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Appendix

Read this manual carefully before you use this machine and keep it handy for future reference. For safe and correct use, be sure to read the Safety Information
in "About This Machine" before using the machine.



Introduction

This manual contains detailed instructions and notes on the operation and use of this machine. For your safety and

benefit, read this manual carefully before using the machine. Keep this manual in a handy place for quick reference.

Important

Contents of this manual are subject to change without prior notice. In no event will the company be liable for direct,

indirect, special, incidental, or consequential damages as a result of handling or operating the machine.

Do not copy or print any item for which reproduction is prohibited by law.

Copying or printing the following items is generally prohibited by local law:

bank notes, revenue stamps, bonds, stock certificates, bank drafts, checks, passports, driver's licenses.

The preceding list is meant as a guide only and is not inclusive. We assume no responsibility for its completeness or
accuracy. If you have any questions concerning the legality of copying or printing certain items, consult with your
legal advisor.

The color samples in this manual may differ slightly from the colors of actual copies.

Colors on color keys or the color circle may differ slightly from the colors of actual copies.

This machine is equipped with a function that prevents making counterfeit bank bills. Due to this function the

original images similar to bank bills may not be copied properly.

Notes:

Some illustrations in this manual might be slightly different from the machine.

Certain options might not be available in some countries. For details, please contact your local dealer.

Depending on which country you are in, your machine may include certain options as standard. For details, please
contact your local dealer.

Caution:

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

Notes:

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



Manuals for This Machine

Refer to the manuals that are relevant to what you want to do with the machine.
* Media differ according to manual.
¢ The printed and electronic versions of a manual have the same contents.
¢ Adobe Acrobat Reader/Adobe Reader must be installed in order to view the manuals as PDF files.
* A Web browser must be installed in order to view the himl manuals.
About This Machine
Be sure to read the Safety Information in this manual before using the machine.

This manual provides an introduction to the functions of the machine. It also explains the control panel,
preparation procedures for using the machine, how to enter text, and how to install the CD-ROMs

provided.
Troubleshooting

Provides a guide to solving common problems, and explains how to replace paper, toner, staples,

and other consumables.
Copy/ Document Server Reference

Explains Copier and Document Server functions and operations. Also refer to this manual for

explanations on how to place originals.
Scanner Reference

Explains Scanner functions and operations.
Network Guide

Explains how to configure and operate the machine in a network environment.
General Settings Guide

Explains User Tools settings, and Address Book procedures such as registering user codes. Also refer

to this manual for explanations on how to connect the machine.
Security Reference

This manual is for administrators of the machine. It explains security functions that you can use to
prevent unauthorized use of the machine, data tampering, or information leakage. For enhanced

security, we recommend that you first make the following settings:
¢ Install the Device Certificate.
e Enable SSL (Secure Sockets Layer) Encryption.
¢ Change the user name and password of the administrator using Web Image Monitor.

For details, see “Setting Up the Machine”, Security Reference.



Be sure to read this manual when setting the enhanced security functions, or user and administrator
authentication.

Information

Contains general notes on the machine, and information about the trademarks of product names used
in the manuals.

* |n addition to the above, manuals are also provided for the Printer function.



What You Can Do with This Machine <Color
Functions/Color Adjustments>

This section introduces the machine's color functions that you are likely to use most often.

Color Copying

You can switch the color copy mode depending on the type of originals used and the desired finish.

You can also erase or convert a certain color in the original, or add a background color to the whole page.
See p.109 "Selecting a Color Mode".

Primary Colors

Colors can be created by combining the three primary colors: yellow, magenta, and cyan. Black can
be made by combining yellow, magenta and cyan, however, as there might be some slight
differences, “black” will be expressed using a black toner.

Yellow
Green ﬂv.v.vRed
— Black
Cyan 3 Magenta
Blue
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Full Color

Copies using four colors: yellow, magenta, cyan, and black.

BAS164S8

Black & White

Copies in black and white even if the original is colored.
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Convert Colors
Copies by changing a certain color in the original to another color.

See p.110 "Convert Colors".
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Erase Specified Color
Copies by erasing a certain color in the original.

See p.111 "Erase Color".
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Color Background
Copies by adding a color to the whole page.
See p.113 "Color Background".
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Stamping on Copies

Copies with the date, page numbers, etc.

The stamp color can be yellow, red, cyan, magenta, green, blue, and black.
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Printed inserts types:
Preset Stamp

See p.140 "Preset Stamp".
User Stamp

See p.143 "User Stamp".
Date Stamp

See p.148 "Date Stamp".
Page Numbering

See p.151 "Page Numbering".



Stamp Text
See p.157 "Stamp Text".

Adjusting Colors

You can adjust the color tone of copies.
Color Balance
Adjusts the overall color tone of copies.

See p.114 "Color Balance".

Yellow

Magenta
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Adjust Color

Adjusts the specific colors (yellow, red, magenta, blue, cyan and green) by mixing them with adjacent

colors in the color circle.

See p.117 "Color Adjustment".
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Adjusting Image Qualities

You can adjust image qualities.
See p.118 "Image Adjustment".
Sharp/Soft

Adjusts the outline of an image.

See p.119 "Sharp / Soft".

BAT1738
Contrast
Adjusts the shades of an image.

See p.120 "Contrast".
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Background Density
Adjusts the background density of an image.

See p.120 "Background Density".
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What You Can Do with This Machine

This section introduces the machine's copier functions that you are likely to use most often.
Functions differ depending on machine type and options.

See p.21 "Functions Requiring Optional Configurations".

Reducing/Enlarging Originals by Specifying the Paper Size

The machine automatically detects the original size, and then selects an appropriate reproduction ratio
based on the paper size you select.

Auto Reduce/Enlarge
See p.69 "Auto Reduce/Enlarge".

rRR1- R
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Saving Paper

The Duplex and Combine functions allow you to save paper.

Duplex
Copies two 1-sided pages or one 2-sided page onto a 2-sided page.
See p.72 "Duplex".

BAS034S
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One-Sided Combine
Combines up to eight pages of originals onto one side of a sheet.

See p.75 "One-Sided Combine".

BAS038S
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Two-Sided Combine
Combines up to 16 pages of originals onto two sides of one sheet.

See p.79 "Two-Sided Combine".
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Copying onto Various Types of Paper

You can copy onto various types of paper such as tab stock, envelopes, and thick paper.

>
o>

>

BAS025S8

See p.48 "Copying onto Tab Stock".
See p.52 "Copying from the Multi Bypass Tray".
See p.64 "Copying from the Wide Large Capacity Tray (Wide LCT)".

Creating a Booklet or Magazine

Copies two or more originals in page order.

Booklet
Make copies in page order for a folded booklet.
See p.183 "Booklet/Magazine".
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Magazine

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

See p.183 "Booklet/Magazine".
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1. Opento left
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Copying Originals Such as Books

Copies bound originals onto one side or both sides of a sheet.
Series Copies

Separately copies the front and back of a 2-sided original or the two facing pages of a bound original
onto two sheets.

See p.181 "Series Copies".

BAS103S
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Book ~ 2 Sided
Copies a two-page spread original onto one sheet with one page per side.

See p.183 "Booklet/Magazine".

BAS109S

Front & Back 2 Sided
Copies each two-page spread original as it is onto both sides of a sheet.

See p.183 "Booklet/Magazine".

BAS110S

Registering the Initial Display's Default Functions

You can configure the settings of the initial screen so that the default display contains the functions you use
most often.

For example: if the default selection is the Duplex function, but the function you use most frequently is 1-
sided copying, you can change the default selection to 1-sided copying instead. For details, see
“Registering the Initial Display's Default Functions”.

You can also store frequently used copy job settings in the machine memory and recall them for future use.
For details, see “Registering Frequently Used Function”.

See p.102 "Registering Frequently Used Functions".
See p.106 "Registering the Initial Display's Default Functions".
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How to Read This Manual

* For proper use of this product, be sure to read About This Machine first.
* Supplementary information about the copier mode is described in “Supplementary Information”.

) Reference

* p.231 "Supplementary Information”

Symbols

This manual uses the following symbols:

Indicates points to pay attention to when using the machine, and explanations of likely causes of paper
misfeeds, damage to originals, or loss of data. Be sure to read these explanations.

E

Indicates supplementary explanations of the machine’s functions, and instructions on resolving user errors.

=) Reference

This symbol is located at the end of sections. It indicates where you can find further relevant information.

[]

Indicates the names of keys on the machine's display or control panels.

Names of Major Options

Maijor options of this machine are referred to as follows in this manual:
* LCITRT5020 ™ Wide Large Capacity Tray (Wide LCT)
* Finisher SR5000 = Finisher
* Booklet Finisher BK5000 = Booklet Finisher



Functions Requiring Optional Configurations

Certain functions require special machine configuration and extra options as follows:
Shift Sort: Finisher

Stack: Finisher

Staple: Finisher

Staple (Center): Finisher and Booklet Finisher

Punch: Finisher and punch unit

Z-fold: Finisher and Z-folding unit

Copying onto tab stock: Tab sheet holder

Copying from the bypass tray: Multi bypass tray (Tray 7)

* The tab sheet holder is required when copying onto tab stock from the paper trays.
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Display
The function items displayed serve as selector keys. You can select or specify an item by lightly pressing

them.

When you select or specify an item on the display panel, it is highlighted like [t Keys appearing as
cannot be used.

Initial copy display
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1. Use this area to specify the original type, color mode, image density level, and other settings.
2. Displays operational status and messages.

3. You can register up to two frequently used reduce/enlarge ratios other than the preset ratios
under Reproduction Ratio in User Tools. For details, see “Copier/Document Server Features”,
General Settings Guide.

. Displays the numbers of originals scanned, copies set, and copies made.
. Press the key to confirm the current settings.

. Displays Sort, Stack, Staple, Punch, and Z-fold functions.

N o O b

. Displays available functions. Press a function to display its menu. A clip mark indicates the
currently selected functions.

¢ Theillustration is an example of the panel display when the optional Finisher, the wide large capacity
tray (Wide LCT) and the Z-folding unit are installed.
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Simplified Display

This section explains how to switch to the simplified display.

When you press the [Simplified Display] key, the screen changes from the initial display to the simplified
display.

Letters and keys are displayed at a larger size, making operations easier.
Login/Logout
[ @ ]

Simplified
Display

Selection

Interrupt

BQG002S

Example of a simplified display

e
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e R e

uto Clr Selec
Full Color

|| Black & White

t
Auto Select ™

Full Size

Auto R/E ‘
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1. [Key Color]
Press to increase screen contrast by changing the color of the keys.

This is available only for the simplified display.
* To return to the initial display, press the [Simplified Display] key again.
* Certain keys do not appear on the simplified display.
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1. Placing Originals
|

This chapter describes the types of originals you can set and how to place originals.

Originals

This section describes the types of originals that can be placed, paper sizes that are automatically detected,
and missing image area.

* Asthe color of markers or highlighters is difficult to reproduce, the copy might not come out depending
on the color or a different color might be copied.

Sizes and Weights of Recommended Originals

The following describes recommended paper sizes and non-recommended originals for the ADF (Auto
Document Feeder):

Metric version

Original location Original size Original weight

Exposure glass Up to A3 -

ADF One-sided originals: A3? - A5DZ 52-128 g/m?
Two-sided originals: A3? - A5U? 52-105g/m?
Thin Paper mode: A3 - A5 40-128 g/m?

Inch version

Original location Original size Original weight

Exposure glass Upto 11 x17 -

ADF One-sided originals: 11 x 172 - 51/, x 81 /,003 14-341b.

Two-sided originals: 11 x 172 - 51/, x 81/, 14-281b.

Thin Paper mode: 11 x 170 -51/,x 81 /.00 10-34 Ib.

* About 100 originals can be placed in the ADF.

25



1. Placing Originals

Non-compatible originals for the ADF

Placing unsuitable originals in the ADF can cause paper misfeeds or black lines, or result in damage to the

originals.
Place the following types of originals on the exposure glass instead.
* Originals other than those specified on “Sizes and Weights of Recommended Originals”
e 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, aluminum foil, carbon paper,

or conductive paper
* Originals with perforated lines
* Originals with indexes, tags, or other projecting parts
* Sticky originals such as translucent paper
* Thin or highly flexible originals
* Thick originals such as postcards
* Bound originals such as books
* Transparent originals such as OHP transparencies or translucent paper
e Originals that are still wet with ink or correction fluid

* The original might become dirty if it is written with a pencil or a similar tool.

Sizes Detectable with Auto Paper Select

This section describes sizes detectable by the exposure glass and ADF.

Metric version

Size 8! / 8! /
A4 |BSNS | o B6JIS | | ];] 2 ?
Original | A3D | 84D | 0T LT ASD | As | x11 | x13
location e Do )

Exposur O O O O 'e) N N N N O

e glass

AF | O O] O/ O] OO  O]|]0O| 0O O




Originals

O. Detectable size x: Undetectable size

"1 Defaultis 87/9%13. If you want to switch the detectable size from 81/5%13 to 8x13 or 8/ 4%
13, contact your service representative.

Inch version

Exposure
glass

ADF

Exposure N e N e
glass
ADF O x O x

O. Detectable size x: Undetectable size

Exposure glass

Positioning:

mark

<—1— Horizontal size

8IS [BOILBA

Maximum scanning area
A3 [ (297x420 mm)
11x17 [ (279x432 mm)

BKF005S8
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1. Placing Originals

ADF

<—'» Horizontal size ————————————=|

<
@
=
8 Maximum scanning area
o 297 x 432 mm
B 11x 17 inches

A4 A3 \

po————

BKF100S

* When you copy custom size originals, make sure you specify the size of the originals. If not, the image

may not be copied properly. For details about custom size originals, see “Custom sizes”.

=) Reference

* p.40 "Custom sizes"

Sizes difficult to detect

Itis difficult for the machine to detect the sizes of the following originals, so select the paper size manually:
* Originals with indexes, tags, or other projecting parts
* Transparent originals such as OHP transparencies or translucent paper
* Dark originals with a lot of text and drawings
* Originals which partially contain a solid image

* Originals which have solid images at their edges

Missing Image Area

Even if you place originals in the ADF or on the exposure glass correctly, margin of a few millimeters on

all four sides of the original might not be copied.



Originals

BATOT0S
1. 2.0£2.0 mm (0.08 £ 0.08 inch)
2. 2.0£2.0 mm (0.08 £ 0.08 inch)
3. 2.0£2.0 mm (0.08 £ 0.08 inch)
4. 4.0%1.0 mm (0.16 +0.04 inch)

* The total missing vertical image area (1+3) is less than 4.0 mm (0.16 inch).
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1. Placing Originals

Placing Originals

This section describes the procedure for placing originals on the exposure glass and in the ADF.

m Take care to place originals after any correction fluid and ink has completely dried. Not taking this

precaution could cause marks on the exposure glass that will be copied onto paper.

* For original sizes you can place on the exposure glass and in the ADF, see “Originals”.

=) Reference

* p.25 "Originals"

Original Orientation

You can specify the original orientation if necessary.

When using the exposure glass, place the original face down. When using the ADF, place it faces up.

— R

BAT020S

1. ADF
2. Exposure glass

When you cannot place the original as the above, you may not make copies as you want with particular

functions. If this happens, change the orientation by selecting the unreadable orientation.
* Readable orientation
Select this mode when the original orientation is the same as the copy paper orientation.
* Unreadable orientation
Select this mode when you want to copy A3DJ, B4 JISD or 11 x 1707 size originals. The machine

rotates the copy image by 90° and you can make copies as you want.
This is useful for copying large originals with the Staple, Duplex, Combine or Stamp functions.

For example, to copy A3D or 11 x 170 originals with the Staple function selected:
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Wrong R
- —
Correct

A3, 11x17 m

v

Staple
v v

R R

Wrong position Correct position

BAT021S

1. Press [Special Original].

Others

ntation (3] B3]

Special Original

Qutput! Custormiz q
Function/ Finisher owar S g
it

2. Select the original orientation, and then press [OK].

e I T RO

Criginal Crie

Reverse Orientation

Outputs Custorniz :
Function/ Finishe S Ao Sy
it
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1. Placing Originals

* Itis recommended that you use this function together with the Auto Paper Select or Auto Reduce /

Enlarge function.

Reverse Orientation

This function rotates the copy image by 180° (8] or EeT),

This is useful for copying torn originals. For example, if the left side of the original is damaged and is difficult

to set, position it as shown below.

R

Wrong

Original

R

Correct

v

d

Staple

V(A o ¥

R R

BKF006S

1. Press [Special Original].

Others

[ =i

[« Jaic o |

Ori tion ] B
Special Original

Qutputs Custornize q
Function/ Finisher Cover/ Slip Sheg

atul

2. Press [Reverse Orientation].



Placing Originals

3. Select the original orientation, and then press [OK].

* Itis recommended that you use this function together with the Auto Paper Select or Auto Reduce /

Enlarge function.

* Copy results may differ depending on the combination of selected functions.

Left Original Beeper

The beeper sounds and an error message is displayed when you leave your originals on the exposure

glass after copying.

You can change the beeper setting under Alert Sound: Original left on Exposure Glass in User Tools. For
details, see “Copier/Document Server Features”, General Settings Guide.

Placing Originals on the Exposure Glass

Place originals on the exposure glass.

* Do not lift the ADF forcefully. Otherwise, the cover of the ADF might open or be damaged.

1. Lift the ADF.

Be sure to lift the ADF by more than 30 degrees. Otherwise, the size of the original might not be
detected correctly.

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

Start with the first page to be copied.

BKF001S

1. Positioning mark

2. Scales
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1. Placing Originals

3. Lower the ADF.

* You can specify the way in which copies are delivered when copying an original placed on the
exposure glass under Copy Eject Face Method in Glass Mode in User Tools. For details, see “Copier/

Document Server Features”, General Settings Guide.

Placing Originals in the ADF

Place originals in the ADF.

Be sure not to block the sensor or load the original untidily. Doing so may cause the machine to detect the
size of the original incorrectly or display a paper misfeed message. Also, be sure not to place originals or

other objects on the top cover. Doing so may cause a malfunction.
Settings should be made in the following situations:
When placing originals consisting of more than 100 pages:
See “Batch Mode”.
When placing originals one by one:
See “SADF Mode".
When copying originals of various sizes:
See “"Mixed Sizes Mode”.
When copying thin paper originals:
See “Thin Mode”.
When placing custom size originals:

See “Custom sizes”.

1. Adjust the document guides to the original size.
2. Set the aligned originals face up into the ADF.
Do not stack originals beyond the limit mark.

The first page should be on the top.



Placing Originals

=

BQG018S

1. Limit mark
2. Document guide
* Straighten curls in the originals before placing them on the ADF.
* To prevent multiple sheets from being fed at once, fan the original before placing it on the ADF.

* Set the original squarely.

* p.35 "Batch Mode"
p.36 "SADF Mode"
* p.37 "Mixed Sizes Mode"
* p.38"Thin Mode"

* p.40 "Custom sizes"

Batch Mode

In Batch mode, the machine copies an original of more than 100 pages as one document, even if it is
placed on the ADF in parts.

* Place special originals, such as translucent paper, one by one.
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1. Placing Originals

1. Press [Special Original].

Text / Photo Bl

Others

[ =i

[« Jaic o |

2. Select [Batch] and then press [OK].
3. Place the first part of the original, and then press the [Start] key.
4. After the first part of the original has been fed, place the next part, then press the [Start]
key.
* To copy subsequent originals in this mode, repeat step 4.

* Press the [H#] key after all originals have been scanned.

SADF Mode

In SADF mode, even when an original is placed page by page in the ADF, each page is automatically fed

when placed.

1. Press [Special Original].

Text / Photo \@/ E

Others

~

ERERERESYE
[« Josommin] >

2. Press [SADF] and then press [OK].
3. Place one page of an original, and then press the [Start] key.
4. When the machine instructs you to place another original, place the next page.

The second and subsequent pages will be fed automatically without pressing the [Start] key.



Placing Originals

o

BKF003S

o Press the [H] key after all originals have been scanned.

* In SADF mode, an original must be set within a specified time after the previous original has been fed.
You can adjust this time under SADF Auto Reset in User Tools. For details, see “Copier/Document

Server Features”, General Settings Guide.

Mixed Sizes Mode

When placing different size originals of the same width in the ADF together, the machine automatically

checks the size of the originals and makes copies.

* When placing originals of different sizes in the ADF and making copies without using the Mixed Sizes
mode, paper might become jammed or parts of the original image might not be copied.

The sizes of the originals that can be placed in this mode are follows:
Metric version

A3D, B4 JIS?, A4DD, B5 JISU
Inch version

11x170,8'/,x 143,81/, x 11D

You can place originals of two different sizes at a time.
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1. Placing Originals

1. Press [Special Original].

Text / Photo Bl

entation Iﬂ

i
t I

Qutput! Custornize A
Function/ Finisher S S Iy
it

2. Select [Mixed Sizes] and then press [OK].

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

1 A4 A3 81ex11 | 17x11

BCUO12S

1. Place the originals into the ADF
2. Vertical size
Adjust the document guides to the widest original size.

Place originals in the ADF.

o o >

Press the [Start] key.

* For details about weights of paper that can be used with this mode and other relevant information,

u" . "
see “Supplementary Information”.

z) Reference

* p.231 "Supplementary Information"

Thin Mode

When copying thin paper originals, select Thin mode.
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1. Press [Special Original].

Others

[ =i

[« Jaic o |

tion Iﬂ (R ||

. P Qutputs Custornize .
Special Original | 1 Funetiond Finisher Coverf Slip Sheq

atul

2. Press [Thin Paper] and then press [OK].
3. Place the original, and then press the [Start] key.

Specifying Original Sizes

Specify the size of the originals.

Regular sizes

Select the size of the originals from the regular sizes.

1. Press [Special Original].

I I B EEIEE

Others

[ a4

[« Jhs| >

Or n ] i

Special Original

Output Custornize :
Function/ Finisher St S Sy

atul

2. Press [Original Size].
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1. Placing Originals

3. Press [Regular Size].

Crivial Size Can
Set Originel Size.

n [ RealarSize | Gustomsize |
[ 1z || asa || woxise || gsxiad
[ #xia [[ sxi3a |[ sxia || sxs]
[ wma [ ma |

4. Select the size of original, and then press [OK] twice.

5. Place the originals, and then press the [Start] key.

Custom sizes

When placing custom size originals in the ADF, specify the size of the originals.

* Paper that has a vertical length of 128 - 297 mm (5.1 - 11.6 inches) and a horizontal length of 128
- 432 mm (5.1 - 17 inches) can be placed with this function.

1. Press [Special Original].

[« JRicbes] >

tation @ i

Special Original

Qutput! Custornize q
Function/ Finisher owar S g
it

2. Press [Original Size].

3. Press [Custom Size].
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Placing Originals

4. Enter the horizontal size with the number keys, and then press [#].

Criginal Size Can

Set Original Size.

| Resular Size || Custom Size

Enter measurement with the Number keys, then press @,
© Horjzorital
. __inch

T Vertical
I — . _inch

5. Enter the vertical size with the number keys, and then press [#].

6. Press [OK] twice.

7. Place the originals, and then press the [Start] key.

* To change the value you entered, press the item you want to change, and then enter a new value.
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2. Basic Copying

This chapter describes the basic procedure for making copies.

Basic Procedure

This section describes the basic procedure for making copies.

* When User Code Authentication is set, enter your user code (up to eight digits) with the number keys
so that the machine accepts copy jobs. For details about Administrator Tools, see “System Settings”,
General Settings Guide.

* When Basic Authentication, Windows Authentication, LDAP Authentication, or Integration Server
Authentication is set, enter your login user name and password so that the machine accepts copy
jobs. Ask the administrator for the login user name and password. For details, see “When the
Authentication Screen is Displayed”, About This Machine.

* To copy onto paper other than plain paper, specify the paper type under Tray Paper Settings. For
details, see “Tray Paper Settings”, General Settings Guide.

1. Make sure "Ready" appears on the screen.
If any other function is displayed, press the [Copy] key on the left side of the control panel.

Initial copy screen

Auto Color Select | |Auto paper| TMEI 3|2 1E) 1|3 18) [J) 4 18 [J)5 18 [J)6 18 [J)7 18 [
el Selectr | B5XT1 | BEX14 | 11XI7 | 11XI17 | 11X17 | 11x17 | 85x14
ull Color

Black & white | | FullSize | _Auto Rece /Enlae | 7591 29% [ create Marsin |

Toct | Photo_ | /i

Others

[<Jiwn] >]

o |

Job List.

2. Make sure no previous settings remain.
When there are previous settings remaining, press the [Clear Modes] key.
3. Place the originals.
4. Make desired settings.
5. Enter the number of copies with the number keys.

The maximum copy quantity that can be set is 9999.

43



44

2. Basic Copying

6. Press the [Start] key.

The machine starts copying.

When placing originals on the exposure glass, press the [] key after all originals are scanned.
7. When the copy job is finished, press the [Clear Modes] key to clear the settings.

* Always log off when you have finished using the machine to prevent unauthorized users from using
the machine.

* To stop the machine during a multi-copy run, press the [Stop] key.

* To cancel all copy functions and return the machine to the default condition, press the [Clear Modes]
key.

* To clear entered values, press the [Clear] key or [Cancel] on the screen.
* To confirm settings, press [Check Modes].

* You can change the maximum copy quantity under Max. Copy Quantity in User Tools. For details
about Max. Copy Quantity, see “Copier/Document Server Features”, General Settings Guide.

Interrupt Copy

Use this function if you want to interrupt a long copy job to make urgently needed copies.

1. Press the [Interrupt] key.

bisﬁlay :

Language
Selection

Interrupt

Program Clear Modes Energy Saver

Rl

Stop

BQG004S

The interrupt key indicator lights. The machine stops scanning.
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Interrupt

R EENEEEPEEEE
AT a1 “Baxta” | 1xi7 | 1117

[Full Size | Auto Resue /Erlree || 7396 | 1 2 99 [Ee]aly

| Sort / Stack

e EEIE

2. Remove the originals that were being copied.

3. Place the originals you want to copy.

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

5. When copying is complete, remove the originals and copies.

6. Press the [Interrupt] key again.
The interrupt key indicator goes off.

7. Replace the originals that you were copying, and then press the [Start] key.
Following the instructions on the display.

* The previous copy job settings are restored. Simply press the [Start] key to continue copying from

where it left off.

Copy Face Up

Copies are delivered in opposite order to the default order sefting.

1 Sided originals

BAS023S
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2. Basic Copying

2 Sided originals

BAS024S

1. Face down (same order as original)

2. Face up (reverse order of original)

1. Press [Output/ Customize Function/ Finisher].

[zl iz d

2. Press [Output/ Cstmz.].
3. Press [Rvrse Ejct: FaceUp/Dn].

=3

Stack
ray Off

Insert Separation Sheet
Per Job

Insert Separation Sheet
Per 1 set(s)

Change Insert Pasition

ize Function>
15 hiave been customized. Functions can be customized
Document Server Features.

Ryrse Eict: Facelp/On

Dup.# Corrbine/ Reduce/

Cover/ Slip Shest | Edit / Color it Enlarae

Job List

4. Place the originals, and then press the [Start] key.

* For details about the default delivery order setting, see “Supplementary Information”.
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z) Reference

* p.231 "Supplementary Information"

Avuto Start

If you make settings and scan originals while the machine is busy, your copies will be made once the
machine is ready.

1. Make your settings while "Select print mode, then press the Start key." and "Scanning
originals can be started." are displayed alternately.

2. Place the original.

3. Press the [Start] key.
The machine scans the original.

Copying starts automatically once the machine is ready.

Job Preset

You can make settings for the next copy job during copying.

If a long copy job is in progress and you do not want to wait for it to finish, you can use this function to set
up the next copy job in advance. When the current copy job is finished, the next job will start automatically.

1. Press [New Job] when "Copying..." appears.

sservation.

2. Be sure message "Ready"” appears, and then make settings for the next copy job.
3. Place the originals, and then press the [Start] key.

All originals are scanned.

After the current copy job, the next copy job starts automatically.

* Preset copy jobs are registered under job numbers in the Reserv. Screen.
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2. Basic Copying

* You can confirm and delete preset jobs. For details about the procedures, see “Managing Jobs”.

z) Reference

* p.97 "Managing Jobs"

m Copying onto Tab Stock

You can copy onto tab stock.

@>
@>,

>

BAS025S8

* Before using this function, set the tray for tab stock and set the position of the index tab under Paper
Type in Tray Paper Settings. For details about Paper Type, see “Tray Paper Settings”, General Setftings
Guide.

BAS026S

1. Original width
2. Index width

* Specify the size of tab stock under Paper Size in Tray Paper Seftings. The sizes that can be used are
A4,81/,% 11, and 81/, x 14. For details about Tray Paper Size, see “System Settings”, General
Settings Guide.

* Tab stock can be loaded in Tray 2, the Wide Large Capacity Tray (Wide LCT), and the Multi Bypass
Tray (Tray 7).

Set tab stock copy side down in Tray 2.

* Set tab stock copy side up in the Wide Large Capacity Tray (Wide LCT) or the Multi Bypass Tray
(Tray 7).

* When setting tab stock, always use the tab sheet holder.
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BJU112S

o Set tab stock so that it will be fed from the side without the tab first.

* When loading tab stock in Tray 2, adjust the back fence position so that the tab sheet holder will fit
the tab stock.

BJU113S

Tab stock is fed starting from the top tab.

1. Originals
2. Tab Stock

3. Copies
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2. Basic Copying

1. Select the paper tray where the tab stock is loaded.

<Bla te=
TR FEEREEEEEEE
At FRst piset 17| “SuxBy | %17 | 1117
Tab Stock

[Full Size | auto Resue /Enree || 7336 | 1 2 95 [eaRy

| Sort / Stack

523 B[

2. Place the originals, and then press the [Start] key.
* Check the position of the index tab to avoid cropping the image.

* Align the image you want to copy by checking the position of the index tab. If the image extends
beyond the index tab, the backs of sheets may get soiled with toner.

* To copy onto tab stock from the multi bypass tray, see “Loading Tab Stock in the Multi Bypass Tray
(Tray 7)".

* When a paper jam has occurred, check the order of originals and tab stock, and then restart copying.

=) Reference

* p.59 "loading Tab Stock in the Multi Bypass Tray (Tray 7)"

Surplus tab stock auto eject

When copying onto tab stock but not using all the tab stock for each copy, remaining sheets of tab stock
are automatically ejected.

Before using this function, specify the number of sheets of tab stock (Number of Tabs) in one set. For details,
see “ltems of Tray Paper Settings”, General Settings Guide.

For example, if you use three of five tabs that form a set in a tray and insert slip sheets using the Designate
function, the unused 4th and 5th tab sheets are automatically ejected when the first copy is complete.
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B!

BKF008S

ﬁ

* If you set [Number of Tabs] to [Off], surplus tab stock sheets for each copy are not ejected.




2. Basic Copying

Copying from the Multi Bypass Tray

The multi bypass tray allows you to copy non-standard paper.

Use the multi bypass tray to copy onto paper that cannot be loaded in the paper trays.

m e Paper that has a vertical length of 139.7 - 330.2 mm (5.5 - 13 inches) and a horizontal length of

52

182 -487.7 mm (7.17 - 19.2 inches) can be copied from the multi bypass tray.
* The machine can automatically detect the following sizes as regular size copy paper:

¢ Metric version:
A3, B4 JISE, AU, B5 JISD, A5, 12x 182, 11 x 1702, 81/, x 110
8x 132, 51/,%x81/,07
¢ Inch version:
12x 1803, 11 x 170, 81/, x 11U, 51/, x 81 /,03, 8 x 1307, A3, B4 JISE?
A4D, B5 JIsD, ASZ

* If you want to use the size of paper other than the above, be sure to specify the size.

 The maximum number of sheets you can load at the same fime depends on paper type. Load only as
much paper as can be held between the paper guides on the multi bypass tray.

1. While pinching the release lever, push the side fences out until there is space between them
and the paper you are loading.

2. Place paper face up in the multi bypass tray (Tray 7).

BQG019S

3. Adjust the side fences again to ensure they properly fit the paper size.



Copying from the Multi Bypass Tray

4. Set the end fence.

BQG016S

To remove the end fence, slide it to the right by pressing the stopper down.

BJU043S

5. Press the elevator switch on the multi bypass tray (Tray 7).

BQG020S

The green lamp of the elevator switch is blinking while the original table is going up and down, and
keeps lit when it stops.

Press the elevator switch to move down the original table if you want to either add paper or remove
jammed ones.

6. Select the multi bypass tray (Tray 7) on the control panel.
7. Press the [H] key.
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2. Basic Copying

8. Select the size and type of the paper.
9. Press [OK].
10. Place the originals, and then press the [Start] key.
11. When the copy job is finished, press the [Clear Modes] key to clear the settings.

m * Load only as much paper as can be held between the guides on the multi bypass tray. Overloading

the multi bypass tray can result in misfeeds and skewed images.

* To support AP, 81/, x 110 or larger paper sizes, pull out the extender.

BQF015S

1. Extender
* To prevent multiple sheets from being fed at once, fan paper before placing it on the tray.
* When the Sort function is selected, press the [H] key after all originals have been scanned.

* When the Panel Key Sound is turned off, it will not sound if you insert paper into the multi bypass tray.
For details about Panel Key Sound, see “System Settings”, General Settings Guide.

* Printing on special paper such as thick paper may be slower than printing on plain paper.

* If you place originals on the exposure glass and want the copies to be delivered face down, select
Face Down for Copy Eject Face Method in Glass Mode.

* For details about Copy Eject Face Method in Glass Mode, see “Copier/Document Server Features”,
General Settings Guide.

* If you select Tab Stock, you cannot have copies delivered face up.

* If you use paper larger than 458 mm, 18.1 inches in size, you cannot have copies delivered face
down.

* Depending on the environment where the machine is being used, you might at times hear a rustling
noise from paper moving through the machine. This noise does not indicate a malfunction.

* For standard paper sizes that can be used with the multi bypass tray, see “Supplementary
Information”.

) Reference

* p.106 "Registering the Initial Display's Default Functions"
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Copying from the Multi Bypass Tray

* p.231 "Supplementary Information"

Copying onto Regular Size Paper

Makes copies onto regular size paper from the multi bypass tray.

1. While pinching the release lever, push the side fences out until there is space between them

and the paper you are loading.

2. Place paper face up in the multi bypass tray (Tray 7), and then set the side fences to the
paper size.

3. Set the end fence, and then press the elevator switch on the multi bypass tray (Tray 7).
4. Select the multi bypass tray (Tray 7) on the control panel.
5. Press the [H] key.
6. Press [Select Regular Size].
Tray 7 Paper Settings Cen
P Paper Size

Uze Current Setting Select Regular Size P

B Special Paper
Tab Stock can be selected with Thin Paper or Thick Paper at the same time

| Thin Paper | | Thick Pper 1 | E

7. Select the paper size.

Select Regular Size can
[ e || xm || 1xsm
[ oxse || woxum || sxum
[ axiB || mxip || sxuE
[ sxpBm || exwm || wxnD
o X L7
1

8. Press [OK] twice.

9. Place the originals, and then press the [Start] key.
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Copying onto Custom Size Paper

Makes copies onto custom size paper from the multi bypass tray.

1.

S

While pinching the release lever, push the side fences out until there is space between them
and the paper you are loading.

Place paper face up in the multi bypass tray (Tray 7), and then set the side fences to the
paper size.

Set the end fence, and then press the elevator switch on the multi bypass tray (Tray 7).
Select the multi bypass tray (Tray 7) on the control panel.
Press the [H] key.

Press [Program Custom Size].

Cancel CK

ing Select Regular Size Program Custom Size

veith Thin Paper or Thick Paper at the same time.

| ThckPwer1 | [ ThikPwe2 |

Enter the horizontal size with the number keys, and then press [#].

Program Custom Size Can

Enter measurement with the Number keys, then press @,

< 171920 inchy
< Horizontal

—. —inch
<5.50- 13,00 inch>

T Vertical
L 2l I __.__inch @

le——f

. Enter the vertical size with the number keys, and then press [#].
. Press [OK].

. Place the originals, and then press the [Start] key.

* To change the value you entered, press the item you want to change, and then enter a new value.
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Registering a custom size

Register a custom paper size.

1. Press [Program Custom Size].
Enter the horizontal size with the number keys, and then press [H#].

Enter the vertical size with the number keys, and then press [H].

M N

Press [Program].

e ——————————————————— |
I Cancel ” CK

[Verticall.

ch>

550 - 13,00 it

T Vertical
11.00 inch

The confirmation screen appears.
5. Press [Exit].
6. Press [OK].

Recalling the registered custom size

Recalls the registered paper size.

1. Press [Recdll].

Cancel CK

ith the humber keys, then press @,

ch

5.50-15.00 s | C% | [ Recall |

T Vertical
—. —inch

The registered size is displayed.
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2. Basic Copying

Copying onto Thin Paper

When copying onto thin paper, select the type and size of paper.

1. Select the paper type [Thin Paper] in Special Paper.

Tray 7 Paper Settings Can
P Paper Size
Use Current Setting Select Regular Size P

P Special Paper

Tab Stock can be selected with Thin Paper or Thick Paper at the same time

| Thin Paper | Thick Paper 1 ‘ |:

2. Specify the paper size, and then press [OK].
3. Place the originals, and then press the [Start] key.
* Printing on thin paper may be slower than printing on plain paper.

* To prevent multiple sheets from being fed at once, fan paper before placing it on the tray.

Copying onto Thick Paper

When copying onto thick paper, select the type and size of paper.

1. Select the paper type [Thick Paper 1] or [Thick Paper 2] in Special Paper.

Select [Thick Paper 1] when paper weight is between 127.0 g/m? (33.8 Ib.) and 156.0 g/m? (40.4
Ib.).

Select [Thick Paper 2] when paper weight s between 157.0 g/m? (41.8Ib.) and 220.0 g/m? (58.5
Ib.).

Cancel CK

ing Select Regular Size Prooram Custom Size

veith Thin Paper or Thick Paper at the same time.

| ThickPaer1 | [ ThikPwer2 |
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Copying from the Multi Bypass Tray

2. Specify the paper size, and then press [OK].
3. Place the originals, and then press the [Start] key.
* Printing on thick paper may be slower than printing on plain paper.

* To prevent multiple sheets from being fed at once, fan paper before placing it on the tray.

Loading Tab Stock in the Multi Bypass Tray (Tray 7)

Loading tab stock in the multi bypass tray.

* Before using this function, set the tray for tab stock and set the position of the index tab under Paper
Type in Tray Paper Settings. For details, see “Tray Paper Settings”, General Settings Guide.

Tab stock is fed starting from the top tab.

1 2 3

I e

BAT028S
1. Originals
2. Tab Stock

3. Copies

1. While pinching the release lever, push the side fences out until there is space between them
and the paper you are loading.
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2. Basic Copying

2. Set the tab stock face up in the multi bypass tray (Tray 7), and fit the side fences to the tab
stock.

BQG021S

3. Attach the back fence to the end fence.

BQG022S

Press the elevator switch on the multi bypass tray (Tray 7).
Select the multi bypass tray (Tray 7) on the control panel.
Press the [H] key.

Select the paper size.

0 ® N o U

Press [OK] twice.
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Copying from the Multi Bypass Tray

10. Place originals, and then press the [Start] key.

* For details about how to load tab stock in paper trays, see “Copying onto Tab Stock”.

=) Reference

* p.48 "Copying onto Tab Stock"

Copying onto Envelopes

When copying onto envelopes, specify the paper type and paper size.

 Before using this function, specify the paper thickness under Paper Type in Tray Paper Settings. For
details, see “Tray Paper Settings”, General Settings Guide.
1. Place envelopesinthe multibypasstray (Tray 7), and then set the side fences to the envelope
size.
Set the end fence.
Press the elevator switch on the multi bypass tray (Tray 7).
Select the multi bypass tray (Tray 7) on the control panel.
Press the [H] key.

SR T o

Press [Program Custom Size].

Cancel CK

ing Select Regular Size Program Custom Size

veith Thin Paper or Thick Paper at the same time.

| ThckPwer1 | [ ThikPwe2 |
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2. Basic Copying

7. Specify the envelope size, and then press [OK].

Program Custom Size Can

Enter measurement with the Number keys, then press @,

< 171920 inchy
< Horizontal

—. —inch
m <5.50- 13, 00 inch --Clear
15 | T Vertical
L 2l I __.__inch

le——f

8. Place the originals, and then press the [Start] key.

* When placing an original on the exposure glass, place the original with the bottom line aligned to

the left scale.
* When placing an original in the ADF, place the original with the bottom line inserted in the ADF.

* Toload envelopes in the Multi Bypass Tray (Tray 7), place them with the side you want to copy face-
up. Be sure to unfold the flaps and position them opposite to the paper feed direction.

-

BQF019S

* When entering the horizontal size for envelopes, including the opened-out flap in the measurement.

2

A
A 4

BAT029S

1. Vertical size
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Copying from the Multi Bypass Tray

2. Horizontal size

You can load up to 10 envelopes (80 - 95 g/m?, 24 Ib.) in the multi bypass tray at the same time,
without compressing them. Check the envelopes are not damp. Load only as much envelopes as can
be held between the paper guides on the multi bypass tray.

Check there is no air in the envelopes before loading.

To get better print quality, it is recommended that you set the right, left, top, and bottom print margin,
to at least 15 mm (0.6 inch) each.

You cannot print envelopes with the Duplex function.
Load only one size and type of envelope at a time.

Before loading envelopes, flatten leading edges (the side going into the machine) by pressing a pencil
or ruler across them.

Before loading envelopes, check they are rectangular in shape.

For details about supported envelope types, see “Envelopes”, About This Machine.
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Copying from the Wide Large Capacity Tray
(Wide LCT)

The Wide LCT allows you to copy non-standard paper.

Use the Wide LCT to copy onto adhesive labels, thick paper such as envelopes, and tab stock.

* Special paper such as adhesive labels and thick paper must be loaded in the Wide LCT. Specify the
paper type in Tray Paper Settings in advance. For details, see “Tray Paper Settings”, General Settings
Guide.

* To copy onto custom size paper, load it in the Wide LCT and specify the size of the paper in Tray
Paper Settings in advance. For the procedure for specifying the type of paper loaded in the Wide
LCT, see “Tray Paper Settings”, General Settings Guide.

e For the procedure for loading paper in the Wide LCT, see “Changing the Paper Size in the Wide
Large Capacity Tray”, Troubleshooting.

* If you select Thick Paper 2, Thick Paper 3, Coated Paper 1, Coated Paper 2, or Coated Paper 3 for
Paper Type in Tray Paper Settings, air is blown out automatically to fan the paper loaded in the Wide
LCT.

Loading Tab Stock in the Wide LCT

Loading tab stock in the Wide LCT.
* When setting tab stock, always use the tab sheet fence.
e Before using this function, set the position of the index tab before copying. For details, see “Copying
onto Tab Stock”.
1. Select the Wide LCT.
2. Place the originals, and then press the [Start] key.

* Forthe procedure to load tab stock in the Wide LCT, see “Changing the Paper Size in the Wide Large
Capacity Tray”, Troubleshooting.

=) Reference

* p.48 "Copying onto Tab Stock"



Copying from the Wide Large Capacity Tray (Wide LCT)

Loading Envelopes in the Wide LCT

Loading envelopes in the Wide LCT.

To load envelopes in the Wide LCT, place them with the side you want to copy face-up. Be sure to unfold

the flaps and position them opposite to the paper feed direction.

— o
-
=1

Before you can use this function, you must specify the size of your envelope in Tray Paper Settings. For

details, see “Tray Paper Settings”, General Settings Guide.

BQF018S

1. Select the Wide LCT.
2. Place the originals, and then press the [Start] key.
* For the procedure to load envelopes in the Wide LCT, see “Changing the Paper Size in the Wide
Large Capacity Tray”, Troubleshooting.

* For details about supported envelope types, see “Envelopes”, About This Machine.
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2. Basic Copying

Reducing or Enlarging Originals

This section describes methods of reducing or enlarging images by specifying a reproduction ratio, or a

paper size.

In addition to the functions described in this section, advanced reduce/enlarge copy functions are also

m available. For details about these functions, see “Advanced Reduce/Enlarge Copying”.

) Reference

* p.134 "Advanced Reduce/Enlarge Copying"

Preset Reduce/Enlarge

This function allows you to reduce or enlarge images by selecting a preset ratio.

You can register up to two frequently used reproduction ratios other than the preset Reduce /Enlarge ratios.

R <

BAS030S

Base Point

The base point of Reduce/Enlarge differs depending on how the original is scanned. When the
original is placed on the exposure glass, the upper left corner will be the base point. When it is placed

in the ADF, the upper right corner will be the base point.

IAAAAAAAA
» BBEBBBBBB

ccccccecce
DDDDDDDD

AAAAAAAAAAA
BBBBBBBBBBB
ccecececcceccce 2
DDDDDDDDDDD I
EEEEEEEEEEE

IAAAAAAAA
BBBBBBBB
cccccceccce
DDDDDDDD

zzzzzzz
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1. Base point when placed on the exposure glass
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Reducing or Enlarging Originals

2. Base point when placed in the ADF

1. Press [Reduce / Enlarge].

g ST

. Caver/ Slip Sheet || Edit / Color L ’;“.’“h‘“”
eries Enlarge
s

To select a preset ratio on the initial display, press the shortcut reduce/enlarge key.

2. Select a ratio, and then press [OK].

DTS

] | Size Magniﬂcatiuq'H Dir, Size Mas. mm” Direct. Maa, %‘
] 1T 21%|1 29%||1 55%|/200%||400%
Full Size || avx14 Bzl Syxay: || Swexsle
11X1 111 e 14 111
6| 50% || B6B5% || 723% || 78% | 85% || 93%
117 117 1115 Bt 14 B2 x13
ety Bk 155 15% 1%
Dup./ Combine/ Reeducs/

Cover/ Slip Sheet Edit # Color Srlles B

3. Place the originals, and then press the [Start] key.

* You can change reproduction ratios shown on the initial display under Reproduction Ratio in User
Tools. For details about Reproduction Ratio, see “Copier/Document Server Features”, General
Settings Guide.

Zoom

You can specify the reproduction ratio in increments of 1%.

67



68

2. Basic Copying

/

RR

BAS032S

Specifying the ratio with [~] and [+]

Specify a ratio using [~ and [F].

1.

Press [Reduce / Enlargel].

2 -0

Joh List

Caver/ Slip Sheet || Edit / Color B/ ey M
Series Enlarae
20s >
o § st

K

2. Select a preset ratio which is close to the desired ratio.

3. Adjust the ratio with [~] and [+].

AR

Select item.
Size Masnification | | Dir. Size

— 1 271%|[1 29%|(15
6 5% \—/ gex14 1 g1l : st
B 25% || 50% | 65% || 73% || 79
. + ‘ i niwu 11x17 néwsu a1t
i sk 6% 1
Dip

11=1 11x]
Qutputs Custornize q "
Rueslten Elhllhes Stamp Cover/ Slip Sheet Edit 7 Color

Full Size

o

Pressing [~] or [+ changes the ratio in increments of 1%. Pressing and holding down [~] or [+

changes it in increments of 10%.

. Press [OK].
5. Place the originals, and then press the [Start] key.



Reducing or Enlarging Originals

« To change the value you specified, readjust it with [~] and [F].

Entering the ratio with the number keys

Enter a ratio using the number keys.

1. Press [Reduce / Enlarge].

- BIS

Cover Slip Sheet Edit / Color e/ i et
Series Enlarge
at
y atus

afl

2. Press [Number keys].

3. Enter the desired ratio with the number keys, and then press [#].

R

Magnification Ratio

Enter the ratio with the Number keys, then press @,

<25% to 400%>

4. Press [OK] twice.
5. Place the originals, and then press the [Start] key.

* To change the value you entered, press [Change], and then enter a new value.

Auto Reduce/Enlarge

The machine automatically detects the original size and then selects an appropriate reproduction ratio
based on the paper size you select.
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rR1- R

BAS033S

* Ifyou select a reproduction ratio after pressing [Auto Reduce / Enlarge], [Auto Reduce / Enlarge] is
canceled and the image cannot be rotated automatically.

This is useful to copy different size originals to the same size paper.

If the orientation in which your original is placed is different from that of the paper you are copying onto,
the machine rotates the original image by 90 degrees and fits it on the copy paper (Rotate Copy). For
example, to reduce A3 (11 x 17)3 originals to fit onto A4 (87/5 x 11)1) paper, select a paper tray
containing A4 (8'/4 x 11)IJ paper, and then press [Auto Reduce / Enlarge]. The image is automatically

rotated.
A3, 11 x17
A4E]. 71% A4(], 812 x 1]
812 x 111, 65% | Auto Reduce/Enlarge

! !
o

Automatically rotated

BAT179S8

For details about Rotate Copy, see “Rotate Copy”.
The original sizes and orientations you can use with this function are as follows:

Metric version

Original location Original size and orientation

Exposure glass A3, B4 IS, A4, B5 JIsU, AsD), 81/, x 1303




Reducing or Enlarging Originals

ADF A3, B4 JISE, A4DD, B5 JIsDD, 5P, B JISDD, 11
x 170, 81/,x 11DPD, 81/, x 132

Inch version
Exposure glass 11x1702, 81 /5% 142,81 /,x 1103, 51/,x81/,1), B4
JISE?, B5 JIsUE
ADF 11x 170,81 /,x 140, 81/, x 11DPD, 51/, x 81 /,00,
8x 132, 11 x 152, 10 x 1412, 10 x 807, A3, A4D

1. Press [Auto Reduce / Enlarge].

D 2[§lD3l§JD
%XM

\ futo feduce / Enlaree || 7 33| 1 2 9% [RISIOR

Sort £ Stack

3| 5| (5| 9| 5D Fo|4

2. Select the paper size.
3. Place the originals, and then press the [Start] key.

* p.132 "Rotate Copy"
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Duplex/Combined Copying

This section describes how to make duplex or combined copies.

Duplex

Copies two 1-sided pages or one 2-sided page onto a 2-sided page.

* The paper weight that can be used with this function is 60 - 220 g/m?2 (16 - 58.6 Ib.).
1 Sided ™ 2 Sided
Copies two 1-sided pages on one 2-sided page.

BAS034S8

2 Sided = 2 Sided
Copies one 2-sided page on one 2-sided page.

BAS0358

Original orientation and completed copies

The resulting copy image will differ according to the orientation in which you place your originals
(Y or ).

The table shows the orientation of images on the front and back of copies, not the orientation of

delivery.



Duplex/Combined Copying

Original  <>How to place originals &>  Copy

Readable

o

Top to Top

3=

Vertical

Top to Bottom
Unreadable P
[EXX XY
Readable
Top to Top

Horizontal

Unreadable

1. Press [Dup./ Combine/ Series].

- IR

Cover Slip Sheet Edit / Color e/ i it
Seriss Enlargs
s
| it

2. Make sure that [Duplex] is selected. If [Duplex] is not selected, press [Duplex].
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3.

Select [1 Sided = 2 Sided] or [2 Sided = 2 Sided].

DO
2

- 1, 1~ 1

Top to Top

15ed>25ided | 2Sided>25iked |

rientation

Cover/ Slip Shest

(&

Dup.# Corrbine/
Series

Edit / Color

Reduce/
Enlarge

To change the original or copy orientation, press [Orientation].

Press [OK].

5. Place the originals, and then press the [Start] key.

When placing an original on the exposure glass, start with the first page to be copied. When placing
originals in the ADF, set so that the first page is on the top.

When placing originals on the exposure glass, or in the ADF using Batch mode, press the [H] key
after all the originals have been scanned.

You can specify the margins under Edit in User Tools. For details about Edit, see “Copier/Document
Server Features”, General Settings Guide.

For standard paper sizes that can be used with the Duplex function, see “Supplementary Information”.

) Reference

p.30 "Original Orientation"
p.74 "Originals and copy orientation"

p.231 "Supplementary Information"

Originals and copy orientation

You can select the orientation of originals and copies.

Top to Top

Top to Bottom

BAT038S



Duplex/Combined Copying

=8 (e

1. Press [Orientation].

BATO037S

2. Select orientation ([Top to Top]/[Top to Bottom]), and then press [OK].

IIEIEE R

Copy:

| Top to Top || Top to Bottom |

* The default setting is [Top to Top]. You can change the default orientation under Original Orientation
in Duplex Mode and Copy Orientation in Duplex Mode in User Tools. For details, see “Copier/
Document Server Features”, General Settings Guide.

One-Sided Combine

Combine several pages onto one side of a sheet.
There are six types of One-Sided Combine.
1 Sided 2 Pages  Combine 1 Side

Copies two 1-sided originals to one side of a sheet.

BAS038S
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1 Sided 4 Pages ™ Combine 1 Side

Copies four 1-sided originals to one side of a sheet.

BAS039S

1 Sided 8 Pages ™ Combine 1 Side

Copies eight 1-sided originals to one side of a sheet.

1

BAS040S

2 Sided 1 Page ™ Combine 1 Side

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

BAS041S

2 Sided 2 Pages  Combine 1 Side

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



Duplex/Combined Copying

BAS042S

2 Sided 4 Pages  Combine 1 Side

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

BAS043S

Orientation of the original and image position of combine

Portrait () originals

BAS044S

1 112
2 1 | 32
‘\ : 5|6
Y 2 - | ®™ T8
8

BAS045S8

Placing originals (originals placed in the ADF)

¢ Originals read from left to right
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TTTTTT
N

-
“.H

S

BAT046S

n * Originals read from top to bottom

>

1. Press [Dup./ Combine/ Series].

2 U

Cover/ Slip Sheet || Edit / Color B/ s T
Senes Enlarae
b List

2. Press [Combine].
3. Select [1 Sided] or [2 Sided] for Original, and then press [Combine 1 Side] for Copy.

R

Select original and copy type and / or orientation.
Combine Oﬂgma Copy
2 Sided M

Wi 152 5id.

Qutputs Custornize . . Dup
it Ellshes Stamp Cover/ Slip Sheet Edit / Color

Select the number of originals to combine.
Select the paper size.

Press [OK].

N o o >

Place the originals, and then press the [Start] key.
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Duplex/Combined Copying

* When placing originals on the exposure glass, start with the first page to be copied. When placing
originals in the ADF, set the first page on top.

* When placing originals on the exposure glass or in the ADF using the Batch function, press the [#]

key after all the originals have been scanned.

* If you selected [2 Sided] for Original, you can change the orientation. See “Originals and copy

orientation”.

* You can change the initial settings for 1-Sided Combine under Edit in User Tools. For details, see
“Copier/Document Server Feature”, General Settings Guide.

=) Reference

* p.74 "Originals and copy orientation"

Two-Sided Combine

Combines various pages of originals onto two sides of one sheet.
There are six types of Two-Sided Combine.
1 Sided 4 Pages ™ Combine 2 Sides

Copies four 1-sided originals to one sheet with two pages per side.

BAS047S

1 Sided 8 Pages ™ Combine 2 Sides

Copies eight 1-sided originals to one sheet with four pages per side.
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2. Basic Copying

80

BAT048S

1. Front
2. Back
1 Sided 16 Pages ™ Combine 2 Sides

Copies 16 1-sided originals to one sheet with eight pages per side.

‘ 11234

16 9 (10({11|12
13|14|15|16

BAT049S

1. Front
2. Back

2 Sided 2 Pages  Combine 2 Sides
Copies two 2-sided originals to one sheet with two pages per side.

BAS0508

2 Sided 4 Pages > Combine 2 Sides
Copies four 2-sided originals to one sheet with four pages per side.



Duplex/Combined Copying

BAT051S

2. Back
2 Sided 8 Pages ™ Combine 2 Sides
Copies eight 2-sided originals to one sheet with eight pages per side.

1(2|3|4

2/ 5(6|7|8
S 1

9110|1112

W 13({14|15|16
Y 2

BAT052S

1. Front

2. Back

1. Press [Dup./ Combine/ Series].

= E-UEd

. Cover/ Slip Sheet Edit / Color .

2. Press [Combine].
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3. Select [1 Sided] or [2 Sided] for Original, and then press [Combine 2 Sides] for Copy.

e

Select original and copy type and / or orientation.

Combine Original: Copy:

Series ﬂ,
1 2
Book i 2

Mix 152 Sid. _

Qutput/ Custornize ) ) Dup.
Funetion? Finisher S Cover/ Slip Sheet | Edit / Calor

Press [Orientation].

Select orientation ([Top to Top]/[Top to Bottom]), and then press [OK].
Select the number of originals to combine.

Select the paper size.

Press [OK].

v ®©® N O U A

Place the originals, and then press the [Start] key.

* When placing originals on the exposure glass, start with the first page to be copied. When placing
originals in the ADF, set the first page on top.

* When placing originals on the exposure glass, or in the ADF using the Batch function, press the [#]
key after all the originals have been scanned.

* You can change the initial settings for 2-Sided Combine under Edit in User Tools. For details, see
“Copier/Document Server Features”, General Settings Guide.



Finishing

Finishing
You can sort, staple, punch, and fold your copies.

* Depending on your model and which options are installed on it, some of these functions might not be
available. For details, see “Functions Requiring Optional Configurations”.

=) Reference

* p.21 "Functions Requiring Optional Configurations"

Sort

The machine assembles copies as sets in sequential order.
Sort/ Shift Sort
Copies are assembled as sets in sequential order.

To use Shift Sort, the optional finisher is required. Each time the copies of one set or a job are delivered,

the next copy is shifted to separate each set or job.

=N
ILU 1Lu 1Lu 1Lu

1. Press [Sort/ Stack].

1w D2 & 038 048 0[5 =
AMOPEST gaxit”| Shxdy | I x17 | 1 %17
Tah Stock

[Foll Size | Auto hesue /Erlarse || 739 | 1 2 93¢ |JSIoT4

BAS0538

| Sort / Stack

(oo EEE

2. Enter the number of copies with the number keys.
3. Place the originals.

To confirm the type of finishing, press the [Sample Copy] key.
4. Press the [Start] key.
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* When placing an original on the exposure glass, start with the first page fo be copied. When placing
originals in the ADF, set so the first page is on the top.

* When placing originals on the exposure glass, or in the ADF using Batch mode, press the [H] key
after all the originals have been scanned.

m * You can change the settings for Sort under Input/Output in User Tools. For details, see “Copier/

Document Server Features”, General Settings Guide.

Sample Copy

Use this function to check the copy settings before making a long copy run.

* This function can be used only when the Sort function is selected.

1. Select Sort and any other necessary functions, and then place the originals.

2. Press the [Sample Copy] key.

One copy set is delivered as a sample.

Program Clear Modes Energy Saver

41 Sample Copy

One copy set is delivered as a sample.

BQG005S

3. If the sample is acceptable, press [Continue].
The number of copies made is the number specified, minus one for the proof copy.

* If you press [Suspend] after checking the results, return to step 1 to adjust the copy seftings as
necessary. You can change the settings. However, depending on the combination of functions, you
may not be able to change some settings.

Changing the number of sets

You can change the number of copy sets during copying.
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* This function can only be used when the Sort function is selected.

1. While "Copying..." is displayed, press the [Stop] key.

2. Press [Change Quantity].

3. Enter the number of copy sets with the number keys, and then press the [H] key.

© Are you sure you want to stop copying?

No.102

r nev quantity of sets with the Mumber keys, then press @,

T —— 5 > [ ;oo
Continue Stop

4. Press [Continue].

Copying starts again.

* The number of sets you can enter in step 3 differs depending on when the [Stop] key is pressed.

When memory is full

If the amount of data of the scanned originals exceeds the capacity of memory, scanning is interrupted.

1. Press the [Start] key.
All scanned pages are copied, and data stored in memory are cleared.
2. Remove the copies, and then continue copying following the instructions on the display.

* The number of pages that can be stored in memory is about 2000 pages of A4 size originals. It

depends on the type of originals or memory seftings.

* In Sort mode, you can complete scanning and copying by copying the scanned pages stored in
memory until it becomes full, and then scanning and copying the remained originals.
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Shift tray off in sort/stack

1. Press [Output/ Customize Function/ Finisher].

Text / Photo \_ E

Others

7

[« Jfuto Dt » |

tion (] i3]

Special Origiral

Qutput/ Custorniza .
Function/ Finisher ot Sl ity
stem Statu

2. Make sure [Output/ Cstmz.] is selected, and then press [Sort/ Stack Shift Tray Off].
3. Place originals, and then press the [Start] key.

Insert separation sheet

Use this function to have separation sheets inserted between sets or jobs.

>

BAS180S

e Before using this function, select the tray for separation sheet under Separation Sheet Tray in Tray
Paper Settings. For details, see “Tray Paper Settings”, General Settings Guide.

1. Press [Output/ Customize Function/ Finisher].

tion (] i3]

Special Original

Output/ Custornize )
Function/ Finisher Cover/ Slip Shed
stem Statu

- tem

2. Press [Output/ Cstmz.].



Finishing

3. Press [Insert Separation Sheet Per 1 set(s)] or [Insert Separation Sheet Per Job].

ITIET) |

A

Stack
ray Off

Insert Separation Sheet
Per Job

Insert Separation Sheet
Por 1 setls)

Change Insert Pasition

ize Function>
5 hiave been customized. Functions cen be customized
Dacument Server Features.

Rurse Eict: Facelp/On

Dup.# Corrbine/ Reduce/

Cover/ Slip Sheet Edit / Color Sl Enlsrae

Job List:

4. Place the originals, and then press the [Start] key.

* When [Per Set] is selected, you can enter the number of sets between which separation sheets are
inserted with the number keys.

Stack

Groups together copies of each page in a multi-page original.

BAS055S

If a finisher is installed, each time the copies of one page are delivered, the next copy is shifted when
delivered so you can separate each job by page.

1. Press [Output/ Customize Function/ Finisher].

Text / Photo

Others

Auto Density

EEIRIEE

Oria n (] 3

Special Original

Qutput/ Custorniza .
Function/ Finisher ot Sl ity

2. Press [Finisher].
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3. Press [Stack].

4. Press [OK].

5. Enter the number of copies with the number keys.
6. Place the originals, and then press the [Start] key.

* When placing an original on the exposure glass, start with the first page to be copied. When placing
originals in the ADF, set so the first page is on the fop.

* When placing originals on the exposure glass, or in the ADF using the Batch mode, press the [H] key
after all the originals have been scanned.

Staple

Each copy set can be stapled together.

=/

BAS056S

* If you select staple without having the stapler cartridge for saddle stitch set in the booklet finisher, a
paper misfeed might occur. Be sure to set the stapler cartridge.

Original orientation and stapling position

Place all the originals in the ADF in the orientation in which they can be read normally. When placing
the original on the exposure glass, keep the same orientation, but set the original facing downwards.

The relationship between the orientation in which you place the original and the staple positions is as
follows:



Finishing

Original location

&z
]
Right 2

=]
El
Top Right 1

Booklet
Finisher

BB =E

Center

o) TRl - fa)
— s R 4 "
Do)k R
—— | [ | [/ 1 I8l
EE ,
2 [R] -+ LR]
el DIERN
S [+ -
Hm)3 CESC
iR
)

e EREN ]

BQG028S

*1 The above table shows staple positioning. The orientation of the paper does not indicate orientation of
delivery.

*2 You cannot staple at this position when copying onto A3 or B4 JIS size paper.

*3 Ifyou want to staple at this position on A3 or B4 JIS size paper, select unreadable orientation in Original
Orientation and then select Top 2.
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1. Press [Output/ Customize Function/ Finisher].

Others

[ =i

[« Jaic o |

Orig. Orie muﬂ@ﬂ

Special Original

Qutputs Custornize q
Function/ Finisher Cover/ Slip Sheg

atu

2. Press [Finisher].

3. Select the staple position.

4. Press [OK].

5. Enter the number of copies with the number keys.
6. Place the originals, and then press the [Start] key.

* When placing an original on the exposure glass, start with the first page to be copied. When placing
originals in the ADF, set so that the first page is on the top.

* When placing originals on the exposure glass, or in the ADF using Batch mode, press the [] key
after all the originals have been scanned.

* If you specify Staple: Center, you must specify the Magazine function. For details about Magazine,
see “Booklet/Magazine”.

* You can change the staple positions shown on the initial display under Input/Output in User Tools.
For details, see “Copier/Document Server Features”, General Settings Guide.

* For details about the number of sheets that can be stapled together, and the number of stapled copies
that can be stacked on each tray, see “Supplementary Information”.

* p.183 "Booklet/Magazine"
* p.231 "Supplementary Information"

Punch

You can make punch holes in copies.

* You cannot use the multi bypass tray with this function.



Finishing

2 holes

BAS0598

3 holes

R =R

(¢]

BAS1828

Original orientation and punch hole position
Place all the originals in the ADF in the orientation in which they can be read normally. When placing
the original on the exposure glass, keep the same orientation, but set the original facing downwards.

The relationship between the orientation in which you place the original and the punch hole positions

is as follows:
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Original location Punch

Exposure hole
glass position

l
¥

f

l
¥

H|=|E
RERERE

3 hole top | 3 hole left | 2 hole top | 2 hole left

_-

BCU0358

1. Press [Output/ Customize Function/ Finisher].

Text / Photo 2 BE

Others

< JRiimt] »

rientation 2] iG]

Special Original

Qutput! Custornize A
Functions Finisher e S Sy
U

K

2. Press [Finisher].

3. Select one of the punch hole positions.

4. Enter the number of copies with the number keys.
5. Place the originals, and then press the [Start] key.

* When placing an original on the exposure glass, start with the first page to be copied. When placing
originals in the ADF, set so that the first page is on the top.

* You can change the punch hole positions shown on the initial display under Input/Qutput in User
Tools. You can select 2 hole or 3 hole. For details, see “Copier/Document Server Features”, General
Settings Guide.



Finishing

Z-fold

Makes two parallel folds, one of which faces in and the other facing out.

ABCD| =>

o 3

o>

wiglush g

BAS061S

* You cannot use Punch with this function.
Original orientation and Z-fold position

Place all the originals in the ADF in the orientation in which they can be read normally. When placing
the original on the exposure glass, keep the same orientation, but set the original facing downwards.

The relationship between the orientation in which you place the original and the Z-fold positions is as

follows:
Direction in which Original is Set
Direction of fold
Exposure glass ADF
Right fold =
- + B
Bottom fold <
- D q

BAT062S

1. Select the folding direction.

bE 3B HlaBE D58 L6 E D7E [
B5 %14 "x17 || 11x17 Bsx14

mrse | 73%] 1 29% |

Fold

) DU

2. Place the originals, and then press the [Start] key.
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* You can specify the fold-back position in 1 mm (0.1 inch) increments under Z-fold Position in User
Tools. For details about Z-fold Position, see “Tray Paper Settings”, General Settings Guide.

* For details about the standard paper sizes that can be Z-folded, and the number of Z-folded copies

that can be stacked on each tray, see “Supplementary Information”.

m z) Reference

* p.231 "Supplementary Information"

Using the Z-fold support tray

When using the Z-fold function together with the Staple function, attach the Z-fold support tray to the upper
tray or the shift tray of the finisher.

Finisher Shift Tray
Fit the hooks of the Z-fold support tray into the holes in the shift tray.

BAS011S

* Remove the Z-fold supporttray when delivering copies to the shift tray without using the Z-fold function.
If you leave the Z-fold support tray in place, prints are not stacked properly.
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Storing Data in the Document Server

Storing Data in the Document Server

The Document Server enables you to store documents being read with the copy feature on the hard disk

of this machine. Thus you can print them later applying necessary conditions.

* Machine failure can result in data loss. Important data stored on the hard disk should be backed up.
The manufacturer shall not be responsible for any damage that might result from the loss of data.

1. Press [Store File].

‘ Store File I | Check Modes |

o "1 o

3 djaEdsEled 728l
Hxd7 | i7" | =17 | 1 xi7 | ‘Bexta

frse | 739 12 9% RISES

Fald

) SOFS

2. Enter a file name, user name, or password if necessary.

Store File Can

Set itern(s) to store a file.

User Marne File Marne A

Press [OK].
Place the originals.

Make the scanning settings for the original.

S T

Press the [Start] key.

Stores scanned originals in memory and makes one set of copies.

* To stop scanning, press the [Stop] key. To resume a paused scanning job, press [Continue] in the
confirmation display. To delete scanned images and cancel the job, press [Stop]. The originals placed
in the ADF will be ejected.

95



96

2. Basic Copying

* When placing an original on the exposure glass, press the [H] key after all the originals have been
scanned.

* Data stored in the Document Server is set to be deleted after three days (72 hours) by the factory
default. You can specify the period after which the stored data is deleted automatically under Auto
Delete File in Document Server in User Tools. For details about changing seftings, see “System
Settings”, General Settings Guide.

* To check if the document has been stored, press the [Document Server] key.

* If you want to store another document, do so after copying is complete.

* For details about the Document Server, see “Using the Document Server”.

* For details about printing stored documents, see “Printing Stored Documents”.

* For details about setting user name, file name, and password, see “Storing Data”.

* Depending on the security setting, Access Privileges may appear instead of User Name. For details
about Access Privileges, consult the administrator.

* For details about how to enter text, see “Entering Text”, About This Machine.
D Reference )

* p.206 "Using the Document Server"

* p.206 "Storing Data"

* p.215 "Printing Stored Documents"



Managing Jobs

Managing Jobs

Jobs printed using Copy, Document Server, or Printer mode are temporarily stored in the machine, and
then executed in order. The Job List function allows you to manage these jobs.

For example, you can cancel incorrect job settings or print an urgent document.

* You cannot use the Job List function when Interrupt Copy is active.

* Documents printed using the scanner function is not displayed in the job list.

* You can specify the time interval between print jobs under Time Interval between Printing Jobs in User
Tools. For details about this setting, see “System Settings”, General Settings Guide. To print jobs

continuously without intervals, press [Start Printing] in the right side of the control screen. [Start Printing]
appears only when [Job Order] is selected.

Job List Screen

This section explains displays and icons that appear in the Job List screen.

The Job List screen varies depending on whether Job Order is selected with Print Priority for the System
Settings. For details about the setting procedure, see “System Settings”, General Settings Guide.
When [Job Order] is not selected:

The job list is displayed for each of the functions.

Job List | Bt
| Current'/ Waiting Job List l Job history

[ ot 7 Dcment Server Prirter [ Others

Status. No. User Name. File Name. Original Quantity Time Recuired Waiting Jobs: 2
printing |3 111 1300 3min

001 @12 105  1mn

002 Scaming |0 113 1 50 |

fter scanmiing last: origiral, press @.

11

3

BKF016S

When [Job Order] is selected:

The job list is displayed for all functions in the order of print jobs.
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B Job List | it
| Curtent / Waiting Job List [ Jb History

Status No. User Name. File Name. Qriginal Quantity Time Recuired Waiting Jobs: 3
printha (3107 1030 3min

001 [ 108 105  1min

002 |2 109 15  1mn

083 Scarring [0 110 50 J

11

5 || Joblist | pmee: 3
3 4 BKFO17S

1. Switches between job lists for each function.

Displays reserved job numbers.

@D

Displays the function used to print jobs.
(: Job printed using copy function

B Job printed using printer function

B Job printed using Document Server function
B job printed using DeskTopBinder

B job printed using Web Image Monitor

Switches between [Current / Waiting Job List] and [Job History].

Checking Jobs in the Job List

You can check the contents of jobs in the job list.

1. Press [Job List].

2. Select the job whose contents you want to check.

3. Press [Details], and then check the contents.

larne Original Quantity Time Reouired  Waiting Jobs: 3
10300 3
X L m\n.| Change Order
1/ 50 1 min.
! ! | ALl | Suspend Printing
150 |

Delete Reservation
11

4. Press [Exit].



Managing Jobs

Changing the Order of Jobs

You can change the order of jobs in the job list.

1. Press [Job List].
2. Select the job whose order you want to change.

3. Press [Change Order].

lame Original Quantity Time Required ‘Waiting Jobs: 3
1030  3min

0 L m\n.| Change Order
1 50 1 min.
l l | min | Suspend Printing

11 50

Delete Reservation
11

4. Change the order using [Top], [Previous], or [Next].

hY

lame Original Duantity Time Reouired  Waiting Jobs: 3

1| 300 5min.| Change Order

105  1mn|| & T

|
|11 50 | 1min.| ‘A Previaus |

1 30 | ¥ Next

5. Press [OK].

Holding Jobs

You can hold jobs that are queued or currently printing.

1. Press [Job List].
2. Select the job you want to hold.
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3. Press [Suspend Printing].

lame Original Quantity Time Recuired  Waiting Jobs: 3
1130  3min
1/ 50 1 min. | m
11 50 '|m\n| W
1/ 50 |

Delete Reservation
11

The selected job and the jobs that follow it are suspended. "Suspended" is displayed at the left of the
jobs in the job list that are suspended.

* To resume the suspended jobs, press [Resume Printing].

* This function is available only if [Job Order] is specified.

Deleting Jobs

You can delete a job that is queued or currently printing.

1. Press [Job List].
2. Select the job you want to delete.
To delete two or more print jobs, select them.

3. Press [Delete Reservation].

lame Original Quantity Time Required ‘Waiting Jobs: 3
1030 3
1/ 50 1 min. | M
1] 50 'Im\n| W
150 |

Delete Reservation
141

4. Press [OK].
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Checking the Job History

You can view the history and contents of completed print jobs.

1. Press [Job List].
2. Press [Job History].
A list of completed print jobs appears.
3. Select the job whose contents you want to check.
4. Press [Details], and then check the contents.

5. Press [Exit].
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Registering Frequently Used Functions

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

You can store up to 25 programs.

m * When a specified program is registered as the default, its values become the default settings, which

are displayed without pressing the [Program] key, when modes are cleared or reset, and after the
operation switch is turned on. See “Registering the Initial Display's Default Functions”.

* Paper settings are stored based on paper size. So if you place more than one paper tray of the same
size, the paper tray prioritized under Tray Paper Settings will be selected first. For details, see “Tray

Paper Settings”, General Settings Guide.
* Programs are not deleted by turning the power off or by pressing the [Clear Modes] key.

) Reference

* p.106 "Registering the Initial Display's Default Functions"

Registering Functions in a Program

You can register functions in a program.

1. Edit the copy settings so all functions you want to store in a program are selected.

2. Press the [Program] key.

~4

Program { far Modes Energy Saver
>
3

Stop
6 [©)
9 Start

enter  Clear Sample Copy
H Cc

BQG008S
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Registering Frequently Used Functions

3. Press [Program].

Prograr (Copier)

| < Recall “ 4 Program H Chanae Marme |[
| 007 X Mot Programmed || 002

| 003 X Mot Proorammed || 004

| 005 X Mot Programmed || 006

| 007 X Mot Programmed || 008

| 009 X Mot Proorammed || 010

| 011 X Mot Programmed || 012

| N12 N ni-o D o || N1k

4. Press the program number you want to store.
5. Enter the program name with the letter keys on the display panel.

You can enter up to 40 characters.

Program Mame

Enter the program name, then press [OK].

2740
Ll e
IEN N N N e
SN I N

6. Press [OK].

The screen returns to the program screen, showing the program number followed by the program

name. The screen returns to the initial copy display after a short time.

* Program numbers with © against them already have settings made for them.

Changing a Stored Program

Changes program settings.

1. Check the program settings.

2. Specify the contents of a program.
3. Press the [Program] key.

4. Press [Program].
5

. Press the program number you want to change.
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6. Press [Yes].
7. Enter the program name.

You can enter up to 40 characters.
8. Press [OK].

The screen returns fo the program screen, showing the program number followed by the program

m name. The screen returns to the initial copy display after a short time.

* To check the contents of a program, recall the program.

* When itis overwritten, the previous program is deleted.

Recalling a Stored Program

Recalls a stored program to make copies using the stored seftings.

1. Press the [Program] key.
2. Press [Recdll].

Progran (Copier)

l © Recall @ Program H Change Marme |[

|$UU1 Project] |

3. Press the program number you want to recall.

The stored settings are displayed.

« Only programs with ® against them contain a program.

Deleting a Stored Program

Erases the contents of a program.

1. Press the [Program] key.
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2. Press [Delete].

hange Name H Delete | ‘Program as Defaults

-

3. Press the program number you want to delete.
4. Press [Yes].

The program is deleted, and the display returns to the initial copy display.
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Registering the Initial Display's Default Functions

You can configure the settings of the initial screen so that the default display contains the functions you use

most often.

For example: if the default selection is the Duplex function, but the function you use most frequently is 1-

sided copying, you can change the default selection to 1-sided copying instead.

The settings you can program as defaults are Color Mode, Paper Tray, Original Type, Density, Special
Original, Original Orientation, Cover/ Slip Sheet, Edit / Color, Dup./ Combine/ Series, Reduce /
Enlarge, Output/ Customize Function/ Finisher, and the number of copies.

1. Specify scan settings and any other settings you require on the initial display.

2. Press the [Program] key.

|

Program | far Modes Energy Saver
o

Stop
(V)

Start
Clear Sample Copy
e

BQG008S

3. Press [Program as Defaults].

hange hName H Delete | ‘Program as Defaults‘

|




Registering the Initial Display's Default Functions

4. Press [Program].

The current settings can be prograrmed as defaults Tor the Tnitial

Program | ‘ Restore Factory Defaults

Job List

5. When a confirmation dialog appears, press [Yes].
The current settings are programmed as defaults. The screen returns to the initial display.
* To restore the factory default settings on the initial display, press [Restore Factory Defaults].

* The default settings can be programmed separately for the normal screen and simplified display

screens.
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3. Color Copying

This chapter describes how to make color copies and adjust color and image quality.

Color Functions

This section describes functions that are used for color copying.

Selecting a Color Mode

Select a color mode that suits your originals and copying requirements.

For color images, see “What You Can Do with This Machine <Color Functions/Color Adjustments>".
The following three color modes are available:

Auto Color Select

Judges the color of the original automatically, and copies either in full color or black and white.

Full Color

Copies by overlaying yellow, magenta, cyan and black.

Black & White

Copies in black regardless of the color of the original.

1. Select a color mode.

®

EHERE
LTD LOoLor Seled 'e;l"etécpffr H!.‘;)(” E!,‘;xﬂl_

Full Color

Il Black & White | l Full Size ” Auto Reduce / Enlarge H 73

et Lo |
Text / Photo

Sort £ Stack Staple

):

2. Place the originals, and then press the [Start] key.
* To use a user color, you need to register it beforehand. For details, see “User Color”.
* When copied using the registered color, the original will be copied lighter than the registered color.

* For examples of what you can do with the color functions, see “What You Can Do with This Machine
<Color Functions/Color Adjustments>".
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z) Reference

* p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"
* p.121 "User Color"

Convert Colors

Copies by changing a certain color in the original to another color.
¢ Up to four colors can be converted at the same time.
* To use this function, [Full Color] must be selected.

* If any other color mode is selected, you cannot select [Convert Color].

1. Press [Full Color].

Select Bsx14

108 02 &
Lo LOLor Selec Auto Paper vl

Full Color

Black & White | Full Size ” Auto Recluce / Enlaroe ” 73

Staple

2. Press [Edit / Color].

- BT

Cover Slip Sheet Edit / Color e/ i et
Series Enlarge
at

em Stat! Jobr List

3. Press [Color], and then press [Convert Color].



Color Functions

4. Select any one item from [Conversion 1] to [Conversion 4].

(AR [CEIE
Convert Color E

Select item.

Job List

5. Selects the color to be converted.
6. Selects the new color.
You can adjust the density of the color in four steps.
To select user color, press [User Color], and then select the color.
To change more than two colors, repeat steps 4 to 6.
7. After selecting all colors to be converted, press [OK] three times.
8. Place the originals, and then press the [Start] key.

* The width of the color to be converted can be adjusted in five levels. When the width of the color is
setto [Wider] under Color Sensitivity in User Tools and red has been specified, colors close to orange
and purple will be converted. You can change the setting. For details about Color Sensitivity, see
“Copier/Document Server Features”, General Settings Guide.

* To change the converted color, press from [Conversion 1] to [Conversion 4], and then make the
selection again.

¢ The full color counter will advance by “1”.

* For examples of what you can do with the color functions, see “What You Can Do with This Machine
<Color Functions/Color Adjustments>".

) Reference

* p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"

Erase Color

Copies by erasing a certain color in the image of the original.

1. Select a color mode.
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2. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
5

Job List

3. Press [Color], and then press [Erase Color].

4. Select the color to be erased.

AR

Frase Color Ca

Select colors to erase. Up to 4 colors can be selected.

| Vellow [ Red [
| Magenta “ (Green ”
Black

Up to four colors can be erased at the same time.
5. After selecting all colors to be erased, press [OK] twice.
6. Place the originals, and then press the [Start] key.

* The width of the color to be converted can be adjusted in five levels. When the width of the color is
setto [Wider] under Color Sensitivity in User Tools and red has been specified, colors close to orange
and purple will be converted. You can change the setting. For details about Color Sensitivity, see
“Copier/Document Server Features”, General Settings Guide.

* To cancel the selection, press the selected (highlighted) key.

* When the Full Color Copy is selected, the full color counter will advance by “1”. When the Black &
White is selected, the mono-color counter will advance by “1”.

* For examples of what you can do with the color functions, see “What You Can Do with This Machine
<Color Functions/Color Adjustments>".

z) Reference

* p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"
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Color Background

Copies by adding a color in the whole page.

* Since the Color Background function overprints the entire original, the color of the image may change.

1. Select a color mode.

2. Press [Edit / Color].

= [EXR o=,

. Caver/ Slip Sheet || Edit / Color L ’;“.’“h‘“”
eries Enlarge
s
BMm o

K

3. Press [Color], and then press [Color Background].
4. Select the background color, and then press [OK] twice.

o Bt Com JL o)
Select color.
(o |asm] ]
[TBasicColr | » Vellow I Beige | Orarge |
[ UserGolor | Red [ tomteen | O |
Pirk [ Mewrta Green |
MarineBle || Blue | Puple |

You can adjust the density of the color in four steps.
To select user color, press [User Color], and then select the color.
5. Place the originals, and then press the [Start] key.
* To cancel the selection, press the selected (highlighted) key.
* When the Full Color is selected, the full color counter will advance by “1”. When the Black & White

I/'l "

is selected, the mono-color counter will advance by
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Adjusting Color and Image Quality

This section describes how to adjust color balance and image quality. Also explains how to register user

colors.

Color Balance

Adjusts the overall color tone when the copy is reddish or bluish.

1. Press [Edit / Color].

P I

. Caver/ Slip Sheet || Edit / Color L ’;“.’“h‘“”
eries Enlarge
s

2. Press [Color], and then press [Adjust Color].
3. Press [Color Balance].

4. Adjust the color balance by pressing [Lighter] or [Darker].

—
Adjust Color OK

Adjust color balance with [Darker] and [Lichter].

ColorBalace \|__ AdistColor \|Com Quality

Vellow mIslslsE= ] ]
aserta SIS [EETT ]
G [ager | QOO HEnEE®
bk [ | OO DI EE®

Prosga Coler Blarce__

5. Press [OK] twice.

* The adjusted settings will be deleted and the initial values will be reset, when Auto Clear has been
performed, when the [Clear Modes] key has been pressed or when the power has been turned off.

* For explanations about and examples of what you can do with the color adjustment function, see
“What You Can Do with This Machine <Color Functions/Color Adjustments>".
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z) Reference

* p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"

Color Balance Program

You can store the color balance setting as a color balance program and recall it when you want to use it.
You can store up to three programs.

* If you want to change the registered settings, register them one more time. In this case, the previously
registered settings will be overwritten.

Registering the adjusted color balance

Register adjusted color balance settings so that you can use them later.

1. Press [Edit / Color].
Press [Color], and then press [Adjust Color].

Adjust the color balance.

A @N

Press [Program Color Balance].

Yellow I
Mesenta [
Cyan [
Black I

Program Color Balance |

5. Press [Program].
6. Select a program number (1-3).

The color balance setting will be registered in the selected number.

7. Press [OK] twice.

* Ifyou select the program number key where © is displayed, the previously registered settings will be
overwritten.

* For details about how to adjust the color balance, see “Color Balance”.
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z) Reference

* p.114 "Color Balance"

Changing the color balance

Changes the settings stored in color balance programs.

1. Press [Edit / Color].
m 2. Press [Color], and then press [Adjust Color].

3. Press [Color Balance], and then press [Program Color Balance].
Yellow D D D
Magenta D D D

Cyan [
Black I

| Program Color Balance |

4. Select the program number (1-3) to be changed.
The programmed color balance appears.

Change the registered settings.

Press [Program Color Balance].

Press [Program], and then press the program number to be overwritten.

Press [Yes].

® N o ©u

The program is overwritten.

9. Press [OK] twice.

Recalling the color balance

Applies settings registered in color balance programs to the copy job.

1. Press [Edit / Color].

2. Press [Color], and then press [Adjust Color].

3. Press [Color Balance], and then press [Program Color Balance].
4. Select the program number you want to use.
5

. Press [OK] twice.
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Adjusting Color and Image Quality

* The adjusted settings will be deleted and the initial values will be reset, when Auto Clear has been
performed, when the [Clear Modes] key has been pressed, or when the power has been turned off.

Deleting the color balance

Deletes the settings stored in color balance programs.

1. Press [Edit / Color].

Press [Color], and then press [Adjust Color].

Press [Color Balance], and then press [Program Color Balance].

Press [Delete], and then select the program number you want to delete.
Press [Yes].

Press [OK] twice.

S

Color Adjustment

Adjusts the specific colors (yellow, red, magenta, blue, cyan and green) by mixing them with adjacent

colors in the color circle.

You can adjust up to three colors from yellow, red, magenta, blue, cyan, or green.

¢ This function is not available if Black & White is selected.
1. Press [Edit / Color].

= E-UEd

Cover/ Slip Sheet Edit / Color e/ i it
Series Enlargs
2 s
!

2. Press [Color], and then press [Adjust Color].
3. Press [Adjust Color].
4. Select the colors you want to adjust.

You can select up to three colors.
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Yellow

5. Adjust the color tastes using [<] or [?].
6. Press [OK] twice.

* The adjusted settings will be deleted and the initial values will be reset, when Auto Clear has been

performed, when the [Clear Modes] key has been pressed or when the power has been turned off.

* For explanations about and examples of what you can do with the color adjustment function, see
“What You Can Do with This Machine <Color Functions/Color Adjustments>".

) Reference

* p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"

Image Adjustment

Adjusts image qualities.
The following five types of image adjustments are available:
Sharp/Soft
Adijusts the outline of an image.
Contrast
Adjusts the shades of an image.
Background Density
Adjusts the background density of an image.
Adjust U.C.R.
Adjusts the amount of black toner to express vividly the black areas in an image.
Text/Photo Sensitivity

Adjusts the standard level in judging the image in the text and photo part when using “Text / Photo”.



Adjusting Color and Image Quality

1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
us

2. Press [Color], and then press [Adjust Color].
3. Press [Copy Quality].

4. Adjust the settings.

5. Press [OK] twice.

* [Sharp / Soft], [Contrast], and [Background Density] can each be adjusted, however, their
adjustments can affect the level of other adjustment functions.

* The adjusted settings will be deleted and the initial values will be reset, when Auto Clear has been
performed, when the [Clear Modes] key has been pressed or when the power has been turned off.

* Fortypes and examples of the image adjustment functions, see “What You Can Do with This Machine
<Color Functions/Color Adjustments>".

=) Reference

* p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"

Sharp / Soft

Adjusts the outline of an image.

1. Adjust the image quality by pressing [Soft] or [Sharp].

Sharp / Soft H Al
Contrast o
Backaround Density |
Adist UCR. I g
Text / Photo Sensitivity [
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2. Press [OK].

Contrast

Adjusts the shades of an image.

1. Adjust the image quality by pressing [Low] or [High].

Sharp / Soft HE M

m Contrast Low HE
Backaround Density D D D D
Adiust ULCR, QOO
Text / Photo Sensitivity HEE

(T Foe 1 0000 (] o
2. Press [OK].

Background Density

Adjusts the background density of an image.

1. Adjust the image quality by pressing [Lighter] or [Darker].

Sharp / Soft B E M

Contrast Low HEEE
Backaround Density D D D D
Adiust ULCR, QOO
Text / Photo Sensitivity HE e

(T Foee 1 0 (] Fe
2. Press [OK].

* Adjustments should be made lighter when copying dark textured originals, such as newspaper or

recycled paper.

* Adjustments should be made darker when darkening the color of markers or highlighters. However,
as the color of highlighters is difficult to reproduce, the copy might not come out depending on the

color or a different color might be copied.
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Adjust U.CR.

Adjusts the amount of black toner to express vividly the black areas in an image.

1. Adjust the image quality by pressing [Lighter] or [Darker].

Sharp / Soft mEE
Contrast Low -]
Backaround Density D D D

Adist UCR, ood g
Text / Photo Sensitivity [

(O e 7 T e
2. Press [OK].

Text / Photo Sensitivity

Adjusts the standard level in judging the image in the text and photo part when using “Text / Photo”.

1. Adjust the image quality by pressing [Text] or [Photo].

Sharp / Saft Em
Contrast Low HE
Backaround Density D D D
Adist UCR. I
Text / Photo Sersitivity | Tet | W W M

2. Press [OK].

* Specify the original type to Text when parts of the texts are faded or are not clear. Set it to Photo when

the outline of photos becomes dark.

User Color

You can register user colors made by adjusting the density of yellow, magenta, cyan, and black. You can

also name the colors you register, and print out a list of user colors.

You can create colors by:

121




122

3. Color Copying

Adjusting the density of primary colors based on a chosen basic color.

Directly specifying the density of primary colors using the number keys.

When copying using user colors, the fine shades might vary depending on the condition of the

machine.

In order to correctly reproduce originals, the values, which have been input, are corrected inside the
machine, and copies are made using the best suitable values. Therefore, there might be slight color
differences when copying using Text and when using Photo.

Up to 15 colors can be registered.

Sample prints of user colors can be made on an A4l 81/, x 110, A3D?, or 11 x 172 size paper.
When printing a list of user colors, the full color counter will advance by “1”.

For explanations about and examples of what you can do with the color adjustment function, see
“What You Can Do with This Machine <Color Functions/Color Adjustments>".

) Reference

p.3 "What You Can Do with This Machine <Color Functions/Color Adjustments>"

Adjusting colors based on the selected color

Creates colors by adjusting the density of primary colors based on a chosen basic color.

1.

Press [Edit / Color].

2 -0

Caver/ Slip Sheet || Edit / Color B/ ey M
Series Enlarae
20s >

2. Press [Color], and then press [User Color].

3. Press [Program], and then select the number (01-15) for the color you want to register.

4. Select the color to be used as base color from the basic and user colors.

The density of primary colors for the selected color is displayed.



Adjusting Color and Image Quality

e _____________________|
User Calor 1

Select base color.

[ BaicColor > | Yellow | :
|
| Pirk | M
| MaieBle | i

Black

To select user color, press [User Color], and then select the color.

5. Selectthe color whose density is to be specified, and then specify the density in percentages
using [*+]lor[™].

e — e —)

Adiust each color with IS or press [Adiust with Nomber Keys] t

Yellow 15%
Magenta 0%
Cyan 0%
Black 0% =]

(T Fae O 1T Ead

You can also specify the density by pressing [Adjust with Number Keys].
6. Check the settings, and then press [OK].
7. Press [OK] twice.

* Selecting a user color key that is indicated by a solid line will change (overwrite) the contents of that
color.

Creating colors by specifying the density of primary colors with number keys

Creates colors by directly specifying the density of primary colors using the number keys.

1. Press [Edit / Color].
2. Press [Color], and then press [User Color].

3. Press [Program], and then select the number (01-15) for the color you want to register.
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3. Color Copying

4. Press [Custom Setting].

User Color can be prosrammed without selecting a base color.

Custom Setting |

5. Select the color whose density is to be specified.

6. Enter the density using the number keys, and then press [#].

[ R T

Enter value with the Mumber keys and press @, or press 5 to a

Yellow 50%

Mazenta 50%

Cyan 0%

Black 0% @

Repeat steps 5-6 if you want to specify the density of multiple colors.

You can also specify the density by pressing [Adjust with [+] [~1].

7. Check the settings, and then press [OK].

8. Press [OK] twice.

* Selecting a user color key that is indicated by a solid line will change (overwrite) the contents of that

color.

Changing the user color name

Changes the user color.

1.

o M 0D

Press [Edit / Color].

Press [Color], and then press [User Color].

Press [Program], and then select the number (01-15) for the color you want to rename.
Select the color you want to rename.

Press [Change Name].



Adjusting Color and Image Quality

6. Enter the name of the color (up to 16 characters), and then press [OK].
7. Press [OK] three times.

Deleting user colors

Deletes user colors.

* You can not delete colors registered in the program or user colors that are currently being used. a

—

. Press [Edit / Color].

Press [Color], and then press [User Color].

Press [Delete].

Select the number of the user color you want to delete.
Press [Yes].

Press [OK] twice.

SR T o

Printing a list of user colors

Prints a list of user colors.

1. Press [Edit / Color].
2. Press [Color], and then press [User Color].

3. Check the copy paper, and then press [Print Sample of User Color].

0

H

ie has already been programmed as User Color,

Print Sample of User Calor

m 03 | X Not Programmed
m D6 | 5K Mot Programimed
m 09 | X Not Prograrmmed
m 12 | X Not Proararmmed

The list of user colors is output.

* The list will be copied on a A4b, 81/,%1 10, A3D, or 11 x 170 sheet.
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4. Advanced Copying

This chapter describes the procedure for making copies in various modes.

Adjusting Copy Image Density

There are three types of adjustment available.
Auto image density

The machine automatically adjusts the image density by scanning the densities of originals. Dark
texture originals (such as newspaper or recycled paper) will be copied so that background will not
be reproduced.

Manual image density
You can adjust the density of the overall original in nine steps.
Combined auto and manual image density

Adjusts the density of an image only for dark texture originals.

Auto Image Density

The machine automatically adjusts the image density by scanning the densities of originals. Dark texture
originals (such as newspaper or recycled paper) will be copied so that background will not be reproduced.

1. Make sure that [Auto Density] is selected.
If [Auto Density] is not selected, press [Auto Density].

Others

T

|« JRi it >

Orig ation ] i3]
. . Qutputs Custornize .
Seecial Original | 5 Fuctiont Finisher Cover/ Slip Shed

atu

Manual Image Density

You can adjust the density of the overall original in nine steps.
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4. Advanced Copying

1. If [Auto Density] is selected, press [Auto Density] to cancel it.

Others

[ =i

[« Jaic o |

tion Iﬂ (R ||

Special Original

Qutputs Custornize q
Function/ Finisher Cover/ Slip Sheg

atul

m 2. Press [Y] or [*] to adjust the image density. The density indicator “V” moves.

Combined Auto and Manual Image Density

Adjusts the density of an image only for dark texture originals.

1. Make sure [Auto Density] is selected.

If [Auto Density] is not selected, press [Auto Density].

T o

Text / Photo

Others

Wy n (@] i)
Special Original

Output/ Custorrize :
Function Finisher ErEbEL

atul

2. Press [Y] or [”] to adjust the density. The density indicator “¥” moves.

128



Selecting the Original Type

Selecting the Original Type

Select an original type that is suitable for your originals.
There are eight original types available:
Text
For originals that contain mainly text or printed characters.
Photo
For Photographs or pictures.
* Glossy Photo: Use when copying developed photographs

e Printed Photo: Use when copying photographs or pictures that are printed on paper (e.g.
magazines)

¢ Copied Photo: Use when copying copies or originals generated by color copiers

Text/Photo

For originals that contain both text and photographs or pictures.
Generation Copy

For originals that are copied. The copy image can be reproduced sharply and clearly.
Pale

For originals that have lighter lines written in pencil, or faintly copied slips.
Map

For map originals.
Highlight Pen

For originals marked with a highlighter pen.
Inkjet Output

For originals that are printed by inkjet. Specify the color balance that is closest to that of the original.

There are three settings available.

1. Select the original type.

e P20 Bw)] [y b

Others

[~

[« Tt »|

ntation (G iG]

Special Original

Output Custornize :
Function/ Finisher St S Sy
], Arll

atu
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4. Advanced Copying

* To select [Generation Copy], [Pale], [Map], [Highlight Pen], or [Inkjet Output], select [Others] first.

THE D218 D3
Auto Paper

[_l calectp | D511 || Bixi4
| Full Size ” Auto Redure / Erlaroe ” 73
Sort £ Stack Staple

= ) BB

Map

Hiehlight Pen
Inkjet Output

m * You can change the settings for original types shown on the initial display under General Features in

User Tools. For details, see “Copier/Document Server Features”, General Settings Guide.

* You can select whether or not to display the keys for the original on the initial display under Original
Type Display in User Tools. For details about Original Type Display, see “Copier/Document Server
Features”, General Settings Guide.
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Selecting Copy Paper

Selecting Copy Paper

Select paper you want to copy onto.
There are two ways fo select copy paper:
Auto Paper Select

The machine selects a suvitable size of copy paper automatically based on the detected original size

and the reproduction ratio you select.
Manual Paper Select

Select the tray containing the paper you want to copy onto: a paper tray, the multi bypass tray or the
Wide LCT.

See the following table for original sizes and orientations that can be used with Auto Paper Select (when

copying at a ratio of 100%):

Metric version

Original location Original size and orientation
Exposure glass A3, B4 JISE, A4, B5 JIsP, AsD), 81/, x 1303
ADF A3D, B4 JISD, A4UD, B5 JIsUD, ASDD, B6 JISD, 11
x 170, 81/,x 11DPD, 81/, x 1302

Inch version
Original location Original size and orientation
Exposure glass 11x170, 81/, x 142,81/, x 11DPE, 51/, x 81/,0) B4
JIs, B5 JIsb?
ADF 11x170,81/,x 140, 81/, x 11U5, 51/, x 81 /,U,

8x 132, 11 x 152, 10 x 1412, 10 x 80, A3, A4U)?

* Only the paper trays set to [No Display] or [Recycled Paper] in Paper Type and also set to [Yes] in
Apply Auto Paper Select under Tray Paper Settings can be selected in Auto Paper Select mode. For
details, see “Tray Paper Settings”, General Settings Guide.

=) Reference

* p.28 "Sizes difficult to detect"
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4. Advanced Copying

Auto Paper Select

The machine selects a suitable size of copy paper automatically based on the detected original size and

the reproduction ratio you select.

1. Make sure that [Auto Paper Select] is selected.

Trays with a key mark (&) will not be automatically selected.

[ Full Size | auto e /Bl | 7396 | 1 2 99 |EJIsHY

| Sort / Stack Staple

[ e BB

Rotate Copy

If the orientation in which your original is placed is different from that of the paper you are copying onto,
the machine rotates the original image by 90° to fit it on the paper.

Original Paper Copy
Orientation Orientation Orientation

R > | X

BAT065S

You cannot use Rotate Copy when enlarging onto A3, B4JISor 11 x 17, 81/, x 14 size paper. In this
case, place your original in the 2 orientation.

Original size and orientation Copy paper size and orientation

N\ /

81/, %11, Wh
You cannot /$ m en. 81/9%14,
or5'/,x8 enlarging to
or11x17

/30 | 7N\

BATO053S

rotate:
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Selecting Copy Paper

Original size and orientation

Copy paper size and orientation

H 8l/yx11,
owever,
or5'/,x8 R
YOu can use:
1/25 BAT054S

When

enlarging to
%

81/,%14,
orl1x17

R

BAT0548

o This function works when Auto Paper Select or Auto Reduce / Enlarge is selected. See “Auto Paper

Select” and “Auto Reduce/Enlarge”.

The default setting for Auto Tray Switching is [On]. You cannot use the Rotate Copy if this sefting is

changed to [Off]. For details about Auto Tray Switching, see “Copier/Document Server Features”,

General Settings Guide.

Depending on the settings for the Punch, Staple or Z-fold functions, you may not be able to use the

Rotated Copy function.

=) Reference

p.69 "Auto Reduce/Enlarge”
0.88 "Staple”

6.90 "Punch"

0.93 "Z-fold"

p.132 "Auto Paper Select"

Manual Paper Select

Select the tray containing the paper you want to copy onto: a paper tray, the multi bypass tray or the wide

large capacity tray (Wide LCT).

1.

Select the tray you want to use.

The indicator corresponding to the selected paper tray is highlighted.

‘ Stare File I | Check Mades

HizE Ui4E )5 E D)eE D 7E L
Hx17 | Ux17 | 11x17 || 11x17 | Bsxl4

b | 73%] 1 22% RIES

Fold

) SUFS
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4. Advanced Copying

Advanced Reduce/Enlarge Copying

This section describes the advanced functions for reducing or enlarging images.

For details about the basic reduce/enlarge copy functions, see “Reducing or Enlarging Images”.

=) Reference

* p.66 "Reducing or Enlarging Originals"

Size Magnification

m This function calculates a reproduction ratio based on the lengths of the original and copy.

A mm R amm
(inch) I:> J (inch)

BAT067S
Measure and specify the lengths of the original and copy by comparing “A” with “a”.

1. Press [Reduce / Enlarge].

- B

Cover/ Slip Sheet Edit / Color e/ i it
Seriss Enlargs
s s
St

2. Press [Size Magnification].
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Advanced Reduce/Enlarge Copying

3. Enter the length of the original with the number keys, and then press [#].

el BE
. Size Magnification [:

Enter the ariginal size with the Number keys, then press @.

Cigm_al_ inch II:THEH E

<25% to 400%:

. E

Systemn Status

You can enter sizes between 1 to 999 mm (0.1 to 99.9 inches) in increments of T mm (0.1 inch).
4. Enter the length of the copy with the number keys, and then press [#].
5. Press [OK] twice.

* To change the value you entered, press the key you want to change, and then enter a new value.

Directional Magnification (%)

Specify the horizontal and vertical reproduction ratios, individually.

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

a%
—

mp b%

BAT068S

a: Horizontal ratio

b: Vertical ratio

Specifying the ratio with [~] and [+]

Specify a ratio using [~] and [+].
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1. Press [Reduce / Enlarge].

z TS

Cover/ Slip Sheet || Edit / Color B/ s T
Senes Enlarae

Press [Direct. Mag. %].
Press [[+] [~] keys].

Press [Horizontal].

o 0N

Adjust the ratio using [~] and [+].

e [WE] Ly [Be) [FH)] u

Directional Maonification %

Enter the ratic with 3.
Ratio can be also entered with the Number keys.

< Horfzontal
65%
+
T Vertical
65% —

<25% to 400%

Pressing [~] or [+ changes the ratio in increments of 1%. Pressing and holding down [~] or [+
changes it in increments of 10%.

6. Press [Vertical].
7. Adjust the ratio with [~] and [+].
8. Press [OK] twice.

* To change the value you entered, readjust it with [~] and [+].

Entering the ratio with the number keys

Enter a ratio using the number keys.



Advanced Reduce/Enlarge Copying

1. Press [Reduce / Enlarge].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
s

2. Press [Direct. Mag. %].

3. Press [Horizontal].

AR

Directional Maanification % Ca

Enter the ratio with the Number keys, then press @,
Ratio can be also entered with HE.

< Horfzontal

65% Clear
- T |1 Vertical
&) =] ©

®,

<25% to 400%>

. Enter the desired ratio with the number keys, and then press [#].
. Press [Vertical].

4
5
6. Enter the desired ratio with the number keys, and then press [#].
7. Press [OK] twice.

8

. Place the originals, and then press the [Start] key.

* To change the value you entered, press the key you want to change, and then enter a new value.

Directional Size Magnification (inch)

Specify the horizontal and vertical lengths of the original and copy image.

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

2.
3.
4.

BAT069S

. Horizontal original size: A mm (inch)

Vertical original size: B mm (inch)
Horizontal copy size: a mm (inch)

Vertical copy size: b mm (inch)

Measure and specify the lengths of the original and copy by comparing “A” with “a” and “B” with “b".

1.

2.
3.

4.

Press [Reduce / Enlarge].

- BT

Cover Slip Sheet Edit / Color e/ i it
Series Enlarge
s T
| it

Press [Dir. Size Mag. Inch].

Enter the horizontal size of the original with the number keys, and then press [H].

[ERE R

Directional Magnification mm Can

Enter horizontal original size with the Number keys, then press @,

<—>Or|gmalt © Copy . 65%
_.__inch _ . __inch

T Original R T = [T Cony

o _inch| ? @ ____inch |

<Z25% to 400%>

Job List

You can enter sizes between 1 to 999 mm (0.1 to 99.9 inches) in increments of 1 mm (0.1 inch).

Enter the horizontal size of the copy with the number keys, and then press [#].



Advanced Reduce/Enlarge Copying

5. Enter the vertical size of the original with the number keys, and then press [#].

6. Enter the vertical size of the copy with the number keys, and then press [#].
7. Press [OK] twice.

* To change the value you entered, press the key you want to change, and then enter a new value.

Create Margin

Reduces the image to 93% of its original size and places the reduced image at the center. By combining
it with the Reduce/Enlarge functions, you can further increase a margin.

1. Press [Create Margin].

Enlarae H

% Create Margm

Fold

b3 |5w(Bw] 5w |Fw] m06e

2. Select the reproduction ratio, if necessary.

* You can change the ratio for Create Margin under Reproduction Ratio in User Tools. For details about
Reproduction Ratio, see “Copier/Document Server Features”, General Settings Guide.
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m

4. Advanced Copying

Stamps

Copies with the date, page numbers, etc.

The stamp color can be yellow, red, cyan, magenta, green, blue, and black.

Preset Stamp

Messages are stamped on copies.

BAT071S

¢ Only one message can be stamped at a time.
The following eight messages are available for Preset Stamp:

“COPY”, “URGENT", “PRIORITY”, “For Your Info.”, “PRELIMINARY", “For Internal Use Only”,
“CONFIDENTIAL”, “DRAFT”

Stamp position and original orientation

The stamp positions differ according to the orientation in which you place the originals.
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Stamps

COPY
s 00
2
g [/ * ®.0.0
)
= @ ®
1)
[N
(__% ® ® @00
T = » ® 6 e
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o @ ®
5
2 ®ieie
*g B » Qi@
=
1) ©ieie
K
o)
o >
° g e o e
©
0| L
c
5 e @ ®©
Keyonthedisplay| R | T | A | & [ [ || L | N
Stamp posiion | D | @ |@ | @ |® | ®© | @ ®

BAT072S

1. Press [Stamp].

[EAEREE ]

Qutput! Custornize q "
o J t

2. Press [Preset Stamp].
3. Select the desired message.

You can change the color, position, size, and density of the stamp.
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4. Advanced Copying

4. Press [All Pages] or [1st Page Only] to select the print page.

5 [Fo[ED] o

I Cancel ” OK ]

URGENT | PRIGRITY | For Your ifo. |

for ntermal Use Only || COMFIDENTIAL | DRAFT |

<Print Page> <Stamp Color>

i
All Pages
1st Page Cnly Stamp Color

5. After making dll settings, press [OK].

6. Press [OK].

* When the Full Color is selected, the full color counter will advance by “1”.
* The default stamp color is black.

* You can change the seftings for Preset Stamp under Stamp in User Tools. Depending on the setting,
density may change. For details about Stamp, see “Copier/Document Server Features”, General
Settings Guide.

=) Reference

* p.30 "Original Orientation"

Changing the stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].

Changing the stamp position, size and density

Changes the stamp position, size and density.

1. Press [Change] under Position / Size / Density.



Stamps

2. Select the stamp position, size, and density, and then press [OK]

EEEE R EEEE e

Position / Size / Density

<Stamp Position> <Size>

‘\RIIMIHIWIIEX
| G o]
Bl e

Job List

User Stamp

Copies a scanned image as a stamp.

Letters or images you use frequently can be registered.

BAS073S

* You have to register a user stamp before using this function.

¢ Only one message can be stamped each fime.

Stamp position and original orientation

The user stamp positions differ according to the orientation in which you place the originals.
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4. Advanced Copying

©
®
© ® 0@

®
®
®

Readable orientation

@
®
®

Unreadable orientation

Key on the display | & |
Stamp position | ® | @

(S]]
[S]ky
©

S]pn
QR
@&
1’4

BAT074S

1. Press [Stamp].

AR E

Qutputs Custorn q "
it Ellshes Cover/ Slip Sheet Edit / Color ﬂ
s
tus st

2. Press [User Stamp].
3. Select the stamp you require.

You can change the stamp color and position.
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Stamps

4. Press [All Pages] or [1st Page Only] to select the print page.

5 [Fo[ED] o

I Cancel ” OK ]

inch Vert. 1. 2 inch

<Print Page> <Stamp Color>

All Pages
1st Page Cnly Stamp Color

tatus

5. After making dll settings, press [OK].
6. Press [OK].

* When the Full Color is selected, the full color counter will advance by “1”.

* The default user stamp color is black.

* You can change the settings for User Stamp under Stamp in User Tools. For details about Stamp, see
“Copier/Document Server Features”, General Settings Guide.

) Reference

* p.30 "Original Orientation"
* p.146 "Registering the user stamp"

Changing the user stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].

Changing the user stamp position

Changes the stamp position.

1. Press [Change] under Stamp Position.
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4. Advanced Copying

2. Select the stamp position, and then press [OK].

EEEE R EEEE e

Stamp Position

<Stamp Position>

‘\"ll*\l"\
€ | =

N ‘

Bl el v~

Job List

m Registering the user stamp

Scans an image that is used as a user stamp.

The range of stamp images is 10 - 297 mm (0.4 - 11.7 inches) high and 10 - 432 mm (0.4 - 17.0 inches)

wide. However, ifthe value exceeds the maximum value of the area (5,000 mm?, 7.75 inch?), itis corrected
within the range of the area automatically.

Up to five frequently used images can be stored in memory.

1

10~297mm
0.4 ~11.7inches)

10~432mm
= | ©04~170

inches))

BATO075S8
1. Base point

2. Exposure glass

1. Press the [User Tools] key.

== (| EECTI

©Dataln

00 E)DowmentServer
(0 =
OO scamer

BQG009S
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Stamps

2. Press [Copier / Document Server Features].

Ls / |Inquiry

—

11.
12.

13.

© 0 ® N o u kW

Copier / Docurnent Server
Features

Bettings

I
Il Printer Features

{5

nance é Scanner Features

[finas for

Press [Stamp].
Press [User Stamp].

Press [Program / Delete Stamp].

Press [Program], and then press the stamp number you want to program.

Enter the user stamp name (up to ten characters) with the letter keys, and then press [OK].

Enter the horizontal size of the stamp with the number keys, and then press [#].

Enter the vertical size of the stamp with the number keys, and then press [#].

Place the original for user stamp on the exposure glass, and then press [Start Scanning].

The original will be scanned, and the stamp will be registered.

Press [Exit].

Press [Exit].

The display returns to the User Tools/Inquiry screen.

Press [Exit].

Exits settings and gets ready to copy.

Stamp numbers with © already have settings in them. Stamp numbers that are not registered yet are

marked with "Not Programmed".

If the stamp number is already being used, the machine will ask you if you want to overwrite it. Press

[Yes] or [Stop].

You cannot restore the overwritten stamp.

Originals cannot be scanned from the ADF when programming the user stamp.

For details about how to enter text, see “Entering Text”, About This Machine.

Deleting the user stamp

Deletes an image registered as a user stamp.
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4. Advanced Copying

You cannot restore a deleted stamp.

1. Press the [User Tools] key.

== | EXCTI

[-£New Job |
00 (T docurent erer

©DataIn
OO -
OO scamer |

m -

2. Press [Copier / Document Server Features].

{ Inauiry
Copier / Docurnent Server
Features
% .
L=, Printer Features m

nance é Scanner Features
ltinas for

Press [Stamp].

Bettings

Press [User Stamp].
Press [Program / Delete Stamp].
Press [Delete], and then press the stamp number you want to delete.

Select [Yes], and then press [Exit].

® N o 0 kW

Press [Exit].
The display returns to the User Tools/Inquiry screen.
9. Press [Exit].

Exits settings and gets ready to copy.

Date Stamp

Use this function to print dates on your copies.
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Stamps

7/30/2007

BCU047S

You can select from the following styles:
« MM/DD/YYYY
* MM.DD.YYYY

DD/MM/YYYY

DD.MM.YYYY

YYYY.MM.DD

Stamp position and original orientation

The date stamp positions differ according to the orientation in which you place the originals.
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Stamp position D [@ [® | @ |® | ®

BAT077S
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4. Advanced Copying

1. Press [Stamp].

[EAEREE g

Qutput! Custornize q "

. Press [Date Stamp].

. Select the stamp format.

You can change the color, style and position of the date.
4. Press [All Pages] or [1st Page Only] to select the print page.

[ERE

Date Starmp Cal

Check format and position of date.
<Current Date>

5/17/2008

<Stamp Position= <Print Page>

] (o)

5. After making all settings, press [OK].
6. Press [OK].
* The default color is Black.

* You can change the settings for Date Stamp under Stamp in User Tools. For details about Stamp, see
“Copier/Document Server Features”, General Settings Guide.

=) Reference

* p.30 "Original Orientation"

Changing the date stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].
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Changing the format of date

Changes the format of date.
1. Press [Change Format] under Current Date.
2. Select the date format, and then press [OK].

EEEErEEl PR E)CE Q

Ca

Date Format

Select: format.

[y Mooy |

[ ooy [ oommyvyy |

YYVY . MM.OD

Changing the date stamp position

Changes the stamp position.
1. Press [Change] under Stamp Position.
2. Select the stamp position, and then press [OK].
EEEEEE PR EEEE

Starnp Position

<Stamp Position=

‘|~||+Hz\
B Ce v~

Page Numbering

Use this function to print page numbers on your copies.
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P1

BAS078S

There are six types of page numbering.

e PI1,P2..

D) . s

e -1-,-2-...
e P.1,P.2..
e 1,2.
e 1-1,1-2..
Stamp position and original orientation

The page stamp positions differ according to the orientation in which you place the originals.
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©
c E * @ i ®
.0 :
—
o © [S)
Q0
g ‘
o e P ©)
g oL °
< o G
] : :
Keyonthe display| K |1 | A | | | N
Stamp position |[D|[@ [® | @ |® | ®

BAT079S
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1. Press [Stamp].

[EAEREE g

Qutput! Custornize q "
Zs
atls Job List

2. Press [Page Numbering].

3. Select the page numbering format.

Page Numbering E

Select page numbering format.

[l mas. |
\ 12.. (I
<Stamp Position> <Change Numbering>

First Printing Page:

@ From page 1

Nurnbering from / to:
1 to the End

You can change the stamp color, position, pages to be stamped, and numbering.
4. After making all settings, press [OK].
5. Press [OK].
* The default color is black.

* You can change the settings for Page Numbering under Stamp in User Tools. For details about Stamp,
see "Copier/Document Server Features”, General Settings Guide.

* You can change the stamp position if Combine or Duplex is specified for use with this function under
Duplex Back Page Stamping Position or Page Numbering in Combine in User Tools. For details about
these settings, see “Copier/Document Server Features”, General Settings Guide.

Changing the stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.
2. Select the stamp color, and then press [OK].
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Changing the stamp position

Changes the stamp position.
1. Press [Change] under Stamp Position.
2. Select the stamp position, and then press [OK].
IR EEEECEE

Starre Position

<Stamp Position=

‘\RIIMIZ\
m B e v [~

Specifying the first printing page and start number (“P1,P2...”, “-1-,-2-...", “P.1,P.2...
II, II'I 12". Il)

Specify the first printing page and start number.

The example below shows when the first printing page is “2” and the start number is “3”.

Ad7 7 A?

BAS080S

In the following procedure, “P1, P2..." is selected, but the procedure is the same regardless of the format
you select.

1. Press [Change] under Change Numbering.

154



Stamps

2. Press [First Printing Page], enter the original sheet number from which to start printing, and
then press [#].

I EEIEE I EEEE
Cai

Change humbering <P1p2..>

Select item to change.

First Printing Page 1
First Printing Murmber 4N — | Last Number BSESH

System Status

3. Press [First Printing Number], enter the number of page from which to start numbering with a
the number keys, and then press [H].

4. Press [Last Number], enter the number of the page at which to stop numbering with the
number keys, and then press [#].

If you want to number all pages to the end, press [to the End].

To change the number entered, press [Clear] and then enter a new number.
5. After making all settings, press [OK].
6. Press [OK] twice.

* The last number is the last page number to print. For example, if Total Pages is ten, when you want to
print up to seven pages and do not want to print from page 8 on, enter “7” for Last Number. Normally,

you do not need to enter the number.

* Youcansetavaluefrom 1to 9999 for [First Printing Page], [First Printing Number], and [Last Number].

Specifying the first printing page and start number (“1/5,2/5...")

Specify the first printing page and start number.

1. Press [Change] under Change Numbering.
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6.
7.

. Press [First Printing Page], enter the original sheet number from which to start printing, and

then press [#].
I EEIEE I EEEE @
Cai

Change humbering <1/5.2/5..>

Select item to change.

First Printing Page 1
First Printing Murmber 4N — | Last Number BSESH
1

System Status

Press [First Printing Number], enter the number of page from which to start numbering with
the number keys, and then press [H].

Press [Last Number], enter the number of page at which to stop numbering with the number
keys, and then press [#].

If you want to number all pages to the end, press [to the End].

. Press[Total Pages], enter the total number of original pages with the number keys, and then

press [#].

To change the number entered, press [Clear] and then enter a new number.
After making all settings, press [OK].

Press [OK] twice.

* The last number is the last page number to print. For example, if Total Pages is ten, when you want to

print up to seven pages and do not wantto print from page 8 on, enter “7” for Last Number. Normally,

you do not need to enter the number.

* You can set a value from 1 to 9999 for [First Printing Page], [First Printing Number], [Last Number],

and [Total Pages].

Specifying the first printing page and start number (“1-1,1-2...”)

Specify the first printing page and start number.

1.

Press [Change] under Change Numbering.



Stamps

2. Press [First Printing Page], enter the original sheet number from which to start printing, and
then press [#].

I EEIEE I EEEE
Cai

Change humbering <1-1,1-2...>

Select item to change.

First Printing Page 1
First Chapter ho. 1 ‘1"1
First Printing MNurmber 1 1—}_

System Status

3. Press [First Chapter No.], enter the chapter number from which to start numbering with the
number keys, and then press [#].

4. Press [First Printing Number], enter the page number from which to start printing with the
number keys, and then press [#].

5. When page designation is complete, press [OK].
6. Press [OK] twice.

* You can setavalue from 1 to 9999 for [First Printing Page], [First Printing Number], and [First Chapter
No.].

* To change the value you entered, press [Clear], and then enter the new value.

Stamp Text

You can stamp text on copies up to 64 letters.

ABC

BAS082S

Stamp position and original orientation

The stamp positions differ according to the orientation in which you place the originals.
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Press [Stamp].

[ERElEE ]

Qutputs Custornize q "
it Ellshes Cover/ Slip Sheet Edit / Color ﬂ
s

Press [Stamp Text].
Press [Change Text].
Enter stamp text, and then press [OK].

Starmp Text

Enter the text to starmp, then press [OK].




Stamps

You can change the stamp color and position.
5. Press [All Pages] or [1st Page Only] to select the print page.
6. After making all settings, press [OK].
7. Press [OK].
* The default color is black.
* When the Full Color is selected, the full color counter will advance by “1”.

If the main power is turned off, the text is cleared. To save the typed text, you can register them in a
program. For details about Program, see “Registering Frequently Used Functions”.

* You can change the settings for Stamp Text under Stamp in User Tools. For details about Stamp, see
“Copier/Document Server Features”, General Settings Guide.

=) Reference

* p.102 "Registering Frequently Used Functions"

Changing the stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].

Changing the stamp position

Changes the stamp position, size and density.

1. Press [Change] under Stamp Position.

2. Select the stamp position, and then press [OK].

Starp Position

<Stamp Position>

‘\NIIMIZ\

N

B el v [~
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Advanced Copier Functions

This section describes the machine's advanced copy functions.

Scan Position

You can move the scanning position of originals.

Il
s

>

il

BAT084S

1. Point from which the machine begins scanning

You can move the scanning position up to 30 mm (1.2 inches) in 1 mm (0.1 inch) increments upward,
downward, to left and to right.

1. Top:0-30 mm, O - 1.2 inches
Right: 0 - 30 mm, O - 1.2 inches

Bottom: 0 - 30 mm, O - 1.2 inches

> @D

Left: 0 - 30 mm, 0 - 1.2 inches
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
5

Job List

2. Press [Scan Position].

3. Specify the scanning position for the front side of the original.

AR

Adjust scan position.
<Front> <Back>

; Too/Bottor <0.0- 1.7 inch>

+

Color

Top/Bott

Left/Right

0.0 ind

[ it mege ||| clea || € [ 3] Clear

Qutput! Customize

Dup.
Function/ Finisher

Stamp Cover/ Slip Sheet Edit / Color

4. Specify the scanning position for the back side of the original. Then press [OK].

If you don't need to set the scanned position of the back side of the original, press [OK].

* To change the value you entered, press [€7], [], [¥] or [T], or press [Clear], and then specify a new

value.

originals.

Press [¥] and [T] to set the top or bottom position. Press [€7] and [] to set the left or right position.

The scanning position for the back side of the original is valid only when you are copying 2-sided

Margin Adjustment

Copies originals leaving a binding margin.
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Il
i

Il
Il

BAS086S

1. Press [Edit / Color].

2 B

Cover Slip Sheet Edit / Color e/ i et
Senes Enlarge

2. Make sure that [Margin Adj.] is selected. If [Margin Adj.] is not selected, press [Margin Adj.].

3. Specify a binding margin for the front side pages.

FERE| S E=Z]E
i%iﬁf:;tem <Back>
} Ton/Bottomn 001 Zinch>
[:i Margin Adi. [ 0.0 frch |
Left/R\ght . .
- O
Edit Imese ||| Clear | e[ Clear

Cutput! Custornize . . Dup
Funsit? Flilier Stamp Cover/ 5lip Sheet Edit / Color

4. Specify a binding margin for the back side pages. Then press [OK].
If you do not need to specify the margins for the back side pages, press [OK].

* To change the value you entered, press [€7], [], [¥] or [T], or press [Clear], and then specify a new

value.

s Press [¥] and [T] to set the top or bottom position. Press [€7] and [] to set the left or right position.
* You can set the binding margin up to 30 mm (1.2 inches) in 1 mm (0.1 inch) increments.

* Margin on the back side of the page is valid when 1 Sided = 2 Sided or Combine 2 Sides is selected.
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* You can change the settings for Margin Adjustment under Edit in User Tools. For details about Edit,

see “Copier/Document Server Features”, General Settings Guide.

Erase Center / Border

This function erases the center and/or all four sides of the original image.

This function has the following three types:

Erase Border

Erases the edge margin of the original image.

i
I

U

BAS087S

Erase Center

Erases the center margin of the original image.

>
MMl
I

>
MM
MM

BAS088S

Erase Center/Border

Erases both the center and edge margins of the original image.
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m * The relationship between the original orientation and the erased part is as follows:

Doriginal

Doriginal

ANNNNNNY

L

BAT090S

+2
T

BAT089S

1. Erased part

2. 0-432 mm (0 - 17 inches)
* To erase the image on the back side of the original, press [2 Sided Setting] and then [Back]. Erasing

the image on the back side is valid when you copy 2-Sided originals.

* The erase width is setto 10 mm (0.4 inch) as a default. You can change this setting under Edit in User
Tools. For details about Edit, see “Copier/Document Server Features”, General Settings Guide.

Erase Border (same width)

Erases the edge margin of the original image.
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
us

Press [Erase].

Press [Erase Center / Border].

Press [Erase Border].

Press [Same Width].

Specify an erase border width with [+land [].

NEIEREE SIS

| Erase Border || Erase Center HErase Center/ Border‘

SR T o

Adiust width of the arez to erase with EIE.

. <0.1-3.9 inch>

e

Pressing [+]or [ changes the width in increments of T mm (0.1 inch). Pressing and holding down
the relevant key changes the width in increments of 10 mm (1 inch).

7. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Border (different width)

Erases the edge margins of the original image.
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
s

Press [Erase].

Press [Erase Center / Border].

Press [Erase Border].

Press [Different Width].

SR T o

Press the key you want to change and specify an erase width with [+] and [~].

NEIEREE SIS

| Erase Border || Erase Center HErase Center/ Border‘

Adiust width of the arez to erase with EIE.

= Top
[ | O. & inch | <0.7-3.9inchp

=
Left H Richt J 0. & inch E

0. 4 inch

0. &4 inch

~<mmm | [ E—

7. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Center

Erases the center margin of the original image.
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
us

Press [Erase].

Press [Erase Center / Border].
Press [Erase Center].
Specify the erase width with [+] and [~].

IIIEEICE] ST

| Erase Border || Erase Center HErase Center/ Border‘

o 0N

Adiust width of area to erase with EIE.

<0.1-3.9inch>

6. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Center / Border (same width)

Erases both the center and edge margins of the original image.
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
us

Press [Erase].

Press [Erase Center / Border].

Press [Erase Center / Border].

Press [Same Width].

Press [Center], and then specify the erase width with [+land [].

NEIEREE SIS

| Erase Border || Erase Center HErase Center/ Border‘

SR T o

Adiust width of area to erase with EIE.
 a—

H o
Center
.. <0.1 - 3.9 inch>
e Kr

Bord
=

7. Press [Border], and then specify the erase width with [*+] and [~].
8. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Center / Border (different width)

Erases both the center and edge margins of the original image.
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
5

Job List

Press [Erase].

Press [Erase Center / Border].

Press [Erase Center / Border].

Press [Different Width].

SR T o

Press the key you want to change and specify an erase width with [+] and [~].

NEIEREE SIS

| Erase Border || Erase Center HErase Center/ Border‘

Adiust width of area to erase with EIE.

e
Center = Tap )
.. O 4 inch | <0-1-3.9incp
oy |
Left H Richt J 0. & inch E

0. 4 inch 0. &4 inch

~<mmm | [ E—

7. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Inside

Use this function to copy the original while erasing a specified area.
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Erase Inside

o

Area

BAT091S

To specify the area you want to erase, you have to define the value of X1, YT, X2, and Y2 on the original.

m Measure the area you want to specify before entering the area settings.

x

Y1

Area Y2

QAlll b=

BAT092S

X1, X2: 0-432 mm (0 - 17 inches)
Y1,Y2:0-432 mm (O - 17 inches)

1. Press [Edit / Color].

= B0

Caver/ Slip Sheet || Edit / Color 7 Crliirs) Feduca!
Serles Enlarge
s s
us Job List

2. Press [Erase].

3. Select one of the areas from [Erase Inside 1] to [Erase Inside 5].
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4. Enter the length of [X1] with the number keys, and then press [H].

5 [Fo[ED] o

I Cancel ” OK ]

ter the value of X1 with the Number keys, then press @,
:Qinch to 17, Qinch? : Oinch to 17. Dinche

P Start Position
PLTANS ’ A1 ¥l
_ . inch| |___. _inch
"
V2 P Size

‘ %2
___.__inch

‘ )
___.__inch

5. Enter the length of [Y1] with the number keys, and then press [H].

6. Enter the length of [X2] with the number keys, and then press [#]. a
7. Enter the length of [Y2] with the number keys, and then press [#].

System Status

If you wantto erase the image on the back side of the original, press [2 Sided Setting] and then [Back].
Erasing the image on the back side is valid when you copy 2-Sided originals.

8. Press [OK].

9. To specify multiple areas, select areas 1 to 5, and then repeat steps 3 to 8.

10. Press [OK].

* To change the value you entered, press the key you want to change, and then enter a new value.

* You can specify up to five areas.

Erase Outside

Use this function to copy the original while erasing outside of a specified area.

Erase Outside

R

Area

BAT093S

To specify the area you want to erase, you have to define the value of X1, Y1, X2, and Y2 on the original.
Measure the area you want to specify before entering the area settings.
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%

»
TY1

Area Y2

QAlfi b=

BAT092S

X1, X2: 0-432 mm (0 - 17 inches)

m Y1,Y2:0-432 mm (O - 17 inches)

1. Press [Edit / Color].

= =

Covers Slip Sheet || Edit / Color s iy Reduce/
Series Enlarae
e
Joh List

2. Press [Erase].
3. Press [Erase Outside].
4. Enter the length of [X1] with the number keys, and then press [#].

IR o

ter the value of %1 with the Number keys, then press @,
:Qinch to 17. Qinch/ ¥ : Dinch to 17. Oinche=

P Start Position
[t | 8 ’ %1

1
| .
"
V2 P Size

52 H V2 J
. inch] | —. —inch

5. Enter the length of [Y1] with the number keys, and then press [#].

6. Enter the length of [X2] with the number keys, and then press [#].
7. Enter the length of [Y2] with the number keys, and then press [H].

If you want to erase the image on the back side of the original, press [2 Sided Setting] and then [Back].
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Erasing the image on the back side is valid when you copy 2-Sided originals.

8. Press [OK] twice.

* To change the value you entered, press the key you want to change, and then enter a new value.

Image Repeat

The original image is copied repeatedly.

There are two ways to specify an image to be repeated.
Whole Area Repeat

Repeatedly copies the entire image.
Specified Area Repeat

Repeatedly copies a specified area of the image.

* You can change the seftings for Inage Repeat under Edit in User Tools. For details about Edit, see
“Copier/Document Server Features”, General Settings Guide.

Whole Area Repeat

Repeatedly copies the entire image.

The number of repeated images depends on the original size, paper size, and reproduction ratio. For
example, see the following table:
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Original: A5/ Copy paper: A4lJ, Original: A5C7/Copy paper A4?, Original: 51/, x 81/,0/
Copy paper: 81/ x 110, or Original: 5'/, x 81/,7/Copy paper: 81/, x 1157

BAT096S BAT095S

Original: A5/ Copy paper: A4D?, Original: A557/ Copy paper A4l Original: 51/, % 81/,00/
Copy paper: 8'/5 % 115, or Original: 5/, x 81/,07/Copy paper: 81/, % 110

BAT086S BATO087S BAT088S

1. Select the size of copy paper and the reproduction ratio.

2. Press [Edit / Color].

3 BT

' Caver/ Slip Sheet

Press [Edit Image].

Press [Image Repeat].

Make sure that [Whole Area] is selected, and then press [OK].
. Press [OK].

o v s oW

Specified Area Repeat

Repeatedly copies a specified portion of the image.
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* You cannot use this function from the ADF.

* If Margin Adjustment is selected, cancel the setting.

To specify the area you want to repeat, you have to define the value of X1, Y1, X2, and Y2 on the original.
Measure the area you want to specify before entering the area settings.

X2 X1 1
R1 DDDDDDD
ABCDE 2 DDDDDDD
ad > DDDDDDD

BAT097S

1. Set the original on the exposure glass
X1:0-412mm (0 - 16.2 inches)
X2:20 - 432 mm (0.8 - 17.0 inches)
Y1:0-277 mm (0 - 10.8 inches),
Y2:20-297 mm (0.8 - 11.6 inches).

1. Select the size of copy paper and the reproduction ratio.

2. Press [Edit / Color].

= B0

Caver/ Slip Sheet || Edit / Color 7 Erliirs) Feduce/
Serles Enlarge
s
us Job List

3. Press [Edit Image].
4. Press [Image Repeat].

5. Press [Specified Areal].
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6. Enter the length of [X1] with number keys, and then press [#].

e =

Imase Repeat: Specified area of original will be repeated. Cal

Place original on exposure glass.

Wwhale Area | l Specified Area |
Enter the value of X1 with the Murmber keys, then press @.
E T —
X2 X1
Y1 . inch

__.__inch | {2

7. Enter the length of [Y1] with the number keys, and then press [H].
m 8. Enter the length of [X2] with the number keys, and then press [#].

9. Enter the length of [Y2] with the number keys, and then press [#].
10. Press [OK] twice.

Double Copies

One original image is copied twice on one sheet.

R | & [

R = R R

BAS098S

« Originals with a size of A5, B6 JIS, and 51/, x 81 /5 cannot be detected properly on the exposure
glass. Be sure to select the copy paper manually or place the originals in the ADF.

See the following table for original and copy paper sizes when using a 100 % ratio:
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Metric version

Original size and Copy paper size and
Orientation Orientation

A5 A4[)

B6 JIS[7 B5 JIS[)

A4l A37

A5[) AP

B5 JIS[) B4 JIS [

B6 JIS[) B5 JIS[?

Inch version

BCY008S

Original size and Copy paper size and
Orientation Orientation

512 %8127 812x11[)

51/2 x81/2 [} 812 x 113

812 x11 [) 1M x17 3

BAT1008

1. Press [Edit / Color].

= =

. Caver/ Slip Sheet Edit
ol

Press [Edit Image].

2.
3. Press [Double Copies].
4. Press [OK].

5.

Select the paper size.

* You can change the settings for Double Copies under Edit in User Tools. For details about Edit, see
“Copier/Document Server Features”, General Settings Guide.

Centering

You can make copies with the image moved to the center of the copy paper.
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R * R

BAT099S

The original sizes and orientations you can use with this function are as follows:

m Metric version

Exposure glass A3D, AU, A5D), 81/, x 1302

ADF A3D, B4 JISE, AU, B5 JISDD, ASDD, B6 JISP, 11 =
172,81/, x 11DPD, 81/, x 130

Inch version
Exposure glass 11x1703,81/,x 143,81 /,x 110D, 51/, x 81 /,1)
ADF 11x 173,11 x 1502, 10 x 1412, 10 x 132, 8/, x 1403,
81/, x 1103, 51/, x81/,U0, 8 x 130, A3D, A4U5

1. Select the paper size.

2. Press [Edit / Color].

3 BT

Cover/ Slip Shest || Edit / Color B/ s T
Series Enlarge
-~
C

3. Press [Edit Image].

4. Press [Centering].
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5. Press [OK].

Positive/Negative

Copies an image inverted.

If your original is black and white, copy images are inverted. If your original is color, the density, darkness
and brightness of each color will be reversed and inverted to complimentary colors.

> 4

1. Press [Edit / Color].

- BIS

Cover Slip Sheet Edit / Color e/ i et
Series Enlarge
Zs 7
us

atl

2. Press [Edit Imagel].
3. Press [Positive / Negativel].

4. Press [OK].

Mirror Image

Copies by reversing the image from left to right, as reflected in a mirror.
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BAS101S

L9 Important

* If Margin Adjustment is selected, cancel the setting.

1. Press [Edit / Color].

2 E-OE-G

tem

Caver/ Slip Sheet || Edit / Color B/ ey LM
Series Enlarae
s s
1 s Job List

2. Press [Edit Image].
3. Press [Mirror Image].

4. Press [OK].

3 Edges Full Bleed

You can make full image copy by cutting down the margin of top, bottom, and right sides.

This function is useful for originals full of image.

-

wiwlwilwlw
SPEPEDEDD

BAS1028
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1. Press [Edit / Color].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
s

2. Press [Edit Image].
3. Press [3 Edges Full Bleed].
4. Press [OK].

* Do not attempt Duplex printing with this function. The paper will jam if you do.

Series Copies

Separately copies the front and back of a 2-sided original or the two facing pages of a bound original
onto two sheets.

¢ You cannot use the Book = 1 Sided function from the ADF.

The following table shows the paper sizes for Book ™ 1 Sided when the reproduction ratio is 100%:

Metric version

Original Paper for 1-sided copy

A3Y A4[) x 2 sheets

B4 JIS? B5 JIS[}) x 2 sheets

ALY A5[)) x 2 sheets

BAT140S

Inch version

Original Paper for 1-sided copy

1M1 x17 3 81/2 x11[) x 2 sheets

812 x 1137 51/2 %81/, ) x 2 sheets

BAT1028

There are two types of Series Copies.
Book > 1 Sided

You can make 1-sided copies from two facing pages of a bound original (book).
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BAS103S

2 Sided ™ 1 Sided

m You can make 1-sided copies from 2-sided originals.

1. Press [Dup./ Combine/ Series].

- BOD

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
at
s Job List

2. Press [Series].

182



Advanced Copier Functions

3. Select [2 Sided 1 Sided] or [Book = 1 Sided], and then press [OK].

Select item.

4~
k Top to Top

Rl

Book

25det1 Sided |

B

Mix 182 Sid. Orientation

Qutput! Custornize

Function Finisher —

If you specified [2 Sided = 1 Sided)], you can specify the orientation.

* Press the [H] key after all originals have been scanned.

=) Reference

Cover/ Slip Sheet Edit / Color

* p.74 "Originals and copy orientation"

Dup..

Booklet/ Magazine

Copies two or more originals in page order.

The following table shows the paper sizes for Book = 2 Sided when the reproduction ratio is 100%:

Metric version

Original Paper

A3 A4[) (2-sided)

B4 JIS[7 B5 JIS[)) (2-sided)
A A5[)) (2-sided)

Inch version

BAT1348

Original Paper
Mx173 81/2 x11[}) (2-sided)
8 x 1M 51/, x81/2 [J (2-sided)

BAT101S

There are six types of Booklet/Magazine.

1 Sided = Booklet

Make copies in page order for a folded booklet as shown.
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BAT105S

1. Opento left
2. Open to right

m 2 Sided = Booklet

Make 2-sided originals to copies in page order for a folded booklet as shown.

VV 3 2

BAT106S

1. Opento left
2. Open to right

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

Spip
|

BAT107S

1

1. Opento left
2. Open to right
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2 Sided > Magazine

Copies two or more originals of 2-sided to make copies in page order when they are folded and
stacked.

R
VVV
;w

BAT1088

1. Opento left
2. Open to right
Book > 2 Sided

Copies a two-page spread original onto one sheet with one page per side.

BAS1098

Front & Back = 2 Sided

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

BAS110S

How to fold and unfold copies to make a booklet

Fold a copy along the centerline, and open.
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BAT111S

1. Opento left
2. Open to right
How to fold and unfold copies to make a magazine

Fold and stack copies to make a magazine, and open.
1
7 5 5
1 3 1
e e =>
2
5 7 e
- &>

1. Opento left

BAT1128

2. Open to right
1. Press [Dup./ Combine/ Series].

= [EXR o=,

. Caver/ Slip Sheet || Edit / Color D“”;“.“"h‘"”
eriss Enlarge
s
IS St

2. Press [Book].
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3. Select a book type separately for the original ([1 Sided] or [2 Sided]) and copy ([Booklet]
or [Magazine]), or select a book type from [Book ~ 2 Sided] and [Front&Back = 2 Sided].

T

—_—
m Select original and copy type and / or orientation.

Or\gma Copy:
e [RECN o]y ..-
eries

h 2 Sided Magazme

TUD to Top
Mix 182 Sid. Orientation

Qutput/ Custornize ; _—
Function? Finsher S Edit / Color

If you specified [2 Sided] for the original, [Book ™ 2 sided], or [Front&Back = 2 sided], you can
specify the orientation of originals or copies.

4. Select the paper size.
5. Press [OK].

i

* When placing originals on the exposure glass, or in the ADF using Batch mode, press the [H] key
after all the originals have been scanned.

* The machine sets the reproduction ratio automatically to meet the paper size.

* The default setting for the orientation of Booklet and Magazine is [Open to Left]. You can change the
default under Orientation: Booklet, Magazine in User Tools. For details, see “Copier/Document
Server Features”, General Settings Guide.

=) Reference

* p.74 "Originals and copy orientation"

Creep Adjustment

When Magazine is selected, you can specify the creep value.

When folding stacked paper, the thickness of the paper causes creep (progressive image loss) between
the most inner and most outer pages. The machine compensates for creep by progressively shifting the
copy image.

For example, when folding 15 sheets, the creep value will be 2 mm (0.1 inch), meaning there will be a 2
mm (0.1 inch) gap in the center of the image printed on the outermost sheet.
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1. Press [Dup./ Combine/ Series].

- BT

Cover/ Slip Sheet || Edit / Color B/ s T
Series Enlarae
Zs 7 s
M

Press [Book].
Select [1 Sided] or [2 Sided] for the original.

Press [Magazine].

Press [Creep Adjust.].

SR T o

Specify the creep value with [+] and [~].

jizeEizE CEIl

Cal

Creep Adiustment

Specify Creep Adjustment value with FHE.

System Status

7. Press [OK] twice.
* You can adjust the creep value between 0 to 99 mm (O to 3.9 inches) in 1 mm (0.1 inch) steps.

* To change the value you entered, press [+] and [~], and then specify a new value.

Mix 1 & 2 Sided

You can copy two types of originals, 1-sided and 2-sided, onfo one or both sides of a sheet in one copy

job.
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4

1. Press [Dup./ Combine/ Series].

- BIS

. Cover/ Slip Sheet
System Status

2. Press [Mix 1&2 Sid.].
3. Select [1 Sided] or [2 Sided] for the original.

R

Select original and copy type and / or orientation.
Criginal: Copy:

2 Sided 29

Top to Top

WM 182 5id.[ | orientation |
1

Cutput! Custornize ) Dup
Funation/ Finisher Sy Edit / Calor

If you select [2 Sided], you can select the orientation.
4. Select [1 Sided] or [2 Sided] for the copy.
5. Place the originals, and then press the [Start] key.

6. Ifyou specify [2 Sided] for either the originals or copies, press [Change Setting] if the number
of originals that you want to scan is odd, or if you want to change the settings for the next

originals.

Place the next originals, and then repeat steps 3 to 5.
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* When placing originals on the exposure glass, or in the ADF using Batch mode, press the [] key
after all the originals have been scanned.

* When making two or more copies with the ADF, specify Batch mode. For details about Batch mode,
see “Batch Mode”.

* If you specified [2 Sided] for the originals or copies, you can specify the orientation.

z) Reference

* p.35 "Batch Mode"

Covers

You can use this function to create cover sheets by adding additional pages of different paper, or copying
existing pages onto different paper.

* Before using this function, select the trays for covers under Front Cover Sheet tray and Back Cover
Sheet tray in Tray Paper Settings. For details, see “Tray Paper Seftings”, General Settings Guide.

* If you have selected Interposer for Front Cover Sheet tray or Back Cover Sheet tray in Tray Paper
Seftings, you cannot copy onto the cover sheets.

* When selecting [Copy], select whether the front and back covers are copied 1-sided or 2-sided.
The Covers function includes Front Cover and Back Cover.
Front Cover

This function copies the first page of an original onto paper that has been specified for covers, or
places a cover sheet before the first copy page.

e Copy

=>

BAS114S

¢ Blank



Advanced Copier Functions

J =

BAS1158
Back Cover

This function copies the last page of an original onto paper that has been specified for covers, or
places a cover sheet after the last copy page.

* Copy

=>

BAS116S

¢ Blank

J =

1. Press [Cover/ Slip Sheet].

[EREE ]

Qutput/ Custormize . .
5 5 Job List

K
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2. Select [Copy] or [Blank] for the front cover.

e

Cover, Designate and Chapter can be selected together,

Back Cower

Copy |
Blank | ‘Designate / Chapter

Qutput/ Custornize ) ) Dup.
Funetion? Finisher S Cover/ Slip Sheet | Edit / Color

3. Select [Copy] or [Blank] for the back cover, and then press [OK].

m 4. Select the main sheet tray that contains the paper to copy the originals.

5. After making all settings, press [OK] twice.

* The back cover sheet should be the same size and orientation as the main sheets.
* You can use paper of different size and orientation than the main sheets as the front cover sheet.

* When stapling copies with the front cover whose size and orientation is different from the main sheets,
the front cover sheet should be the same width in paper feed direction as the main sheets. For example,
when the main sheet is A5L, you can staple the copies with the front cover sheet of A4L2, but you
cannot staple them with that of A4,

* When you specify both front and back covers, the first and last pages of your original are copied on
paper specified for use as a cover, or cover sheets are inserted before the first copy and after the last
copy.

* You can make a combined copy on the front cover sheet. For details about Front Cover Copy in

Combine, see “Copier/Document Server Features”, General Settings Guide.

* For details about the interposer, see “Loading Paper”, Troubleshooting.

Designate

Use this function to have certain pages of your original copied onto designation sheets or to insert a

designation sheet for each page specified.

e Copy
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BAS118S

1 1

e Blank

L9 Important

* Before using this function, select the tray for designation sheets under Designation Sheet 1 Tray or

BAS119S

Designation Sheet 2 Tray in Tray Paper Settings. For details, see “Tray Paper Seftings”, General
Settings Guide.

¢ Ifyouhave selected Interposer for Designation Sheet 1 Tray or Designation Sheet 2 Tray in Tray Paper
Settings, you cannot copy onto the designation sheets.

1. Press [Cover/ Slip Sheet].

[z aE ]

Qutputs Custornize q "
20s
em Status Job List

tem

K

2. Press [Designate / Chapter].
3. Select [Designate: Copy] or [Designate: Blank].
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4. Press the key to select the chapter number.

Designate / Chapter

I [ 240 [ w60 B

il |Es| Sheet |00z 003
a

‘006 Hoo? Hoos

‘mw Hmz Hms

‘m 6

07 ng

To copy the first page of each chapter onto a Desionation Sheet,
enter the sheet number to start each chapter with, then press @,

To select pages 21 to 40 (chapter), press [21-40].
m 5. Select the designation sheet tray that contains the paper for the designation sheets.

6. Enter the page location of the first page of the chapter with the number keys, and then press

the [H] key.
7. To specify another page location, repeat steps 4 to 7.
Up to 100 locations can be specified.
8. Select the main sheet tray that contains the paper to copy the originals.
9. After making all settings, press [OK] twice.
* To change the value you entered, press the key you want to change, and then enter a new value.
* For details about the interposer, see “Loading Paper”, Troubleshooting.

* When placing the designation sheets in the multi bypass tray, it should be the same size and orientation

as the main sheets.

Chapters

The page locations you specify with this function will appear on the front of copy sheets.

“ 2P
[/

BAS120S
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* Before selecting this function, press [Dup./ Combine/ Series] and then select [1 Sided = 2 Sided]
or [Combine].

e This function can be used only when you use the Duplex (1 Sided = 2 Sided) or Combine function.
1. Press [Cover/ Slip Sheet].

[z g

Qutputy Custornize ) )
itus

2. Press [Designate / Chapter].
3. Press [Chapter].

4. Press the key to select the chapter number.

Designate / Chapter

J w0 N\ zw0 \[ ws0 \[]

’001|Es Sheet H002| Hoos‘
‘UU6| HUU?| Hoos‘
‘UH| Hmz| Hms‘

‘016|

017|

To copy the first page of each chapter onto the front side in duple
enter the sheet number to start each chapter with, then press @.

018‘

To select chapters 21 to 40, press [21-40].

5. Enter the page location of the first page of the chapter with the number keys, and then press

the [H] key.
Up to 100 locations can be specified.
To specify another page location, repeat steps 4 to 5.

. Select the main sheet tray that contains the paper to copy the originals.

© N o

. After making all settings, press [OK] twice.

* To change the value you entered, press the key you want to change, and then enter a new value.
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Designation Sheet Copy

You can copy designated pages onto designation sheets.

5

2 2
1 1

BAT176S

e Before using this function, select the tray for designafion sheets under Designation Sheet 1 Tray or
Designation Sheet 2 Tray in Tray Paper Settings. For details, see “Tray Paper Settings”, General
Settings Guide.

1. Press [Cover/ Slip Sheet].

[z g

Output/ Custornize . '
L
<t

H Job Lis

2. Press [Designate / Chapter].
3. Press [Designation Sheet Copy].

4. Enter the sheet number of the first original with the number keys.

Designate / Chapter

J w20 N\ zw0 \[ we0 \[|

001|Ema — H002| Hoos‘
006| H007| Hoog‘
‘UH| H012| Hms‘

‘016|

U]?|

018‘

To specify an original for Desionation Sheet, enter the sheet numbed
If you want to specify a range, press [Page to Page] and enter the 5|

5. Press [Page to Page].

6. Enter the sheet number of the last original with the number keys.
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7. Selectthe designation sheet tray that contains the paper for the designation sheets, and then
press the [H] key.

8. To specify another page location, repeat step 4to 7.
Up to 100 locations can be specified.
9. Select the main sheet tray that contains the sheet to copy the originals.

10. After making all settings, press [OK] twice.

i

* When this function is combined with Duplex, the first page of the designated pages is copied on the
front side of a designation sheet.

* The designation sheets should be the same size and orientation as the main sheet.

* To change the value you entered, press the key you want to change, and then enter a new value.

Insert Sheet

You can insert a blank designation sheet before or after a specified page.

BAS121S

* Before using this function, select the tray for slip sheets under Designation Sheet 1 Tray or Designation
Sheet 2 Tray in Tray Paper Seftings. For details, see “Tray Paper Seftings”, General Settings Guide.

1. Press [Cover/ Slip Sheet].

[z g

Qutputs Custornize . .
2
| ‘-‘,,J JU 51

ot Sta
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To insert blank Designation Sheets, enter sheet number where you
then press @ Insert blank designation sheet(s) as follows.

4. Advanced Copying

2. Press [Designate / Chapter].
3. Press [Insert Sheet].

4. Press the key to select the chapter number.

Designate / Chapter

1-20 [ 740 [ w60 B

00z Hoos

0 1sheet(s)

’UUW Before ___

006 HUU? Hoos
011 H 012 H 013

‘016 Hm? Hms

5. Select the designation sheet tray that contains the paper for the designation sheets.

6. Select [Before] to insert slip sheets before the desired page. Select [After] to insert slip sheets
after the desired page. Enter the page number with the number keys.

7. Press[Number of Sheets], and enter the number of sheets you want to insert with the number
keys, and the press the [#] key.

umber where you want to insert with the Number keys,

E follows.
HEEI Designation Sheet Copy u Insert Sheet
’ﬁ%efore H [P After | ‘ Nurrber of Sheets |
B |8 |8 | 8|8 8|

re psefdesgl7sEl
11x17 | 11x17 | 11x17 | Bixi4

Intpsr. Upper Intpsr. Lovier
BL 80

Pl BEx

Job List

8. To specify another location where to insert sheets, repeat steps 4 to 7.
9. Select the main sheet tray that contains the paper to copy the originals.
10. After making all settings, press [OK] twice.
* The designation sheets should be the same size and orientation as the main sheets.
* To change the value you entered, press the key you want to change, and then enter a new value.

* For details about the interposer, see “Loading Paper”, Troubleshooting.

Slip Sheet

Every time an original page changes, a slip sheet is inserted. You can also print on the inserted slip sheet.
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Since a slip sheet is inserted for every page, you can protect printed surfaces.

BAS1228

BAS1238

1) <[k

BAS124S

e If[1 Sided 2 Sided] is set, cancel the setting.

* Before using this function, select the tray for slip sheets under Slip Sheet iray in Tray Paper Settings.
For details, see “Tray Paper Settings”, General Settings Guide.

1. Press [Cover/ Slip Sheet].

[ERElEE d

Cutput! Custornize q
Function/ Finisher e Sl

Sheet Edit / Color ﬂ
Zs

tatu
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2. Select [Copy] or [Blank] for the slip sheets, and then press [OK].

Bk o

ter can be selected tosether.

%Back Cover Desianate/Chapter @,)0 Slip Sheet
Copy
Blank | |Designate / Chapte_r‘ ‘ Blank |

Cover/ Slip Shest [ Edit / Color B ’ng::“"” 'é:f:f::

Job List

3. Select the main sheet tray that contains the paper to copy the originals.

D o

* The slip sheets should be the same size and orientation as the copy paper.
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]

The Document Server enables you fo store documents on the hard disk of this machine. Thus you can print

them later applying necessary conditions.

Relationship between Document Server and
Other Functions

State of the Document Server varies depending on the function used.
Copier functions

e Storing method: Copy/Document Server

e List display: Available

e Printing: Available

¢ Transmission: Unavailable
Printer functions

e Storing method: Personal computer

e List display: Available

* Printing: Available

¢ Transmission: Unavailable
Scanner functions

e Storing method: Scanner

e List display: Unavailable

When documents are stored with the scanner feature, you can confirm them from the scanner
feature screen. For details, see “Displaying the List of Stored Files”, Scanner Reference.

e Printing: Unavailable
¢ Transmission: Available

The data can be transferred by the scanner feature. For details, see “Sending a Stored File”,

Scanner Reference.
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Document Server Display

Explains the screens and icons displayed in the Document Server function.

Document Server initial display

Tt — 3
Type ‘ User Name | File Name | Date ‘Page O
~
| 8D COPYO001 M 16| 1|
— = Details
| = || el [OPYO001 May 16 | 1 |
Display AlL ; Preview
e C0PY0004 May 15 1 | 4
| Q& COPY0003 M 15| 1) | ___Bdtfile
‘
\ [PE: COPY0002 May 15| 1 | Delete File
Print Specified Page_
File Name

=

To Printing Screen

Sean Original

BQGO10S

1. Displays operational status and messages.

2. Displays the title of the current screen.

3. Displays the numbers of originals stored into the memory, copies set, and copies made.
4. Displays keys for the operation.

5. Displays an icon that indicates the function and color mode used to stored the document.
6. Displays keys for switching the display between list and thumbnails.

The following icons appear in the list of the Document Server to indicate the function and color mode used
to store a document.

Function Copier Printer
Icons D g
Color icons Full color Black and white
Icons (=T ) &
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Thumbnail screen

In thumbnail view, miniature images of the stored documents are displayed. This is useful for checking

a document's content.

Ready

Two isly.

Type User Name File Name Date | Page
o 2 2

e & =

Edit File
COPY0003. COPY0002 COPY0001
Delete File

Uist Orcer | FNCAER

Hunber of Files: 3

Print: Specified Pege

B2 ER[ syten status | sob it

a

* All the stored documents may not be displayed depending on the security function specified.

Simplified Display

This section explains how to switch to the simplified display.
When you press the [Simplified Display] key, the screen changes from the initial display to the simplified
display.
Letters and keys are displayed at a larger size, making operations easier.
()
Login/Logout

Simplified
Display

Selection
o>

Interrupt

BQG002S
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Simplified Document Server Screen

Type | UserName | FileName | Date |Page

Delete File

e COPY0001 May 161 18 o ocified
| & COPY0001 My 16 1| Pase
& COPY0004 May 15/ 1]
| COPY0003 May 15/ 1]
| COPY0002 May 15/ 1]

— T v

BQGO11S

1. [Key Color]
Press to increase screen contrast by changing the color of the keys.

This is available only for the simplified display.
* To return to the initial display, press the [Simplified Display] key again.

* Certain keys do not appear on the simplified display.

Preview Display

This section explains the items that appear on the preview display and how to preview stored documents.

To preview stored documents, select the documents you want to preview on the Document Server initial
display, and then press [Preview]. The preview display denotes the screen that allows confirming contents
of the scanned documents.



Document Server Display

Preview Display

3

Preview Exi ﬁ

W Display File |

L,

Stored File Mame: COPYO001

P Display Page

" 5
Page Size: Ad
Color Mode: Full Color |

6

P [Display Position L -

sacozas
1 €121

Moves the display area in the direction indicated by the arrow.
2. [Zoom Outl, [Zoom In]

Scales the displayed page down or up.
3. [Exit]

Closes the preview display.
4. Display File

Displays the file name.

If you have selected two or more files for preview, press [Switch] to switch between them.

5. Display Page
Displays the number of the currently displayed page, total number of pages, and page size.

6. [Switch]
Flips the page of the selected file.

7. Display Position
Indicates the location of the displayed preview image when the image is enlarged.

* Whenthe preview is already selected from another function, the preview screen function may become
unusable.

* The preview display is also not available when the paper size is larger than A3.
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Using the Document Server

Following describes how to use the Document Server.

Storing Data

Following describes the procedure for storing documents on the Document Server.

Data stored in the machine might be lost if some kind of failure occurs. The manufacturer shall not be
responsible for any damage resulting from loss of data.

Be careful not to let anyone know your password, especially when entering a password or recording
it. Keep any record of your password in a secure place.

Avoid using a single number or consecutive numbers for a password such as “0000” or “1234",
since the numbers like this are easy to guess, so using them will not provide a worthwhile level of
security.

A document accessed with a correct password remains selected even after operations are complete,
and it can be accessed by other users. After the operation, be sure to press the [Clear Modes] key to
cancel the document selection.

The user name registered to a stored document in the Document Server is to identify the document
creator and fype. It is not to protect confidential documents from others.

When scanning by the scanner, make sure that all other operations are ended.

File Name

A document name such as “COPY0001” and “COPY0002" is automatically attached to the scanned

document. You can change the document name.

User Name

You can register a user name to identify the user or user group that stored the documents. To assign

it, select the user name registered in the Address Book, or enter the name directly.

Password

206

To prevent unauthorized printing, you can set a password for any stored document. A protected
document can only be accessed if its password is entered. If a password is set for the documents, the

key icon appears next to the documents.



Using the Document Server

1. Press the [Document Server] key.

Counter  User Tools Tray Paper Setting

M Canv

([2> ocurent srve

i1/ Erieryariven-|

== (| EEZIEE

BQG013S

2. Press [Scan Original].

User hame

Scan Original

File Mame

3. Enter a user name, file name, and password, if necessary.
When not changing a file name, the name will be automatically set.
4. Set the original.
5. Specify the original scanning conditions.
6. Press the [Start] key.
The original is scanned. The document is saved in the Document Server.
* Enter the password in the range of four and eight digits.

* To stop scanning, press the [Stop] key. To restart a paused scanning job, press [Continue] in the
confirmation display. To delete saved images and cancel the job, press [Stop]. The original placed
in the ADF will be ejected.

* If a password is set, the key icon appears on the left side of the file name.

o After scanning, a list of stored documents will be displayed. If the list does not appear, press [Finish
Scanning].

* Data stored in the Document Server is set to be deleted after three days (72 hours) by the factory
default. You can specify the period after which the stored data is deleted automatically under Auto
Delete File in Document Server in User Tools. See “System Settings”, General Settings Guide.
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* If you do not want stored documents to be automatically deleted, select [Off] in Auto Delete File in
Document Server before storing a document. If you select [On] later, data stored after will be
automatically deleted.

* When storing another document in the Document Server after storing a document from the copy
feature, be sure that its copy is completed.

* Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details
about specifying [Access Privileges], consult the administrator.

* For details about how to enter text, see “Entering Text”, About This Machine.

Specifying a User Name

You can specify a user name for the stored file.

1. Press [Scan Original].

m 2. Press [User Name].

TMEI D28 0138 0480

At FRst piset 17| “SuxBy | 1117 | 1117
[Full Size | Ao Resue /Erlree | 7336 12956 m
PFile Info HMH
User Name: File Name Passwol

A list of user names appears.
3. Select a user name, and then press [OK].

The user names shown are names that were registered in the Address Book. To specify a name not

shown in the display, press [Manual Entry], and then enter a user name.

Specifying a File Name

You can change the name of a stored document.

1. Press [Scan Original].
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2. Press [File Name].

TME D218 0318 0480

A0 PRS gincl1”| “SexBy | 11xI7 | 1117
[Full Size | auto Resue /Erlare | 7336|1296 m
PFile Info HMH
User MName: File Name Passwol

The soft keyboard appears.
3. Press [Delete All] to delete the document name to be automatically set.

Pressing [Backspace] allows you to delete up to any desired position.

4. Enter a document name, and then press [OK]. a

* You can enter up to 20 characters for a document name. In the list, however, up to 16 characters are
displayed as the document name. If above limits are exceeded, the list will display up to 15 characters
for the document name.

Specifying a Password

You can specify a password for the stored document.

1. Press [Scan Original].

2. Press [Password].

0718 0
17 | Bsx14

b | 73%] 1 29% |

Hame File Marme Password
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3. Enter a password with the number keys, and then press [OK].

Password I Cancel ” CK ]

Enter the password with the Number keys, then press [OK].

EE -

You can use four to eight digits for the password.

4. For double-check, enter the password again, and then press [OK].

D Changing the User Name of a Stored Document

You can change the user name for a stored document.

1. Select the document whose user name you want to change.

_<SeLect File

print.

Type ‘ User Mame | File Mame | Date |Page
| Da COPY0001 My 17|
EEE COPYO001 May 16 | 1

[ Da COPYO00 May 16 | 1
| Qoo COPY0004 May 15| 1

If a password is set, enter it, and then press [OK].

2. Press [Edit File].
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3. Press [Change User Name].
w

| File MNarne | Date |Page ‘ Crder | Edit File
COPY00OT May 17| 1 1 ||| Crense User Name |
CoPYOa0T May 16 | 1 || _Crange File hame
COPY0001 May 16 | 1 | Change Password
COPYO004 Mw1s| 1|

COPYO003 May 15 | 1 | Insert File
COPY0002 May 15 | 1 |

4. Enter a new user name, and then press [OK].

5. Press [OK].

* To cancel the selection, press the selected (highlighted) key.

* Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details
about specifying [Access Privileges], consult the administrator.

* For details about how to enter text, see “Entering Text”, About This Machine.

Changing the File Name of a Stored Document

You can change the file name of a stored document.

1. Select the document whose name you want to change.
If a password is set, enter it, and then press [OK].

2. Press [Edit File].

3. Press [Change File Name].

e

| File Marme | Date |Page ‘ Order | Edit File
COPY000T May 17| 1 1| | Chense User Name |
COPO00] May 16 | 1 || _Change File Name
COPY0001 May 16 | 1 | (hanwe Password
COPY0004 May1s| 1]

COPYO003 May 15| 1 | [ nsertfite |
COPY0002 May 15 | 1 |

4. Enter a new file name, and then press [OK].

5. Press [OK].
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To cancel the selection, press the selected (highlighted) key.

Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details
about specifying [Access Privileges], consult the administrator.

For details about how to enter text, see “Entering Text”, About This Machine.

Changing the Password of a Stored Document

You can change the password of a stored document.

1.

4.
5.
6.

Select the document whose password you want to change.

If a password is set, enter it, and then press [OK].

2. Press [Edit File].

. Press [Change Password].

| File hName | Date |Page ‘ Crder | Edit File
COPYO00T Mas 17 1 1] [ Change User Name |
COPY0001 May 16 1 | (Change File Mame
COPY0001 May 16 | 1 | Change Password
COPYD004 May 15 | 1 |

COPYO003 May 15 1 | Insert File
COPY0002 May 15 | 1 |

Enter a new password, and then press [OK].

For double-check, enter the password again and then press [OK].

Press [OK].

To cancel the selection, press the selected (highlighted) key.

Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details
about specifying [Access Privileges], consult the administrator.

For details about how to enter text, see “Entering Text”, About This Machine.

Checking the Details of a Stored Document

You can confirm the details of a stored document.
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1. Select the document whose details are to be displayed.

<Select File

Select fils prin

Type ‘ User Mame | File Mame | Date |Page
| R COPYO00 May 17| 1
EEE COPYO001 May 16| |
1R COPYO001 May 16| |
| Do C0PYO004 May 15| 1

If a password is set, enter it, and then press [OK].
2. Press [Details].

Details of the document will be displayed.

Details Exit

Plser Marme
PFile Narne P-Color Mode
COPYOO Black & Wwhite

PStorase Date
May 17, 2008  03:27AM

P5can Size
A4[d

P Pages
1
Printing Crder: 171

P Storage Mathod

* If you have selected two or more documents, press [4] or [¥] to view their information.

* To chancel the selection, press the selected (highlighted) key.

* Pressing [Exit] restores the document selection screen.

Searching for Stored Documents

Searches for stored documents by user name or file name.
You can rearrange the currently chronologically ordered documents in any desired order.
Searching by file name
Searches for stored documents by file name.
Searching by user name

Searches for stored documents by user name.
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* DeskTopBinder Lite enables searching and reordering of stored documents from computers.

* For details about DeskTopBinder Lite, see Instruction Manual and Help of DeskTopBinder Lite.

Searching by file name

Searches for stored documents by file name.

1. Press [File Name].

2. Enter the document name to be searched, and then press [OK].

Search by File Mame

Enter the file name to search, then press [CK].

Document names that match completely from the starting character will be searched and displayed

on the screen.

* Pressing [Display All] displays all stored documents.

Searching by user name

Searches for stored documents by user name.
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1. Press [User Namel].

‘ User Mame File Mame

COFY0005
COPY0004

|
H

COPY0003

2. When specifying a registered user name, select it.

3. When the user name is not registered, press [Manual Entry], and then enter it from the input
screen to be displayed. Then press [OK].

4. Press [OK]. a

User names that match completely from the starting character will be searched and displayed on the

screen.

* Pressing [Display All] displays all stored documents.

Printing Stored Documents

Prints stored documents.

Web Image Monitor allows you to print documents stored in the Document Server from your computer.

1. Select a document to be printed.
If a password is set, enter it, and then press [OK].

2. When printing two or more documents at a time, repeat step 1.
Up to 30 documents can be printed.

3. When specifying printing conditions, press [To Printing Screen].

The printing condition screen will appear. The user name, file name, and printing order of the document

will be displayed.
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Edit File
Delete File

Print Specified Page.

i

To Printing Screen

Job List

Enter the number of print copies with the number keys.

The maximum quantity that can be setis 9999.

. Press the [Start] key.

Printing will be started.

) ove O

216

You can search the target document using [User Name] or [File Name] situated in the left side of the

screen.

You can sort the documents by user name, file name, or creation date. Press the item to be used for
the sorting on the top of the list.

Some of the selected documents may not be printed due to the difference in the size or resolution.
When changing the printing order, cancel the highlight and then specify the order correctly.
Pressing the [Clear Modes] key cancels every selection.

Pressing [Order] displays the selected documents in the printing order.

The copy and printer features hold the specified printing conditions after the operation is over and
apply them at the next printing.

When two or more documents are specified, the printing conditions are stored on the first document
but not on the succeeding documents.

Following settings are available for the printing conditions. For respective printing results, see “Basic
Copying” and “Advanced Copying”.

* Paper tray

¢ The number of prints

e 2 Sided / Book (2 Sided Copy, Booklet, Magazine)
e Edit / Stamp

e Cover / Slip Sheet

¢ Finishing (Sort, Staple, Punch, Z-fold)

When printing two or more copies while selecting the sort function, you can confirm the finish by

printing only one copy.
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¢ When printing two or more documents at a time, you can print them as a single continuous document
p g y p 9
by specifying the order of their printing.

* When printing two or more documents at a time, the printing conditions set for the first document are
applied to all the remaining documents.

* When two or more documents are selected, press [4] [Y] to confirm the user name, document name
and printing order of the document.

* Pressing [File List] restores the document selection screen.

* You can change the maximum print quantity under Max. Copy Quantity in User Tools. For details
about Max. Copy Quantity, see “Copier/Document Server Features”, General Settings Guide.

* Web Image Monitor allows you to print a document stored in the Document Server from your
computer. For the Web Image Monitor starting procedure, see “Displaying Stored Documents with
Web Image Monitor”.

z) Reference

* p.223 "Displaying Stored Documents with Web Image Monitor"

Sample Print

When the number of sets is massive, you can print a single set in advance to check the printing order and
the printing conditions of the selected documents.

e This function can be used only when the Sort function is selected in the prinfing conditions.

1. Select the document to be printed.

<Select File=

Select file(s) to print.

Type ‘ User Mame | File Name | Date |Page
| D& COPYO001 Ve 17|
(804 COPYOU0 May 16| |
| Qes COPY000T May 16| 1
| Qe COPY0004 May 15| |

If a password is set, enter it, and then press [OK].
2. Press the [Sample Copy] key.

Only one set will be printed.
3. Press [Continue].

Printing will be resumed.
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* To cancel the printing, press [Suspend]. The print screen will appear, enabling to set another item.

Printing the first page

In order to confirm the print results, you can print the first page alone of the document selected on the Select

File screen.

When two or more documents are selected, the first page of the respective documents is printed.

1. Select the document to be printed.

If a password is set, enter it, and then press [OK].
2. Press [Print Specified Page].
3. Press [1st Pagel.

Print Specified Page

Specify page to nrint, then press the Start key.

1st Page

Specified Page

Specify Range

Job List

4. Press the [Start] key.

Printing a specified page

You can print the specified page alone of the document selected on the Select File screen.

1. Select the document to be printed.

If a password is set, enter it, and then press [OK].
2. Press [Print Specified Page].
3. Press [Specified Page].
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4. Specify the page to be printed with the number keys, and then press [#].

Print Specified Page

Specify page to nrint, then press the Start key.

Specified Page 1

Pae(s): 1

Job List

5. Press the [Start] key.

* To change the value you entered, press the key you want to change, and then enter a new value.

Printing a specified range

You can print the pages in the specified range alone of the document selected on the Select File screen.

1. Select the document to be printed.
If a password is set, enter it, and then press [OK].
2. Press [Print Specified Page].
3. Press [Specify Rangel].
4. Specify the printing start page with the number keys, and then press [H].

Print Specified Page

Specify page to print, then press the Start key.

Specified Page
l Specify Range HStart Murrber ~ End hurmber

Pagels): 1

5. Specify the printing end page with the number keys, and then press [#].
6. Press the [Start] key.

* To change the value you entered, press the key you want to change, and then enter a new value.

219



220

5. Document Server

Editing a Stored Document

Edits a stored document.

Combining Stored Documents

You can combine two or more documents stored in the Document Server.
* You cannot recover the original documents from the combined document.

* You cannot combine files if they are currently being used by another function.

1. Select the documents you want to combine.
If a password is set, enter it, and then press [OK].
The documents are combined in the order of being selected.
. Press [Edit File].
. Press [Combine Files].
. Enter the new document name.
. Press [OK].

* You can combine up to 30 documents.

O h WO N

* The print settings for the document selected first are stored.

* If you do not set the document name in step 5, the name of the document selected first will be the

name of the combined document.

Inserting a Stored Document

You can insert a document into documents already stored in the Document Server.
* You cannot recover the original document from the new document.

* You cannot insert documents into a document that is currently being used by another function.

1. Select the documents to be inserted in.

If a password is set, enter it, and then press [OK].
2. Press [Edit File].
3. Press [Insert File].

4. Select the document you want to insert into.
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5. Enter the page number to insert the document using the number keys.
6. Press [Before Specify Page] or [After Specify Page].
7. Press [OK].

Deleting Pages

Follow the procedure below to delete pages from a document store in the Document Server.

* To check the page numbers, print the file.

1.

o M 0N

6.
7.

Select the document containing the pages you want to delete.

If a password is set, enter it, and then press [OK].

Press [Edit File].

Press [Delete Pages].

Enter the number of the page you want to delete using the number keys.

If you want to delete a series of pages, press [Page to Page], and then enter the number of
the last page you want to delete.

Press [OK].

Press [Yes] in the confirmation dialog box.

* If you want to delete only one page in step 5, proceed to step 6.

* If you enter every page in step 6, the whole document is deleted.

Copying Documents

You can copy documents that are store in the Document Server.

1.

You cannot copy a selected document that is currently being used by another function.

Select the document you want to copy.

If a password is set, enter it, and then press [OK].
Press [Edit File].

Press [Duplicate File].

Press [Yes] in the confirmation dialog box.

If you select No in Step 4, the selected document is not copied.
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* If you press [Stop Duplicating] while copying, the selected document is not copied. However, if you
select multiple documents, some of them might be copied.

* The """ mark is added to the beginning of the copied document's name.

Deleting a Stored Document

Deletes a stored document.

* The Document Server can store up to 3000 documents. As the number of stored documents reaches
3000, storing of a new document becomes unavailable. Thus, you should delete unnecessary
documents as much as practicable.

1. Select the document to be deleted.

If a password is set, enter it, and then press [OK].

2. Press [Delete File].

Edit File
Delete File

Print Specified Page.

i |

To Printing Screen

Job List

3. Press [Yes].

¢ You can delete all documents stored in the Document Server under Delete All Files in Document Server
in User Tools. For details about Delete All Files in Document Server, see “System Settings”, General
Settings Guide.

* Web Image Monitor allows you to print a document stored in the Document Server from your
computer.

* ltis also possible to select two or more documents and delete them.

* You can search the target document using [File Name] or [User Name] situated in the left side of the

screen.

* You can sort the documents by user name, file name, or creation date. Press the item to be used for
the sorting on the top of the list.

* When you could not identify the target document from the document name, print the first page alone
of the document in order to confirm the print results.
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* To chancel the selection, press the selected (highlighted) key.

* For details about how to start Web Image Monitor, see “Displaying Stored Documents with Web

Image Monitor”.

) Reference

* p.223 "Displaying Stored Documents with Web Image Monitor"

Displaying Stored Documents with Web Image Monitor

You can display stored documents in the Document Server on the computer screen with Web Image

Monitor.

1.
2.

5.

Start a Web browser.

Enter “http://(IPv4 address, IPv6 address or host name of this machine)/” in the address
bar.

When entering an IPv4 address, do not begin segments with zeros.

For example: If the addressis “192.168.001.010", you must enteritas “192.168.1.10" to connect

to the machine.

The top page of Web Image Monitor will be displayed.

. Click [Document Server].

The list of documents in the Document Server will be displayed.

Information of the document will be displayed.

Confirm contents of the document.

* You can change the format of the list. Click the [52] (Thumbnails), (Icons), or (E] (Details).

* When you want to enlarge the preview display, click [Enlarge Image].

Downloading Stored Documents with Web Image Monitor

You can download documents stored in the Document Server under the scanner function to the computer

with Web Image Monitor.

1.
2.

Start a Web browser.

Enter “http://(IPv4 address, IPvé address or host name of this machine)/” in the address
bar.

When entering an IPv4 address, do not begin segments with zeros.
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For example: If the addressis “192.168.001.010", you must enteritas “192.168.1.10" to connect

to the machine.
Top page of Web Image Monitor will be displayed.
3. Click [Document Server].

The list of documents in the Document Server will be displayed.

5. Select [PDF] or [Multi-page TIFF] for the file format.
The data will be downloaded.
6. Click [OK].

* You can change the format of the list. Click the [52] (Thumbnails), (Icons), or = (Details).
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This chapter describes the copy machine's specifications and the function compatibility.

Specifications

This section describes the specifications for the copier functions of this machine.

1

First copy fime " Less than 13.5 seconds

Continuous copy speed 90 copies per minutes (B&W,/Color, Ad/LT0)
Copy originals Separate sheets, books, tridimensional objects
Maximum original size A37(297 mm x 420 mm), 11 x 1702

Copy size SRA3Z-A50, 12 x 18-51/, x 81 /,12

Paper fray 1, 2: 60-220 g/m?
Paper fray 3, 4: 60-300 g/m?
Wide LCT: 60-300 g/m?

Mulfi bypass tray: 60-216 g/m?

Paper thickness

Top: 3-6.0 mm
Missing image area Bottom: 0-4.0 mm

Left / Right: 0-4.0 mm

1:1 100-%

Enlarge: 121%, 129%, 155%, 200%, 400%
Reduce: 93%, 85%, 78%, 73%, 65%, 50%, 25%
Zoom: 25%-400%

Reproduction Ratio

Scan: 600dpi

Resolution
Print: 1200dpi

Paper tray 1: 1,000 x 2 sheets
Paper tray 2: 500 sheets

Paper tray 3, 4: 2,000 x 2 sheets
Wide LCT: 2,000 x 2 sheets

Paper feed method and

capacity

Multi bypass tray: 500 sheets
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Maximum number of copies | 1-9999 copies

T When copying A4l original in black & white using 100% magnification, Tray 1, the exposure glass.
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Function Compatibility

Function Compatibility

The combination chart given below shows which modes can be used together.
Blank: These modes can be used together.
@: These modes cannot be used together. The first mode selected will be the mode you are working in.

x: These modes cannot be used together. The second mode selected will be the mode you are working in.

The following shows the combinations of functions:
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Function selected second

ADF|

SADF|
Batch Mode}
Mized Sizes|

Standard Size Originals]
Full Color]

Black & White

Auto Color Select
Auto Paper Select|
Manual Paper Select|

Auto Reduce / Enlarge|
Create Margin|

Custom Size Originals|
Reverse Orientation
Auto Image Density|

Manual Image Density]|

Size Magnification|
2 Sided Originals|

Original Orientation (Unreadable)

Book—1 Sided|
Combine|

Booklet|

Magazine|

Image Repeat
Specified Area Repeat|

Mixed 1 & 2 Sided|
Book—2 Sided|
Double Copies]

Margin Adjustment]

Specify Pages to Print in Duplex|

JADF

[SADF x

Batch Mode X

Mized Sizes oo

IStandard Size Originals [ X [ ]

Custom Size Originals @ | x [J

Original Orientation (Unreadable)

Reverse Orientation

JAuto Image Density

Manual Image Density

Full Color x | x

Black & White X x

JAuto Color Select X | x

JAuto Paper Select x [x x| x

Manual Paper Select X

JAuto Reduce / Enlarge X X

[Size Magnification X

Create Margin

2 Sided Originals

Book—1 Sided [ ] X

X

Mixed 1 & 2 Sided X

Book—2 Sided

[Combine

Booklet

X |[x|x]|x

Magazine

x| x|x[x
LICJC]
o 00
o 00

[Specify Pages to Print in Duplex

X [x|x|x

Double Copies

Image Repeat [J [ ]

ISpecified Area Repeat [ 2] (] (]

o00
o0 (@ x|x
o0 (®x

Margin Adjustment

Creep Adjustment

[Scan Position

Function selected first

Positive / Negative

[Centering [ J

Erase Center

Erase Boarder

Erase Inside

Erase Outside

Mirror

Erase Color

[Convert Color [ ]

[Color Background

Preset Stamp

Date Stamp

[Stamp Text

Page Numbering

Covers o’ @

Slip Sheets o’

[Chapters g g

[Copy Face Up

3 Edge Full Bleed

Insert Separation Sheet

[Sort

[Stack

Staple

Punch

Z-Fold

IDot:ument Server
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Function selected second

Mirror

Erase Color]
Convert Color
mp|

Sort}

Stack]

Staple

Color Background
Punch

Z-Fold

Covers|
Document Server]

Creep Adjustment}

Scan Position

Positive / Negative|

Centering|

Erase Center]

Erase Boarder|

Erase Inside|

Erase Outside|

Preset Stamp|
Date Stal

Stamp Tex

Page Numbering|

Slip Sheets|

Chapters|

Copy Face Up

3 Edges Full Bleed|

Insert Separation Sheet

[ADF
SADF
Batch Mode
Mized Sizes
Standard Size Originals
ICustom Size Originals
Original Orientation (Unreadable)
Reverse Orientation
[Auto Image Density
Manual Image Density
Full Color
Black & White (]
Auto Color Select (1L
Auto Paper Select x?| x4 x
Manual Paper Select
[Auto Reduce / Enlarge
Size Magnification
Create Margin [ ] (]
2 Sided Originals o @
Book— 1 Sided (]
Mixed 1 & 2 Sided
Book— 2 Sided
Combine
Booklet
Magazine [ ]
Specify Pages to Print in Duplex | @
Double Copies
Image Repeat (]
Specified Area Repeat o000 (]
Margin Adjustment [ ]
Creep Adjustment
Scan Position
Positive / Negative
Centering [ ]
Erase Center
Erase Boarder
Erase Inside
Erase Outside
Mirror [ ]
Erase Color
Convert Color
Color Background
Preset Stamp
Date Stamp
Stamp Text
Page Numbering
Covers X
Slip Sheets X X o0 [
Chapters x @
Copy Face Up (I
3 Edge Full Bleed
Insert Separation Sheet [ (]
Sort [ X
Stack X X
Staple 0 ® x o' |@°
Punch 3
Z-Fold o'|®°
IDocument Server o @' |
BQGO15S

2

@]

°
olojojojojo00|0|®

Function selected first

oloje
e

The following combinations are not possible.

*1 Covers with 2 Sided = 1 Sided
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*2 Back covers when copying with Auto Paper Select. Possible when printing a stored document.
*3 2 Sided ™ 1 Sided with Covers or Slip Sheet
*4 Combine, Slip Sheet and Document Server
*5 Book = 2 Sided with Slip Sheet
*6 Book 2 Sided with Document Server
*7 The following combinations are not possible:
* Left Punch with Right/Top/Center Staple
* Top Punch with Bottom/2/Center Staple
* Right Punch with Left/Top/Center Staple
*8 The following combinations are not possible:
* Right/Top/Center Staple with Right Fold
* Bottom Fold with Front/2/Center/Left Top 1 Slant Staple

*9 The following combinations are not possible:

* Right Fold with Right/Top Punch
D * Bottom Fold with Right/Top Punch
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Supplementary Information

Describes the detailed specifications of the respective functions.
Batch mode

* You cannot switch between 1-sided and 2-sided originals during copying.
Mixed Sizes mode

¢ Since small originals may not be correctly aligned with the original guide, the copy image may
be slanted.

¢ Copying speed and scanning speed will be reduced.

* When using this function with 1 Sided ™ 2 Sided mode, always ensure that the originals of each
size are in even numbers. If you have an odd number of originals, insert blank sheets to adjust
the total.

insert blank sheet
2

=>

Copy Face Up

* Copies are delivered face down (in the same order as the original) if Thin Paper, Plain Paper,
Middle Thick, or Thick Paper 1 is specified.

¢ Copies are delivered face up (in reverse order of the original) if Thick Paper 2 or Thick Paper 3
is specified.

e Tab stock is delivered face down regardless of its paper weight.
Multi Bypass Tray Copy
* The following paper sizes can be selected as the standard sizes:
SRA3?, A3LY, B4 JISE?, AU, B5 JISDD, A5, 12 x 1812,
11x 170,11 x 150, 11 x 140, 10 x 150, 10 x 1405, 81/, x 1403,
81/,x1303,8'/,x 110D, 81/, x 142,81/, x 1317, 8 x 132, 8 x 107,
71/4%101/,00, 5175 x 81/50
Preset Reduce/Enlarge
* You can select one of 12 preset ratios (5 enlargement ratios, 7 reduction ratios).

¢ The following shows the relation between the original and paper sizes at respective scaling
factors.

¢ Metric version
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400% (Area ratio 16 times): -
200% (Area ratio 4 times): A5 ™ A3, A6 > A4, B6 JIS ™ B4 IS

141% (Area ratio 2 times): A4 > A3, A5 > A4, A6 > A5, B5JIS ™ B4 JIS, B6 JIS ™ B5
JIS

122%: F > A3, A4 2 B4 JIS

115%: B4 JIS > A3

93%: -

82%: F > A4, B4 JIS > A4

75%: B4 JIS ™ F4, B4 JIS™>F

71% (Area ratio '/ times): A3 > A4, A4 > A5
65%: A3 > F

50% (Area ratio 1 /4 times): A3 > A5, F > A5
25%: -

¢ Inch version

m 400% (Area ratio 16 times): -

200% (Area ratio 4 times): 51/, x 81/, 2 11 x 17
155% (Area ratio 2 times): 51/, x 81/, > 81/,x 14
129%: 81/, x 11> 11x17

121%:81/,x 142> 11 %17

93%: -

85% F>81/5x11

78%:81/,x 14281/, x 11

73%: 11x152>81/,%x 11

65%: 11 x17>81/,%x 11

50% (Area ratio 1 /4 times): 11 x 17 > 51/, x81/,
25%: -

* 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.
Zoom
* The reproduction ratios you can specify are 25-400%.

* 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.
Auto Reduce/Enlarge

¢ The machine selects reproduction ratios of between 25-400%.
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Duplex

¢ You cannot use the following copy paper with this function:

Paper smaller than A5, 51/, x 81/,
Label paper (adhesive labels)

Paper thicker than 220 g/m?, 58.6 Ib.
Paper thinner than 60 g/m?, 16 Ib.
Cardstock

Tab stock

Envelope

* When an odd number of originals are placed in the ADF, the back of the last page of copied

paper is blank.

* During copying, the image is shifted to allow for the binding margin.

* Front and back image quality of copies may differ.

Combine

¢ In this mode, the machine selects the reproduction ratio automatically. This reproduction ratio

depends on copy paper sizes and the number of originals.

* The reproduction ratios selectable by the machine are 25-400%.

¢ If the calculated ratio is under the minimum ratio, it is automatically adjusted to within available

range. However, with some ratios, parts of the image might not be copied.

* You cannot use custom size paper.

* If the orientation of originals is different from that of the copy paper, the machine will

automatically rotate the image by 90° to make copies properly.

¢ If the number of originals placed is less than the number specified for combining, the last page

segment is left blank as shown.

S

Sort

BAS1498

¢ The number of copies that can be placed on the tray is as follows. When the number of copies

exceeds capacity, remove copies from the tray. (paper weight: 80 g/m?, 20 Ib.)

Finisher (Upper Tray)
A4, 8"/, % 11 or smaller: 500 sheets
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Stack

Staple

B4JIS, 81/, x 14 or larger: 250 sheets
e Finisher (Shift Tray)
A4D, B5 )1k, 81/, x 110: 3000 sheets
A3D, B4 JISZ, A4DP, B5 JISD, 11 x 1702, 81 /5 x 1412, 81/, x 113: 1500 sheets
12 x 187, 13 x 19.27: 1000 sheets
A5D, 51/, % 81/,0): 500 sheets
A5, 51/, x 81 /502: 100 sheets

When using the Staple functions, the capacity may be reduced.

Paper sizes and orientations that can be used with the Shift Stack are as follows:

A4DD B5 ISP, ASDD, 81/, x 110

The following type of paper cannot be stapled:
* Postcard
¢ Label paper (adhesive labels)
e Curled paper
* Paper of low sfiffness
* Paper of mixed sizes

You can specify how the machine responds if its memory becomes full during copying, or if the
number of copies exceeds the capacity of the stapler:

* Divides the copies info the number of sheets that can be stapled
e Cancels the stapling job

To specify Left 2, Top 2, or Slant together with 2 Originals or 8 Originals of Combine 1 Side,
or 4 Originals or 16 Originals of Combine 2 Sides: specify [? paper for & orientation originals

and specify @ paper for ) orientation originals.

To specify Left 2, Top 2, or Slant together with Double Copies: specify [ paper for @ orientation
originals and specify @ paper for [J orientation originals.

Even if you place different size originals in the ADF, appropriate size of copy paper can be
automatically selected and stapled using the Mixed Sizes mode and Auto Paper Select function.
Load the paper you want to use in the paper trays beforehand. Paper sizes that can be stapled
when using the Mixed Sizes mode are as follows:

o A3 and A4l
e B4JISZ and B5 JISL
e 11 x17@Pand 81/, x 110
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¢ Paper sizes and orientation that can be used in the Staple function and the stapler capacity are
as follows: (paper weight: 80 g/m?, 20 |b.)

¢ Finisher
A3, B4 JISEZ, 11 x 170, 8]/2 x 1437 50 sheets

A4DD, B5 JISPD, 81/, x 11D3: 100 sheets

¢ Booklet Finisher

A3D2, B4 IS, 11 x 1702, 81/, x 1412, A4, B5 JISDZ, 81/, x 112: 15 sheets

* When stapling B4 JIS?, 81/, x 1403 or larger paper sizes, be sure to extend the paper support
plate of the finisher tray.

* When the number of copies exceeds tray capacity, copying stops. If this happens, remove the
copies from the shift tray, and then resume copying. The tray capacity for the stapled sheets is
as follows: (paper weight: 80 g/m2, 20 Ib.)

A4UD, B5 JISDD, 81/, %1 103 10 o 100-leaf binding...200 to 30 copies, 2 to 9-leaf
binding...150 copies

A3D, B4JISE, 11 x 170, 81/, x 1413: 10 to 50-leaf binding...150 to 30 copies, 2 to 9-

leaf binding...150 copies a
In the Mixed Sizes mode: 2 to 50-leaf binding...30 copies

* You cannot change stapling positions during copying.
* When the original image is rotated, the staple orientation changes by 90°.

¢ The maximum original image size that can be rotated is as follows: Metric version: A4, Inch
version: 81/, x 11

* When using Slant, Left 2, or Top 2 with the Combine, Double Copies or Auto Reduce / Enlarge
function, "Blank part will appear. Check orientation." message may appear depending on the
orientation of originals and paper you placed. In this case, change the paper orientation.

¢ When Top or Bottom is selected and the paper with the same orientation as the original is not
loaded, the image is rotated and the paper with the same size and the different orientation is
selected.

¢ When Left 2, or Top 2 is selected, the following settings are useful to rotate images appropriately:
 Auto Reduce / Enlarge or Auto Paper Select
* Replace Auto Tray Switching with With Image Rotation in User Tools.

¢ Ifyou select Center for the Booklet or Magazine function, the machine staples the paper, and
folds it like a book, then delivers the paper folded.

Punch
* You cannot punch on thick paper heavier than 157 g/m?2 (41.7 Ib.).

* When using Punch and Combine, Double Copies, or Auto Reduce/Enlarge, the message "Blank
part will appear. Check orientation." may appear because of the orientation of the original and

the copy paper. If this occurs, change the orientation of the copy paper.
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¢ Since punch holes are made in each copy, the punch hole positions vary slightly.

¢ Punchable paper sizes are as follows:

Z-fold

* You cannot use the following paper with this function:

2 and 4 holes type (2 holes)

[7: SRA3to A5, 13%x 19210 51/, x 81/,
D: Ad4t0B5JIS, 81/, x 11,71 /4% 101/,
2 and 4 holes type (4 holes)

[: SRA3 to B4 JIS, 13x19.2t0 11 x 17

D). A4,B5)1S, 81 /5% 11

2 and 3 holes type (2 holes)

2: SRA3to A5, 13 x 19.21t0 51/, x 81/,
D: AdtoB5JIS, 81 /5% 11,71 /4% 101/,
2 and 3 holes type (3 holes)

[: SRA3 to B4 JIS, 13 % 19.2t0 11 x 17

D: A4, B5J1S, 81 /5 x 11

4 holes type

[7: SRA3to A5, 13%x 19210 51/, x 81/,
D: AdtoB5JIS, 81 /9% 11,71 /4% 101/,

Special paper

Letterhead

Thick paper

Thin paper

Tab stock

Label paper (adhesive labels)
Cardstock

 Paper sizes that can be Z-folded are as follows:

A3, B4 JISD, AAD?, 12 x 182, 11 x 172, 81/, x 1412, 81 /, x 112

¢ The number of Z-folded copies that can be stacked on the finisher trays is as follows (paper
weight: 80 g/m?, 20 Ib.). When the number of copies exceeds capacity, remove them from the

trays.

¢ Depending on the Z-fold settings, you may not be able to use Rotate Copy.

Finisher (Upper Tray, Shift Tray): 30 sheets
Finisher shift tray, stapled paper: 10 sheets
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¢ Even if you place different size originals in the ADF, appropriate size of copy paper can be
automatically selected and Z-folded using the Mixed Sizes mode and Auto Paper Selectfunction.
Load the paper you want to use in the paper trays beforehand. Paper sizes that can be Z-folded
when using the Mixed Sizes mode are as follows (the larger size paper is Z-folded):

A3 and A4l
B4 JISE? and B5 JISLY
11x175and 81/, x 110

—

R!CD > |RPD

BAS147S

* The paper sizes that can be stapled after being Z-folded are A3, B4 JISE?, and 11 x 1705,

* The number of Z-folded copies that can be stapled is as follows (paper weight: 80 g/m?, 20
lb.):
10 Z-folded sheets, 9 Z-folded sheets and O to 10 unfolded sheets, 8 Z-folded sheets and O to a
20 unfolded sheets, 7 Z-folded sheets and O to 30 unfolded sheets, 6 Z-folded sheets and O to
40 unfolded sheets, 5 Z-folded sheets and O to 40 unfolded sheets, 4 Z-folded sheets and O to
60 unfolded sheets, 3 Z-folded sheets and O to 70 unfolded sheets, 2 Z-folded sheets and O to
80 unfolded sheets, 1 Z-folded sheets and 0 to 90 unfolded sheets

* When using this function with 1 Sided = 2 Sided and Mixed Sizes modes, always ensure that
the originals of each size are in even numbers. If you have an odd number of originals, insert
blank sheets to adjust the total.

o,

BAT148S

1 insert blank sheet

%ﬁ>

¢ Depending on the Z-fold settings, you may not be able to use Rotate Copy.

* Even if you have selected Face Up for Copy Eject Face Method in Glass Mode in User Tools,
the copies will be delivered face down.

* You cannot specify Punch with Z-fold.
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Size Magnification

¢ |fthe calculated ratio is over the maximum or under the minimum ratio, itis automatically adjusted
to within available range. However, with some ratios, parts of the image might not be copied
or margins will appear on copies.

¢ The machine selects reproduction ratios of between 25-400%.
Directional Size Magnification
* The reproduction ratios you can specify are 25-400%.

¢ When entering a percentage ratio, you can specify any value in the permitted range, regardless
of original or copy paper size. However, depending on settings and other conditions, part of
the image may not be copied, or margins will appear on copies.

* When entering a size in mm (inch), if the calculated ratio is over the maximum or under the
minimum ratio, it is automatically adjusted to within available range. However, with some ratios,
parts of the image might not be copied or margins will appear on copies.

Preset Stamp
e Depending on paper size, if you change the stamp size, parts of the stamp might not be printed.
Date Stamp

* When Date Stamp is used Combine, Magazine, or Booklet function, the date stamp is printed
as follows:

¢ With the Combine function

7/30/2007

A B

BCU045S

* With the Magazine or Booklet function

7/30/2007 7130/2007

A B

BCU046S

Page Numbering

* When Page Numbering is used with Combine, Magazine, or Booklet function, page numbers
are printed as follows:

* Per Original is selected in Page Numbering in Combine:

With 1 Sided/2 Sided using the Combine function
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P2

B A

-

A B

L2

BAT1528

With the Magazine or Booklet function

P4 P1

DA D

_4-

A

-

* Per Copy is selected in Page Numbering in Combine:

With 1 Sided/2 Sided using the Combine function

P1

AB |AB

BAT123S

¢ If you combine this function with the Duplex (Top to Top) function and select [P1,P2...] or
[1/5,2/5..], page numbers on the back are printed as follows:

P1 P2

A B

BAT153S

1. Front
2. Back
Stamp Text
¢ Depending on the stamp position, parts of the text might not be copied.
Margin Adjustment
¢ If you set a binding margin that is too wide, part of the image may not be copied.

* When making copies in Combine mode, the binding margin is added to the copies after the
combination is finished.
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Erase

¢ The width of the erased margin varies depending on the reproduction ratio.

Image Repeat

Depending on the paper size, ratio, and orientation, parts of repeated images may not be
copied.

Centering

Though the original is set to a different orientation from the paper loaded, the machine will not
rotate the image by 90° (Rotate copy).

Booklet/ Magazine

m .
L]

L]

L]

Covers

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

The reproduction ratios selectable by the machine are 25-400%.

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

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

You cannot copy with originals different in size and orientation.
If the number of originals scanned is less than a multiple of 4, the last page is copied blank.

In Magazine mode, the copying may take some time after scanning originals.

If Blank mode is selected, the cover will not be counted as a copy.

The setftings made under Front Cover Sheet Tray and Back Cover Sheet Tray in User Tools
determine whether or not the front and back covers are duplex printed.

e At Mode Selected... Settings made in Cover Sheet Tray will take priority.
e Full Time... Settings made in Paper Type will take priority.

Designate

When Combine (1 Sided 2 Sided) has been selected, specified pages will always be copied
on the front of copies in the same way as in Chapters mode.

Slip Sheet
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User Tools Menu (Copier/Document Server Features)

User Tools Menu (Copier/Document Server

Features)

This section describes items that can be specified on the Copier/Document Server Features screen. The

Copier/Document Server Features screen can be displayed by pressing the [User Tools] key. For details

about how to set up these items, see General Settings Guide.

General Features

ltem

Description

Auto Image Density
Priority

You can set whether Auto Image Density is “On” or “Off” when the
machine is turned on, reset, or modes are cleared.

Original Type Priority

You can select the original type effective when the power is turned on,
or modes cleared.

Original Photo Type
Priority

When you select “Text / Photo” or “Photo” in “Original Type Priority”,
you can change the settings of the selected original type.

Original Orientation in
Duplex Mode

Set the original orientation when making two-sided copies.

Copy Orientation in
Duplex Mode

Set the copy orientation when making two-sided copies.

Reserve Job Mode

You can set whether to reset the mode to the initial state or return to
the mode in use before the reserved operation was started when you

return to the initial screen after reserved copying finishes.

Reservation Screen Auto-
off Timer

You can set the time required until the display is switched to the

reserved first job display after reservation is set.

If you select “Yes”, use the numbers keys to enter the time (10-99

seconds). The default setting is 15 seconds.

Max. Copy Quantity

The maximum copy quantity can be set between 1 and 9999.

Manual Original Counter
Reset

You can set whether to enable the document counter reset key.

Auto Tray Switching

If you load paper of the same size in two or more trays, the machine
automatically shifts to the other when the first tray runs out of paper
(when Auto Paper Select is selected.) This function is called “Auto Tray
Switching”. This setting specifies whether to use Auto Tray Switching
or not.
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ltem

Description

Dark Background

You can set whether “Dark Background” can be selected as an
original type.

Panel Features Default

You can set which items will appear as the function buttons on the basic
display.

Image Adjustment Priority

You can set the items, to be preferentially displayed, to the function
buttons on the basic display.

Paper Display

You can choose to have the available paper trays and sizes shown
on the initial display.

Original Type Display

You can have the original types shown on the initial display.

Alert Sound: Original left
on Exposure Glass

The beeper (key tone) sounds if you forget to remove originals after
copying.

Job End Call

Choose whether or not the beeper sounds when copying is complete.

Switch Original Counter
Display

Specify the original counter display.

Customize Function:
Copier

You can assign up to four frequently-used functions to Copy Function
keys.

Customize Function:

Document Server Storage

You can assign up to four frequently-used functions for scanning
documents on the Document Server Storage keys.

Reproduction Ratio

ltem

Description

Shortcut Reduce/Enlarge

You can register up to two frequently used Reduce/Enlarge ratios
other than the fixed Reduce/Enlarge ratio and have them shown on
the initial display. You can also change registered Reduce/Enlarge
ratios.

Reproduction Ratio

Specify the enlargement and reduction ratios that appear if [Reduce /
Enlarge] is pressed on the copier screen.

Reduce/Enlarge Ratio
Priority

You can set the ratio that has priority when [Reduce / Enlarge] is
pressed.

Ratio for Create Margin

You can set a Reduce/Enlarge ratio when registering Create Margin
in a shortcut key.
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Edit

ltem

Description

Front Margin: Left / Right

Specify left and right margins on the front side of copies in Margin
Adjustment mode.

Back Margin: Left / Right

Specify left and right margins on the back side of copies in Margin
Adjustment mode.

Front Margin: Top /
Bottom

Specify top and bottom margins on the front side of copies in Margin
Adjustment mode.

Back Margin: Top /
Botftom

Specify top and bottom margins on the back side of copies in Margin
Adjustment mode.

1 Sided ™ 2 Sided Auto
Margin: TtoT

In 1 sided to 2 sided Duplex mode, you can specify the margins on

the back side.

1 Sided = 2 Sided Auto
Margin: TtoB

In 1 sided to 2 sided Duplex mode, you can specify the margins on

the back side.

Creep Setting for
Magazine

Specify the creep binding margin width.

Erase Border Width

Specify the width of erased border margins with this function.

Erase Original Shadow in
Combine

In Combine mode, you can specify whether to erase a 3 mm, 0.1 inch

boundary margin around all four edges of each original.

Erase Center Width

Specify the width of the erased center margins with this function.

Front Cover Copy in
Combine

You can make a combined copy on the front cover sheet when you
select Front Cover mode.

Copy Order in Combine

You can set the copy order in Combine mode to Left to Right or Top to
Botftom.

Orientation: Booklet,

Magazine

Select the opening orientation of copies made using Booklet or

Magazine mode.

Image Repeat Separation
Line

You can select a separation line and color using the Image Repeat
function from: None, Solid, Broken A, Broken B, or Crop Marks.

Double Copies

Separation Line

You can select a separation line and color using the Double Copies

function from: None, Solid, Broken A, Broken B, or Crop Marks.
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ltem

Description

Separation Line in
Combine

You can select a separation line and color using the Combine function
from: None, Solid, Broken A, Broken B, or Crop Marks.

Copy on Designating
Page in Combine

Specify whether to make a combined copy on the inserted slip sheets
in Desig./Chapter mode.

Copy Back Cover

When copying the back cover, you can specify whether to have the
back cover outside (outside page) or inside (inside page).

Double Copies Position

You can select the copy position of bottom or left page according to
top or right page as the original image position.

Stamp

ltem

Description

Preset Stamp

Stamp Language

You can select the language of the message printed in Stamp mode.

Stamp Priority

You can select the stamp type given priority when [Preset Stamp] is
pressed.

Stamp Format

Specify how each of stamps is printed.

Stamp Color

Sets the stamp print color.

User Stamp

Program / Delete Stamp

You can register, change, or delete user stamps.

Stamp Format: 1to 5

Specify how each of registered User Stamps 1 to 5 is printed.

Stamp Color: 1to 5

Sets the color registered in User Stamp color (1 to 5).

Date Stamp

Format You can select the date format for Date Stamp mode.
Font You can select the Date Stamp font.

Size You can set the Date Stamp size.

Superimpose

You can have the Date Stamp printed in white when it overlaps black
parts of the image.
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ltem

Description

Stamp Color

Set the selected priority color when printing the date.

Stamp Setting

Specify how Date Stamp is printed.

Page Numbering

Stamp Format

You can select the page number format given priority when [Page
Numbering] is pressed.

Font

You can select the page number printed in Page Numbering mode.

Size

You can set the size of the stamp printed in Page Numbering mode.

Duplex Back Page
Stamping Position

You can set the position of the duplex back page number printed in
Duplex mode.

Page Numbering in
Combine

You can set page numbering when using the Combine function and
the Page Numbering function together.

Stamp on Designating Slip
Sheet

You can select to print the page number onto slip sheets when using
the Designate function setto [Copy] and the Page Numbering function
together.

Stamp Position

Specify how each of stamps is printed.

Superimpose

You can have page numbers printed in white when they overlap black
parts of the image.

Stamp Color

Sets the selected priority color when printing the page number.

Page Numbering Initial

You can select the page numbering initial letter between “P1, P2.../

Letter P.1,P.2.." and “S1, S2.../5.1, S.2...".
Stamp Text

Font You can select the Stamp Text font.
Size You can set the Stamp Text size.

Superimpose

You can have the Stamp Text printed in white when it overlaps black
parts of the image.

Stamp Color

Sets the selected priority color when printing the text.

Stamp Setting

Specify how Date Stamp is printed.
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Input / Output

ltem

Description

SADF Auto Reset

In SADF mode, an original must be set within a specified time after the
previous original has been fed. You can adjust this time from 3 to 99
seconds in increments of 1 second.

Copy Eject Face Method
in Glass Mode

You can specify the way in which copies are delivered when copying
an original placed on the exposure glass.

Memory Full Auto Scan

When memory becomes full while scanning originals, the machine can

Restart make copies of scanned originals first, and then automatically proceed
scanning remaining originals.

Sort / Stack Shift Tray You can specify whether to shift the Shift Tray in sort mode or stack

Setting mode.

Insert Separation Sheet

You can specify the number of copy pages for inserting the separation
sheet from 1 to 999 pages in increments of 1 page.

Letterhead Setting

Ifyou select [Yes]in this function, the machine rotates images correctly.

Staple Position

Specify which Top 2 staples or Bottom shown on the initial display with
priority.

Punch Type

Specify which punch type (2 holes or 3 holes) has priority to be shown
on the initial display.

Finisher: Staple Position

Specify the stapling position. The optional finisher, or the booklet
finisher is required to use this function.

Finisher: Punch Type

Specify the punch type. The optional finisher and multi-hole punch unit
are required fo use this function.

Simplified Screen:
Finishing Types

You can select which key is displayed with higher priority for “Finishing
Types” on the Simplified Screen.

Adjust Color Image

ltem

Description

Background Density of
ADS (Full Color/Two

color)

The background density is adjusted to skip the texture and copy. You

can adjust the background density up to 5 levels when in Full Color.
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Color Sensitivity You can adjust the color specified to convert in “Convert Color” and

the color specified for “Erase Color”, in 5 levels.

A.C.S. Sensitivity This 5-step setting determines the level of the standard used for
discriminating between black & white originals and full color originals
when “Auto Color Select” is selected.

A.C.S. Priority This sefting determines the copy priority between “Black & White” and
“Full Color” when “Auto Color Select” is selected.

Inkjet Output Type When copying inkjet paper documents, specify the final image quality
appropriate to the color of the document.

Administrator Tools

Menu Protect You can prevent unauthenticated users from changing the user tools.
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F

Face down.......ccovviciiiniininiccccecce 45
FACE UP.eiiiiii s 45
FiniShing..cvoveeeeieeeeee 83
First printing number...........ccccocoeeeaee. 154,155,156
First printing page........ccccccoeviccnnne. 154,155,156
Folding copies to make a booklet..................... 183
Folding copies to make a magazine................ 183
Frequently used functions.........ccccovveunenne. 14,102
Front cover........cooviiinniiiiiciccccce, 190
FUIL COLOT e 3,109
Function compatibility.......c.ccooeirieriieiirinnn. 227

G

General Features

Generation copy

H

Highlight pen......coocoviiice, 129
Holding jobs......coviueiieieiicceern 99
How to read this manual.........c.ccccoeevirininiininnn. 20
|

Image density.......cocverinineeenee e 127
Image position of Combine.........cocveriuiicicnnne. 75
Image repeat.......ccceeeieinnnnccccccenn, 173, 240
Initial display......ccccoereriiirieinnn, 14,22, 106, 202
Inkjet OUIPUL. ..o 129
INPUL / OUIPUL ..o e 246
Insert separation sheet...........ccovieurirriniiciniiininns 86
Insert Sheeh.....coiiiierieeeeee e,
Interrupt Copy
[NV

J

Job List SCreen.......cocecueivciniricerceerccce 97
Job Order

JOB Preseth. ..o

L

Last nUMber......coevieiieice

Left Original Beeper

Loading envelopes in the Wide LCT.................... 65
Loading tab stock in the Wide LCT..........cccccec.. 64
M

Magazine......cccoovveeirineee. 11,113,183, 187
Managing jobs.......oerrre e 97
Manual image density..........ccccvcviviniicncn 127
Manual paper select........coeivirniinirinn, 133
Manuals for this machine.........cccovvnininiinn. 1
MAP -
Margin adjustment..........cccocoveniininicnnes

Mirror image.....c.cccccevnnennn

Missing image area

Mix T & 2 sided....coevurieiirireeses
Mixed SIZES......cvvueriiriieiriirieie e




Mixed SiZes.......ccovriviriirinieeecre e
Multi bypass tray...............

Multi bypass tray copy
N

o

One-Sided Combine......ccooeeeeeeeeeeeeeeeeen. 9,75
OPHONS .ot 21
Originol orientation..... 30, 32, 140, 143, 148, 151
Original orientation and completed copies........ 72
Original SiZe......oovveiieeirieieeeee s 25
Original fype......cuevieriieieieeeeeeeee e 129
Original Weight.......c.vcuininineeneereeeenes 25
Originals.....c.oveiveiieiese s 25

Originals and copy orientation

P

Placing originals

Placing originalsin the ADF..........cccocovviiiniininne. 34
Placing originals of different sizes.............cc......... 37
Placing originals on the exposure glass.............. 33
Positive/Negative.........ccoooruivrivrieieieieeiinns

Preset Reduce/Enlarge

Preset stamp.........cccccccucncnnee

Preview display

Primary colors........coveiiriieieeeecee e 6
Printer funchions.........ocveveniiniececne 201
Printing a list of user colors.........ccccoeeviieurinnen. 125
Printing a specified page........cccocoveurevvininenn. 218
Printing a specified range..........ccccevuee.. 219, 220
Printing stored documents..........cccccooeiviueirninnn. 215
Printing the first page.......ccccoovvevineniscnenne

Program......ccccciciviiincccccce
Programming defauls....

R

Readable orientation..............

Recalling a stored program

Recalling the color balance...........ccccevviinnnnn. 116
Recalling the registered custom size.................... 57
Recommended originals..........ccccocoerininicininnnnns 25
Reduce/Enlarge.......cccooeiviunienieniineieieiesien. 134
Reducing originals.........ccoovveivieiiirieireinns 66
Reducing originals by specifying the paper size.....

Registering a custom size....

Registering functions.........ccccoveeiiereineininnnn.

Registering the color balance...........cccccccceeeee 115
Registering the default functions.......c.ccccovvnrunece. 106
Registering the user stamp.........cccccoeeveveiiieinenen. 146
Regular size originals.........cccoocevvieivieiiinieiriinns 39
Regular size paper.........ccccoevcnininiccincincncnianns 55

SAMPIE COPY ..
Sample Prinf. ..o

Saving paper
Scan position

Scanner functions.........ccoeceinennececncneen. 201
Searching by file name..........ccoooovininicins 214
Searching by user name..........ccccoocvirinieininnns 214
Searching for stored documents...........c...c....... 213
Selecting a color mode.......ccooveciviiriiinicinne,

Selecting a preset ratio....
Selecting copy paper......cccooeeneneinieniene
Series COPIES....c.cruririniririiiccicicieieeee e
Sharp/Soft
Shift SO
Shift StACK. e
Shift tray off in sort/stack.........ccccovvinininininnn.
Simplified display......ccccooeveririeccene,

Size magnification........cccoeeririiniennn,

Sizes difficult to detech. ..o
Slip sheet

251
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Specifications.................
Specified area repeat.........ccoovvieniininnne
Specifying a file name......coccocvericcicicen.
Specifying a password..........ccccceieirinrinicinnnn.
Specifying a reproduction ratio...........c.........
Specifying a user name.......cccocoovevirirninine,
Specifying original sizes.........ccoevvvieriniireireneene.
Specifying the reproduction ratio

SHAMP e

Stamp COlON i 142, 145, 150, 153, 159

Stamp density.....ccooeviiriieee 142

Stamp position........ 140, 142, 143, 145, 148, 151,
154, 159

SIAMP SIZE..oeeiiiiii e 142

SHAMP teXE.eieeeieieeic 5,157,239

T

Tab stock.....ooeeeeeeeeeeeeeeeeeee 11,21, 48, 59, 64
X e 129
Text/Photo......c.oveeeeeeeeeeeeeeeeeeeeeeeeeeeee s 129
Text/Photo sensitivity...........ccccoovverrrrrnnnnn. 118, 121
Thick PAPer....coieveeeeeee e 11,58
Thin MOde. ... 38
TRIN PAPEr. .o 58
Two-Sided Combine.......ooeoveeeeeeeeeereeene. 9,79
V)

Unreadable orientation

USEI COlOT e
User stamp.......ccoevvvvevvieccceeee

w

Web Image Monitor..........cccveieniencennann,

What you can do with this machine

When memory is full.......c.cooooviiiiiiiee, 85

Whole area repeat ...173
Wide large capacity tray (Wide LCT)................. 64
y4

Zfoldu o 21,83, 93,236
Z-fold POSHION......vvieieieeieee e 93
Z-fold support fray.......cceevereeenieeeirieerees 94
ZOOM ..o 67,232
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In accordance with IEC 60417, this machine uses the following symbols for the main power switch:
| means POWER ON.
() means STAND BY.

Trademarks

Windows® is a registered trademark of Microsoft Corporation in the United States and/or other countries.

Adobe, Acrobat, Acrobat Reader, PostScript, and Reader are either registered trademarks or trademarks of Adobe
Systems Incorporated in the United States and/or other countries.

Other product names used herein are for identification purposes only and might be trademarks of their respective

companies. We disclaim any and all rights to those marks.

Copyright © 2008, 2009
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