

4. Panel display

Shows operation status, error messages, and
function menus. See = P.10 “Panel Dis-

play”.

(o1 ofuw]

Tser Tools/ N

Program [ 2
O

(
(
(
(

L
.

5. [Program] key
Press to select the program mode. See =

P.64 “Program—Storing Your Copy Settings
In Memory”.

6. [ Clear Modes/Energy Saver] key

Press to clear the previously entered copy job
settings. Also use to switch to and from
Energy Saver mode. See = P.67 “Energy
Saver Mode—Saving Energy”.

7. [Interrupt] key

Press to make interrupt copies during a copy
run. See = P.67 “Interrupt—Temporarily

Stopping One Job To Copy Something Else”.

8. [Sample Copy] key

Use this key to make a single sample copy
before starting a long copy run. By checking
the finish and making any necessary changes
to the image quality settings before you make
multiple copies, you can save time and paper.
See = P.70 “Sample Copy—Checking Out-
put Quality Before Making A Long Copy
Run”.
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9. On indicator 14. [Number] keys
This indicator lights up when the operation Use to enter the desired number of copies
switch is turned on, and goes off when the and data for selected modes.
switch is turned off. Use the Enter key to enter data in selected

10. Main Power indicator modes.

This indicator lights up when the main power
switch is turned on, and goes off when the
switch is turned off.

11. Operation switch

Press this switch to turn the power on (the
On indicator lights up). To turn the power
off, press this switch again (the On indicator
goes off).

12. [Start] key

Press to start copying. Use to set the Auto
Start. See = P.69 “Auto Start—Entering
Copy Job Settings During The Warm-up
Period”.

13. [Clear/Stop] key

While entering numbers, press to cancel a
number to have entered. While copying,
press to stop copying.
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Panel Display

The panel display shows operational status, error messages, and function menus.

ﬂlmportant

(Do not apply a strong shock or force of about 30 N (about 3 kgf) or more to the
panel display. Otherwise, the display might be damaged.

& Note

OThe function items displayed serve as selector keys. You can select or specify an
item by lightly pressing it.

OWhen you select or specify an item on the panel display, it is highlighted like

Full Size

OKeys appearing as cannot be used.

Displays And Key Operations

& Note
OThe following illustrations are examples for the machine with the optional finisher
unit and large capacity tray (LCT) installed.

«Copy initial display

2 3 4 5

Orig. | Oty | Copy
a0 0| 1 0

So:

Shack:

| A3 3 A4 A4

A3+AE A4+A3 e
uto FieduceFniarge § Baa2 ! 8 3%; s ; 1 0[0% RIF

a ez INRER IR N

ShrinkCertre i

TSPH220E

1. Original Mode, Image Density P.201 “General Features 2/3”.

and Special Original mode. 4. Shows the remaining capacity of

2. Operational status or messages.

3. You can register up to three fre-
quently used reduce/enlarge ratios
other than the fixed reduce/enlarge
ratios. See “Shortcut R/E” in =

memory as a percentage.

5. Displays the number of originals
scanned into memory, number of
copies set, and number of copies
made.



6. Sort, Stack, Staple or Punch
mode.

7. Displays the contents of the Short-
cut keys. You can register frequently
used functions in these keys. See

“Shortcut keys” in = P.203 “General

<Function menu display

Features 3/3”.

8. Shows the available functions.
Touch a function name to display its
menu. For example, touch the
[Reduce/Enlarge] key to bring up the
Reduce/Enlarge menu.

1. Items you can select.

2. The key highlighted with the
lower line underlined indicates the
tray feeding the paper.

3. The [Check Modes] key appears
when you have selected function(s).
Touch this key to view the functions
currently selected.

Special Criginal Coveri5lip Sheet Edit Image

DuplesCombine Reduce/Entarge

TSPH230E
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Function List Based On Options

The function that are available to you depend on your machine configuration and
which options you have. See the table below.

O...Available
X...Not available

Finisher (Option) | Place originals

g

g L

oz |5 %

- - -

P £ |5 =
Batch (SADF) O O - O
Mixed Sizes O O -- O
Thin O O - O
Adjusting Image Density O O O O
Selecting Original Type O O ©] O
Selecting Copy Paper O O O O
Auto Reduce/Enlarge @] @] @] @]
Sort ©) X O ©)
Rotate Sort @] X O] @]
Stack X O O O

Punch x K o o

Staple X O O O
Copying from the Bypass Tray O O O O
Program O O O] O
Reduce/Enlarge O O O O
Zoom ©] ©] O] ©]
Size Magnification O O O O
Directional Magnification (%) O O @) O
Directional Size Magnification (mm) O O @) @)
Duplex 1 Sided — 2 Sided O O O O
2 Sided — 2 Sided O O O O




Finisher (Option) | Place originals

. b

3 g

ki s |3

=] [°% 19

N

E E z 2

L E:
Combine 1 Sided 2 pages — 1 Side O O @) O
1 Sided 4 pages — 1 Side O @) O] O
1 Sided 8 pages — 1 Side O O @) O
1 Sided 4 pages — 2 Side O O O] ©]
1 Sided 8 pages — 2 Side O O @) O
1 Sided 16 pages — 2 Side O O O] O
2 Sided 2 pages — 1 Side O O @) O
2 Sided 4 pages — 1 Side O O O] ©]
2 Sided 8 pages — 1 Side O @) O] O
2 Sided 4 pages — 2 Side O O @) O
2 Sided 8 pages — 2 Side O O O O
2 Sided 16 pages — 2 Side O O @) O
Book Book — 1 Sided O O O O
2 Sided — 1 Sided O O @] O
1 Sided — 2 Sided O O ©] O
2 Sided — 2 Sided O O @] O
2 Sided — 2 Sided O O @] O
Booklet O ©] O] O
Magazine O] ©] @) ©]
Cover/Designate/Chapters O O O O
Slip Sheet O O ©] O
Double O ©] O] O
Repeat O] ©] @) ©]
Margin Adjust O ©] O] O
Erase Centre/Border @] @] O @]
Centring O] O] @) ©]

“IThe optional punch kit required.
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Starting The Machine

To start the machine, press the operation switch to turn the power on.

& Note

O This machine automatically enters Energy Saver mode or turns itself off if you
do not use the machine for a while. See “Energy Saver Mode—Saving Ener-
gy” and “Auto Off Timer” of the System Settings.

EPower switches

This machine has the operation switch and main power switch.

« Operation switch (right side of the operation panel)
Press this switch to activate the machine. When the machine has warmed up,
you can make copies.

« Main power switch (left side of the machine)
When the machine is not to be used for an extended period of time, turn off
the main power switch.

Starting The Machine

[l Make sure that the power cord is plugged into the wall outlet firmly.

B Turn on the main power switch.

au
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Turning On The Power

[l Press the operation switch to make the On indicator light up.

Interrupt @ Main Power
®
Sample Copy @
Start

7N

The panel display will come on.

& Note
O If the power is not turned on when the operation switch is pressed, check
if the main power switch is on. If off, turn it on.

A

TSPSO10N

O During the warm-up period (less than 330 seconds), you can use the Auto
Start function. See = P.69 “Auto Start—Entering Copy Job Settings During
The Warm-up Period”.

When the machine is set for user codes

0 enter your user code using the [Number] keys. Then press the [#] key.

& Note
O To prevent others from making copies with your user code, press the [ Clear
Modes/Energy Saver] key and the [ Clear/Stop] key simultaneously after cop-

ying.
AP Reference
For setting user codes, see = P.212 “Count Manager”.

When the [ Clear Modes/Energy Saver ] indicator is lit

The machine is in Energy Saver mode.

[l Press any key.
The machine will return to the ready condition.

& Note
O The machine will also return to the ready condition when an original is set
in the document feeder, or the document feeder is opened.



Starting The Machine

A Reference
See “Low Power Timer” of the “System Settings” manual.

Turning Off The Power

[I Press the operation switch to make the On indicator go off.

B Interrupt ® Main Power
) é B

Sample Copy

TSPSO10N
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Originals

Sizes And Weights Of Recommended Originals

% Metric version

Where original is set | Original Size Original Weight
Exposure glass Up to A3 -
Document feeder 1-sided originals: 52-128¢g/ m?
A3D -B6D D
2-sided originals: 52 - 105 g/m?
A3D - A0
Thin Paper mode: 41-128 g/m?
A3 -B6[)

+ Inch version

Where original is set | Original Size Original Weight
Exposure glass Up to 11" x 17" -
Document feeder 1-sided originals: 14-341b
11"x17'3 -51/,"x81/,"D
2-sided originals: 14-281b
11"x17"3 -51/,"x81/,"D 3
Thin Paper mode: 11-341b

11"x17'3 -51/,"x8/," D 3

Non-recommended originals for the document feeder

Setting the following originals in the document feeder might cause paper mis-
feeds or damage to the originals. Set these originals on the exposure glass.

¢ Originals other than those specified in = P.18 “Sizes And Weights Of Recom-
mended Originals”

¢ Stapled or clipped originals

¢ Perforated or torn originals

¢ Curled, folded, or creased originals
¢ Pasted originals

¢ Originals with any kind of coating, such as thermal fax paper, art paper, alu-
minum foil, carbon paper, or conductive paper



Originals

Originals with perforated lines

Originals with indexes, tags, or other projecting parts
Sticky originals such as translucent paper

Thin original that has low stiffness

Originals of inappropriate weight = P.18 “Sizes And Weights Of Recommended
Originals”

Bound originals such as books
Transparent originals such as OHP transparencies or translucent paper

Sizes Difficult To Detect

It is difficult for the machine to detect the sizes of the following originals, so se-
lect the paper size manually.

Originals with indexes, tags, or other projecting parts

Transparent originals such as OHP transparencies or translucent paper
Dark originals with many letters and drawings

Originals which partially contain solid image

Originals which have solid image at their edges

Originals other than those (with O) in the table below. See = P.19 “Sizes de-
tectable by the Auto Paper Select”.

Sizes detectable by the Auto Paper Select

% Metric version

Size| A3 [B4 [A4 [B5 [A5[B6 [11" |11 [81/," [81/,"x |51/,"x | 81/,
= D D D D X X X 11" D 81/2” x 13"
Place of LD PP 17 |15 gD | Do |21
original (I
Expo- OO O | O | x| x X X X X X O
sure
glass
Docu- OO ] O | O |O| O] O O X ©) X O
ment
feeder

*1

You can select from 8'/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.
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+ Inch version

Size | A3 |B4 |A4 |B5 |A5|B6 |11"x |11"x |81/," 81/, x |51/, % |81/,"
Placeof | & | P D (D |D|D |17 |15" |« 11'0D |8/, |x13"
aceo AN R o R e o " 2 .
original uWo | D Flr =
Expo- X | % X X X X O X @] @] X X
sure
glass
Docu- X | x| O x X X O O O O O @)
ment
feeder

"1 You can select from 8'/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

Original Sizes And Scanning Area/Missing Image Area

< Exposure glass

Reference——\J| [ a]

position
A+ Horizontal size

Maximum Scanning area
A3 [ (297x420mm)
11"x17" [ (279x432mm)

le——— ozIs [eOIIAA

wel)
D
CPO1AEE
? Limitation

O Even if you correctly set originals in the document feeder or on the exposure
glass, 3 mm, 0.1" margins on all four sides might not be copied.



Copy Paper

Copy Paper

Recommended Paper Sizes And Types

The following limitations apply to each tray:

Metric version Inch version Paper Paper
weight | capacity
Tray 1 ™ A4[J,B50),8'/,"x11"[) 52-128 |500 +
. 214 | 500
(With a separator as g/m’,
Tandem tray.) & Note ‘ . . -341b |sheets
O You have to specify paper size using
the user tools. See = P.182 “Changing
The Paper Size”.
Tray1 A3, B4, A4, B5 D [2,11"x 17", |52 -128 | 500
(Without a separa- 81/,"x 14", 8'/,"x 11" P g/m? 14 | sheets
tor in the tray.) -341b
Tray 2 A3, (B437), (A3D), (B4?), 52-128 |550
MDD, B500), |(A4DD), g/m? 14 | sheets
AL, (11"x17'D), | (B5D)DY), (A5L)), |-341b
(8/," x 14"D), 11"x 17"02, 81/," x
(81/,"x 11"DY), 14'0Y, 81/," x
(81/2” %« 13" D ), 81/2u 11" D D, (81 2" x
X 13"D, (8” x 10]/2n 13”D), 8” % 101/2n
@), 8" x 10'?), 7,8" x 10", 8" x
(8"x13"D), 8'/,"x |13'2, (8!/4" x
13", (10" x 14'>), |13"@), 10" x 14",
(11"x15'D), (51/,"x | 11" x 15", 5! /," x
81/2” D) 81/2” D
& Note & Note
O You have to O You have to
specify the pa- specify the pa-
per size with the per size with the
user tools when user tools when
selecting paper selecting paper
sizes in paren- sizes in paren-
theses. See = theses. See =
P.182 “Changing P.182 “Changing
The Paper Size”. The Paper Size”.
1500-sheet LCT " | B42, A4, B5D 7, 8'/," x 147, 52-128 |1,500
1w " g/m? 14 | sheets
8!/, x 11" Sl

21
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Metric version Inch version Paper Paper
weight | capacity
Bypass |Standard | A3[7, A4l7, ALY, | A3LY, 11" x 17", |52-163 |50sheets
tray 3 |size 8" x 13" 81/,"x 14", 8'/," |g/m? 14
e x11'0?, 51/," x -901b
8l/,"@
Non- Vertical: 100 - 300 | Vertical: 4.0"—-11.7" |52 -163 |1 sheet
sFanc}l;lrd mm Horizontal: 6.0"— | 8/m? 14
size Horizontal: 148 — 17.0" -901b
432 mm
Postcards, adhesive labels, translucent
paper, OHP transparencies

*1

*2

*3

*4

*5
*6

The paper tray fence is fixed. If you wish to change the size of paper set in this tray,
please contact your service representative.

If you wish to copy onto non-standard size paper, set the paper in the Bypass Tray
and specify the size. See = P.59 “Copying From The Bypass Tray”.

If you wish to copy onto OHP transparencies or thick paper, select OHP or Thick Pa-
per mode. See = P.62 “When copying onto OHP transparencies or thick paper” .

Note that you cannot copy onto thick paper or OHP transparencies when “Face-Up/
Down selection in Bypass Mode” is set to “Face Up Exit.” Use standard high-quality
paper with a weight of 52 — 128 g/m? (14 - 34 Ib) instead. See “Face-up /Down selec-
tion in Bypass Mode” in = P.212 “Count Manager”

Always set one sheet at a time. See = P.59 “Copying From The Bypass Tray”.

When setting copy paper, make sure the stack height does not exceed the limit mark.
The maximum number of sheets you can set at once depends on the paper thickness
and condition.

ﬂklmportant
O If you use damp or curled paper, a misfeed might occur. In such a case, try

turning over the paper stack in the paper tray. If there is no improvement,
change to copy paper with less curl.

& Note
O When you use the bypass tray, be sure to set the copy paper direction to /.

O Post cards should be fed from the bypass tray.

O

If you load paper of the same size and in the same direction in two or more
trays, the machine automatically shifts to another tray when the tray in use
runs out of paper. This function is called Auto Tray Switch. (If you put recy-
cled paper or special paper in paper trays using the Special Paper Indicate
menu, this function is not available to these trays unless their settings are
identical.) This saves interrupting a copy run to replenish paper even when
you make a large number of copies. You can cancel this setting. See “Auto Pa-
per Select”, and “Auto Tray Switching” of the “System Settings” manual, and
“Bypass Tray: Special paper Indication” of the “System Settings” manual.

pe Reference

If you want to add paper, see = P.166 “B Loading Paper”.



Copy Paper

If you want to change the paper size, see = P.182 “Changing The Paper Size”.

Non-recommended Paper

/\ CAUTION:

» Do not reuse stapled paper. Do not use aluminum foil, carbon-
containing paper or other conductive paper. Otherwise, a fire

might occur.

ﬂlmportant
O Do not use paper with any kind of coating as follows. Otherwise, a fault might
occur.

¢ Thermal fax paper
e Artpaper
¢ Aluminum foil
¢ Carbon paper
* Conductive paper
¢ Colored OHP transparencies
¢ Paper with perforated lines
¢ Hemmed paper
O Do not use copy paper that has been already copied on. Otherwise, a fault
might occur.

& Note
O Do not use the following type of paper because a paper misfeed might occur.

¢ Bent, folded, or creased paper

¢ Torn paper

e Slippery paper

¢ Perforated paper

* Rough paper

¢ Thin paper that has low stiffness

¢ Paper with much paper dust on its surface
O If you make a copy on rough grain paper, the copy image might be blurred.
O Do not use paper which has been copied or printed on.

Paper Storage

& Note
O When storing paper, the following precautions should always be followed:

23
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* Do not store paper where it will be exposed to direct sunlight.
¢ Avoid storing paper in humid areas (humidity: 70 % or less).
¢ Store on a flat surface.
m O Keep open reams of papers in the package, and store as you would unopened

paper.
O Under high temperature and high humidity, or low temperature and low hu-
midity conditions, store papers in a vinyl bag.

24



Toner

Toner

Handling Toner

A\ WARNING:
« Do not incinerate used toner or toner containers. Toner dust
might ignite when exposed to an open flame. Dispose of the

used toner containers according to local regulations for

plastics.
A CAUTION:

* Do not eat or swallow toner.

» Keep toner (used or unused) and toner containers out of reach of
children.

A\ CAUTION:

» This machine has been tested for safety using this supplier's
parts and consumables. We recommend you only use these
specified supplies.

iﬁklmportant

O If you use toner other than that recommended, a fault might occur.

AP Reference
If you want to add toner, see = P.172 “D Adding Toner”.

Toner Storage

& Note
O When storing toner, the following precautions should always be followed:

¢ Store toner containers in a cool, dry place free from direct sunlight.
* Do not store toner where it will be exposed to heat.
¢ Do not eat or swallow toner, and keep it out of reach of children.

e Store on a flat surface.

Used Toner

& Note
O Used toner cannot be re-used.
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A
2. COPYING

Basic Procedure

[I Make sure that the machine is in Copy mode.

Original kode ;

Auta FreduceEnlarge l fi3-Ad 1 9 3%1 ifingik ! 100%

A4-A5

7
Qoiger | Damgrli‘ @I"E ” E"I_T—Z] 1 -»” ShrinkaCentre 1

ik

B When the machine is set for user code, enter the user code with the
[Number] keys and then press the [#] key.

pe Reference
See = P.68 “User Codes”.

B Make sure that there are no previous settings remaining.

& Note
O To clear settings, press the [ Clear Modes/Energy Saver] key.

ﬂ Set your originals.

A Reference
See = P.29 “Setting Originals”.

B Set your desired settings.
E Enter the number of copies required with the [Number] keys.

con
OO
®

Enter

Start

Clear/Stop

TSPS020N

OB
€,

27
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& Note

0 The maximum copy quantity can be set between 1 and 999 (default: 999).
See “Maximum Copy Quantity” in = P.201 “General Features %/5”.

O To change the number entered, press the [Clear/Stop] key and enter the
new number.
b press the [Start] key.
The machine starts copying.

& Note

O Usually, when you set a single original on the exposure glass or in the doc-
ument feeder, the copied paper is delivered face-up. However, with some
functions copies will be delivered face-down.

O You can specify to deliver copied paper either face up or face down. (Ex-
cept for copying through the bypass tray) See “Platen Mode Exit” in =
P.210 “Input Output”.

O To stop the machine during the multi-copy run, press the [ Clear/Stop] key.

O To return the machine to the initial condition after copying, press the [ Clear
Modes/Energy Saver] key.

¥ Auto Reset

The machine returns to its initial condition automatically after your job is fin-
ished, after a certain period of time. This function is called “Auto Reset”.

& Note

O You can change the Auto Reset time. See “Auto Reset” in = P.198 “General
Features 1/;”.

EAuto Off

The machine turns itself off automatically after your job is finished, after a cer-
tain period of time. This function is called “Auto Off”.

& Note

O You can change the Auto Off time. See “Auto Off Timer” of the “System Set-
tings” manual.



Setting Originals

Setting Originals

? Limitation

O Set the original after correction fluid and ink has completely dried. Not taking
this precaution could mark the exposure glass and cause marks to be copied.

& Note

O Basically the originals should be aligned to the rear left corner. However,
some copy functions may produce different results depending on the direc-
tion of the originals. For details, see explanations of each function.

Originals Set in the Set on the
document | exposure
feeder glass

Set1EE

A Reference
See = P.18 “Originals”.

Setting Originals On The Exposure Glass

[I Lift the document feeder.

& Note
O Be sure to open the document feeder by more than 30°, otherwise the orig-
inal size might not be detected correctly.

B Set the original face down on the exposure glass. The original should be
aligned to the rear left corner.

29
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ND1CO1EE

1: Reference mark
2: Scale

& Note
O Start with the first page to be copied.

B Lower the document feeder.

Setting Originals In The Document Feeder

& Note
O The last page should be on the bottom.

O Do not stack originals beyond the limit mark on the side fence of the docu-
ment feeder.

0 When copying thin originals (40 — 52 g/m?, 11 — 14 Ib), set one original in the
document feeder at a time or place it on the exposure glass to avoid damage
due to a multi-sheet feed (if several sheets are fed together at the same time).

O The original might become dirty if it is written with a pencil or similar tools.
O Usually, one-sided originals are delivered to the ADF external tray, and two-
sided originals to the ADF tray.

/O Reference

Regarding originals that the document feeder can handle, see = P.18 “Origi-
nals”.

Setting a stack of originals in the document feeder

[I Adjust the guide to the original size.

B Set the aligned originals face up into the document feeder.



Setting Originals

Setting a stack of originals is completed when the bottom plate rises.

TSPHO40E

#Important
O After the bottom plate of the document feeder rises, do not add or force in
originals.

& Note
O To avoid a multi-sheet feed, shuffle the originals before setting them in the
document feeder.

O You can set the timing for the bottom plate of the document feeder to rise.
See “ARDF Original Table Rise Time” in = P.210 “Input Output”.

Setting Special Originals

When using Batch (SADF), Mixed Sizes or Thin mode

Batch (SADF) mode

Up to 100 standard originals can be set in the document feeder at a time. If there
are more than 100 originals, set Batch (SADF) mode so that originals can be fed
automatically without pressing the [ Start] key each time they are set in the doc-
ument feeder.

ﬁklmportant
O When setting special originals such as translucent paper, set them one by one.

& Note
O In Batch (SADF) mode, even when one original is set in the document feeder,
the original is automatically fed each time it is set.

31
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ﬂ Touch the [Special Original] key.

n]
Ad

A3+A4 § R4-+A3
uto Reduce/Enlarge i i ins i 9 S%i AoRa i 100%

A3+A4 I R4-AZ
o Reduce/Entarge l JEate 1 9 3%1 ety ! 100%

@lqlﬂ ” quﬂi -)” Shrink&Centre

B Touch the [OK] key.
Oset your originals, then press the [Start] key.

The Auto Feed indicator is lit.
E After all the previously set originals are fed, set the next originals while the

Auto Feed indicator is lit.
The second and subsequent originals can be fed automatically without press-

ing the [Start] key.

DF02E

& Note
O When the Sort, Combine or Duplex function has been set, press the [#] key

at the end of setting the originals.
O You can change the lighting-up time of the Auto Feed indicator. See “Batch

(SADF) Auto Reset Time” in = P.210 “Input Output”.

32



Setting Originals

Mixed sizes mode

When originals of different sizes are set on the document feeder at a time, the
machine automatically checks the size of the originals and makes copies.

? Limitation

O When setting originals of different sizes on the document feeder and making

copies without using Mixed sizes mode, parts of the original image might not
be copied.

O The weight of originals that can be set with this function is 52 - 81 g/ m?2, 14 -
20 1b.

O The paper sizes that can be set with this function are as follows:
Metric version A3, B4, A4 7, B5 D2
Inch version 11"x 17", 81/2” x 14", 81/2" x 11" [ =, 51/2" X 81/2” D=

O For smaller originals, the copy image might be slanted since the originals
might not be correctly aligned with the original guide.

ﬂ Touch the [Special Original] key.

Qriginal ode

R3SAd fd-83
uto FreduceEnlarge g e i 93%; Ro+A4

Special Original

Batch (SADF)

A3~A4 R4-A3
Auto ReduceEnlarge E i i 9 3%; BERd E 100%

-)I_TL_] ﬂ E]-)I_E]i -)ﬂ ShrinkaCentre

B Touch the [OK] key.

I] Align the rear and left edges of the originals as shown in the illustration.

33
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CP19AE

1: Set into the document feeder (ADF).
2: Vertical size

#Importam
O If the originals are of different vertical sizes, put the longer original on the
bottom; otherwise the original size might not be detected correctly.

B Adjust the guide to the widest original size.

E Set the aligned originals face up into the document feeder.

Thin mode

ﬂlmportant

O Set to Thin mode when you place thin paper into the document feeder; other-
wise your originals might be damaged.

B Touch the [Special Original] key.

A3~A4 R4-A3
Auto ReduceEnlarge E i i 9 3%; BERd E 100%

- ﬂ ShrinkzCentre

A3+A4 R4-AZ
Auto Reduce/nlarge l Aasas 1 9 3%1 i ! 100%




Setting Originals

ﬂ Touch the [OK] key.
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Basic Functions

The following basic functions are explained in this section.

< Adjusting Copy Image Density
Auto and Manual Image Density

< Selecting Original Type Setting
Text, Text-Photo, Photo, Pale, Generation Copy

« Selecting Copy Paper
Auto Paper Select and Manual Paper Select

<« Auto Reduce/Enlarge
The machine can choose an appropriate reproduction ratio based on the pa-
per and original sizes you select.

& Note

3 You can select functions to be activated when Auto Reset is turned on, when
Energy Saver is turned off, or after the machine is powered on. See = P.198
“General Features /5”.

O You can change default settings for basic functions. See = P.198 “Settings You
Can Change With The User Tools”.

Adjusting Copy Image Density

You can adjust the copy image density to match your originals.
There are three types in this function:

< Auto Image Density
The machine automatically adjusts the image density.

< Manual Image Density
If you require darker or lighter copies, adjust the image density yourself.

< Combined Auto and Manual Image Density
Use when copying originals with a dirty background (such as newspapers).
You can adjust the foreground density while leaving the background un-
changed.

[I Select one of Image Density modes.



Basic Functions

Auto Image Density

@ Make sure that the [Auto Image Density] key is selected.

Original kode ;

A3+A4 R4-AZ
Auto Reduce/nlarge l Aasas 1 9 3%1 i ! 100%

iter | Damgrli‘ @I I_TL—] ” F I_TL—] ” . -” ShrinkaCertre

& Note
O If not, touch the [Auto Image Density] key.

Manual Image Density

© Touch the [Auto Image Density] key to cancel it.
@ Touch the [Lighter] or [Darker] key to adjust the image density.

A3-A4 Ae-83
Auto ReduceEnlarge E A i 93%; RS+A4

Combined Auto and Manual Image Density

@ Make sure that the Auto Image Density is selected.
@ Touch the [Lighter] or [Darker] key to adjust the density.

Auto ReduceEnlarge E sk i 93%; A4-A3

A4-+AT AS+A4
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Selecting Original Type Setting

Select one of the following types to match your originals:

< Text
Select this mode when your originals contain only letters (no pictures).

< Text-Photo
Select Text-Photo when your originals contains photographs or pictures with
letters.

% Photo
Delicate tones of photographs and pictures can be reproduced with this
mode.

< Pale
Select this mode for originals that have lighter lines written in pencil, or for
faint copied slips. The faint lines will be clearly copied.

< Generation Copy
If your originals are copies (generation copies), the copy image can be repro-
duced sharply and clearly.

& Note
O You can directly display the original type keys on the copy original display.
See “Original Mode Display” in = P.198 “General Features 1/5”.

O You can adjust the quality level for each original type. See “Original Mode
Quality Level” in = P.198 “General Features 1/3".

8 Touch the [Original Mode] key.

Ao ReduceEnlarge i fA3ad i ] S%i fi-n3 i 100%

A4-A5

-1 |

ik

Special Original




Basic Functions

B Select the original types.

Qriginal Mode

n]
Ad

A3-A4 § A4-+A3
to Rieduce/Enlange i i g S%i AoRa i 100%

A4-A5

@I‘I_TE] ” @»I_E] 1 -)” ShrinkaCentre 1

A3+A4 I R4-AZ
o Reduce/Entarge l JEate 1 9 3%1 ety ! 100%

@lqlﬂ ” quﬂi -)” Shrink&Centre

& Note
O If no other functions are to be set, press the [Start] key to start copying.

Selecting Copy Paper

There are two ways to select copy paper:

< Auto Paper Select
The machine selects a suitable size of copy paper automatically based on the
original size and the reproduction ratio. = P.41 “Rotated Copy”.

< Manual Paper Select
Choose the tray containing the paper you wish to copy onto: Paper Tray, By-
pass Tray or Large Capacity Tray (LCT).

AP Reference
See = P.59 “Copying From The Bypass Tray”.

Limitation

The machine cannot auto-select trays that you have designated as “Thin” or
“Special Paper” using the Special Paper Indication function. Therefore, if all
trays designated as “Thin” or “Special Paper”, the Auto Paper Select function
is not available. Refer to the “Paper Size Setting” section of the “System Set-
tings” manual for more details.

g -e
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& Note

O When you use Auto Paper Select, refer to the following table for possible copy
paper sizes and directions. (if the ratio is 100 %)

% Metric version

Where original is set

Paper size and direction

Exposure glass

A3, B4, A4 D,B5 7,8/, x 13"
=1

Document feeder

A3, B4F, A4 D, B5 2, A5 DT,
B6 D2, 11"x 17", 11" x 15" 3, 81 /," x
11" D @,8'/,"x 13" 1

"1 You can select from 8'/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

% Inch version

Where original is set

Paper size and direction

Exposure glass

11"x 17", 81/,"x 14", 81 /," x 11"
]

Document feeder

A DD, 11"x 17", 11" x 15", 81/," x
14n D, 81/2" X 11n D D, 5]/2n X 81/2" D D,
81/, x 13" @

"1 You can select from 8!/,"x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

O For some originals, the original size might not be detected correctly. See =

P.19 “Sizes Difficult To Detect”.

O When you set special paper, such as recycled paper, in the paper tray, you can
have the kind of paper shown on the display. See “Bypass Tray: Special Paper
Indication” of the “System Settings” manual.

[l Select the copy paper.




Basic Functions

Auto Paper Select

@ Make sure that the [Auto Paper Select] key is selected.

Original kode ;

A3+A4 R4-AZ
uto Feduce Enlarge l Aasas 1 9 3%1 i ! 100%

Qoiger | Damgrli‘ @I I_TL—] ” F I_TL—] 1 . -” ShrinkaCentre 1 [

Manual Paper Select

@ Select the paper tray, bypass tray or LCT.

Qriginal ode ;

g A3+A4 ; 93%1 A4A3

A4-+AT

-» ” shrinkacentre

AS+A4

& Note
O When selecting the bypass tray, open the bypass tray.

{fRotated Copy

If the direction in which your original is set (landscape or portrait) is different
from the paper you are copying onto, this function rotates the original image by
90° and fits it on the copy paper. This function works when Auto Paper Select or
Auto Reduce/Enlarge are selected. See = P.39 “Auto Paper Select” and = P.43
“Auto Reduce/Enlarge—Having The Machine Choose The Reproduction Ratios”.
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Original Paper ori- | Rotates the
orientation | entation image and
copies it

R =

GCROTAQE

@ Limitation

O You cannot use the Rotated Copy function with Auto Paper Select if the Auto
Tray Switching setting in the user tools is set to “NO”. Refer to the “ Auto Tray
Switching” section of the “System Settings” manual.

O You cannot use the Rotated Copy function when enlarging onto B4 or A3 size
paper. In this case, set your original in the landscape direction.

Original Size and Direc- Copy Paper Size and Di-
tion rection

You cannot | A4, when B4,

rotate: B5, or enlarging to | A3
A5 - \ /

por- oc X
trait
GCROTATE / \

GCROTAZE

However, A4, when B4,

youcanro- |B5,or enlarging to | A3

tate: A5 -
n R R
scape conomeE SoroTE

O You cannot use the Rotated Copy function when “Top Slant” or “2 Staples” is
selected for stapling or if Punch function is selected. If you try, a “Check pa-
per size and direction” message is displayed. See = P.51 “Staple” and = P.56
“Punch”.



Basic Functions

Auto Reduce/Enlarge—Having The Machine Choose The
Reproduction Ratios

The machine can choose an appropriate reproduction ratio based on the paper
and original sizes you select.

rRR1- R

? Limitation

O You cannot use the bypass tray with this function.

& Note
O When you use Auto Reduce/Enlarge, refer to the following table for possible
original sizes and directions:

% Metric version

Where original is set Original size and direction

Exposure glass A3, B4, A4 7,85 2,8/, x13"
[

Document feeder A3, B4, A4 7,B5 2, A5 D,
B6 D, 11" x 17" 2,11" x 15" 3, 81 /," x
11" D3, 8!/,"x 13" 3

1 You can select from 8'/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

% Inch version

Where original is set Original size and direction

Exposure glass 11"x 17", 81/,"x 14", 81 /," x 11"
]

Document feeder A4 DD, 11"x 17", 11" x 15", 81/," x
14n D, 81/2” X 11” D D, 51/2n X 81/2" D D,
8]/2n x 13" 3 *1

" You can select from 8!/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.
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O The reproduction ratios the machine will select are 32—400 %.
O For some originals, the original size might not be detected correctly. See =

P.19 “Sizes Difficult To Detect”.

O You can set originals of different sizes in the document feeder at a time. See

= P.33 “Mixed sizes mode”.

ﬂ Touch the [Auto Reduce/Enlarge] key.

Original kode ;

At Reduce/Enkage l A3RE 1 93%1 F4oR3

A4-A5 ik

(Lighter E Darkerlp i

Special Original

B Select the paper tray.



Sort/Stack/Staple

Sort/Stack/Staple

The machine can scan your originals into memory and automatically sort the
copies.
“ Sort

* Sort

¢ Rotate Sort (This mode cannot be selected when the Finisher is installed.)

«» Stack (optional finisher required)
e Stack
(the optional finisher required)
« Staple (the optional finisher required)
e Top

R
¢ Top Slant
R
e Bottom

3

e 2 Staples

R

? Limitation

O Once copying has started, the only copy setting you can change is Image Den-
sity.
O You cannot use the bypass tray with this function.
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& Note

O The maximum tray capacity is as follows. When the number of copies exceeds
the tray capacity, remove copies from the tray.

% Metric version

Output tray ¢ B4 or larger: 250 sheets (80 g/m?)
¢ A4 or smaller: 500 sheets (80 g/m?)

Finisher Proof tray (Without punch):

¢ B4 or larger: 50 sheets (80 g/m?)

¢ A4 or smaller: 250 sheets (80 g/m?)
Shift tray (Without punch):

¢ Except A4: 1,500 sheets (80 g/m?)

e A4:3,000 sheets (80 g/m?)

% Inch version

Output tray e 8!/," x 14" or larger: 250 sheets (20 1b)
e 81/,"x 11" or smaller: 500 sheets (20 lb)

Finisher Proof tray (Without punch):
e 8!/," x 14" or larger: 50 sheets (20 Ib)
e 8!/," x 11" or smaller: 250 sheets (20 1b)

Shift tray (Without punch):
e Except 8!/," x 11": 1,500 sheets (20 1b)
e 81/,"x11": 3,000 sheets (20 1b)




Sort/Stack/Staple

Sort—Sorting Into Sets (123, 123, 123)

Copies can be assembled as sets in sequential order.

-0

+ Rotate Sort

DIy

There are two types in the Sort function:

< Sort

< Sort
Copies can be assembled as sets in sequential order.

& Note
O The paper sizes that can be used in Sort function are as follows:

Metric version A3, B47, A4, B 7

Inch version 11"x 17", 8'/,"x 14" 3,81 /," x 11" [J 2

O When the optional finisher is installed, the shift tray moves backward or
forward each time the copies of one set or those of each job are delivered,
causing the next copy to shift when delivered so that you can tell the divi-
sion of each set or job.

A Reference
For the paper capacity of the optional finisher, see = P.51 “Staple”.

< Rotate Sort
Every other copy set is rotated by 90°[J [ and delivered to the copy tray.

& Note
O This mode cannot be selected when the optional finisher is installed.
O The paper sizes that can be used in Rotate Sort function are as follows:
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Metric version AP, B[P
Inch version 81/,"x 11"

O To use the Rotate Sort function, two paper trays identical in size and dif-
ferent in direction ([J ) are required.

[I Touch the [Sort] or [Rotate Sort] key.

< When the finisher is not installed

Original kode

A3+A4 R4-AZ
uto Feduce Enlarge l Aasas 1 9 3%1 i ! 100%

. L] ” ShrinkaCentre

mm\@ EXIERER

Special Original

R4-A5 ik

e ‘@I"IE ” @"IE} "” ShrinkaCentre

A3-A4 i 3 3%1 A4-A3 i 100%

& Note
O When the optional finisher is installed, [Rotate Sort] is not displayed.

B Enter the number of copy sets with the [Number] keys.

? Limitation
O The maximum number of sets is 999.

B set your originals, then press the [Start] key.

When setting a stack of originals in the document feeder

@ Setastack of originals in the document feeder, then press the [Start] key.
After all the originals are scanned, the copies are delivered to the tray.

& Note
O The last page should be on the bottom.
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0O If an original is misfed during sorted copying, reset your originals in the
document feeder according to the instruction on the display. The dis-
play will indicate the number of scanned originals.

When setting an original on the exposure glass or in the document feeder
using Batch (SADF) mode

pe Reference

= P.31 “Batch (SADF) mode”.
@ Set the original, then press the [Start] key.

& Note

O Start with the first page to be copied.
@ Set the next original, then press the [Start] key.

& Note

O Set the original in the same direction as the first one.

© After all originals are scanned, press the [#] key.
O Press the [Start] key.
The copies are delivered to the tray.

Stack—Stacking Together All Copies Of A Page (111, 222, 333)

Copies can be assembled with each page set.

« Stack

J- ¢

« Stack (optional finisher required)
Every other page set is shifted for ease of separation. The shift tray of the fin-
isher provides this function by sliding from side to side.

& Note

O The sizes that can be used in this function are as follows:

Metric version

A3, B47, A4, B5 [ P

Inch version

11"x 17", 81/,"x 14" 3, 8'/," x 11" &
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A Reference
For the maximum tray capacity of the optional finisher, see = P.226 “Finisher
(Option)”.

[l Touch the [Stack] key.

Auto ReduceEnlarge E sk i 93%; A4-A3

A4-+AT

ld "’@ ﬂ @"I_Trz]i *ﬂ ShrinkaCentra

AS+A4

B Enter the number of copies with the [Number] keys.

B Set your originals.

When setting a stack of originals in the document feeder

@ Setastack of originals in the document feeder, then press the [ Start] key.
After all the originals are scanned, the copies are delivered to the tray.

& Note
O The last page should be on the bottom.

When setting an original on the exposure glass or in the document feeder
using Batch (SADF) mode

pe Reference
See = P.31 “Batch (SADF) mode”.

@ Set the original, then press the [Start] key.

& Note
O Start with the first page to be copied.

@ Set the next original, then press the [Start] key.

& Note
O Set the original in the same direction as the first one.

© After all originals are scanned, press the [Start] key.
The copies are delivered to the tray.
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Staple

The optional finisher is required to use this function.

Each copy set can be stapled together.

? Limitation

O You cannot use the following paper in this function:
e Post cards
¢ Translucent paper
* OHP transparencies
e Adhesive labels
¢ Curled paper
¢ Low stiffness paper
¢ Paper of different sizes
& Note
O For this mode, the following limitation applies. When the number of copies

exceeds the tray capacity, copying stops. In this case, remove the copies from
the shift tray and then resume copying.

% Metric version

With finisher
Paper size A3, B47, A4 P, B5 [ P
Stapler capacity (without punch)

¢ A4 or smaller: 50 sheets (80 g/m?)
¢ B4 or larger: 30 sheets (80 g/m?)
Shift tray capacity (A4[)) ™ 3,000 sheets (80 g/m?)

1 Depending on the number of sheets to be stapled and whether sheets have punch
holes or not, the maximums tray capacity might be reduced.
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% Inch version

With finisher
Paper size 11"x 17", 81/," x 14", 8! /,"x 11" D 3,
5]/2n % 81/2n D [
Stapler capacity (without punch)

e 8!/,"x 11" or smaller: 50 sheets (20 Ib)
e 8!/,"x 14" or larger: 30 sheets (20 Ib)

Shift tray capacity (8'/," x 11"[,))

3,000 sheets (20 1b)

1" Depending on the number of sheets to be stapled and whether sheets have punch
holes or not, the maximums tray capacity might be reduced.

O In the following cases, the copies will be delivered to the shift tray without

stapling.

¢ When the number of copies for one set is over the stapler capacity.
¢ When memory reaches 0 % during copying.
O When you select Staple, Sort mode is automatically selected.

/O Reference

If you want to add staples, see = P.185 “I&¥ Adding Staples”.
When staple is jammed, see = P.188 “ <% Removing Jammed Staples”.
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’I‘Q‘T‘Siapling position and original setting

When there is copy paper that is identical in size and direction as your original,
stapling positions are as follows:

Original setting Stapling po-
Exposure Document | S1HOM
glass Feeder
U
N
&
STAPLEAE E_‘ D
" 7]
in (@)
]
7
STAPLEBE % D
2 s 7
‘R R
E
a =
S
STAPLECE g D
[ | =
" ]
e ®
: R
5
3 [
STAPLEDE o _
7 @
&)

I Original images are not rotated. When selecting these stapling positions, set the orig-
inals in the same direction as copy paper is set.

& Note
O You cannot change stapling positions during copying.
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O When the original image is rotated, the stapling direction turns by 90°.

O With [Top] or [Bottom] selected at the stapling position, if no paper oriented in
the same direction as the original is available, the image will be rotated and
the paper of the same size as the original but oriented in the different direc-
tion will be selected.

O The maximum original image size that can be rotated is as follows:

Metric version A4

Inch version 81/," x 11"

O You cannot use the Rotated Copy function when “Top Slant” or “2 Staples” is
selected. If you try, a “Check paper size and direction” message is displayed.

[l Select one of four stapling positions.
B Enter the number of copy sets with the [Number] keys.

B set your originals, then press the [Start] key.

When setting a stack of originals in the document feeder

@ Setastack of originals in the document feeder, then press the [ Start] key.
After all the originals are scanned, the copies are delivered to the tray.

& Note
O The last page should be on the bottom.

When setting an original on the exposure glass or in the document feeder
using Batch (SADF) mode

§e Reference
See = P.31 “Batch (SADF) mode”.

@ Set the original, then press the [Start] key.

& Note
O Start with the first page to be copied.

@ Set the next original, then press the [Start] key.

& Note

O Set the original in the same direction as the first one.
© After all originals are scanned, press the [#] key.
O Press the [Start] key.

The copies are delivered to the tray.
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To stop scanning

When you are using the Sort, Stack, or Staple function, the originals are scanned
into memory.

[l Press the [Clear/Stop] key.

To resume scanning

© Touch the [No] key.

Scanning is resumed.

& Note
O Scanned images in memory are not cleared.

To clear scanned images of the originals

© Touch the [Yes] key.
Scanning is stopped with the images cleared.

When memory reaches 0 %

Scanning will be stopped if the size of scanned image data exceeds memory ca-
pacity.

& Note

O There is enough memory to store approximate 200 to 650 originals of A4, 8!/

2" % 11" size. The number of originals that can be stored in memory varies de-
pending on the memory setting and original type.

A Reference
Scanning will stop when memory reaches 0 % during sorted copying. How-
ever, you can change this setting so that all the scanned pages are copied and
delivered to the tray first, then the machine automatically continues scanning
the remaining originals. See “Memory Full Auto Scan Restart” in = P.210 “In-
put Output”.

[I Press the [Start] key.
The scanned pages are delivered to the tray. Then, the image data in memory
is cleared.

B Remove the copies and continue copying by following the instructions on
the display.
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Punch

The optional finisher and punch kit are required to use this function.
The function is used to make punch holes in copies.

% 2 holes version

R - R

PUNCH1

+ 3 holes version

R =R

PUNCHAE

® Limitation

O You cannot use the Rotated Copy function if Punch function is selected. If you
try, a “Check Paper size and direction” message is displayed. In this case, set
your original in the same direction (landscape or portrait) as the copy paper.



Punch

& Note
O Original setting directions and punch hole positions are as shown below.

« Original setting directions and punch hole positions

Original setting direction Punch hole positions
Exposure glass Document feeder
2holes | [J
[
3holes | [J
[a] R
[
[al R R

O Punchable paper sizes are as follows:
Metric version A3, B47, Ad[ 2, B5 0 2, A5 @
Inch version 11"x 17", 81/," x 14", 81/," x 11" [ @

O Since punch holes are made in each copy, the punch hole positions vary
slightly.

O The punch hole positions change according to the direction of the paper se-
lected.

AP Reference
If the punch waste box is full, see = P.191 “& Removing Punch Waste”.

[I Touch the [Punch] key.

Original kode

4H5

Qoiger | Damgrli‘ @I"E ” F’I.TE] 1 -»” ShrinkaCentre 1

5H4

Auta FreduceEnlarge l E3‘R4 1 9 3%1 E4~R3 ! 100% E
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& Note
O When stapling copies, also select a stapling position. See = P.51 “Staple”.

B set your originals, then press the [Start] key.



Copying From The Bypass Tray

Copying From The Bypass Tray

Use the bypass tray to copy onto OHP transparencies, adhesive labels, translu-
cent paper, post cards, and copy paper that cannot be set in the paper tray.

? Limitation
O When copying several originals using the bypass tray, copies are delivered
face-up (“Face Up Exit”) and in reverse order by default.

O Only change the setting to “Face Down Exit” if you are using high quality
copy paper with a weight of 52 — 105 g/m? (14 — 28 Ib). See “Face-up/Down
Selection in Bypass Mode” in = P.212 “Count Manager”.

O If you try and have copies delivered face-down when copying onto other
types of paper or adhesive labels, a paper jam may occur.

& Note

O If you select “Face Down Exit” when only one original is set on the exposure
glass or in the document feeder, you must set the “Face-Up/Down Selection
in Bypass Mode” setting to “Face Down Exit” and the “Face Up/Down Selec-
tion in Platen Mode” setting to “Face Down Exit” with the User Tools. See
“Face-Up/Down Selection in Bypass Mode” in = P.212 “Count Manager” and
“Face-Up/Down Selection in Platen Mode” in = P.210 “Input Output”.

O The machine can automatically detect the following sizes as standard size
copy papers:
Metric version A3, A4, A5, 81/," x 13"

Inch version A3D, 11"x 17", 81 /," x 14", 81/," x 11"D?, 5/," x 81/," 3

O If you do not use the standard size copy paper, you should input vertical and
horizontal dimensions. The sizes that you can input are as follows:

Metric version e Vertical: 100 — 300 mm
e Horizontal: 148 — 432 mm

Inch version e Vertical: 4.0"-11.7"
e Horizontal: 6.0" - 17.0"

O To make copies onto OHP transparencies or thick paper exceeding 104.7 g/
m?, 28 Ib, specify the paper type in = P.62 “When copying onto OHP transpar-
encies or thick paper”.

AP Reference
For details about paper capacity of the bypass tray, see = P.21 “Copy Paper”.
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[I Open the bypass tray.
I\

"ﬁag

| —

TSPHO70E

B Adjust the guides to copy paper size.

ﬂlmportant
O If the guides are not flush with the copy paper, a skew image or paper mis-
feeds might occur.
B Lightly insert the copy paper face up until the beeper sounds.
The = indicator on the display is automatically selected.

TSPHO0E

& Note
O The face side of the paper set is copied on.

O Do not stack paper over the limit mark; otherwise a skew image or paper
misfeeds might occur.

O If the beeper is turned off, lightly insert the copy paper until it stops. See
“Operation Panel Beeper” of the “System Settings” manual.

O When the document feeder is open, set the direction of the copy paper to
.

O Swing out the extender to support larger size copy paper larger than A4[7,
81/," x11"DS.

O Fan paper to get air between the sheets and avoid a multi-sheet feed.
O Before setting, adjust the paper if curled or warped.



Copying From The Bypass Tray

When copying onto size-unreadable standard size paper and non-
standard size special paper

#Important
O You should specify the size of copy paper to avoid paper misfeeds.

@ Press the [#] key.
@ Touch the [Non Standard] key.

Text

Original kode

Bypass Settype and site of paper for bypass tray.
- Paper size designation

W Special Paper

Sef paper in bypass and adjust side quides to
fit paper size.

Special Original i Hon Standard

© Touch the [Vert mm] key and enter the vertical size of the paper with the
[Number] keys, then press the [#] key.

Bypass Settype and site of paper for bypass tray.

W Paper size designation - Special Paper
e | Lising number keys, enter the paper size and press (#).

& Note

O To change the number entered, press the [ Clear/Stop] key and enter the
new number.

O Touch the [Horzmm] key and enter the horizontal size of the paper with
the [Number] keys, then press the [#] key.

& Note

O To change the number entered, press the [ Clear/Stop] key and enter the
new number.

@ To register the non-standard size entered, touch the [Store] key.
& Note
O Only one non-standard size can be stored.
O To recall the non-standard size stored, touch the [Recall] key.
O Touch the [0K] key.

Oset your originals, then press the [Start] key.
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When copying onto OHP transparencies or thick paper

To make copies onto OHP transparencies or thick paper, you need to specify the

paper type.

b4 Limitation

O When you select “OHP” or “Thick Paper”, copy paper is delivered face-up
even if you have set the “Face Up/Down Selection in Bypass Mode” setting

to “Face Down Exit.” See “Face-Up/Down Selection in Bypass Mode” in =
P.212 “Count Manager”.

& Note
O Select [Thick Paper] if the paper weight is more than 104.7 g/m?, 28 Ib.

[I Open the bypass tray, and adjust the guides to the paper size.

#Important
O If the guides are not flush with the copy paper, a skew image or paper mis-
feeds might occur.

B Lightly insert the OHP transparencies or thick paper face up until the beep-
er sounds.
The = indicator on the display is automatically selected.
& Note

O When you set a OHP transparencies, make sure that its front and back fac-
es are properly positioned.

O To avoid paper misfeeds, shuffle a stack of paper before setting it in the
tray.

B Press the [#] key.
O select [OHP] or [Thick Paper].

Text

255 Settype and size of paper for bypass tray.

Paper size designation W Special Paper

Sef paper in bypass and adjust side quides to
fit paper size.

Special Original : Hon Standard

B Touch the [0K] key.

E Set your originals and press the [Start] key.



Copying From The Bypass Tray

ﬂlmportant
O When copying onto OHP transparencies, remove copied sheets one by
one.
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Program—Storing Your Copy Settings In
Memory

You can store frequently used copy job settings in machine memory, and recall
them for future use.

< Storing Your Settings
You can store your settings you frequently use.

< Deleting A Program
You can delete a stored program.

< Recalling A Program
You can recall a stored program.

& Note
O You can store up to ten programs.

O You can select the standard mode or program No. 10 as the mode to be set
when modes are cleared or reset is made, or immediately after the operation
switch is turned on.

O Paper settings are stored based on paper size. So if you place more than one
paper tray of a same size, the paper tray prioritized with the user tools will be
selected first. See “Paper Tray Priority” in = P.198 “General Features '/;".

O Programs are not cleared by turning the power off or by pressing the [Clear
Modes/Energy Saver] key. They are canceled only when you delete or overwrite
them with another program.

Storing Your Settings

[l Edit the copy settings so that all functions you want to store in this program
are selected.

B Press the [Program] key.

- Clear Modes/
T Pr% Energy Saver |O©/@ Interruit)

TSPS030N




Program—Storing Your Copy Settings In Memory

B Touch the [Store] key.

Program
Select program number key to store
4> indicates that Program is already stored

=z s
(N Y

> Recall ; Delete E

I] Touch the program number you want to store.
When the settings are successfully stored, the 2 indicator appears.

& Note
O Program numbers with £ already have settings in them.

O If this program number is already being used, the machine will ask you if
you wish to overwrite it - Touch the [Yes] or [No] key.

Deleting A Program

You can delete a stored program.

I] Press the [Program] key.

s Clear Modes/
T PrW Energy Saver |O©/@ Interruzt}

TSPS030N

B Touch the [Delete] key.

Program
Select program number to be deleted
4> Program is currently stored in key(s) underlined

2 )2zl sl 2l 5]
| [ Al 8l el 1o

> Recall

B Touch the program number you want to delete.
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I] Touch the [Yes] key.

Program

Select program number to be deleted
Program is cument by stored in key(s) underlined

e

)]
Gl 1G]

Al

lzase confirm the program you selected will be deleted

& Note
O To cancel the deletion, touch the [No] key.

B To delete another program, repeat steps Band B.

Recalling A Program

You can recall a stored program.

[I Press the [Program] key.

e Clear Modes/
T PrW Bty Sover [00/@ Interruzt)

TSPS030N

B Touch the program number you want to recall.
The stored settings are displayed.

Program

Select program number key.
indicates that Program is already stored. To store, select [Store] and then, program number.

3 z]& s a5
C A S

& Note
O Only programs with £ contain a program.

B set your originals, then press the [Start] key.
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Other Functions

Energy Saver Mode—Saving Energy

If you do not operate the machine for a certain period after copying, or when you
press and hold the [ Clear Modes/Energy Saver] key for more than one second, the
display disappears and the machine enters Energy Saver mode. When you press
the [ Clear Modes/Energy Saver] key again, when the originals are set in the docu-
ment feeder, or when the document feeder is opened, the machine returns to the
ready condition. In Energy Saver mode, the machine uses less electricity.

The Energy Saver mode makes a two-step reduction in electricity: one for the pe-
riod up to the time set for Low Power mode, the other for the period after that
time.

& Note
O If you press the [ Clear Modes/Energy Saver] key during the operation, the cur-
rent settings will be cleared.

pe Reference
See “Low Power Timer” of the “System Settings” manual.

Interrupt—Temporarily Stopping One Job To Copy Something
Else

Use this function if you wish to interrupt a long copy job to make urgently need
copies.
& Note

O The procedure for making interrupt copies depends on which kind of opera-
tion the machine is curently carrying out.

While a document is being fed

[I Press the [Interrupt] key.
The Interupt key lights up and copying stops.

B Remove the originals that were being copied and set the originals you wish
to copy.

B Press the [Start] key.
The machine starts making your copies.

ﬂ When your copy job is finished, remove your originals and copies.
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E Press the [Interrupt] key again.
The Interrupt key indicator goes out.

E Replace the originals that were being copied before.

ﬂ Press the [Start] key.

The previous copy job settings will be restored and the machine will continue
copying from where it left off.

Interrupting during copying after all originals have been fed

[I Press the [Interrupt] key.
The Interupt key lights.

& Note
O Copying will not stop yet.

B Set your original.

B Press the [Start] key.
The machine stops the original job and starts copying your original.

ﬂ When copying is complete, remove your originals and copies.

B press the [Interrupt] key again.
The Interrupt indicator goes out.

The previous copy job settings will be restored and the machine will continue
copying from where it left off.

User Codes

If the machine is set to use the User Code function, operators must input their
user codes before the machine can be operated. The machine keeps count of the
number of copies made under each user code.

& Note

O When the machine is set for user codes, the machine will prompt you for your
user codes after the operation switch is on or the Auto Reset comes into effect.

O You can adjust how long the machine waits before switching to the user code
input display. See “Auto Reset Timer” in = P.198 “General Features 1/;”.

O To prevent others from making copies using your user code, press the [ Clear
Modes/Energy Saver] and [ Clear/Stop] keys simultaneously after copying.
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/O Reference

For user code setting, see “Settings You Can Change With The User Tools” of
the “System Settings” manual.

For registering, changing and deleting user codes, see “User Code Register/
Change/Delete” in = P.212 “Count Manager”.

Auto Start—Entering Copy Job Settings During The Warm-up
Period

If you press the [Start] key during the warm-up period, the [Start] key will
blink, and your copies will be made as soon as warm-up finishes.

[l Make any adjustments to copy settings during the warm-up period.
B Set your originals.

B Press the [Start] key.

Copying automatically starts when the [Start] key indicator alternately flash-
es red and green and the machine is ready for copying.

& Note

O To cancel Auto Start, press the [ Clear/Stop] key.

O With “Individual Input/Output Operation” set to “Yes”, originals are
scanned even if the paper has run out or paper jamming has occurred. Sup-
ply paper or remove the jammed paper so that copying will automatically
start without pressing the start key.

AP Reference
See “Individual Input/Output Operation” in = P.210 “Input Output” and
“Next Job Scan Start” in = P.210 “Input Output”.

Original Beeper

The beeper sounds and an error message is displayed when you leave your orig-
inals on the exposure glass after copying.

& Note
O You can adjust when the beeper sounds with the “Auto Response (Human)
Sensor” setting:
o If set to “YES”, the beeper sounds as soon as you leave the machine after
copying.
o Ifsetto “NO”, the beeper sounds 2 seconds after copying. Refer to the “Au-
to Response (Human) Sensor” setting of the “System Settings” manual.

O To cancel this function, see “Original Beeper” in = P.201 “General Features 2/

3 -
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Next Job—Presetting Next Copy Job During A Copy Run

You can preset the next copy job during copying.
After copying, the next copying automatically starts.

8 Touch the [Next Job] key.
B Set the next copy job and touch the [OK] key.

& Note
O To cancel the job during setting, touch the [Cancel] key.

B Set the originals in the document feeder and press the [Start] key.
The originals placed are scanned.
After copying, the next job automatically starts.

& Note

O You can proceed to the first set copy job page when you touch[Current Job
Status], and to the next set copy job when you touch the[Next Job Status] key.
See “Next Job Scan Start” in = P.210 “Input Output”.

Sample Copy—Checking Output Quality Before Making A Long
Copy Run

Before making copies, you can check the first by making one copy first.

? Limitation

O This function can be used only when the Sort function has been set.

[l Set the functions to be used with the Sort function, enter the number of
copies to be made.

B Set the originals.

B Press the [Sample Copy] key.
One copy is delivered for proof copying.
ﬂ The finish check page is displayed. After checking the finish, touch the
[Yes] key if the sample is acceptable.
The number of copies is made excluding the one copy for proof copying.
& Note

O If you touch [No] after checking the finish, return to step @l where you can
set the Staple, Punch or density adjustment function again.



Preset Reduce/Enlarge—Reducing And Enlarging Using Preset Ratios

Preset Reduce/Enlarge—Reducing And
Enlarging Using Preset Ratios

You can select a preset ratio for copying.

R+ R

& Note

O

0

You can select one of 12 present ratios (5 enlargement ratios, 7 reduction ra-
tios).

Use “Shrink & Centre” to reduce the image to 93 % of its original size with the
centre as reference. You can register this function in a shortcut key in the ini-
tial display.

You can change the preset ratios to other ratios you frequently use. See =
P.204 “Reproduction Ratio'/,”.

You can set and display three kinds of ratio in the initial display. See “Short-
cut R/E” in = P.201 “General Features /5"

You can select a ratio regardless of the size of an original or copy paper. With
some ratios, parts of the image might not be copied or margins will appear on
copies.

Copies can be reduced or enlarged as follows:

% Metric version

Ratio (%) Original — Copy paper size
400 (enlarge area by 16) -

200 (enlarge area by 4) A5—-A3

141 (enlarge area by 2) A4—A3, A5—-A4

122 F—A3, A4—B4

115 B4—A3

93 -

82 F—A4,B4—A4

75 B4—F4, B4—F
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Ratio (%)

Original — Copy paper size

71 (reduce area by 1/5)

A3—A4, Ad—A5

65

A3—F

50 (reduce area by '/,)

A3—A5, F>A5

% Inch version

Ratio (%)

Original — Copy paper size

400 (enlarge area by 16) -

200 (enlarge area by 4) 51/,"x81/,"—=11" x 17"
155 (enlarge area by 2) 51/," x 81/,"—=81/," x 14"
129 81/, x11">11"x 17"
121 81/," x14">11" x 17"
93 -

85 F—81/," x 11"

78 81/," x 14"581/," x 11"
73 11" x 15"=8!/," x 11"
65 11" x 17" 81 /," x 11"
50 (reduce area by 1/,) 11" x 17"—=5'/," x 81/,"

ﬂ Touch the [Reduce/Enlarge] key.

Auto Reduce/Entarge i

e l1oo%

& Note

O To select a preset ratio in the initial display, directly touth the shortcut re-

duce/enlarge key and proceed to step H.




Preset Reduce/Enlarge—Reducing And Enlarging Using Preset Ratios

g Select [Enlarge] or [Reduce].

| Input Ratio

Special Original CoveriSlip Sheet Edit Image

& Note

O You can specify which of [Reduce], [Enlarge] and [Input Ratio] is to be given
priority and displayed when the [Reduce/Enlarge] key is touched. See “R/E
Priority” in = P.201 “General Features */3".

B Select a ratio.

& Note

O You can specify the reduce/enlarge ratios of the keys displayed when the
[Reduce/Enlarge] key is touched, followed by [Enlarge] or [Reduce]. See “En-
large” and “Reduce” in = P.204 “Reproduction Ratio'/,”.

O Touch the [OK] key.

B se your originals, then press the [Start] key.

Shrink&Centre mode

Use “Shrink & Centre” mode to reduce the image by 93 % of its original size with
the centre position as reference. You can register this function in a shortcut key
in the initial display. By combining it with the Reduce/Enlarge function, you can
also provide the Reduce/Enlarge copy with a margin.

& Note

O For storing “Shrink&Centre”, see “Shortcut Keys” in = P.203 “General Fea-
tures 3/5”.

O You can change the Reduce/Enlarge ratio for “Shrink&Centre”. See
“Shrinké&Centre” in = P.203 “General Features 3/;”.
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[I Touch the [Shrink&Centre] key displayed in the initial display.

A3+A4 § R4-+A3
Ao Feduce/Entarge i EEate i 9 S%i ety i 100%

Spacial Driginal Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge

B If you do not wish to combine it with the Reduce/Enlarge function, set your
originals, then press the [Start] key.
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Zoom—Reducing And Enlarging In 1 % Steps

Zoom—Reducing And Enlarging In 1 %
Steps

You can change the reproduction ratio in 1 % steps.

\

\\

RRERR

& Note

O The following ratios can be selected:
e Metric version: 32 — 400 %
¢ Inch version: 32 — 400 %

O You can select a ratio regardless of the size of an original or copy paper. With
some ratios, parts of the image might not be copied or margins will appear on
copies.

O You can select a preset ratio which is near the desired ratio, then adjust the
ratio with the [4] or [—] key.

I] Touch the [Reduce/Enlarge] key.

A3-A4 R4-A3
Auto Reduce/Enlame g e i 93%; ey g 100% '
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B Enter the ratio.

Special Original

When using the [4] or [—] key

@ Select a preset ratio which is close to the desired ratio by using [Reduce]
or [Enlarge].

1| mpur Fatio (B e | Fuisie |

Cover/Slip Sheet Edit Image i FeduceEnlarge

@ Enter the desired reproduction ratios with the [4] or [—] key.

& Note

O To change the ratio in 1 % steps, just touch the [+] or [—] key. To
change the ratio in 10 % steps, touch and hold down the [4] or [—] key.

When using the [ Number] keys

© Touch the [Input Ratio] key.

Select repraduction ratio with number keys, then press (#)
T 1% <30%-400%>

@ Enter the desired ratio with the [Number] keys.



Zoom—Reducing And Enlarging In 1 % Steps

& Note

O To change the ratio entered, touch the [Clear] key and enter the new ra-
tio.

© Touch the [OK] key.
B set your originals, then press the [Start] key.
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Size Ma gnific ation

You can calculate a ratio from the lengths of the original and copy for enlarging
or reducing the copy.

R- rRI-

Preparation
Measure and specify the lengths of the original and copy by comparing “A”
Wlt}l “ ”»

@ Note
O A ratio is selected in the range of 32 to 400 %.

O If the calculated ratio is over the maximum or under the minimum ratio, it is
corrected within the range of the ratio automatically. However, with some ra-
tios, parts of the image might not be copied or blank margins will appear on
copies.

nTouch the [Reduce/Enlarge] key.

2 Qty
Tt 1n 1 o
[ ,

Amm

p—
T BT =
II:.| CNETE  EEERE

i ‘Special Original Cover/Slip Sheet




Size Magpnification

B Enter the length of the original with the [Number]) keys and press the [#]
key.

Text

Original kode

& Note

O You can enter sizes within the following ranges:
Metric version 1-999 mm (in 1 mm steps)
Inch version 0.1"-99.9" (in 0.1" steps)

O To change the length entered, press the [ Clear/Stop] or [Clear] key and enter
the new length.

O Enter the length of the copy with the [Number] keys and press the [#] key.

& Note

O To change the length entered, press the [ Clear/Stop] or [Clear] key and enter
the new length.

O To change the length after pressing the [#] key, select [Original] or [Copy]
and enter the desired length.

E Touch the [OK] key.
(3 Touch the [0K] key.

W set your original, then press the [Start] key.
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Directional Magnification (%)—Stretching
And Squeezing The Image In 1 % Steps

Copies can be reduced or enlarged at different reproduction ratios horizontally
and vertically.

a%

S5

CP2POTEE

& Note
O The following ratios can be selected:

e Metric version: 32 — 400 %
¢ Inch version: 32 — 400 %

O You can select a ratio regardless of the size of an original or copy paper. With
some ratios, parts of the image might not be copied or blank margins will ap-
pear on copies.

O You can also select a preset ratio which is close to the desired ratio by using
Reduce or Enlarge, then adjust the ratio with the [4] or [—] key.

ﬂ Touch the [Reduce/Enlarge] key.

Auto Reduce/Enlarge g A3+A4 i 93%1 LY

A4-+AT

-» 1 shrinkacentre

AS+A4

& Note

0 When specifying a ratio with the [+] or [—] key, select a preset ratio which
is close to the desired ratio by using [Reduce] or [Enlarge].
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Directional Magnification (%)—Stretching And Squeezing The Image In 1 % Steps

B Touch the [Size Mag.] key.

| Input Ratio ;

Edit Image

Select Horizontal] or [ertical].

Or select [+ - Keys]

| Special Original |

To specify a ratio with the [+] or [—] key

© Touch the [+ — Keys] key.
@ Touch the [Horizontal] key.

Text

Original kode i

Size Mag.  Enter reproduction ratio with + - keys

Or select Mumber Keys]. oy,

<02 B~ 400 %

Special Original ;
© Adjust the ratio using the [4+] or [—] key.

& Note

0 Touching the [4] or [—] key changes the ratio in 1 % steps. Touching
and holding down the [+] or [—] key changes it in 10 % steps.

0 If you have incorrectly entered the ratio, readjust the ratio with the [4]
or [—] key.
@ Touch the [Vertical] key.
© Adjust the ratio with the [4+] or [—] key.
O Touch the [OK] key.
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When using the [ Number] keys

© Touch the [Horizontal] key.

Text

Original kode

e bag.  Enter reproduction ratio with the number keys and then press (#).

Or select [+ - Keys]

<32 5%~ A00 %>
Lighter [ Darkerl AT [ertical
er

Special Original ; Size Man ; )
@ Enter the desired ratio with the [Number] keys, followed by the [#] key.

& Note
O To change the ratio entered, press the [ Clear/Stop] key or [Clear] and en-
ter the new ratio.

© Touch the [Vertical] key.
O Enter the desired ratio with the [Number] keys, followed by the [#] key.
@ Touch the [OK] key.

O Touch the [OK] key.

B s your originals, then press the [Start] key.



Directional Size Magnification (mm)—Stretching And Squeezing The Image Into The Copy Area

Directional Size Magnification (mm)—
Stretching And Squeezing The Image Into
The Copy Area

The suitable reproduction ratios will be automatically selected when you enter
the horizontal and vertical lengths of the original and copy image you want.

=1t -

CP2MOTEE

1: Horizontal original size
2: Vertical original size

3: Horizontal copy size

4: Vertical copy size

5] Preparation

Specify the vertical and horizontal sizes of the original and those of the copy,
as shown in the illustration.

& Note
O You can enter sizes within the following ranges:

Metric version 1-999 mm (in 1 mm steps)

Inch version 0.1"-99.9" (in 0.1" steps)

O If the calculated ratio is over the maximum or under the minimum ratio, it is
corrected within the range of the ratio automatically. However, with some ra-
tios, parts of the image might not be copied or blank margins will appear on
copies.
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ﬂ Touch the [Reduce/Enlarge] key.

A3+A4 § R4-+A3
Ao Feduce/Entarge i EEate i 9 S%i ety i 100%

Text

Original kode

..... A
” 1| Input Ratio
Special Original i

Edit Image

Orig. | Qty | Copy

ﬂ Enter the horizontal size of the original with the [Number] keys. Then, press
the [#] key.

& Note

O To change the value entered, press the [Clear/Stop] key or the [Clear] key
and enter the new value.

E Enter the horizontal size of the copy with the [Number] keys. Then, press
the [#] key.

E Enter the vertical size of the original with the [Number] keys. Then, press
the [#] key.

ﬂ Enter the vertical size of the copy with the [Number] keys. Then, press the
[OK] key.
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& Note

O To change the length, touch the place you wish to change and enter the
new value.

ﬂ Touch the [OK] key.
B set your originals, then press the [Start] key.
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Operation For Duplex/Combine

You can make copies in a variety of formats by combining the following modes:
¢ 1 Sided/2 Sided originals
¢ 1 Sided/2 Sided copies

* Duplex
m e Combine

e Book
* Series

[I Check your originals and select [1 Sided] or [2 Sided] for the originals.

Qrig. | Gty | Copy

Select original
Qriginals :

e, desired copy output and/or orientation

Copies :
Nighi

Cover/Slip Sheet Edit Image DuplexdCombing ReduceEnlarge

1: 1-sided
2: 2-sided
3: Book

ﬂ Select [1 Sided] or [2 Sided] for copying.
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Operation For Duplex/Combine

OReady
Text

Original hode

Qriginals @

Select original type, desired copy oftput anddr orien| sion.

o) )| W -]

Coples @

m Combine 1 Side ;

| 2 Sidei—, [ Sombine 2 Side ;-

Special Qriginal Coveri5iip Sheet

1: 1-sided
2: 2-sided

B Touch the [OK] key.

Edit Image

Stack:

TSPH280E
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Duplex-Making Two-Sided Copies

There are two ways in this function:

4 1 Sided — 2 Sided
This mode makes two-sided copies from one-sided originals.

¢ 2 Sided — 2 Sided
This mode makes two-sided copies from two-sided originals.
® Limitation
3 You cannot use the following copy paper in this function:
« Paper smaller than A5, 5!/,"x 8!/," (possible on A5L?)
o Translucent paper
o Adhesive labels
o OHP transparencies
o Post cards
0 You cannot use the bypass tray with this function.

& Note
O The following paper limitations apply:

Metric version Minimum size A5 (possible on A5C7)
Weight 52 - 105 g/m?

Inch version Minimum size 51/,"x81/,"
Weight 14-281b

1 Sided — 2 Sided-Making Two-sided Copies From One-sided
Originals

E




Duplex—Making Two-Sided Copies

& Note

O If you set an odd number of 1-sided originals in the document feeder (ADF),
the reverse side of the last page is left blank. You can disable this function to
make the delivered last page not be blank. See “Duplex: Auto Eject” in =
P.210 “Input Output”.

O If you set originals in the document feeder and select Sort mode, all the orig-
inals will be scanned before being copied. Therefore, the copy speed is faster
than when Sort mode is not selected. See “Auto Sort Mode” in = P.210 “Input
Output”.

O When original images are copied, the images are shifted by a width of bind-
ing margin. You can adjust the binding margin or binding position. You can
also change their default values. See “Back Margin: Left/Right” in = P.205
“Page Format /,”.

O A binding margin can be automatically made on the back side. See “1 — 2 Du-
plex Auto Margin Adjust” in = P.205 “Page Format 1/,”.

{FOriginal direction and completed copies

The resulting copy image will differ according to the direction in which you set
your original (lengthwise [J or widthwise I2).

Original Orientation Result ™!

e [Top to Top]

—
—
—

JE

o
&

Duplex9

e [Top to Bottom]

Duplex10
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e [Top to Top]

Duplex? Duplextt

e [Top to Bottom]

Duplexg Duplexi2

1 The illustrations show the directions of copied images on the front and back, not the
directions of delivery.

’Q‘Originqls and copy direction

You can select the orientation ([Top to Top], [Top to Bottom]). See = P.92 “Specify-
ing Orientation of Bound Originals”.

e Top To Top

o8 TelE

Duplext

¢ Top To Bottom

[l=)8) -

Duplex2




Duplex—Making Two-Sided Copies

ﬂ Touch the [Duplex/Combine] key.

Ao Feaucegniage § 3G i 9 S%i fd-ad i 100%

ik

g ‘@l»l}! ” @»I_E]i -)” ShrinkCantra

Select original type, desired copy output andzr orientation
Originals @ Copies @

gt ][ Daerd |17 .
i Bmed | = o
Special Original i

Sheet

Cover/Sli

& Note

O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select Top to Bottom. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [OK] key.

O set your originals, then press the [Start] key.

When setting an original on the exposure glass or in the document feeder
using Batch (SADF) mode

§e Reference
See = P.31 “Batch (SADF) mode”.

@ Set the original, then press the [Start] key.

& Note
O Start with the first page to be copied.

@ Set the next original. When it is placed on the exposure glass, press the
[Start] key.

© When the number of originals is uneven, press the [#] key at the last
original.
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Specifying Orientation of Bound Originals

You can specify the orientation of bound originals (how you turn the pages). The
default setting is [Top to Top].

& Note

O You can change the orientation default with the user tools. See “Copy Orien-
tation in Duplex Mode” and “Original Orientation in Duplex Mode” in =
P.201 “General Features */5".

B Touch the [DuplexiCombine] key.

A3-A4 Ae-83
Auto ReduceEnlarge E A i 93%; RS+A4

Select oriqinal type, desired copy output andgr orientation
Originals @ Copies

Nighi

[ "2Sided [ Combine 2 Side | | onemaminnl

Orientation  Select orientation of the original and desired copy original

Orig

] : (e &] o re} k]

s

Special Original i

O Touch the [OK] key.



Duplex—Making Two-Sided Copies

2 Sided — 2 Sided—Making Two-sided Copies From Two-sided
Originals

oLy

B Touch the [DuplexiCombine] key.

A3-A4 Ae-83
Auto ReduceEnlarge E A i 93%; RS+A4

1 éi‘kel’l ")I_TL‘Z] ﬂ @"I_E] 1 "ﬂ Shrink&Centre

Selact oriqinal type, desired copy output anddr orientation
Originals @ Copies @

TtT TwT

Special Original Edit Image

& Note

O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select Top to Bottom. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [OK] key.
O set your originals, then press the [Start] key.
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When setting an original on the exposure glass or in the document feeder
using Batch (SADF) mode

§e Reference
See = P.31 “Batch (SADF) mode”.

@ Set the original, then press the [Start] key.

& Note
O Start with the first page to be copied.

@ Set the next original. When it is placed on the exposure glass, press the
[Start] key.

©® When the number of originals is uneven, press the [#] key at the last
original.



Combine—Combining Originals Into One Copy

Combine—Combining Originals Into One
Copy

You can combine two or more originals into one copy. 1 Sided Combine mode is
for 1-sided copies, and the 2 Sided Combine mode for 2-sided copies.

There are twelve types in this function. m

< 1 Sided 2 Pages — Combine 1 Side
Copies two 1-sided originals to the two-page spread of a sheet.

< 1 Sided 4 Pages — Combine 1 Side
Copies four 1-sided originals together to one side of a sheet.

< 1 Sided 8 Pages — Combine 1 Side
Copies eight 1-sided originals together to one side of a sheet.

< 1 Sided 4 Pages — Combine 2 Side
Copies four 1-sided originals to the two-page spread on both sides of a sheet.

« 1 Sided 8 Pages — Combine 2 Side
Copies eight 1-sided originals together to both sides of a sheet.

« 1 Sided 16 Pages — Combine 2 Side
Copies 16 1-sided originals together to both sides of a sheet.

« 2 Sided 2 Pages — Combine 1 Side
Copies one 2-sided original to one side of a sheet.

« 2 Sided 4 Pages — Combine 1 Side
Copies two 2-sided originals to one side of a sheet.

« 2 Sided 8 Pages — Combine 1 Side
Copies four 2-sided originals to one side of a sheet.

< 2 Sided 4 Pages — Combine 2 Side
Copies two 2-sided originals together to both sides of a sheet.

< 2 Sided 8 Pages — Combine 2 Side
Copies four 2-sided originals together to both sides of a sheet.

< 2 Sided 16 Pages — Combine 2 Side
Copies eight 2-sided originals together to both sides of a sheet.

@ Limitation

O You cannot use the bypass tray with this function.
O The machine cannot copy originals different in size and direction.
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& Note

O

O

o

In this mode, the machine selects the reproduction ratio automatically. This
reproduction ratio depends on the copy paper sizes and the number of origi-
nals.

The machine uses ratios in the following range:
® Metric version: 32 — 400 %
¢ Inch version: 32 — 400 %

If the calculated ratio is under the minimum ratio, it is corrected within the
range of the ratio automatically. However, with some ratios, parts of the im-
age might not be copied or blank margins appear on copies.

Separation line between originals can be printed with the user tools. See
“Combine Separation Line” in = P.206 “Page Format 2/,”.

Even if the direction of originals is different from that of the copy paper, the
machine will automatically rotate the image by 90° to make copies properly.

When making copies in Combine mode, the circumference of each original
can be automatically erased by 3 mm, 0.1". See “Combine Original Shadow
Erase” in = P.205 “Page Format 1/,".

If the number of originals placed is less than the number specified for com-
bining, pressing the [#] key allows the last page(s) to be copied blank as
shown in the illustration. You can also change the system setting to automat-
ically avoid such copying. See “Combine: Auto Eject” in = P.210 “Input Out-
put”.

Direction of the originals and arrangement of combined images



Combine-Combining Originals Into One Copy

© Portrait ([J) originals

GCSHUYIE

4 Landscape (L) originals

1 ) NN
2 34
,\: 5|6
S 2 ~ | o T8
8

GCSHUYZE

1 Sided 2 Pages — Combine 1 Side

Copies two 1-sided originals to the two-page spread of a sheet.

-
N
-
N

CE

¢ Setting originals (Originals set in the document feeder)
« Originals reading from left to right

I

& JTTTTT]

-
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¢ Originals reading from top to bottom

e
7T

2

Combines

B Touch the [DuplexiCombine] key.

Qriginal ode

Az+A4 § R4-A3
Auto FieduceEnlarge g s i 9 3%; i g 100%

+ ” ShrinkaCentre

B Touch the [1 Sided] key for original, then touch the [Combine 1 Side] key for
copy.

Selact oriqinal type, desired copy output anddr orientation
Originals Copies @

Text

Original Mode ; 1E80]28 Oj3@ [}
Auto Paper } A3 A4

Select b g Ad

Combine 1 Side  Select mode

a5
Special Original

ﬂ Select paper.
B se your originals, then press the [Start] key.



Combine-Combining Originals Into One Copy

1 Sided 4 Pages — Combine 1 Side

Copies four l-sided originals together to one side of a sheet.

Rend I 100%

B Touch the [1Sided] key for original, then touch the [Combine 1 Side] key for
copy.

.

I 2 Sided ”cmmzsm”mmaml
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B Touch the [4 Originals] key, then touch the [OK] key.

Texdt

I Original Mode

ﬂ Select paper.
B Set your originals, then press the [Start] key.

1 Sided 8 Pages — Combine 1 Side

Copies eight I-sided originals together to one side of a sheet.

1

ac sy

Toxt

_-“‘““‘"‘"Wl%l a3%f A 11 00%
(e () (G- G (7~ B[O (][ ] B
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Combine-Combining Originals into One Copy

ﬂ Touch the [1Sided] key for original, then touch the [Combine 1 Side] key for
copy.

Select original type, desired copy output andAr oriertation.

h.lm_]im

2 Sided Icmnzsm” Orlertation l

ﬂ Select paper.
B Set your originals, then press the [Start] key.

1 Sided 4 Pages — Combine 2 Side

Copies four I-sided originals to the two-page spread on both sides of a sheet.
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ﬂ Touch the [Duplex/Combine] key.

n]
Ad

A3+A4 § R4-+A3
Auto Reduce/Enlarge i i ins i 9 S%i AoRa i 100%

1 ‘ Shrink&Centre 1

copy.

Select original type, desired copy output anddr orientation.
o Is & Copies @

oK
Combine 1 Side
2 Sited Combine 2 5ige | || Orientation 1

Cover/Slip Sheet Edit Image

Ao Paper
Select b

Text

original kode ;

Auto Paper
Select B

Special Original




Combine—Combining Originals Into One Copy

& Note

O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [0K] key.
E Select paper.
W set your originals, then press the [Start] key.

1 Sided 8 Pages — Combine 2 Side

Copies eight 1-sided originals together to both sides of a sheet.

GCSHVYAE

1. Front
2. Back

B Touch the [DuplexiCombine] key.

Auto Reduce/Enlarge E A3-Ad i as%i A4-A3

A4-+AT

-) ﬂ ShrinkzCentre

AS+A4
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B Touch the [1 Sided] key for original, then touch the [Combine 2 Side] key for
copy.

Text

Original kode

7
NG|
2 Sided
Special Original CoveriSlip Sheet

| Sided | | Combine 7 Side | | Orientation I

Text

orgiai ede | vy D}z AEI aai 3 AIEI 4D

Select b

Combine I Side  Select mode.

Front  Back
L

| doriginals 15 Orignals |

Original Mode ;

Select b §

Select ariginal type, desired copy output anddr rientation.
Qriginals @ Copies @ 8 Originals

TS meee———————
., | 1Sided E Cnmhlnalswdei

Gl N

Cover/Slip Sheet Edit Image

& Note
O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.
B Touch the [0K] key.
E Select paper.

W set your originals, then press the [Start] key.
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Combine—Combining Originals Into One Copy

1 Sided 16 Pages — Combine 2 Side

Copies sixteen 1-sided originals together to both sides of a sheet.

' 112]3|4
516|718
\ 1
— =>
16 9 (10(|11|12
13|14|15|16
2
1. Front
2. Back

B Touch the [DuplexiCombine] key.

A3+A4 § R4-+A3
Auto Reduce/Enlarge i i ins i 9 S%i AoRa i 100%

B Touch the [1 Sided] key for original, then touch the [Combine 2 Side] key for
copy.

Qriginal ode

Cople:

. - 'j Combing 1 Side

Combine 2 5ige | || Orientation 1

Special Original
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COPYING

B Touch the [16 Originals] key, then touch the [OK] key.

@ Note

0 To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [OK] key.
B Select paper.
ﬂ Set your originals, then press the [Start] key.

2 Sided 2 Pages — Combine 1 Side

Copies one 2-sided original to one side of a sheet.

1 2
>
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Combine—Combining Originals Into One Copy

i]Tbuchthe[DuMeﬂCombme]key

n]
Ad

A3+A4 § R4-+A3
Auto Reduce/Enlarge i i ins i 9 S%i AoRa i 100%

1 ‘ Shrink&Centre 1

copy.

Select original type, desired copy output anddr orientation.
o Is & Copies @

oK
Combine 1 Side
2 Sited Combine 2 5ige | || Orientation 1

Cover/Slip Sheet Edit Image

Ao Paper
Select b

Combine 1Side  Select made.

Text

original kode ;

Auto Paper
Select B

Special Original
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@ Note

O To change the copy orientation to “Top to Bottom”, touch tk [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals“.

B Touch the [OK] key.
ﬂ Select paper.
ﬂ Set your originals, then press the [Start] key.

2 Sided 4 Pages — Combine 1 Side

Copies two 2-sided originals to one side of a sheet.

Text

WS N -~ | | o] oo E
|
(e (G- L[ - (TR C ][ ]

copy.

.
Originals Copies : !
h .0 T m

-m -Daﬂ( I
m m | 25ied ]|1Cnmmne 25ide ] | Oriertation I
Cover/SIip Sheet Edit Image DuplextCombime




Combine-Combining Originals Into One Copy

B Touch the [4 Pages] key, then touch the [OK] key.

Read org. [ oty f Copy
Toxt 0| 1| ©
i Qriginal Mods ' 1 2W 3W Sort: Stack:
s | A4 AT ad INY T
[ B
_ Combine 1 Side Select mode. --
| QLighter .
-
il 5

ﬂ Check the orientation.

Original Mode |, 1w 2w 3
f"s"e"m?’:'lj Ad I A3 I Ad H

R |

riginals :

- 15000 | I}},
-
(o 7]

@ Note

3 To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.

B Press the [OK] key.
B Select paper.

ﬂ Set your originals, then press the [Start] key.

2 Sided 8 Pages — Combine 1 Side

Copies four 2-sided originals to one side of a sheet.
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i]Tbuchthe[DuMeﬂCombme]key

n]
Ad

A3+A4 § R4-+A3
Auto Reduce/Enlarge i i ins i 9 S%i AoRa i 100%

1 ‘ Shrink&Centre 1

copy.

Select original type, desired copy output anddr orientation.
o Is & Copies @

oK
Combine 1 Side
2 Sited Combine 2 5ige | || Orientation 1

Cover/Slip Sheet Edit Image

Ao Paper
Select b

Combine 1Side  Select made.

Text

original kode ;

Auto Paper
Select B

Special Original
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Combine-Combining Originals Into One Copy

@ Note
O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.
B Touch the [OK] key.
ﬂ Select paper.

ﬂ Set your originals, then press the [Start] key.

2 Sided 4 Pages — Combine 2 Side

Copies 2-sided originals together to both sides of a sheet.

>l

B Touch the [DuplexiCombine] key.

R3oRe R
frae ] 93] i J1oox

B Touch the [2 Sided] key for original, then touch the [Combine 2 Side] key for
copy.

Tent

— Select original type, desiked copy outp anddr orientation

i vy =)
1] e [T e

oo
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B Touch the [4Pages] key, then touch the [OK] key.

Text

Griginal Mode ; Auto Paper 1

Select b

8 Pages

Special Original

I] Check the orientation.

Text

Original kode ;

Select b

183028 i3 Al
#\ulnPapar%E A4] A3 % A4

Select original type, desired copy output andzr orientation
Originals @ Copies @ 4 Pages

E]., BEEN
2

| zsided |

TtT TwT

Cover/Slip Sheet Edit Image

Special Original i

& Note

O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [OK] key
B Select paper.
U s your originals, then press the [Start] key.
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Combine—Combining Originals Into One Copy

2 Sided 8 Pages — Combine 2 Side

Copies four 2-sided originals together to both sides of a sheet.

1. Front
2. Back

B Touch the [DuplexiCombine] key.

GCSHVY2E

Auto Reducenlarge E

A3~A4
A4-+AT

Ad=A3
i 93%; B

B Touch the [2 Sided] key for original, then touch the [Combine 2 Side] key for
copy.

Text

Original kode

Originalk

Select original type, desired copy output andzr orientation

NG|

Copies

| Sided | | Combine 7 Side | | Orientation I

Cover/Slip Sheet

Special Original i

Edit Image

DuplexCombine Reduce/Entarge
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B Touch the [8Pages] key, then touch the [OK] key.

Text

Griginal Mode ; Auto Paper 1

slect b | A4

Combine 7 Side  Select mode

AP

16 Pages

Special Original

I] Check the orientation.

Text

Original kode ;

Select b

183028 i3 Al
#\ulnPapar%E A4] A3 % A4

Select original type, desired copy output andzr orientation
Originals @ Copies @ 8 Pages

TS =
E]., BEEN
2

| zsided |

sLL7
TtT TwT

Cover/Slip Sheet Edit Image

Special Original i

& Note

O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [OK] key
B Select paper.
U s your originals, then press the [Start] key.



Combine—Combining Originals Into One Copy

2 Sided 16 Pages — Combine 2 Side

Copies eight 2-sided originals together to both sides of a sheet.

9 (101112
14|15(16

_;:

o
—_
w

GCSHVY6E

1. Front
2. Back

i]’rouchthe[DuMeﬂCombme]key.

Original kode ;

A3+A4 § R4-+A3
Huto Reduce/Enlange l JEate 1 g 3%1 ety ! 100%

(Lighter E Darkerlp i

B Touch the [2 Sided] key for original, then touch the [Combine 2 Side] key for
copy.

Select ariginal type, desired copy output anddr rientation.
Qriginals @ Copies @

2 Sided

Cover/Slip Sheet
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B Touch the [16 Pages] key, then touch the [OK] key.

Text

Griginal Mode ; Auto Paper é 1

Select b

n]
Ad

Combine 7 Side  Select mode

Special Original

I] Check the orientation.

Text

Original kode ;

1E20]ze o360 Ul
“;";i;“”ﬁ’i A4] A3 % A4

Select original type, desired copy output andzr orientation
O Is @ Copies @ 16 P

Special Original i

& Note

O To change the copy orientation to “Top to Bottom”, touch the [Orientation]
key and select [Top to Bottom]. See = P.92 “Specifying Orientation of Bound
Originals”.

B Touch the [OK] key
B Select paper.
U s your originals, then press the [Start] key.
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Book

Series copies are made by separately copying the front and back of a 2-sided
original or the two facing pages of a spread original onto two sheets of paper. A
book is made by copying two or more originals in page order.

There are the following types of Series and Book modes.
Series Copies

< Book — 1 Sided
Copies the two facing pages of a spread original to make two 1-sided copies.

< Book — 2 Sided
Copies the front and back of a 1-sided original to make two 1-sided copies.

Book

+ Book — 2 Sided
Copies a spread two-page original onto both sides of a sheet.

< Multi — 2 Sided
Copies each spread two-page original as it is onto both sides of a sheet.

< Booklet
Make copies in page order for a folded booklet.

< Magazine
Copies two or more originals to make copies in page order (as when they are
folded and stacked).

? Limitation
O You cannot use the bypass tray with this function.
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Series Copies—Making One-sided Copies From Various
Originals

Book — 1 Sided—Making One-sided Copies From Two Facing Page Of A Bound
Original (Book)

You can make one-sided copies from two facing pages of a bound original
(book).

& Note
O Refer to the following table when you select original and copy paper sizes
with 100 % ratio:

% Metric version

Original Copy paper

A3 A4 [J x 2 sheets
B4Y B5 [J x 2 sheets
A4DD A5 [J x 2 sheets

% Inch version

Original Copy paper
11" x 17" 81/," x 11" [J x 2 sheets
81/, x 11" 51/,"x81/," [J x 2 sheets
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ﬂ Touch the [Duplex/Combine] key.

Ao Feaucegniage § 3G i 9 S%i fd-ad i 100%

ik

Text

Original kode

Select original type, desired copy output andzr orientation
Or I Ci H
' ombine 1 Side
3 +
Lighter § W
” 25ided § | Sided | | Combine 7 Side | | Orientation I

Special Original Edit Image DuplexCombine Reduce/Entarge

Cover/Slip Sheet

B Touch the [Book—>1 Sided] key.

Qty | Copy

Select mode.

B LEMR (e (B

Book > 25ided | Buoklt | Magarine

O Touch the [OK] key.
E Touch the [OK] key.

B Make sure the [Auto Paper Select] is selected.

& Note
3 If not, select the [Auto Paper Select].

W set your originals, then press the [Start] key.
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2 Sided—1 Sided—Making One-sided Copies From Two-sided Originals

You can make one-sided copies from two-sided originals.

-y
[N

ﬂ Touch the [Duplex/Combine] key.

Qriginal ode

uto Feduce/Enlarge g A3+A4 i 93%1 LY

A4-+AT

-» ” shrinkacentre

AS+A4

Select ariginal type, desired copy output anddr rientation.
Qriginals @ Copies @

B Check the orientation.

& Note

O To change the original orientation to “Top to Bottom”, touch the [Orienta-
tion] key, then select [Top to Bottom]. See = P.92 “Specifying Orientation of
Bound Originals”.

I] Touch the [OK] key
B se your originals, then press the [Start] key.
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Book

@ Limitation

O You cannot use the bypass tray with this function.

O The machine cannot copy originals different in size and direction.

& Note

O The machine sets the reproduction ratio automatically to meet the paper size
and copies the originals together onto the paper.

O The machine uses ratios in the range of 32 to 400 %.

O If the calculated ratio is under the available minimum ratio, it will be adjusted
to the minimum ratio. However, with some ratios, parts of the image might
not be copied.

O Even if the direction of originals is different from that of the copy paper, the
machine will automatically rotate the image by 90° to make copies properly.

Book—2 Sided

Copies a two-page spread original onto both sides of a sheet.

[

ﬁklmportant
O If [Multi —» 2 sided] has been selected in “Book Duplex” of the user tools,
change it to [Book—?2 Sided]. See “Book Duplex” in = P.201 “General Features
2/ ”
3 .
& Note

O Refer to the following table when you select original and copy paper sizes
with 100 % ratio:

% Metric version

Original Copy paper
A3 A4 (2-sided)
B4[? B5 (2-sided)
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Original Copy paper

A4DP A5 (2-sided)

< Inch version

Original Copy paper
11" x 17" 81/,"x 11" (2-sided)
81/, x 11'D 51/, x 81/5" (2-sided)

B Touch the [DuplexiCombine] key.

A3-A4 Ae-83
Auto ReduceEnlarge E A i 93%; RS+A4

original kode

#uto Image D Select original type, desired copy output andir arientation
Originals @ Ci H

Special Original

O set your originals, then press the [Start] key.
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Multi — 2 Sided

Copies each two-page spread original as it is onto both sides of a sheet.

ﬂlmportant

O If [Book—2 Sided] has been selected in “Book Duplex” of the user tools, change
it to [Multi — 2 sided]. See “Book Duplex” in = P.201 “General Features */3".

& Note

O Refer to the following table when you select original and copy paper sizes
with 100 % ratio:

< Metric version

Original Copy paper
A3 A4 (2-sided)
B4& B5 (2-sided)
A4DP A5 (2-sided)

< Inch version

Original Copy paper
11"x 17" 81/," x 11" (2-sided)
81/, x 11" 51/,"x 8/," (2-sided)

B Touch the [DuplexiCombine] key.

Auto ReduceEnlarge E sk i 93%; A4-A3

A4-+AT

-) ﬂ ShrinkzCentre

AS+A4
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B Touch the [Book] key.

Book + 1 Sided Booklet

Special Original i

ﬂ Touch the [OK] key and select paper.
B set your originals, then press the [Start] key.

& Note

O When placing one original on the exposure glass or in the document feeder
in Batch (SADF) mode, press the [#] key at the last original.
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Booklet

Make copies in page order for a folded booklet as shown in the following illus-
trations:

% Portrait

el

Landscape

el

i@klmportant

O Before selecting this function, select “Portrait” or “Landscape” with the user
tools. See “Booklet/Magazine Original Orientation” in = P.206 “Page Format
2

& Note

O Four originals are copied onto each sheet of copy paper.

GCBOOKOE

<

GCBOOK1E

O In this mode, the machine sets the reproduction ratio automatically to meet
the paper size and copies the originals together onto the paper.

O A ratio is selected in the range of 32 to 400 %.

O If the calculated ratio is under the available minimum ratio, it will be adjusted
to the minimum ratio. However, with some ratios, parts of the image might
not be copied.

O If the number of originals scanned is less than a multiple of 4, pressing the [#]
key allows the last page(s) to be copied blank. You can also change the system
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setting to automatically avoid such copying. See “Combine: Auto Eject” in =
P.210 “Input Output”.

O You can have a 3 mm, 0.1" bounding margin around all four edges of the orig-
inal left blank (erased). See “Combine Original Shadow Erase” in = P.205
“Page Format '/,”.

How to fold and unfold copies to make a booklet

1 2

GCBOOK2E

1. Portrait
2. Landscape

B Touch the [DuplexiCombine] key.

A3-A4 Ae-83
Auto ReduceEnlarge E A i 93%; RS+A4

Spacial Driginal Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge




Book

B Touch the [Booklet] key, followed by the [OK] key.

Text

Criginal Mode ; Ao Paper é’ 1 &

Select b

Book Select mode

Special Original

I] Select paper.
B se your originals, then press the [Start] key.
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Magazine

Copies two or more originals to make copies in page order when they are folded
and stacked.

% Portrait

1

—
\j

Landscape

LA

GCBOOK3E

<

o
J

GCBOOK4E

i@klmportant

O Before selecting this function, select “Portrait” or “Landscape” with the user
tools. See “Booklet/Magazine Original Orientation” in = P.206 “Page Format
2

& Note

O Four originals are copied onto each sheet of copy paper.

O In this mode, the machine sets the reproduction ratio automatically to meet
the paper size and copies the originals together onto the paper.

O A ratios selected in the range of 32 to 400 %.

O If the calculated ratio is under the available minimum ratio, it will be adjusted

to the minimum ratio. However, with some ratios, parts of the image might
not be copied.

O If the number of originals scanned is less than a multiple of 4, pressing the [#]
key allows the last page(s) to be copied blank. You can also change the system



Book

setting to automatically avoid such copying. See “Combine: Auto Eject” in =
P.210 “Input Output”.

O You can have a 3 mm bounding margin around all four edges of the original
left blank (erased). See “Combine Original Shadow Erase” in = P.205 “Page
Format 1/,”.

How to fold and unfold copies to make a magazine

< Portrait

9-0-0

GCBOOKSE

< Landscape

® §d>

GCBOOKGE

ﬂ Touch the [Duplex/Combine] key.

Text

Original kode ;

A3+A4 I R4-AZ
uto Feduce Enlarge l Aasas 1 9 3%1 i ! 100%

(Ligfter E Darkerlp i ‘ @I hd IE ” E hd IE 1 'P ” Shrink&Centre

Special Original
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B Touch the [Book] key.

1
Auto Paper
Select b g Ad

Book Select mode

| “Book + 15ided | Book + 25ided | Booklet

Special Original i

ﬂ Select paper.
B set your originals, then press the [Start] key.

& Note
O It takes some time to scan the originals and make copies.
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Cover/Slip Sheet—Adding Or Inserting Sheets

Cover/Slip Sheet—Adding Or Inserting
Sheets

In this function, you can add or insert cover or paper designate.
There are four types in this function:

% Front Cover
The first page of your originals is copied on a specific paper sheets for covers.

< Front/Back Covers
The first and last pages of your originals are copied on specific paper sheets
for covers.

< Paper Designate
Use this function to have certain pages of your original copied onto slip
sheets.

« Chapters
If you specify the first page of each chapter with this function, those pages
will always appear on the front of copies when using 1 sided — 2 sided mode.

@ Limitation

O You cannot use the bypass tray with this function.

& Note
O Before selecting this function, set the tray for front cover paper and slip sheet
paper. See “Special Paper Indication” of the “System Settings” manual.

O The cover or slip sheets should be identical in size and direction with the copy
paper.
O If Blank mode is selected, the cover will not be counted as a copy.
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Front Cover—Copying Or Adding A Front Cover

The first page of your originals is copied on a specific paper sheets for covers.

< Copy

J12 J12
< Blank

112 1
& Note

O You can specify whether to make a copy on a sheet for covers. If you select
[Copy], the first page will be copied on the cover sheet. If you select [Blank], a
cover sheet will just be inserted before the first copy.

O When selecting [Copy], select “1 Sided” or “2 Sided” for the side to be copied
on. See “Cover Mode” in = P.205 “Page Format L.

ﬂ Touch the [Cover/Slip Sheet] key.

Text

Original kode

Auta FreduceEnlarge l fi3-Ad 1 9 3%1 ifingik ! 100%

A4-A5

Gligter | Catverd i‘ @l" I_TL—] ” F + I_TL—] 1 -» 1 ShrinkaCentre 1

ik




Cover/Slip Sheet—Adding Or Inserting Sheets

g Touch the [Front Cover] key.

Read Orig. | Qty | Copy

& © ¥ @

| “Front Coer | FE Cover | [DesignaleLhaptert | Siip Sheet |

Edit Image DuplexCombine Reduce/Entarge

B Select [Copy] or [Blank], and then touch the [OK] key.

Read Orig. | Gty | Copy
00 0] 1 0

Text

= el 2o ojse EN
Ad A3 Ad
Cover

3w
Special Original

Auto ReduceEnlarge E sk i 93%; A4-A3

A4-+AT AS+A4

B Set your originals in the document feeder, then press the [Start] key.
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Front/Back Covers—Copying Or Adding Front And Back Covers

The first and last pages of your originals are copied on specific paper sheets for
covers.

< Copy

(R 12
< Blank

1B L
& Note

O You can specify whether to make a copy on a cover sheet. If you select [Copy],
the first and last pages will be copied on the cover sheets. If you select [Blank],
a cover sheet will just be inserted before the first copy and another sheet after
the last copy.

O When selecting [Copy], select “1 Sided” or “2 Sided” for the side to be copied
on. See “Cover Mode” in = P.205 “Page Format 1/,".

O When making a 1-sided front cover copy, you can specify to deliver the back
cover side either face up or face down. See “Copy Back Cover” in = P.205
“Page Format 1/,".

ﬂ Touch the [Cover/Slip Sheet] key.

Original kode

A3+A4 § R4-+A3
Huto Reduce/Enlange l JEate 1 g 3%1 ety ! 100%

i@ oIS PN IFREY I8igna)

Special Original



Cover/Slip Sheet—Adding Or Inserting Sheets

B Touch the [F/ B Cover] key.

Read Orig. | Qty | Copy

& © ¥ @

| “Front Coer | FE Cover | [DesignaleLhaptert | Siip Sheet |

Edit Image DuplexCombine Reduce/Entarge

B Select [Copy] or [Blank], and then touch the [OK] key.

Read Orig. | Gty | Copy
00 0] 1 0

Text

= el 2o ojse EN
Ad A3 Ad
Cover

3w
Special Original

| Front Cover

Cover/Slip Sheet

Auto ReduceEnlarge E sk i 93%; A4-A3

A4-+AT AS+A4

B Set your originals in the document feeder, then press the [Start] key.
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Designate—Copying Designated Pages Of Originals Onto Slip
Sheets

Use this function to have certain pages of your original copied onto slip sheets.

? Limitation

O You cannot use this function with Slip Sheet mode.

& Note

O You can specify up to 20 page numbers.

O When “1 Sided — 2 Sided” has been selected, the page numbers you desig-
nate will always be copied onto the front of copies in the same way as Chap-
ters mode.

O Before using this function, set the special paper tray for slip sheets using the
user tools. See “Paper Size Setting” and “Special Paper Indication” of the
“System Settings” manual.

ﬂ Touch the [Cover/Slip Sheet] key.

Original kode

uto Reduca/Enlarge l fi3-Ad 1 9 3%1 ifingik ! 100%

A4-A5

CInghterE Danmrli IE 1 ﬂi Shrink&Centre 1 7

ik




Cover/Slip Sheet—Adding Or Inserting Sheets

g Touch the [Designate/Chapter] key.

Orig

Qty | Copy

L | rontCower § R Cover | DesignaleChapter! | S

pSheet |

Cover/Slip Sheet Edit Image DuplexCombine

B Enter the page number you want to co
keys. Then, press the [#] key.

Qriginal ode

Reduce/Entarge

py onto a slip sheet with the [ Number]

Sﬁ'ec ial Original

This display shows example settings.

& Note

O To change the value entered, press the [ Clear/Stop] key and enter the new

value.

I] To specify another page number, repeat Step E.

B When you wish to finish specifying page number (s), touch the [OK] key.

& Note

O To change the number entered, select the desired item, then enter the new

number.

B Select the tray you wish to use.

Orig. | Qty | Copy
™ 0| 1|0

Sort

Stack.

Covers, designate and chapters can be selected together.

@ % Designate/Chapter © 3

o image

ﬂ Set your originals, then press the [Sta

FReduceEnlarge

rt] key.
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Chapters-Separating One-sided Originals Into Chapters Of Two-
sided Copies

The page numbers you specify with this function will appear on the front of

i

=1

® Limitation
3 You cannot use this function with Slip Sheet mode.

@ Note

0 You can specify up to 20 page numbers.

O Before selecting this function, touch the [Duplex/Combine] key and select “1
Sided” for original side, and “2 Sided“ for copy side.

(3 This function can be combined with the Designate function.

nTouch the [Cover/Slip Sheet] key.

1) ¢1 ]
Ad ] A3

I - oo ] oox| [
(G- G- T )(CR- ][ |

su T
Ad ] A4

OReady

D G DfTw )
» Ad

_ Cavers, designate and chiaghers can be selected together

[Pt Cover | 74 Cows ] [esigratecchopten] [ Sip Sheet ]

Special Original




Cover/Slip Sheet—Adding Or Inserting Sheets

B Touch the [Chapters] key.

Designate  Enter original number with numher keys, then press (#)

I] Enter the page number of the first page of the first chapter with the
[Number] keys. Then, press the [#] key.

Special Original ;

This display shows example settings.

& Note
O To change the value entered, press the [ Clear/Stop] key and enter the new

value.
E To specify another page number, repeat Step @.
E When you finish specifying the page number (s), touch the [OK] key.

Orig. | Gty | Copy

Read
™ 0| 1| 0

Text

Frort Caver F/8 Cover

FReduceEnlarge

Cover/Slip Sheet Edit Image DuplexfCombine

& Note
O To change the number entered, select the desired item, then enter the new

number.

W set your originals, then press the [Start] key.
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Slip Sheet-Copying Or Inserting Slip
Sheet

Every time the original’s page changes, a slip sheet is inserted. This function can
be used to insert a slip sheet automatically between every OHP transparencies
copied or used as a stack function. You can also copy onto the inserted slip
sheets.

? Limitation
O You cannot use this function with Chapters and Paper Designate modes.

@ Note

0 Before selecting this function, specify the paper tray for slip sheets. See “Spe-
cial Paper Indication” of the “System Settings” manual.

O Set the slip sheets in the same orientation as originals.
0 You can specify whether to make copies onto the inserted slip sheets or not.

O If you do not copy onto slip sheets, they are excluded from the number of cop-
ies counted.

When using OHP transparencies set on the bypass tray

€ Blank
—=
! Limitation

O Press the [#] key and set the “Special Paper” setting to “OHP”. See = P.62
“When copying onto OHP transparencies or thick paper®.



Slip Sheet—Copying Or Inserting Slip Sheet

O When you select “OHP”, copy paper is delivered face-up even if you have set
the “Face Up/Down Selection in Bypass Mode” setting to “Face Down Exit.
See “Face-Up/Down Selection in Bypass Mode” in = P.212 “Count Manager”

O When copying two or more originals using the bypass tray, the copies are de-

livered in the reversed page order.

Touch the [Cover/Slip Sheet] key.

1 aa |
4.51ip Sheet

Auto Reduce/Enlame E i i 9 3%; fans E 100%

Fa-fis
- ﬂ ShrinkzCentre

Orig. | Qty | Copy

| | FrontCoer | FECover | [DesignaleLhaptert | Siip Sheet |

Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge

Special Original

Select [Copy] or [Blank], followed by the [OK] key.

Read Orig. | Gty | Copy
00 0] 1 0

Stack:

Text

Original kode ; ;

‘overs, designate and chapters can be selected together.

¢ @

| Font Cower | FA Cover | [Designate Chiapter}

Special Original

Cover/Slip Sheet

Edit Image DuplexCombine Reduce/Entarge
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I] Select a tray.

[r]
Ad
1 5lip Shest

Ao Feduceniarge { AZA3 i ] S%i fi-n3 i 100%

A4-A5 ik

1 ‘ Shrink&Centre 1

& Note
O When using OHP transparencies, open the bypass tray.

B se your originals, then press the [Start] key.
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Double Copies—Copying The Image Twice On One Page

Double Copies—Copying The Image
Twice On One Page

The one original image is copied twice on one copy as shown in the illustration.

R R

R = |R R

@ Limitation

O The following originals cannot be detected properly on the exposure glass. Be
sure to select the copy paper manually or set the originals in the optional doc-
ument feeder.

Metric version A5, B6[JZ

Inch version 51/," x 81/,"7

O You cannot use the bypass tray with this function.

& Note
O You can insert separate lines between repeated images. See “Double Copies
Separation Line” in = P.206 “Page Format %/,".

O Refer to the following table when you select original and copy paper sizes
with 100 % ratio:

% Metric version

Original size and direction Copy paper size and direction
A5SD? A4l
B6? B5[)
A4l) A3D
A5[) A4D
B6[) B5CY
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% Inch version

Original size and direction

Copy paper size and direction

5‘1/2n X 81/2”5

81/, x11"[)

51/, x8/,"[)

81/," x 11"?

81/2n X 11n D

11" x 17"

0 Touch the [Edit Image] key.

A4-A5

Auto ReduceEnlarge i fA3ne i 93%1

Ao
AERa i 100%

B Touch the [Double] key.

Text

Original kode ;

Select b

18328 @38 AL
#\ulnPapar%E A4] A3 % A4

Spacial Driginal Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge

Orig. | Gty | Copy
00 0] 1 0

Select mode

Easf =

= [

|
[#]

Fopeat | Margin Ad] | Erase Centra | Erase Border | Contring |

Cover/Slip Sheet Edit Image

Special Original

DuplexCombine

Reduce/Entarge

B Touch the [OK] key, then select the paper.

O set your originals, then press the [Start] key.




Image Repeat—Repeating An Image Over The Entire Copy

Image Repeat—Repeating An Image
Over The Entire Copy

The original image is copied repeatedly.

R R
R-

R R

& Note
O The number of repeated images depends on the original size, copy paper size,
and reproduction ratio. Refer to the following table.

% Original: A5 [[)/Copy paper: A4[J) or Original: ASC/Copy paper A4C5

4 repeats (71 %) 16 repeats (35 %)

Repeat! Repeat2

% Original: A5 [[)/Copy paper: A4T3 or Original: ASC/Copy paper A4[)

2 repeats (100 %) 8 repeats (50 %)

Repeat3 Repeatd

O Part of a repeated image might not be copied depending on copy paper size,
copy paper direction or reproduction ratio.

O You can insert separate lines between repeated images. See “Repeat Separa-
tion Line” in = P.206 “Page Format %/,".

[I Select the size of the copy paper and the reproduction ratio.
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B Touch the [Edit Image] key.

At | fraeE
s i g 3%1 ASofa i 100%

B Touch the [Repeat] key.

Read Orig. | Gty | Copy
00 0] 1 0

Sort Stack:

Text

Original kode ;

= el 2o ojse EN
A4 A3 | A4

Select mode 0K g
[
= [
” | Dowble Meargin adj. | Erase Centre | Erase Border | Cortring |
Special Original i

Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge

O Touch the [OK] key.

B set your original, then press the [Start] key.
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Margin Adjustment—Adjusting The Margin

Margin Adjustment—Adjusting The Margin

You can shift the image either left or right to make a binding margin.

Il
1]

[
M

® Limitation
O If you set too wide margin, areas you do not want to delete might be erased.
& Note
O You can change the width of the binding margin as follows:
Metric version 0-30 mm (in 1 mm steps)
Inch version 0"-1.0" (in 0.1" steps)

O The margin width default is as follows. You can change this default setting
with the user tools. See “Front Margin: Left/Right” in = P.205 “Page Format

1 /2//.
Metric version e Front: 5 mm Left
¢ Back: 5 mm Right

Inch version e Front: 0.2" Left
¢ Back: 0.2" Right

O When making two-sided copies from one-sided originals, you can set a bind-
ing margin for back pages. See “1 — 2 Duplex Auto Margin Adjust” in =

P.205 “Page Format 1/,".
0 Touch the [Edit Image] key.

Original kode

A3+A4 § R4-+A3
Huto Reduce/Enlange l JEate 1 g 3%1 ety ! 100%

(Lighter E Darkerlp i
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B Touch the [Margin Adj] key.

ead Orig. | Qty | Copy
™ 0| 1|0

Sort Stack:

| | Select mode

Lo ]
mpm B ["s[#]

| “Double 3 Fepeat [ bargin d). | Erase Cenire JErase Border | “Cerfring |

Cover/Slip Sheet Edit Image Reduce/Entarge

Special Original

DuplexCombine

B Set a binding margin for a front page. Touch the [-] and [«] keys when
setting the left and right margins, and the [{] and [T] keys when setting the
top and bottom margins.

Original Mode

hiargin Adjust Set margin with + — key <Dum ~30mm =
Om

& Note

O To change the value entered, touch the [«], [-], [{], [T] keys and enter the
new value.

ﬂ Set a binding margin for back pages. Touch the [-] and [«] keys when set-
ting the left and right margins, and the [{] and [T] keys when setting the top
and bottom margins.

& Note

O You can specify the back margin only when the Duplex or the Two Sided
copy with Combine is selected.

O If you do not need to specify the back margin, touch the [OK] key and go to
Step B.

B se your originals, then press the [Start] key.
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Erase Centre/Border—Erasing The Centre And The Border

Erase Centre/Border—Erasing The Centre
And The Border

This function erases the centre and/or all four sides of the original image, such
as book originals.

« Erase Centre

A=[B=

CenterEE

« Erase Border

There are two types in this function:

« Centre
This mode erases the centre margin of the original image.

< Border
This mode erases the surrounding area of the original image.

& Note
O You can change the width of the erased margin as follows:

Metric version 3 -50 mm (in 1 mm steps)

Inch version 0.1"—-2.0" (in 0.1" steps)

O The default setting of the erased margin is as follows. You can change this set-
tings with the user tools. See “Erase Border” in = P.205 “Page Format 1/,” and
“Erase Centre” in = P.206 “Page Format /,".

Metric version 10 mm

Inch version 0.4"

O The width of the erased margin varies depending on the reproduction ratio.

O If the size of the original is different from sizes listed in the following chart,
the erased margin might be shifted.
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% Metric version

Where original is set

Paper size and orientation

Exposure glass

A30, B4, Ad[ 5, B3, 81/," x 13" 1

Document feeder

A3, B4, A B A0, Bo D, 11"
x17'3,11"x 15'E, 8%/,"x 11"D 7,8 /,"x 13" @
“1

"1 You can select from 8!/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

+ Inch version

Where original is set

Paper size and orientation

Exposure glass

11"x 17", 81/," x 14'F, 81 /," x 11"

Document feeder

A4DD,11"x 1702, 11"x 15’0, 81/, x 14'0, 8!/
' x11"D D, 5/, x81/," D3, 81/, x 13" 2 1

1 You can select from 8!/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

O The position of the margin to be erased is determined according to the origi-
nal size and reproduction ratio.

¥ copy paper

[J copy paper

L

lt 3~50mm

1: Erased part

O You can use the Erase Centre and Erase Border functions together.

0 Touch the [Edit Image] key.

Original kode ;

A3+A4 R4-AZ
o Reduce/Entarge l JEate 1 9 3%1 ety ! 100% '

mm\@ BRI

-»I_T_] 1 . [l ” ShrinkaCertre

Spacial Driginal Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge



Erase Centre/Border—Erasing The Centre And The Border

B Select the part to be erased.

Erase Centre

© Touch the [Erase Centre] key.

Read Orig. | Gty | Copy
00 0] 1 0

Text

Original kode

Select mode Ok g
] = B ["s[#]

| “Double [ Fepeat | Wargin Ad. | Erase Contrs | Erase Burder | Contring |

a5
Special Original

Special Original

& Note
0 To change the value entered, press the [4+] [—] keys and set the new
value.

Erase Border (Setting with the same width)

© Touch the [Erase Border] key.

Read Orig. | Qty | Copy

| “Double "} Fepeat

Spacial Driginal Cover/Slip Sheet Edit Image DuplexCombine Reduce/Entarge

Margin Ad). J Erase Centre FErase Border | Centring §
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@ Touch the [Same Width] key.

Original kode

Special Original L

© Set an erase border width with the [4] and [—] keys, followed by the
[OK] key.
& Note

O To change the erase border width entered, press the [+] and [—] keys
and enter the correct erase border width.

0 If you have incorrectly set the width, correct it by touching the [+] and
[—]1 keys.

Erase Border (Separately setting the top and bottom and left and right
borders)

© Touch the [Erase Border] key.

Read Orig. | Gty | Copy

Qriginal ode

Select mode.

=E
5]

[R ]z
5

| Dowle § Fepear § argin Aa). | Erase Centre

|| Erase Border  Press border or center erase key

IL1om

. <tm-Sw> R |[10m

Special Original ; Same Yidth ;

© Touch the key for the border you wish to change and set an erase width
with the [4+] and [—] keys.

To change the erase border width entered, touch the [4] and [—] keys and
enter the correct erase border width.
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Erase Centre/Border—Erasing The Centre And The Border

@ Press the [0K] key.
B set your originals, then press the [Start] key.
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Centring

You can make copies by moving the image to the centre of the copy paper.

SENT-HE

1. “Centre”
2. Full

? Limitation

O You cannot use the bypass tray with this function.

O If the direction of originals is different from that of the copy paper, the ma-
chine will not rotate the image by 90°(rotate-copy).

O If the original size cannot be measured, the centring function will not work.

& Note
O The original sizes and directions for centring are listed below.

% Metric version

Original placed on: Paper size and direction

Exposure glass A3, B4, A4, B5 2, 81/," x 13" P 1

Document feeder A3, B4, A4 7, B5 02, A5 2, B 2, 11" x 17",
11"x 15", 81/," x 11"D 3, 81/," x 13" 3 1

1 You can select from 8!/," x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See ”<F/F4> Size Setting” of the “System Settings” manual.

% Inch version

Original placed on: Paper size and direction

Exposure glass 11"x 17", 81/," x 14", 81/," x 11" 2

Document feeder AP, 11"x 175, 11" x 15", 81 /," x 14", 81/," x
11"0 3,51/, x81/,"D 3, 8!/," x13" [ 1

"1 You can select from 8'/,"x 13", 8!/," x 13" and 8" x 13" using the user tool (system
settings). See “<F/F4> Size Setting” of the “System Settings” manual.

[l Select paper.



Centring

B Touch the [Edit Image] key.

A3-A4 § A4-+A3
Auto ReduceEnlarge i i g S%i AoRa i 100%

A4-A5

Select mode
{22 =1

Special Original i

O Touch the [OK] key.

B set your originals, then press the [Start] key.
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Combination Chart

The combination chart given below shows which modes can be used together.
When you read the chart, please refer to the following table.

s means that these modes can be used together.
- means that these modes cannot be used together. The mode
. ) L
after you select will be the mode you're working in.
X means that these modes cannot be used together. The mode
before you select will be the mode you're working in.
The following shows the combinations of functions.
Mode after you Select
H
£
i
= s
g H
H HRE
Py 2 S &
g
g ]
sl HIP 5
8 @ ) S )
2| E 2|2 H g 3
5| €| Slele| |3 R E 5| &
= ] g3 | £ 8 TIZ|E R g 3|8
Blg|S|S 8| |+ HEIEIE 22| H) iz
g .
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3
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= Sort OlO|OlO|O|~=|[==]O]Ox|O[O]lO]|O[O|O]|O[O[O]O[O|O]|O0|x|O]O[O|O]O
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3. WHAT TO DO IF SOMETHING

GOES WRONG

If Your Machine Does Not Operate As You

Want

Message

Machine's Condition

Problem/Cause

Action

The machine instructs you
to wait.

The machine is warming
up.

Wait for the machine to
warm-up.

b Reference
You can use Auto Start
mode during warm-up
period. See = P.69 “Au-
to Start—Entering Copy
Job Settings During The
Warm-up Period”

Copy paper is moving in
the tray 1 (Tandem Tray).

Wait for the machine.

The machine cannot detect
the original size.

Improper original is set.
See = P.19 “Sizes Difficult
To Detect”.

Set non-standard size orig-
inal on the exposure glass.

Input the both horizontal
and vertical sizes of the
non-standard original. See
= P.29 “Setting Originals
On The Exposure Glass”.

Select paper manually, not
in Auto Paper Select mode.

Do not use Auto Reduce/
Enlarge mode.

Original is not set.

Set your originals.

The machine instructs you
to check the original direc-
tion.

There is no copy paper that
is the same direction as the
originals.

Set the original in the same
direction as the copy paper.

form rotate-sorting for this
paper size.

no rotate-sorting is availa-
ble is selected.

The machine instructs you | Improper original size is Select the proper paper
to check paper size. set. size.
The machine cannot per- | The size of paper for which | Select the proper paper

size. = P.47 “Sort—Sorting
Into Sets (123,123, 123)".
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WHAT TO DO IF SOMETHING GOES WRONG

Machine's Condition

Problem/Cause

Action

Staple mode has been reset.

The paper size was
changed during stapling.

You can only staple paper
of the same size. Select the
paper of the same size.

The number of sheets that
can be stapled has been ex-
ceeded.

Check the stapler capacity.
See = P.51 “Staple”.

The machine cannot staple
this size paper.

Select the proper paper size
that can be used in Staple
mode. See = P.51 “Staple”

This paper is not available
in Duplex mode.

A paper size not available
in Duplex mode has been
selected.

Select a paper size that can
be used in Duplex mode.
See = P.88 “Duplex—Mak-
ing Two-Sided Copies”

You cannot enter the de-
sired copy set number.

The number of copies ex-
ceeds the maximum copy
quantity.

You can change the maxi-
mum copy quantity that
you can make at a time. See
“ Maximum copy quanti-
ty” in = P.201 “General Fea-
tures 2/3”

Display

Problem

Cause

Action

The panel display is off.

The screen contrast knob is

turned to the dark position.

Set the screen contrast
knob to the light position
for proper viewing of the
panel display.

The machine is in Energy
Saver mode.

Press the [ Clear Modes/Ener-
gy Saver] key to cancel En-
ergy Saver mode.

The operation switch is
turned off.

Turn on the operation
switch.

Nothing happens when the
operation switch is turned

on.

The main power switch is
turned off.

Turn on the main power
switch. See = P.4 “Guide To
Components”




If You Cannot Make Clear Copies

If You Cannot Make Clear Copies

Problem

Cause

Action

Copies appear dirty.

The image density is too
dark.

Adjust the image density.
= P.36 “Adjusting Copy Im-
age Density”.

Auto Image Density is not
selected.

Select Auto Image Density.

The reverse side of an orig-
inal image is copied.

The image density is too
dark.

Adjust the image density.
= P.36 “Adjusting Copy Im-
age Density”.

Auto Image Density is not
selected.

Select Auto Image Density.

A shadow appears on cop-
ies if you use the pasted
originals.

The image density is too
dark.

Adjust the image density.
= P.36 “Adjusting Copy Im-
age Density”.

Change the direction of the
original.

Put mending tape on the
pasted part.

The same copy area is dirty
whenever making copies.

The exposure glass or doc-
ument feeder belt is dirty.

Clean them. = P.219
“Maintaining Your Ma-
chine”.

Copies are too light.

The image density is too
light.

Adjust the image density.
= P.36 “Adjusting Copy Im-
age Density”.

Damp or rough grain pa-
per is used.

Use dry paper without
rough grain.

Toner cartridge is almost
empty.

Add toner. = P.172 “D
Adding Toner”.

Parts of the image are not
copied.

The original is not set cor-
rectly.

Set originals correctly. =
P.29 “Setting Originals”.

An improper paper size is
selected.

Select the proper paper
size.

Copies are blank.

The original is not set cor-
rectly.

Set originals correctly. =
P.29 “Setting Originals”.
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WHAT TO DO IF SOMETHING GOES WRONG

Problem

Cause

Action

A moire pattern is pro-
duced on copies.

R

2>

R

Your original has dot pat-
tern image or many lines.

Place the original on the ex-
posure glass at a slight an-
gle.




If You Cannot Make Copies As You Want

If You Cannot Make Copies As You Want

Problem

Cause

Action

Copies are not stapled.

There are jammed staples
in the stapler.

Remove jammed staples.
See = P.188 “e Removing
Jammed Staples”.

& Note

O After removingjammed
staples, staples might
not be ejected the first
few times you try to use
the stapler.

The number of copies ex-
ceeds the capacity of the
stapler.

Check the stapler capacity.
See = P.51 “Staple”.

Staples are wrongly posi-
tioned.

Originals are not set cor-
rectly.

Set originals correctly. See
= P.51 “Staple”.

Misfeeds occur frequently.

Copy paper size setting is
not correct.

Set the proper paper size.
See = P.182 “Changing The
Paper Size”.

You cannot combine sever-
al functions.

Selected functions cannot
be used together.

Refer to the combination
chart. See = P.156 “Combi-
nation Chart” .

When sorting, the pages
are divided into two
blocks.

The memory became full in
the middle of sorting and
the pages were ejected in
two blocks.

You can interrupt the copy-
ing when the memory be-
comes full. See “Memory
Full Auto Scan Restart” in
= P.210 “Input Output”.

Adjust Image

Problem

Cause

Action

In Double Copies mode,
parts of the original image
are not copied.

Combination of original
and copy paper is not cor-
rect.

Select the proper original
and copy paper. See =
P.143 “Double Copies—Cop-
ying The Image Twice On
One Page”
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WHAT TO DO IF SOMETHING GOES WRONG

Problem

Cause

Action

In Centre/Border mode,
parts of the original image
are not copied.

You set the wide erased
margin.

Your original has narrow
margins on four sides.

Set the narrow margin with
the user tools. See “Erase
Border” in = P.205 “Page
Format 1/2” and “Erase
Centre” in = P.206 “Page
Format 2/2”.

In Margin Adjustment
mode, parts of the original
image are not copied.

You set the wide erased
margin.

Set the narrow margin with
the user tools. See “Front
Margin: Left/Right” and
“Back Margin: Left/Right”
in = P.205 “Page Format 1/
2.

In Image Repeat mode, the
original image is not cop-

You selected the same size
copy paper as originals,

Select copy paper larger
than the originals.

ied repeatedly. and did not gelect the PrOP- g lact the proper reproduc-

er reproduction ratio. tion ratio
Combine

Problem Cause Action

You cannot make a book | Combine Original Booklet

from abooklet or magazine | Format or Combine Origi- | Change the setting.= P.95

by folding copies. nal Magazine Formatisnot | “Combine—Combining
correct. Originals Into One Copy”

Parts of the image are not | You specified an improper | When you specify a repro-

copied.

reproduction ratio that
does not meet the sizes of
your originals and copy pa-

per.

duction ratio using Manual
Paper Select mode, make
sure the ratio matches your
originals and the copy pa-

per.
& Note

O Select the correct repro-
duction ratio before us-
ing Combine mode.

Your originals are not iden-
tical in size and direction.

Use originals that are iden-
tical in size and direction.




If You Cannot Make Copies As You Want

Problem

Cause

Action

Order of copies is not cor-
rect.

You set originals in the in-
correct order.

When setting a stack of
original in the document
feeder, the last page should
be on the bottom.

If you set an original on the
exposure glass, start with
the first page to be copied.

Duplex

Problem

Cause

Action

Order of copies is not cor-
rect.

You set originals in the in-
correct order.

When setting a stack of
originals in the document
feeder, the last page should
be on the bottom.

If you set an original on the
exposure glass, start with
the first page to be copied.

Orientation of copies (Top
to Top, or Top to Bottom) is
not correct.

You set originals in an in-
correct direction or the ori-
entation setting is
incorrect.

Select the correct orienta-
tion, or set originals cor-
rectly. = P.88 “Duplex—
Making Two-Sided Copies”

& Note

O If youset A3, 11" x 17"
or B4,8!/," x 14" origi-
nals as shown below, se-
lect [Top to Bottom] to
make copies in “Top to
Top” orientation. Or se-
lect [Top to Top] to make
copies in “Top to Bot-
tom” orientation.

CP270-A
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WHAT TO DO IF SOMETHING GOES WRONG

2 Loading Paper

& Note

O If you want to change the paper size of the tray 2 (550-sheet tray), see = P.95
“Combine—Combining Originals Into One Copy” and = P.182 “Changing The Pa-
per Size”.

pe Reference

Regarding paper types and size, see = P.95 “Combine—Combining Originals
Into One Copy” and = P.21 “Copy Paper”.

Tray 1 (Tandem Tray)

Eimportant

O When the paper on the right side in tray 1 runs out, the paper on the left side
will automatically move to the right side. While the paper on the left side is
moving, the machine instructs you to wait. At this time, do not pull out the
tray.

& Note

O You can supply paper even while you are making copies using the paper in
tray 1. During copying, you can pull out the left half of the tray.

O Prepare paper of the same size as that loaded in the right of the tray. Load it
in the left side in the same direction.

[l Pull out the paper tray until it stops.

TSPHOB0E

B Square the paper and set it in the tray.



& Loading Paper

< When the whole tray is pulled out:

ﬂlmportant
O Push the right paper to the right side, and the left paper to the left side.

< When the left half of the tray is pulled out:

TSPH100E

ﬂlmportant
O Do not stack paper over the limit mark.

O Make sure that the paper stack is flush with the left side fence.

& Note
O Shulffle the paper before placing it in the tray.

O Correct the paper, if curled or warped, before placing it in the tray.

B Push the paper tray in until it stops.
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WHAT TO DO IF SOMETHING GOES WRONG

Tray 2 (550-sheet Tray)

[l Pull out the paper tray until it stops.

TSPHIE

E Square the paper and set it in the tray.

g e

TSPH130E

ﬂlmportant
O Do not stack paper over the limit mark.

O Make sure that the paper stack is flush with the right side fence.

& Note
O Shulffle the paper before placing it in the tray.
O Correct the paper, if curled or warped, before placing it in the tray.

B Push the paper tray in until it stops.



& Loading Paper

Tray 3 (1500-sheet large capacity tray)

I] If the [Down] key is not lit, press it to lower the bottom plate.
The key will blink while the bottom plate is moving down.

TSPH320E

B After the [Down] key stops blinking and lights, pull the tray all the way out.

TSPH340E

ﬂlmportant
O Do not stack paper over the limit mark.

O Do not place papers or objects in the vacant place on the left side of the pa-
per tray.
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WHAT TO DO IF SOMETHING GOES WRONG

& Note
O Load paper with the copy side down.

O The paper stack must be flush with the right side fence.
ﬂ Push the tray in gently until it stops.

& Note
O Make sure that the [Down] key goes off and the [Start] key turns green.

Optional 3500-sheet Large Capacity Tray

[l Open the top cover.

%
|
0)
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e

I
i

/[ J
&
Y

SPSLCTIE

B Place the paper in the tray along the edge on the left.

\\Giﬁfﬁgg E
—\ y
=

|
& Note

O Load up to about 500 sheets of paper in the tray.
B Press the [Down] key.
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& Loading Paper

The key blinks while the bottom plate is moving down.

SPSLCT2E

ﬂ Load paper by repeating steps B and B.

& Note
O The tray can hold up to 3,500 sheets.

B Close the top cover.
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WHAT TO DO IF SOMETHING GOES WRONG

12 Adding Toner

When L&) is displayed, it is time to supply toner.
/\ WARNING:

« Do not incinerate used toner or toner containers. Toner dust
@ might ignite when exposed to an open flame. Dispose of the

used toner containers according to local regulations for

plastics.
A CAUTION:
» Do not eat or swallow toner.
* Keep toner (used or unused) and toner containers out of reach of
children.
A\ CAUTION:

parts and consumables. We recommend you only use these

f » This machine has been tested for safety using this supplier's
specified supplies.

iﬁklmportant
O If you use toner other than that recommended, a fault might occur.

O When adding toner, do not turn off the operation switch. If you do, your set-
tings are cleared.

O Always add toner after the machine instructs you to add toner.
O Do not use used toner. This will damage the machine.

& Note

O You can still make about 1,000 copies after the L&) appears, but replace the ton-
er early to prevent poor copy quality.

A Reference
Regarding toner storage, see = P.25 “Toner Storage”.

¢ 1: Open the front cover of the machine.

e 2: Pull out the lever under the toner
bottle toward you 90°.




& Adding Toner

3
)
&=
—

)

L]

L]

3: Pull the green lever, and gently pull
out the toner bottle.

4: Hold a new bottle horizontally and
shake it 5 or 6 times.

& Note
O Do not remove the cap when shak-
ing.

5: Remove the outer cap.

& Note

O Do not remove the inner cap.

6: Place the toner bottle in position,
turn it clockwise, then return the green
lever.

7: Return the lever under the toner bot-
tle to its original position.

8: Close the front cover of the machine.
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WHAT TO DO IF SOMETHING GOES WRONG

8\ Clearing Misfeeds

)

R4~R6

TSPY270E

A\ CAUTION:
@ »  When removing misfed paper, do not touch the fusing section be-

cause it could be very hot.

ﬂklmportant

O When clearing misfeeds, do not turn off the operation switch. If you do, your
copy settings are cleared.

O To prevent misfeeds, do not leave any torn scraps of paper within the ma-
chine.

O If paper misfeeds occur repeatedly, contact your service representative.

& Note

O More than one misfed areas may be indicated. In this case, check every appli-
cable area. Refer to the following charts: A, B, C, D, E1-E5, P1, P2, U, R (R1 -
R6)

O You can find a sticker explaining how to remove misfed paper inside of the
front cove or inside of the finisher.



8 Clearing Misfeeds

This page is intentionally blank.
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WHAT TO DO IF SOMETHING GOES WRONG

When D is lit

(@ Open the front cover.
@ Push lever C1 to the left.

@ Turn knob D1 clockwise @ While pushing lever D2,
and remove misfed paper. hold knob D3 and pull out
the fuser unit.

When E:- Es are lit

(1 Open the front cover.

@ Turn knob E1
counterclockwise a few
times

(3 Hold up handle E2 and
remove misfed paper.

@ Remove misfed tray from the output tray side.
(When the finisher is installed, open the front
cover and remove misfed paper.)

® Pull handle E3 and fully
pull out the duplex unit.

® Remove paper if seen.

@ Hold up lever E4. ® Remove misfed paper.
@ Close the front cover.

TSPY281E



8\ Clearing Misfeeds

® Lower lever D4 and ® Return lever D4 to its
remove misfed paper. original position.
@ Close the front cover.

When C is lit

@ Open the front cover. @ Turn knob C2
(@ Push lever C1 to the eleft. counterclockwise and
remove misfed paper.
@ Close the front cover.

TSPY282E
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WHAT TO DO IF SOMETHING GOES WRONG

he E is lit

1 Open the front cover. 3 Hold up lever E2 and @ Remove misfed tray from the output tray side.
@ Turn knob E1 remove misfed paper. (When the finisher is installed, open the front
counterclockwise a few cover and remove misfed paper.)

times.

() Pull handle E3 and fully pull ® Hold down handle E5. @ Remove misfed paper. \

out the duplex unit. ® Return handle E5 to its
original position.
@ Close the front cover.

TSPY291E
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8\ Clearing Misfeeds

When B is lit

L.
-©

—

\.
(1) Open the front cover. ® Turn knob A2 and
@ Push button A1 and open remove misfed paper.
the guide plate @) Close the front cover.

TSPY292E
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(D Open the front cover. @ Return lever B2to its
@ Turn knob B and original position.
remove misfed paper. @ Close the front cover.
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WHAT TO DO IF SOMETHING GOES WRONG

hen R is lit

When R1,R2 or R3 is lit

B 61

S

(D Open the front cover of
the machine.

(2 Hold up handle R1 and
remove misfed paper.

® If you cannot remove

misfed paper, hold down

handle R2 and remove
misfed paper.

When R4,R5 or R6 is lit

@ Hold up handle R3 and
remove misfed paper.

® Close the front cover of the

machine.

(D Open the front cover of
the machine.

@ Hold down handle R4
and remove misfed paper.

If you cannot remove
misfed paper, hold up
handle R5 and remove
misfed paper.

@ Pull handle R6 and pull out

the staple unit, then remove

~_ misfed paper.
® Close the front cover of the
machine.

TSPY301E



8\ Clearing Misfeeds

hen P1 is lit

1

-~

(© Open the cover of the
auto document feeder
(ADF).

(2 Remove misfed originals.

@ Colse the cover of the
auto documento feeder
(ADF).

PG
Lty

s

(1) Open the cover of the auto

documento feeder (ADF).

(D Open the top cover and
remove misfed paper.
(@ Close the top cover.

TSPY302E
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and rimove misfed originals.
@ Colse the cover of the auto



WHAT TO DO IF SOMETHING GOES WRONG

Changing The Paper Size

iﬁklmportant
O Make sure to select paper size with the user tools. Otherwise, misfeeds might
occur.

A Reference
For paper sizes, weight, and capacity that can be set in each tray, see = P.21
“Copy Paper”.

Tray 2 (550-sheet tray)

[I Make sure that the paper tray is not being used. Then fully pull out the tray.

TSPH110E

B While pushing the release lever, adjust the side fences and back fence to
the new paper size.

TSPH120E
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Changing The Paper Size

B Square the paper and set it in the tray.

TSPH130E

#Important
O Do not set the paper exceeding the paper capacity.

O Make sure that the paper stack is flush with the right side fence.
& Note

O Shulffle the paper before placing it in the tray.

O Correct the paper, if curled or warped, before placing it in the tray.

ﬂ Set the paper size selector at the innermost part of the tray to the new paper
size.

0 0 Y 0 0 ]
3 2 A4A4 4 *
r) »\“DD 3 >PS<

foooo— |

e

TSPH140E

To adjust the paper size to one not available with the paper size selector

@ Set the paper size selector knob to the ¥ mark on the right.
@ Press the [User Tools/Counter] key.

© Touch the [System Settings]key.

@ Touch the [Paper Size Setting] key.

© Touch the [Tray 2:Paper Size Setting] key.

0 Select your desired size. Then, touch the [OK] key.
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WHAT TO DO IF SOMETHING GOES WRONG

@ Touch the [Exit] key or press the [User Tools/Counter] key to exit the user
tools.
A Reference
For details, see “User Tools (System Settings)” of the “System Settings”
manual.

B Push the paper tray until it stops.

E Check the paper size displayed on the panel display.

"Q'?Changing the paper sizes of tray 1 (fandem tray), tray 3 (1500-sheet
large capacity tray)

& Note

O The fences of tray 1 (tandem tray) and tray 3 (1500-sheet large capacity tray)
are fixed on the default A4, 8'/," x 11" settings. To change the paper size for
these of any trays, contact your service representative.

’Q"Changing the paper sizes of the optional 3500-sheet large capacity
tray

& Note

O The fence of the optional 3500-sheet large capacity tray is fixed on the default
A4, 81/," x 11" settings. To change the paper size of this tray, contact your
service representative.



1% Adding Staples

I Adding Staples

/\ CAUTION:

» This machine has been tested for safety using this supplier's
A parts and consumables. We recommend you only use these
specified supplies.

iﬁklmportant

O If you use a staple cartridge other than that recommended, staple failure or
staple jams might occur.

¢ 1: Open the front cover of the finisher.

1 e 2: Pull out the staple unit.

e 3: Lift the cartridge until it clicks.
2

e 4: Pull out the cartridge gently.

fin303EE
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WHAT TO DO IF SOMETHING GOES WRONG

e 5:Take out the empty refill in the direc-
tion of the arrow.

fin304EE

e 6: Align the arrows on the new refill
and the cartridge, then push in the re-

@ fill until it clicks.

fin305EE

e 7:Pull out the ribbon.

fin306EE

¢ 8: Reinstall the cartridge.

fin307EE
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1% Adding Staples

fin308EE

fin309EE

L]

9: Press down the cartridge until it
clicks.

10: Bring the staple unit back into
place.

11: Close the front cover of the finisher.
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WHAT TO DO IF SOMETHING GOES WRONG

& Removing Jammed Staples

& Note

O Staples might be jammed because of curled copies. In this case, try turning the
copy paper over in the tray. If there is no improvement, change the copy pa-
per with less curls.

O After removing jammed staples, staples might not be ejected the first few
times you try to use the stapler.

¢ 1: Open the front cover of the finisher.

e 2: Pull out the staple unit.

fin310EE

e 3: Lift the cartridge until it clicks.

fin311EE

¢ 4: Pull out the cartridge gently.

fin312EE
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< Removing Jammed Staples

fin313EE

fin314EE

fin315EE

fin316EE

e 5: Open the face plate by pressing the
lock on the right.

e 6: Remove the jammed staples.

e 7:Close the face plate by pressing it un-
til it clicks.

¢ 8: Reinstall the cartridge.
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WHAT TO DO IF SOMETHING GOES WRONG

L]

9: Press down the cartridge until it
clicks.

fin317EE

10: Bring the staple unit back into
place.

11: Close the front cover of the finisher.

fin318EE
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5 Removing Punch Waste

I Removing Punch Waste

& Note
O While the o indicator is lit, you cannot use the punch function.

[l Open the front cover of the finisher.

TSPH170E

E Pull out the punch waste box and remove punch waste.

TSPH180E

B Reinstall the punch waste box.

TSPH190E

ﬂ Close the front cover of the finisher.
The & indicator goes off.
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WHAT TO DO IF SOMETHING GOES WRONG

& Note
O If the indicator is still lit, reinstall the punch waste box.

192



A
4. USER TOOLS (COPY

FEATURES)

Accessing The User Tools (Copy Features)

This section is for the key operators in charge of this machine. You can change
or set the machine's default settings.

B Preparation
After using the user tools, be sure to exit from user tools.
The selected key is highlighted.

Any changes you make with the user tools remain in effect even if the main pow-
er switch or operation switch is turned off, or the [ Clear Modes/Energy Saver] key
is pressed.

pe Reference

Regarding the user tools for system setting, see “Accessing The User Tools
(System Settings)” of the “System Settings” manual.

0 press the [User Tools/Counter] key.

DIk i

Screen User Tools/ N
i 2 & Ciner ,_

TSPS040N

B Touch the [Copy Features] key.

<& User Tools/Counter

‘ System Seftings ! ‘ @ Copy Features !

iz3] Tatal Counter 1

B Select the desired User Tools menu.

Scopy Features
Select one of the following default settings
J General Features IHepmdumun Raml Page Format I Inpugt utput I Court hanager |
Huto Paper Select Priority {lves | | Original Mode Quality Level 1
futo Paper Select Tray Display {|Display | | Original Image Density Level 1
Auto Image Density Priority Ifres | | iuto Reset Timer i esec
Original Mode Priority J[rext | | Paper Tray Priartty et
ariginal Mode Display I[ves | I
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USER TOOLS (COPY FEATURES)

& Note
O [INext]: Touch to go to the next page.

O [TPrev.]: Touch to go back to the previous page.

AP Reference
See = P.196 “User Tools Menu (Copy Features)”.

ﬂ Change the settings by following the instructions on the panel display.
Then, touch the [OK] key.

AP Reference
See = P.198 “Settings You Can Change With The User Tools”.

& Note
O [OK] key: Touch to set the new settings and return to the previous menu.

O [Cancel] key: Touch to return to the previous menu without changing any
data.

Exiting From User Tools

[l After changing the user tools settings, press the [User Tools/Counter] key.
Changing the User Tools is completed, and the machine is ready for copying.

DV iy
Sc User Tools/ N
floss oo B ]

TSPS040N

& Note
O The settings are not canceled even if the operation switch is turned off or
the [ Clear Modes/Energy Saver] key is pressed.

O You can exit from the User Tools by touching the [Exit] key on the User
Tools Main Menu.



Accessing The User Tools (Copy Features)

This page is intentionally blank.
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USER TOOLS (COPY FEATURES)

User Tools Menu (Copy Features)

< User Tools/Counter [ o ]

)
‘ f@  Swemsetig ] ‘ 2 CopyFedtures )

= Totl Couter

General Features

v

Scopy Features [ ]
R e e W )
“H P Sowit iy C gl Wk Gy Low
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User Tools Menu (Copy Features)
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USER TOOLS (COPY FEATURES)

Settings You Can Change With The User

Tools

p Reference

For how to access the user tools, see = P.193 “Accessing The User Tools (Copy

Features)”.

General Features '/,

Menu Description
Auto Paper Select Pri- | As a default setting, Auto Paper Select is selected. You can
ority cancel this setting.

& Note

O Default: Yes
Auto Paper Select Tray | You can choose whether the available paper trays/sizes are
Display shown on the initial display.

& Note
O Default: Display

O If you choose “Hide”, the display is shown as below.
When the [Auto Paper Select] is touched, paper sizes ap-
pear on the display.

[ Original Mode

it FeduceiEnlarge ; R34 ; ] S%Ié fdaA3 I 100%

H4-R5

[ lgrter 1| Daerk §| I:_Fl" @ E E - E i &I" : ” ShinkacCentre

RS5=A4

Auto Image Density
Priority

As a default setting, Auto Image Density is selected. You
can change this setting.

& Note
3O Default: Yes

Original Mode Priority

As a default setting, Text is selected as originals type. You
can change it to Text-Photo, Photo, Pale, or Generation.

& Note
O Default: Text




Settings You Can Change With The User Tools

Menu Description

Original Mode Display | You can choose whether the original modes are shown on
the initial display.
& Note

O Default: Yes

O If you choose “No”, the display is shown as below.

E Text » Phato
i Pale E Generamni

AS=Ad

[ iirter 1| Daerk i“ @‘ @ H @ - @ ; m— ” Shiink&Centre
[ Speewl Orgral |

o ReduceEnlargs: ; 3nd ; 9 S%I S I 100%

Original Mode Quality Level

You can adjust the quality level of copies for each of the original types (Text,
Text-Photo, Photo, Pale, Generation).

Qriginal hode Guality Level
Arer adjusting output, press [OK].
> Text

W Text = Photo
W FPhoto

»-Fale

- Generation

Text Adjust the sharpness of text.

& Note
O Default: Normal
O [SP Mode Changed] is the value set during service setup.

O Choosing [Sharp] or [Soft] affects the outline sharpness of
text.

Text-Photo When there are photo(s) and text on the original, determine
whether photo or text takes priority.

& Note
O Default: Normal
O [SP Mode Changed] is the value set during service setup.

O [Normal] achieves a good balance between text and pho-
tos.
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USER TOOLS (COPY FEATURES)

Menu

Description

Photo

For a photo original, adjust the finish quality level to match
the type of photo original.

& Note
O Default: Normal
O [SP Mode Changed] is the value set during service setup.

O Select [Screened Printed] for printed photo originals with
coarse dots, and [Continuous Tone] for printed photo orig-
inals with fine dots.

O “Normal” is a well-balanced quality level for printed
photo, pale, photo, and text.

Pale

Adjust the quality level for the finish of a pale original with
normal density.

& Note
O Default: Normal

O [SP Mode Changed] is the value set during service setup.

Generation

Adjust the quality level so as not to thicken the lines of the
finish image.

& Note
O Default: Normal

O [SP Mode Changed] is the value set during service set up.

Original Image Density
Level

You can select one of seven original image density levels for
each of the original types (Text, TextPhoto, Photo, Pale,
Generation).

& Note
O Default: Normal

Auto Reset Timer

The machine returns to its initial condition automatically
after your job is finished. The time can be set from 10 to 999
seconds, or 0.

& Note
O Default: 60sec.
O To turn the Auto Reset Timer off, input 0 seconds.

O Note that when the Auto Reset Timer is turned off, the
machine will not return to the user code input display
automatically.




Settings You Can Change With The User Tools

Menu

Description

Paper Tray Priority

You can select the paper tray which will be selected as a de-
fault in the following conditions:

¢ When the operation switch is turned on.

¢ When System Reset or Auto Reset mode is turned on.
e When the [ Clear Modes/Energy Saver] key is pressed.

¢ When the Auto Paper Select mode is selected.

Tray1

Tray2 LCT
Tray3

ND6A0201

& Note
O Default:

e Machine with LCT : LCT
* Machine without LCT : Tray 1
O LCT (3500-sheet large capacity tray) is optional.

General Features %/,

Menu

Description

Shortcut R/E

You can register up to three frequently used Reduce/En-
large ratios other than the fixed Reduce/Enlarge ratio and
have them shown on the initial display. You can also
change the registered Reduce/Enlarge ratios.

If no Reduce/Enlarge ratio has been set when selecting [Us-
er Ratio 1] [User Ratio 2] [User Ratio 3], enter the desired
Reduce/Enlarge ratio with the [ Number] keys.

R/E Priority

Specify which Reduce, Enlarge or Input Ratio is shown on
the panel display with priority when the [Reduce/Enlarge]
key is pressed.

& Note
O Default: Reduce
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USER TOOLS (COPY FEATURES)

Menu

Description

Duplex Mode Priority

You can select the type of Duplex function effective when
the machine is turned on, Energy Saver mode is off, or Auto
Reset is on.

& Note
O Default: 1 Sided—2 Sided

Copy Orientation in
Duplex Mode

You can set the copy orientation when making two-sided
copies.

& Note
O Default: Top to Top

Original Orientation in
Duplex Mode

You can set the original orientation when making two-sid-
ed copies.

& Note
O Default: Top to Top

Book Duplex

You can set the type of copy to be displayed with priority
given when making two-sided copies from a book original.

& Note
O Default: Book—2 Sided

Initial Mode

You can select the initial mode or Program No. 10 as the
mode effective when the machine is turned on, or modes
are cleared.

& Note
O Default: Normal

Maximum Copy Quan-
tity

The maximum copy quantity can be set between 1 and 999.

& Note
O Default: 999

Original Beeper

The beeper (key tone) sounds when you forgot to remove
originals after copying.

& Note
O Default: On
O 1If the Panel beeper setting is set to Off, (see “System Set-

tings”), the beeper does not sound irrespective of the set-
ting (On or Off) of this Original Beeper function.




Settings You Can Change With The User Tools

General Features 3/,

Menu Description
Shrink&Centre You can set a Reduce/Enlarge ratio when registering
“Shrink&Centre” in a Shortcut Key.
& Note
O Default: 93 %
Shortcut Keys:F1 You can register frequently used functions in Shortcut Keys
Shortcut Keys:F2 F1 to F4. You can also change the registered functions. See
= P.10 “Panel Display”.
Shortcut Keys:F3
Shortcut Keys:F4 & Note
O Default:
e Shortcut Keys:F1: 1 Sided —2 Sided
e Shortcut Keys:F2: 2 Sided — 2 Sided
e Shortcut Keys:F3: 1 Sided—1 Sided Combine:2 Originals
e Shortcut Keys:F4: Shrink&Centre
Job End Call You can choose whether or not the beeper sounds when

copying is complete, when copying is interrupted, when
the paper tray runs out of paper, or when there is a paper
jam.

& Note

O When the Auto Response (Human) Sensor setting is set
to “YES” and the machine senses that there is a person
present, it judges that copying operations are not com-
plete and the beeper does not sound. Refer to the “Auto
Response (Human) Sensor” of the “System Settings”
manual.
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USER TOOLS (COPY FEATURES)

Reproduction Ratio'/,

Menu Description

Enlarge 1 You can customize the enlargement ratios available when
Enlarge 2 you touch the [Reduce/Enlarge] key followed by [Enlarge].
Enlarge 3 & Note

Enlarge 4 O Default:

Enlarge 5 ¢ Enlarge 1: 115 %

e Enlarge2: 122 %
e Enlarge 3: 141 %

e Enlarge 4: 200 %
e Enlarge 5: 400 %
O When selecting [User Set. Ratio], enter a ratio with the
[Number] keys (in the range of 101 to 400 %).

Priority Setting : En- You can set the ratio with priority when [Reduce/Enlarge] is
large touched, followed by [Enlarge].
& Note

O Default: Enlarge 3

Reproduction Ratio%,

Menu Description

Reduce 1 You can customize the reduction ratios available when you
Reduce 2 touch the [Reduce/Enlarge] key followed by [Reduce].
Reduce 3 & Note

Reduce 4 O Default:

Reduce 5 e Reduce 1: 50 %

Reduce 6 e Reduce 2: 65 %

e Reduce 3:71 %
e Reduce4:75 %
e Reduce 5: 82 %
e Reduce 6: 93 %

O When selecting [User Set. Ratio], enter a ratio with the
[Number] keys (in the range of 32 to 99 %).
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Settings You Can Change With The User Tools

Menu

Description

Priority Setting : Re-
duce

You can set the ratio with priority when [Reduce/Enlarge] is
touched, followed by [Reduce].

& Note
O Default: Reduce 4

Page Format '/,

Menu Description

Cover Mode You can specify whether to copy one side or two sides in
Cover mode.
& Note
O Default: 1 Sided Cover

Copy Back Cover When copying the back cover, you can specify whether to

issue the back cover outside (outside page) or inside (inside
page).

& Note
O Default: Outside (Reverse)

Front Margin: Left/
Right

You can specify left and right margins on the front side of
copies in Margin Adjust mode.

& Note
O Default:
e Metric version: Left 5 mm

e Inch version: Left 0.2"

Back Margin: Left/
Right

You can specify left and right margins on the back side of
copies in Margin Adjust mode.

& Note
O Default:
® Metric version: Right 5 mm

e Inch version: Right 0.2"

Front Margin: Top/Bot-
tom

You can specify front top and bottom margins on the front
side of copies in Margin Adjust mode.

& Note
O Default:
e Metric version: Bottom 0 mm

¢ Inch version: Bottom 0.0"
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USER TOOLS (COPY FEATURES)

Menu

Description

Back Margin: Top/Bot-
tom

You can specify back top and bottom margins on the front
side of copies in Margin Adjust mode.

& Note
O Default:
e Metric version: Bottom 0 mm

¢ Inch version: Bottom 0.0"

1 — 2 Duplex Auto
Margin Adjust

In 1 sided —2 sided Duplex mode, you can specify whether
to automatically set the margins on the back side.

& Note
O Default: Yes

Erase Border

The default setting of the width of the erased margins in the
Erase Border mode can be changed as follows:

® Metric version: 3 - 50 mm in 1 mm steps
e Inch version: 0.1 -2.0"in 0.1" steps
& Note
O Default:
e Metric version: 10 mm

e Inch version: 0.4"

Combine Original
Shadow Erase

In Combine Copy or Booklet/Magazine Copy mode, you
can specify whether to erase a 3 mm, 0.1" bounding margin
around all four edges of each original.

& Note
O Default: Yes

Page Format %/,

Menu

Description

Erase Centre

The default setting of the width of the erased margins in the
Erase Centre mode can be changed as follows:

® Metric version: 3 - 50 mm in 1 mm steps
¢ Inch version: 0.1 -2.0"in 0.1" steps
& Note
O Default:
e Metric version: 10 mm

e Inch version: 0.4"

206




Settings You Can Change With The User Tools

Menu Description

Repeat Separation Line | You can select a separation line in Image Repeat mode from
no line, Solid line, Broken line 1, Broken line 2, or Crop.

e None

e Solid

¢ Brokenl

* Broken2

& Note
O Default: None
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USER TOOLS (COPY FEATURES)

Menu Description
Double Copies Separa- | You can select a separation line in Double Copy mode from
tion Line no line, Solid line, Broken line, or Crop marks.

e None

e Solid

e Broken

& Note
O Default: None
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Settings You Can Change With The User Tools

Menu

Description

Combine Separation
Line

You can select a separation line in Combine mode from no
line, Solid line, Broken line 1, Broken line 2, or Crop marks.

e None

e Solid

¢ Brokenl

e Broken2

& Note
O Default: None

Booklet/Magazine
Original Orientation

You can select the type of originals for Booklet or Magazine
mode.

& Note
O Default: Portrait

209



USER TOOLS (COPY FEATURES)

Input Output

Menu

Description

Individual Input/Out-
put Operation

You can specify whether to individually control the original
input and output operations.

For example, you can specify input of the remaining origi-
nals when the paper has run out during copying.

& Note

O Default: Yes

O When sorting the output from duplex copying, copying
starts after the original is scanned regardless of this set-
ting. See = P.88 “Duplex—Making Two-Sided Copies”.

Next Job Scan Start

You can specify whether to read the next originals into
memory while the previously set originals are being cop-
ied. (Next Job)

You can scan originals while the machine is warming up.
(Auto Start)

If [No] is selected for “Individual Input/Output Opera-
tion”, no next job scan start will be performed even if [Dur-
ing Current Job] is selected for “Next Job Scan Start.”

& Note
O Default: During Current Job

Batch (SADF) Auto Re-
set Time

When you set one original at a time in the optional docu-
ment feeder, the Auto Feed indicator lights for a selected
time after an original is fed to show that the document feed-
er is ready for another original. You can adjust this time
from 3 seconds to 99

& Note
O Default: 10 seconds

ARDEF Original Table
Rise Time

You can set the document feeder original table rise time.

& Note
O Default: When Original is Set

Face-Up/Down Selec-
tion in Platen Mode

When copying an original placed on the exposure glass or
one original loaded in the document feeder, you can specify
the which way up it is ejected.

& Note
O Default: Face Up Exit
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Settings You Can Change With The User Tools

Menu

Description

Duplex:Auto Eject

When making two-sided copies from one-sided originals, if
the last original is an odd page, the last copy will be auto-
matically delivered with the reverse side blank. You can
cancel this setting.

& Note
O Default: Yes
O When you set one original at a time in the document

feeder or set an original on the exposure glass, this func-
tion does not come effect.

Combine:Auto Eject

As a default setting, even if the number of originals in the
optional document feeder is less than the number required
in the selected Combine mode, the lacking number of cop-
ies are automatically made in blank. You can cancel this set-
ting.

& Note
O Default: Yes

O When you set one original at a time in the document
feeder or set an original on the exposure glass, this func-
tion does not come effect.

Rotate Sort Auto Paper
Continue

You can specify whether to continue copying when the pa-
per of the required orientation has run out during rotate-
sorting. See “Rotate Sort” in = P.47 “Sort—Sorting Into Sets
(123,123, 123)".

e If you select [No]:
When paper of the required orientation runs out, the
machine stops copying and prompts you to supply copy
paper. When you load paper, the machine will continue
copying.

e If you select [Yes]:
Copying continues using copy paper of a different direc-
tion. The copy job will finish even if you have left the
machine.

& Note
O Default: No

Auto Sort Mode

You can specify whether Sort mode is selected when the
machine is turned on or the mode is cleared.

& Note
O Default: No
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USER TOOLS (COPY FEATURES)

Menu Description

Memory Full Auto Scan | When the memory becomes full while scanning originals,

Restart the machine can make copies of the scanned originals first,
then automatically proceed scanning the remaining origi-
nals.

You can enable or disable this function.

e If you select [Yes]:
When the memory becomes full, the machine stops op-
eration allowing you to remove the copy pages deliv-
ered on the output tray.

¢ If you select [No]:
You can leave the machine unattended to make all the
copies, but the resulting sorted pages will not be sequen-
tial.

& Note
O Default: No

Count Manager

When a key operator code has already been entered, you cannot begin manager
setting unless you enter the key operator code (up to 8 digits).

Menu ‘ Description

Check/Reset/Print Copy Counter

You can check or print the number of copies made under each user code. You can also
reset each user code's counter to 0.

If more than 10 user codes are registered, you can view all the counters using the
[Prev.] or [Next] key.

Print You can print the copied quantity of the counter for each
user code.

To start the printing, press the [ Start] key.
To stop the printing, touch the [Cancel] key.

Reset Counters You can reset each user code's counter to 0.

Reset All You can reset all counters to 0.
User Code Register/Change/Delete

You can register, change, or delete user codes (8 digits or less).

& Note
O Up to 500 user codes can be registered.

O Even if you have changed the user code, the counter value will not be cleared.

O When the user code is deleted, the counter value will be automatically deleted.
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Settings You Can Change With The User Tools

Menu Description
Register You can register user codes.
Change You can change user codes.
& Note
O The number of copies made under the old code is added
to that made under the new user code.
Delete User Code You can delete user codes.
Delete All User Codes | You can delete all user codes.

Face-Up/Down Selec-
tion in Bypass Mode

You can set whether copies are delivered face-up or face-
down when making copies from the bypass tray.

@ Limitation

O Only use “Face Down Exit” when copying onto stand-
ard high quality paper with a weight of 52 - 105 g/ m?
(14 - 28 1b).

O When you select “OHP” or “Thick Paper”, copy paper is
delivered face-up even if you have set the “Face Up/
Down Selection in Bypass Mode” setting to “Face Down
Exit.”

& Note
O Default: Face Up Exit

213



USER TOOLS (COPY FEATURES)

This page is intentionally blank.

214



Do's And Don'ts

/\ CAUTION:

wall outlet to avoid fire or electric shock.

When the machine will not be used for a long time, unplug the
power cord.

% « When you move the machine, unplug the power cord from the

Do not touch areas on or around the fusing unit. These areas get hot.

After making copies continuously, you may feel the exposure glass is heated.
But this is not a malfunction.

You might feel warm around the ventilation hole. This is caused by exhaust
air, and not a malfunction.

Do not turn off the operation switch while copying or printing. When turning
off the operation switch, make sure that copying or printing is completed.

The machine might fail to produce good copy images if there should occur
condensation inside caused by temperature change. To prevent such trouble,
this machine has an anti-condensation function. Even after the main power
switch is in the stand-by position, the anti-condensation heater is active, thus
keeping the machine body slightly warm.

Do not open the covers of machine while copying or printing. If you do, mis-
feeds might occur.
Do not move the machine while copying or printing.

If you operate the machine improperly or a failure occurs on the machine,
your machine settings might be lost. Be sure to take a note of your machine
settings.

Supplier shall not be liable for any loss or damages resulting from a failure on
the machine, loss of machine settings, and use of the machine.
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REMARKS

Where To Put Your Machine

Machine Environment

Your machine's location should be carefully chosen because environmental con-
ditions greatly affect its performance.

Optimum environmental conditions

/\ CAUTION:

tric shock might occur.

Do not place the machine on an unstable or tilted surface. If it top-
ples over, it could cause injury.

® * Keep the machine away from humidity and dust. A fire or an elec-

/\ CAUTION:

« If you use the machine in a confined space, make sure there is a
continuous air turnover.

® Temperature: 10 — 32°C (50 — 89.6°F)(humidity to be 54 % at 32°C, 89.6°F)
¢ Humidity: 15 - 80 % (temperature to be 27°C, 80.6°F at 80 %)
* A strong and level base.

e The machine must be level within 5 mm, 0.2" both front to rear and left to
right.

¢ To avoid possible build-up of ozone, make sure to locate this machine in a
large well ventilated room that has an air turnover of more than 30 m?/hr/
person.

Environments to avoid

* Locations exposed to direct sunlight or strong light (more than 1,500 lux).

¢ Locations directly exposed to cool air from an air conditioner or heated air
from a heater. (Sudden temperature changes might cause condensation with-
in the machine.)

¢ Places where the machine might be subjected to frequent strong vibration.
¢ Dusty areas.

* Areas with corrosive gases.



Where To Put Your Machine

Power Connection

/\ WARNING:
® « Only connect the machine to the power source described on

the inside front cover of this manual.
Avoid multi-wiring.

« Do not damage, break or make any modifications to the pow-
er cord. Do not place heavy objects on it, pull it hard or bend
it more than necessary. These actions could cause an elec-
tric shock or fire.

- Do not plug or unplug the power cord with your hands wet.
Otherwise, an electric shock might occur.

A\ WARNING:
0 « Make sure the wall outlet is near the machine and freely ac-

cessible so that in event of an emergency it can be un-
plugged easily.

A\ CAUTION:
% » When you move the machine, unplug the power cord from the

wall outlet to avoid fire or electric shock.

When the machine will not be used for a long time, unplug the
power cord.

A\ CAUTION:
DE% »  When you pull out the plug from the socket, grip the plug to avoid

damaging the cord and causing fire or electric shock.

* When the main switch is in the Stand-by positions, the optional anti-conden-
sation heaters are on. In case of emergency, unplug the machine's power cord.

¢ When you unplug the power cord, the anti-condensation heaters turn off.
* Make sure the plug is firmly inserted in the outlet.
¢ Voltage must not fluctuate more than 10 %.
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REMARKS

Access To Machine

Place the machine near the power source, providing clearance as shown.

TSPSO060E

1. Rear: more than 0 cm (0")

2. Right: more than 4 cm (1.6")
3. Front: more than 70 cm (27.6")
4. Left: more than 10 cm (4.0")

& Note
O For the required space when options are installed, please contact your service
representative.
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Maintaining Your Machine

Maintaining Your Machine

If the exposure glass or document feeder belt is dirty, you might not be able to
make copies as you want. Clean them if you find them dirty.

< Cleaning the machine
Wipe the machine with a soft, damp cloth. Then, wipe it with a dry cloth to

remove the water.
ﬂlmportant

O Do not use chemical cleaner or organic solvent, such as thinner or benzene. If
they get into the machine or melt plastic parts, a failure might occur.

O Do not clean parts other than those specified in this manual. Such parts
should be cleaned by your service representative.

Cleaning The Exposure Glass

\\

ND1C0200

Cleaning The Document Feeder

ﬁﬁ

54 J 2

A1PO100E
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Mainframe

< Configuration:
Console

< Photosensitivity type:
OPC drum ($100)

< Original scanning:
One-dimensional solid scanning system through CCD

« Copy process:
Dry electrostatic transfer system

« Development:
Dry two-component magnetic brush development system

< Fusing:
Heating roll pressure system

< Resolution:
400 dpi

< Exposure glass:
Stationary original exposure type

< Original reference position:
Rear left corner

< Warm-up time:
Less than 330 seconds (20°C)

< Originals:
Sheet/book/objects

< Maximum original size:
A3, 11"x 17"

< Copy paper size:
o Trays: A3LY — A5[7, 11" x 17'0? - 51/," x 81/,"D?
e Bypass: A3[7 - A6, 11" x 17" - 51/," x 81 /,"F

* Bypass (non-standard size):
Vertical: 100 — 300 mm, 4.0" - 11.7"
Horizontal: 148 — 432 mm, 6.0" —17.0"
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SPECIFICATION

e Duplex: A3 [F- A52,11"x 17" - 51/," x 81/,"'?
e LCT: A4[J),B5[J,8'/," x11"[J

< Copy paper weight:
e Paper tray: 52 - 128 g/m?,14-341b
* Bypass tray: 52 - 163 g/m?, 14 -90 1b

< Non-reproduction area:
¢ Leading edge: Less than 3 £2 mm
¢ Trailing edge: More than 1 mm
¢ Left edge: More than 2+ 1.5 mm
¢ Right edge: More than 0.5 mm
< First copy time:
3.7 seconds or less

(A4 [J, 81/," x 11"}, 100 %, feeding from tray 1, on the exposure glass,
Text-Photo mode, Auto Image Density)

< Copying speed:
* 34 copies/minute (A3LY, 11" x 17"Y)
* 65 copies/minute (A4[J), 8'/," x 11"[J)

< Reproduction ratio:
Preset reproduction ratios:

Metric version Inch version
Enlargement 400 % 400 %
200 % 200 %
141 % 155 %
122 % 129 %
115 % 121 %
Full Size 100 % 100 %
93 % 93 %
Reduction 82 % 85 %
75 % 78 %
71 % 73 %
65 % 65 %
50 % 50 %

Zoom: From 32 % to 400 % in 1 % steps.
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Mainframe

< Continuous copying count:

1 -999 copies

< Copy paper capacity:

¢ Tray 1 (Tandem tray) : 1,000 sheets (500 sheets x 2) (80 g/m?, 20 Ib)
 Tray 2 (550-sheet tray) : 550 sheets (80 g/m?, 20 Ib)
¢ Tray 3 (1500-sheet tray) : 1,500 sheets (80 g/m?, 20 1b)

* Bypass tray: 50 sheets (80 g/m?, 20 Ib)

< Power consumption:

Mainframe only Full system ™!
Warm-up about 1.25 kw about 1.27 kw
Stand-by about 0.1 kw about 0.12 kw
Copying about 1.5 kw about 1.6 kw
Maximum less than 1.75 kw less than 1.75 kw

I Mainframe with the finisher, large capacity tray

« Dimensions (W x D x H up to exposure glass):
690 x 750 x 1,138 mm, 27.2" X 29.6" x 44.9"

« Space for main frame (W x D):

* 1,265 x 750 mm, 49.9" x 29.6" (ADF external extender is not used. Optional
Output tray is installed.)

* 1,380 x 750 mm, 54" x 30" (ADF external extender is used for larger size

originals. Optional Output tray is installed.)

< Noise Emission:

Sound pressure level: The measurement are made according to ISO7779.

Mainframe only Full System ™!
Stand-by 40 dB (A) or less 40 dB (A) or less
Copying 59 dB (A) or less 59 dB (A) or less

1 Mainframe with the finisher, large capacity tray

< Noise Emission:

Sound power level: The measurement are made according to ISO7779.

Mainframe only Full System ™!
Stand-by 50 dB (A) or less 50 dB (A) or less
Copying 71 dB (A) or less 71 dB (A) or less

1 Mainframe with the finisher, large capacity tray
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SPECIFICATION

< Weight:
Approx. 188 kg, 414.5 Ib (Mainframe with document feeder)
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Document Feeder

Document Feeder

< Mode:

ADF mode, Batch (SADF) mode, Mixed Sizes mode, Thin mode
<« Original size:

o A3 B

e 11"x17'D -5'/,"x8!/,"D
<« Original weight:

¢ 1-sided originals: 52 — 128 g/m? (14 — 34 Ib)

¢ 2-sided originals: 52 — 105 g/m? (14 — 28 Ib) (Duplex)

* Thin paper mode: 41 — 128 g/m? (11 - 34 1b)

< Number of originals to be set:
100 sheets (80 g/m2 , 20 1b) or less than 12 mm, 0.4"

& Note
O Specifications are subject to change without notice.
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SPECIFICATION

Finisher (Option)

Shift Tray:

«» Paper size:
A3, B47, A4, B5 2, 11" x 17", 81/," x 14'F, 81/," x 11" &P

< Paper weight:
52-157 g/m? 14-421b

< Stack capacity:

without punch:

* 3,000 sheets (A4[J) ,8!/,"x 11" [J) (80 g/m?, 20 Ib)

* 1,500 sheets (A3 2, B4/, A4DP B5[J Y, 11" x 17", 81/,"x 14"'CF, 8'/,"x
11">) (80 g/m?, 20 1b)

with punch (the optional punch kit is required):

* 2,000 sheets (A4[J, 8!/," x 11"?) (80 g/m?, 20 Ib)

e 1,500 sheets (A3}, B4[J 2, A4[7, B5[Z, 11" x 17'Z, 8 1/," x 14"'Z, 81/,"
x 11"?) (80 g/m?, 20 Ib)

Proof Tray:

< Paper size:
A3, B4, A4, B5J 2, A5 5, B62, A6F, 11" x 17", 81/," x 14",
81/2” x 11”DD,81/2"X51/2"DD

< Paper weight:
52-157 g/m? 14 -421b

< Stack capacity:
without punch:
e 250 sheets (A4, 8/," x 11" or smaller) (80 g/m?, 20 1b)
* 50 sheets (B4, 8!/," x 14" or larger) (80 g/m?, 20 1b)
with punch (the optional punch kit is required):
* 200 sheets (A4, 8'/," x 5,/," or smaller) (80 g/m?, 20 Ib)
* 50 sheets (B4, 8!/," x 14" or larger) (80 g/m?, 20 1b)

Staple:

<« Staple capacity:
without punch:
* 50 sheets (A4, 8'/," x 11" or smaller) (80 g/m?, 20 1b)
* 30 sheets (B4, 8!/," x 14" or larger) (80 g/m?, 20 1b)
with punch (the optional punch kit is required):
e 40 sheets (A4, 8!/," x 11" or smaller) (80 g/m?, 20 1b)
* 25 sheets (B4, 8!/," x 14" or larger) (80 g/m?, 20 1b)

« Staple paper size:
A3, B42, A4, B5 2, 11" x 17", 81/,"x 14", 81/," x 11" D=z



Finisher (Option)

< Staple paper weight:
64-80g/m?2 17-211b

< Staple position:
Four positions (Top, Top Slant, Bottom, 2 Staples)

< Power consumption:
48 W (power is supplied from the main frame.)

« Dimensions (W x D x H):
625 x 545 x 960 mm, 24.7" x 21.5" x 37.8"

< Weight:
Approx. 45 kg, 99.3 Ib

& Note
O Specifications are subject to change without notice.
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SPECIFICATION

Punch Kit (Option)

< Paper size (2 holes version):
o [P:A3-A511"x17"-81/,"x 11"
o [J:A4-A5,81/,"x11"
< Paper size (3 holes version):
e [J: A3,B4,11"x 17"
o [J:A4,B5, 8/, x11"
< Paper weight:
e 2 holes version: 52 g/m?-128 g/m?,14-341b
* 3holes version: 52 g/m?-105 g/m? 14 - 28 1b

< Power consumption:
33.6 W (power is supplied from the mainframe.)

<« Dimensions (W x D x H):
92 x 463 x 100 mm, 3.7" x 18.3" x 4.0"

< Weight:
Approx. 2.4 kg, 5.3 1b

& Note
O Specifications are subject to change without notice.
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Copy Tray(Option)

Copy Tray(Option)

< Paper Capacity:
e A3,11"x17":250 sheets
e B4,8!/," x 14" : 500 sheets
o A4,8'/,"x11":500 sheets
e B5,5!/,"x81/,": 250 sheets
« Dimensions (W x D x H):
390 x 330 x 130 mm, 15.4" x 13.0" x 5.2"

< Weight:
Approx. 650 g, 1.51b

& Note

O Specification are subject to change without notice.
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SPECIFICATION

3500-Sheet Large Capacity Tray (LCT)
(Option)

«» Paper size:
A4[),B50),8!/," x11"[J

< Paper weight:
64-105g/m? 16 -241b

< Paper capacity:
3,500 sheets (80 g/m?, 20 Ib)

< Power consumption
Maximum. 48 W (power is supplied from the main frame.)

<« Dimensions (W x D x H, option unit):
403 x 529 x 608 mm, 15.9" x 20.9" x 24.0"

< Weight:
Approx. 22 kg, 48.6 Ib

& Note
O Specifications are subject to change without notice.
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INDEX

Double Copies, 143

Duplex, 88

3500-Sheet Large Capacity Tray (LCT)
(Option), 230 E

A Energy Saver, 67

Enlarging, 71

Access To Machine, 218 Erase Border, 149
Adding Staples, 185 Erase Centre, 149
Adding Toner, 172 Exposure glass, 4, 20,29, 219, 18
ADF external tray, 4,5
ADF tray, 5 F
Adjusting Copy Image Density, 36
Auto Image Density, 37 Finisher, 7
Auto Off, 28 finisher, 45,49, 51, 56
Auto Paper Select, 41 Finisher (Option), 226
Auto Reduce/Enlarge, 43 Front/Back, 134
Auto Reset, 28 Front Cover, 132
Auto Start, 69 Front cover, 5

B G
Basic Functions, 36 Output Tray Guide, 6
Batch (SADF) mode, 31
Book, 117,121 I

Bypass tray, 5 Image Repeat, 145

c Indicators, 8
Interrupt, 67

Changing The Paper Size, 182 Interrupt key, 8

Chapters, 138

Clearing Misfeeds, 174 J

Clear key, 9

d Staples, 188
Clear Modes/Energy Saver key, 8 Jammed Staples

Combination Chart, 156 K
Combine, 95
Copying From The Bypass Tray, 59 # key (Enter key), 9
copy initial display, 10
Copy Paper, 21 L
Copy Tray (Option), 229 )
Cover, 131 Large% Capacity Tray (LCT), 7,170
Loading Paper, 166
D
M

Deleting A Program, 65 . .
Designate, 136 Machine Environment, 216

Mainframe, 221
Main Power indicator, 9
Main power switch, 4,15

Directional Magnification (%), 80
Directional Size Magnification (mm), 83
Document Feeder, 225

Document feeder (ADF), 4, 30, 219 Maintaining, 219
Do's And Don'ts, 215 Manual Image Density, 37
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Margin Adjustment, 147 Slip Sheet, 140

Message, 159 Sort, 47
Mixed sizes mode, 33 Sort/Stack/Staple, 45
SPECIFICATION, 221
N Stack, 49
Staple, 51
Next Job, 70 Start key, 9
Number keys, 9 Stop, 9
fo) Storing Your Settings, 64
On indicator, 4,9 T
Operat%on For Duplex/Combine, 86 Thin mode, 34
Opera@on par}el, 4,8 Toner, 25
Operation switch, 4,9, 15
Options, 7 U
Original Beeper, 69
Originals, 18,29 User Codes, 68
Original type, 38 User Tools, 193
Other option, 7 User Tools/Counter key, 8
Output tray, 4,7
Output tray guide, 4 \
P Ventilation hole, 6
Panel display, 8, 10 A
Paper tray, 5
Zoom, 75

Power Connection, 217
Preset Reduce/Enlarge, 71
Program, 64

Program key, 8

Punch, 56

Punch kit (Option), 228
Punch Waste, 191

R

Recalling A Program, 66
Reducing, 71
Remarks, 215
Rotate Sort, 47

S

Safety Information, i

Sample Copy, 70

Sample Copy key, 8

Screen Contrast knob, 8

Selecting Copy Paper, 39

Selecting Original Type Setting, 38
Series Copies, 118

Settings You Can Change With The User
Tools, 198
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