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Introduction

Important

To the maximum extent permitted by applicable laws, in no event will the manufacturer be liable for any
damages whatsoever arising out of failures of this product, losses of documents or data, or the use or
non-use of this product and operation manuals provided with it.

Make sure that you always copy or have backups of important documents or data. Documents or data
might be erased due to your operational errors or malfunctions of the machine. Also, you are

responsible for taking protective measures against computer viruses, worms, and other harmful software.

In no event will the manufacturer be responsible for any documents created by you using this product or
any results from the data executed by you.

Do not remove or insert any disk while operating this application.

Cautions Regarding this Guide and General Use of this Application

* Some illustrations or explanations in this guide may differ from your application due to
improvement or change in the application.

* The contents of this document are subject to change without nofice.

* No part of this document may be duplicated, replicated, reproduced in any form, modified or
quoted without prior consent of the manufacturer.



Guides for this Application

The following guides are available for this application.
Instruction Manuals
The following two types of instruction manuals are included:
¢ Setup Guide (Printed/HTML/PDF)

This guide explains setup and startup procedures, and the settings required before you can
use this application.

* User’s Guide (This guide, HTML/PDF)
This guide explains the functions and basic operations of this application.

To help you better understand the basic operations of this application, this guide also includes
practice lessons using sample files.

Help

Help uses explanatory balloons to explain each of the settings, their values, and how to configure
them. In this guide, this type of help is referred to as “on-screen balloon help”.

¢ A Web browser must be installed in order to view the HTML manuals.
Recommended browser:

¢ Internet Explorer 6 SP3 or later

o Adobe® Acrobat® Reader®/Adobe Reader must be installed in order to view the manuals as PDF
files.



How to Read the Documentation

Before Using this Application

This manual contains detailed instructions and notes on the operation and use of this application. To
ensure correct operation, read this manual carefully and completely before using this application. Keep
this manual in a handy place for quick reference.

How to Use the Manuals and Help

Use the instruction manuals (Setup Guide and User’'s Guide) and Help files (balloon help) according to

your needs.

To learn about the functions and basic operations of this application:
See the instruction manuals.

To learn about configuring on-screen settings, correct entry, etc.

See the on-screen balloon help.

Symbols

The following symbols are used in this manual to help you to identify content quickly.

This symbol indicates points to pay attention to when using the application. Be sure to read these
explanations.

i

This symbol indicates supplementary information that you may find helpful, but not essential to
completing a task.

=) Reference

This symbol indicates where you can find further relevant information.

[

This symbol indicates the names of screens, menus, settings, and buttons.

Displaying the instruction manuals (Setup Guide and User’s Guide)

Use the following procedures to display the instruction manuals (HTML/PDF).

The descriptions in the HTML and PDF formats of instruction manuals are the same.



Displaying the HTML manuals

Start this application, and then select [TotalFlow Prep Help] on the [Help] menu.
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Displaying the PDF manuals
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Read this manual carfullybefore you use this product and keep it
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Displaying balloon help

When you click the B button, help for that item will appear inside a balloon. Clicking [ Find more]
within the balloon displays the related page in the HTML manual.
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Trademarks

Adobe, Acrobat, the Adobe PDF logo, Distiller, Photoshop, and Reader are either registered trademarks
or trademarks of Adobe Systems Incorporated in the United States and/or other countries.

Microsoft®, Windows®, Excel®, PowerPoint®, and Internet Explorer® are either registered trademarks
or trademarks of Microsoft Corporation in the United States and/or other countries.

The proper name of Internet Explorer 6 is Microsoft Internet Explorer 6.

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.

Microsoft product screen shots reprinted with permission from Microsoft Corporation.
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1. Introduction to this Application
|

This chapter introduces the application's basic functions and operations.

Outline “

This application enables you to edit paper documents and electronic files, and then create and output
the data for printing. The main functions of this application are detailed below.

Document Submission
@E\ View the current state of the

document while rearranging
and deleting pages, creating
chapters, and performing
other changes to the docum-
ent structure.

|

[ Scan the document ]

¥

Create and Edit a Job

Edit Page Order/Layout @ | Fix problems in the original

_—ga document, such as noise on
B

scanned images and skewed
Edit Original *—

pages.

Paper/lmposition/Finishing o—
% fyg View the current state of the
document while configuring

settings for paper type,

Output Type/Settings @= | imposition, finishing, etc.

(i

%

Confirm the final output in
preview mode, and then
output the document either to
a printer or to a file.

CXs001



1. Introduction to this Application

Outline of the Web Browser Version of TotalFlow Prep

If TotalFlow Production Manager or TotalFlow Path is available on your system, you can use the Web

- browser version of TotalFlow Prep to edit a job. The edited job is saved to TotalFlow Production

Manager or TotalFlow Path.

TotalFlow Production Manager /
TotalFlow Prep

Create Job Edit Page Order/Layout

Transform to PDF

Edit Original

TotalFlow Prep | = I

Paper/Imposition/Finishing

Approval

Print Job Output Type/Settings

| B« <[]« <[]

CXs002



Outline

* Some functions of TotalFlow Prep are not available for the Web browser version.

* Ifthe Web browser version of TotalFlow Prep is working with TotalFlow Path, you can edit the job -

in automatic mode. For details, see the TotalFlow Path documentation.



1. Introduction to this Application

What You Can Do with this Application

This application allows you to do the following.

Combine paper documents and electronic files into
one print job. ﬁg

See page 58 "Inserting Other Documents" +

BYMO18

Use other programs with this application to edit
documents.

See page 61 "Using Other Programs with this
Application”

Rl

BYMO092

Straighten the skew of a scanned document.

See page 67 "Straightening Skewed Pages" —

2

BYMO009

Remove shadows created by the scanning process.

See page 70 "Removing Edge Shadows from 9

Documents (Erase Border)"

°

EJ

¥

See page 70 "Removing Center Shadows from Book

Sources (Erase Center)" ' !

BYMO0O7

Select an area of the document, and reposition it.

See page 71 "Moving a Selected Area"

BYMO19

Apply edits to multiple pages at once.

You can edit multiple pages at one time. You can also

check pages individually and apply the changes you
have made.

See page 76 "Applying Edits to Multiple Pages"

BYMO022




What You Can Do with this Application

Print documents with page numbers added.

When multiple files are printed as a single job, page
numbers can be added in a continuous sequence.

See page 101 "Adding Pagination (Page
Numbering)"

BYM003

Duplicate and arrange the same document multiple
times on a single page.

See page 86 "Printing an image in an array
(Repeat)"

&
\ 4
&

&)|&P

BYM008

Perform imposition by changing the order and
direction in which pages are laid out on a sheet.

See page 86 "Performing custom imposition"

g .

BYMO11

=30 |
][~

Set and insert cover sheets, slip sheets, and
designation sheet.

See page 103 "Adding Cover Sheets"
See page 107 "Inserting Slip Sheets"
See page 104 "Inserting Pages at Chapter Breaks"

BYMO10

Set and insert tab stock.

See page 105 "Inserting Tab Stock"
See page 108 "Setting Text and Images to Print on : E
Tabs" )
Print documents with binding, folding, or book-binding
seftings.
See page 95 "Finishing Settings" "o e—
...................... =
———

BYM020




1. Introduction to this Application

Preview a document on-screen before outputting it.

See page 113 "Output Settings"

CXS021

Save and utilize job data.

Saved jobs can be searched, loaded, and reused for
printing.

See page 51 "Opening a Saved Job"

BYMO91

You can register frequently used paper types, sizes,
and colors. These items can then be specified when
viewing and selecting paper images.

See page 130 "Registering Custom Paper Types in
Paper Catalog"

BYMO16

Register a Hot folder {monitored folder), which allows
you to perform imposition and finishing, and then
output a document without running the main
application.

See page 124 "Using Hot Folders"

See page 117 "Registering Frequently Used Features
as a Program"

BYMO17




Key Points and Procedures

Key Points and Procedures

This section explains the procedures for using this application.

Before using this application
e Start this application and register a printer. See page 142 "Registering a Printer".
¢ If you will be creating jobs from paper documents, you must register a scanner. See

page 145 "Registering a Scanner".

@® Job Management Screen

Create jobs from paper documents and electronic files

Create a new job
- or -
Open a saved job.

\ J
@ Job Edit Screen
Edit jobs and output documents
ooy lm Select a printer to use for
N X X XK K K XX - - output.
f it Page Orcer/Layout Edtorgnal | Paper/impositon/Fi isning | outpin ypersertings | ’ - :CE),. p
T T T
mmmmm I
Edit the job.
J Output the document.
[ —— e A job can also be saved.
. W
CXS012

=) Reference

* page 47 "Preparing Jobs"



1. Introduction to this Application

* page 55 "Editing Jobs"
* page 113 "Output Settings"



2. Trying Out this Application Using

Sample Files
|

This chapter explains how to operate this application using a sample file.

Purpose

In this chapter, sample files are used in practice examples so that you can better understand the

functions and operations of this application.
There are two practice examples:
* Practice 1: Infroduction to Using the Functions
This practice allows you to try various functions of this application using a sample file.
* Practice 2: Making a Booklet

This practice allows you to try making a booklet using the PDF file of the Setup Guide provided with
this application.



20

2. Trying Out this Application Using Sample Files

Practice 1: Introduction to the Functions

Using the following sample files (PDF, TIFF, JPEG), you can try out several of this application's main
functions.

Functions you will use

¢ Create New Job

BYMO023

Create Job from Original Files
 Edit Page Order/Layout

Insert Original Document, Move Page, Delete Page

e Edit Original

Deskew, Noise Reduction, Move Area, Rotate

Preparation

Before you begin the practice, you must do the following:

No.

Step

Explanation

1

Start this application

For details about starting this application, see Setup Guide.




Practice 1: Introduction to the Functions

No. Step Explanation

2 | Prepare the sample | Sample files used in Practice 1
files e 1_2_Apdf

e 3_5_4iif

* biprg

Location of sample files

{Installation path of this application}\samples\

If you selected the default installation path when you installed this
application, the sample files will be located in the following folder:
e 32-bit operating system
C:\Program Files\TotalFlow\TotalFlow Prep\samples\
¢ 64-bit operating system
C:\Program Files(X86)\TotalFlow\TotalFlow Prep
\sampTles\

Practice Procedure

Use the procedure that follows to practice use of this application's functions on sample files.

* Leave any settings not identified in this procedure at their default values.

Step 1: Create a job from the sample files

In this step, you will load the sample files (1_2_A.pdf, 3_5_A4.tif) and create a new job.

21
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2. Trying Ovut this Application Using Sample Files

1 | On the [Job Management]
screen, click [Create New

Job].

TotalFlow Prep

W Job Managemer

2 | In the folder containing the
sample files, hold down the

Ctrl key and select both

-
v |
P ——

a [Size Type Updated !
Soe rorrie s | |
we owoszon 137
o worte ooz |}
85KB TIFFile ourosrzon 1729 | ||
o e owosott s
wa  ene cansaonrs |
se e |

“1_2_A" and "3_5_4".

3 | Click [Add file].

4 | Select [TotalFlow MR] for

[Output mode:], and then @ 5.

Job
Page range Sze Tyee Updated
Al 309k8 | POFFie 0512720101710
@ KB T Fi 04/08/2011 137

P e

‘Guwutmnde @ I TotFlow MR () JoF B[] select program @ x__lp

click [OK].

CXS024

=) Reference

* For more details about creating jobs, see page 47 "Preparing Jobs".

Step 2: Insert another document

In this step, you will insert another sample file (6.jpg) into the job you created. This will add the new file

as an extra page at the end of the document.

1 | On the [Edit Page Order/
Layout] screen, click , the

Edt Page Order/Layout

TotalFlow Prep

[Promrpiicirstiog|_omput pursanis. | Ercaan] - |

[After destination page, as
page(s)], and then click

[Apply].

. . )
[Insert Original Document] () e — ] ]
Insert orig docu g B ration page rumber: |6 insert positon: | After destination page, 5 page(s) v| | @ Aeply \)
button. R e e e e e e o e = SR
e
1 &) AS (148 x 210 mm)
2 & m As (8 x210mm |
H . 3 §]mm AS (148 x 210 mm)
2 | In [Designation page e 1 2 A
5 &m0 As(usxzi0mm) |
number:], enter “6”, select 5Bl ascuscorm

5 Fopter/ Original seAS (18 x210 ) / Jorgealy. |
Eo @—f———® [ zoom | [m]m|=
CXS049




Practice 1: Introduction to the Functions

3 | On the [Select File/Data to
Insert] screen, click [Select
from Original File], and then
in the folder containing the
sample files, select “6".

Select File/Data to Insert.

Insert original to:6 pages/ Position:After destination page/ Uritpages

e R ———

4 | Click [Add File].

5 | Click [OK].

l Select from Original File [

| ve o [4] [Name Size Type Updated I
» (2 Hotfolder @12 A 3109 KB, PDF File 05/12/2010 1710 |4|

U o oo e we e owzoonas | |1

0 e pertioos = S0k PG Fie oszoioizsi | ||

| rmeeepie @ GR_DIGITAL_II_E 5044 KB PDF Fle T |
v Progamles ) i@ ae 107KB TIF Fle 08/18/20101023

! &I fidobeers T @ LT 103 KB TIF File 08/18/2010 1026 v;

‘\--—--—-——-—--———————-——-—-

4i{ 3 AddFie J

rrevev | RN
Original to insert

S size Type Updated
e s0KB PG Fie 06/17/2010 1751
@ 6 E[S]ES Delete Al Files |

=) Reference

* For more details about inserting documents, see page 58 "Inserting Other Documents".

Step 3: Delete an unnecessary page

There is a non-numeric page, “A”. In this step, you will delete it.

1 | On the [Edit Page Order/
Layout] screen, click ﬁ, the
[Delete Page] button.

TotalFlow Prep
Fle Edt View Setting

Delete page

2 | In the thumbnail view, select
the page displayed as “A”.

3 | Click [Apply].

[Page Number 18 1 0rigral Sz
¥ tNew Chpter

New Chapter

1 &) W AS (148 x 210 mm)

-
(]
2 & a5 uax20mm | |
5 &) AS(48x210mm) 2 |
4 8 A5 (U8 x 210 mm)
|
|
‘ \

A5 (148 x 210 mm)
1 AS (148 x 210 mm)
A5 (148 x 210 mm)

Page Number 3/ Chapter New Chapter / Oiginal sizeAS (148 x 210 mm) / Original crlentation-Portrat / rignal ty-

Eg @' —i——— @ Zoom | [m]ma[=,
CX$190

=) Reference

* For more details about deleting pages, see page 56 "Moving/Copying/Deleting Pages".

Step 4: Rearrange the page order (moving a page)

The order of pages 4 and 5 is backwards. In this step, you will move these pages using a drag-and-

drop operation and rearrange them in the correct order from 1 to 6.

23



2. Trying Ovut this Application Using Sample Files

TotalFlow Prep
Fle Edt  View Setting Help

1 | On the [Edit Page Order/

Layout] screen, select the — W 5
Y ' e ) Ereraan] -

page displayed as “4" in the

Delete page. Designation page number: —‘
thumbnail view. rrotire— WpiEtoom s

v 1New Chapter

2 | Drag the page behind the S
5 &m0 A5 (148 x 210 mm)

page displayed as “3”, and &1 sstiaszomm

then drop it there. 1

Ey @p——® (L zoom | [m]m|=
CXS048

* Rearrange the page order correctly if it is not as follows: 1 2 >3 > 4> 526

=) Reference

* For more details about moving pages, see page 56 "Moving/Copying/Deleting Pages".

Step 5: Straighten a skewed page

Page 4 is skewed. In this step, you will straighten it.

1 | Click [Edit Original].

1) mpssanitng | s st Ermramn] - |

2 | Select the skewed page 4. T |
w T ),.e O3] (degrees) @ Apply
3 Click, the [Deskew] e
button.

4 | In [Method:], select
[Manual].

Selected pages: 1 /6pages. K= s> @REx i) BE ([ (@ @ m [ @

CXS053




Practice 1: Introduction to the Functions

5 | Reference lines appear on the TottFow Prep
page. Drag the point (L) on
a reference line to straighten L v Iy
Deskew 8 | vethod: [ Venual | v | Angle 02 e | ] '6
the skew.
z I T TN L= PO TOUR = T FUUN: O POTN: SO VO )
6 | Click [Apply]. 4

Selected pages: 1 /6pages [ I QEE* -] @E @ E e @

CXS300

=) Reference

* For more details about straightening skewed pages, see page 67 "Straightening Skewed Pages".

Step 6: Removing noise (unwanted dots or marks)

There is noise (unwanted dots or marks) on pages 3 and 5. In this step, you will remove the noise from

these pages at one time.

1 | On the [Edit Original] screen,
while holding down Ctrl key,

select pages 3 and 5.

2 | Click E, the [Noise
Reduction] button.

3 |In [Area:], select [Entire
page].

In [Select level:], select [Level

3 (high)].

4 | In[Apply page:], select [All

selected pages].

5 | Click [Apply].

=) Reference

* For more details about removing noise, see page 69 "Removing Noise from Documents".

25



2. Trying Out this Application Using Sample Files

Step 7: Select and move an area of a page

The page number on page 3 is in a different location than the page numbers on the other pages. In this
step, you will move the page number to the center of the page, which is where it is located on the other

pages.

1 | On the [Edit Original] screen,
select page 3.

2 | Click , the [Move Ared] TotaFow Prep
button.

Paper/impositionFinishing | Output Type/Settings |

3 | Position the selection area so Y~ . mem—
. 4, oo (i ] il Ty ) L0 )
that it surrounds the page ,—'..__‘__o\: XovebvedorFevevodtTousendtfumveontizTeedbet Wirwemsccoveovem
number “3". | 3
. . 1 l
Dragging a point (LJ) on the [ B I
; 2o |
selection area allows you to i
change the size. 4 3
4 | In [Method to specify ge
position:], select [Center A . Sia
. Selectedpages: 1 /6pages K= 120 @@= -] BE (@ [E:] 2 mm a
position], and then select [XY oxsnar
direction].

5 | Click [Apply].

=) Reference

* For more details about moving a selected area of a page, see page 71 "Moving a Selected
Area".

Step 8: Rotate a page

The orientation of page 5 is different from the orientation of the other pages. In this step, you will rotate
the page so that its orientation is the same as the others.



Practice 1: Introduction to the Functions

TotalFlow Prep
Fie

1 | On the [Edit Original] screen,
select page 5.

Edt  View Setting  Help

9 Job Management [T

s [0 O] rovmesnrns |_osnt pescins | el o |
. ~. || Y mp—
2 | Click , the [Rotate] button. e I s —— ) it | 4
G [ e L S
. ®
3 | In [Rotation degrees:], select | 0
g
[180 degrees]. 1 0 :
-}
4 | Click [Apply]. ===

i

¥5;(9n;d;e5\7/;a;;7 KI5 1520 @@= i+ B8 (@ (@ @2 o
Cxs028

=) Reference

* For more details about rotating pages, see page 72 "Rotating Pages".
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2. Trying Out this Application Using Sample Files

Practice 2: Making a Booklet

Using the following sample files (PDF, TIFF), you can try creating a booklet.

Depending on the available functions of your printer, you can practice creating a booklet using one of

two booklet types, [A] or [B].

PDF a3 P

BYMO046

Functions you will use
e Create New Job
Create Job from Original Files
¢ Edit Page Order/Layout
Create Chapter, Edit Chapter
e Edit Original
Enlarge/Reduce, Insert text, Insert image, Edit object (Delete Object)
* Paper/Imposition/Finishing
Imposition/PaperType, Page Numbering, Insert Tab Stock ™!, Finishing (Staple, Fold"2)
e Output Type/ Settings
*1 Booklet [A] only
*2 Booklet [B] only
Booklet Type Selection
In this practice, at a certain location the explanation will split into two booklet types.

Confirm the following table to select a type for making a booklet according to the available

functions of your printer. Follow the instructions for the type you select.

28



Practice 2: Making a Booklet

Regular printing (2-sided)
Booklet [A] Staple
Insert Tab Stock ™!

Magazine Bindin Booklet Stapler
Booklet [B] (Bogkler) 9

Folder

Stapler

A tray that can accept tab stock !

*1 If your printer does not have a tray that can accept tab stock, you can proceed with the practice without
making any settings to insert tab stock.

=) Reference

* To confirm the available functions of your printer, see your printer’s documentation.

Preparation

Before you begin the practice, you must do the following:

1 | Start this application | For details about starting this application, see Setup Guide.
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2. Trying Ovut this Application Using Sample Files

No. Step Explanation
2 | Prepare the sample | Sample files used in Practice 2
files « Setup Guide.pdf
o L_Ad4tif, R_AA.Gif (L_LT.tif, R_LT.tif)
Location of sample files
* Setup Guide.pdf
{Installation path of this application}\manual\
o |_AA4.tif, R_AA.4if (L_LT.tif, R_LT.tif)
{Installation path of this application}\samples\
* If you selected the default installation path when you installed this
application, {Installation path of this application} is the following
folder:
¢ 32-bit operating system
C:\Program Files\TotalFlow\TotalFlow Prep\
e 64-bit operating system
C:\Program Files(X86)\TotalFlow\TotalFlow Prep\
3 | Check your printer Confirm that you have registered the printer you will be using.
* See page 142 "Registering a Printer".
4 | Prepare printing Load the paper for the booklet in the input tray of the printer. The paper

paper

you must set is as follows:
For Booklet [A]
e Paper Size: A4 (210 x 297 mm) or Letter (8.5 x 11)
e Number of sheets (per booklet): 16 booklet sheets, 3 tab
stock sheets ! "2
For Booklet [B]
e Paper Size: A4 (210 x 297 mm) or Letter (8.5 x 11)

e Number of sheets (per booklet): 8 booklet sheets

=) Reference

* For details about loading paper in your printer’s input tray, see
your printer’s documentation.




Practice 2: Making a Booklet

*1 If you do not have tab stock, it is not necessary to perform steps related to inserting tab stock.

*2 When using tab stock, remove any tab stock that will not be used for the job from the tab stock tray.

Practice Procedure

Follow the procedures below to practice.

The procedures differ for Booklet [A] and Booklet [B]. Read the instructions for the booklet type you are

using.

* Leave any settings not identified in this procedure at their default values.

Step 1: Create a job from the sample file

In this step, you will load the sample file (Setup Guide.pdf) and create a new job from it.

1 | On the [Job Management]
screen, click [Create New

Job].

izng 4] [Nome NES e Updated ﬂl
@ Setup Guide 841K POF Fle ovorzonnizo |||
@ Users Guide 39253 K8 POF File 10/10/201210:40 '

2 | In the folder containing the

sample files, select “Setup epei |
Guide”. === A e

3 | Click [Add file].

4 | Select [TotalFlow MR] for
[Output mode:], and then E -
CliCk [OK] - cxsz#

=) Reference

* For more details about creating jobs, see page 47 "Preparing Jobs".

Step 2: Set chapters (Create Chapter, Edit Chapter)

After creating a job, all pages of the document will be together in one chapter (chapter number: 1,

chapter name: New Chapter).

In a later step, you will insert tab stock for each chapter, so in this step you will divide the pages into
different chapters.

Set chapters according to the following table:
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2. Trying Ovut this Application Using Sample Files

Chapter
Number

Chapter
Name

Target Page (First page of the chapter)

1 Preface 1

2 Chapter 1

First page of “1. Before Setting Up”, page 11.

3 Chapter 2

First page of “2. Installation”

, page 15.

4 Chapter 3

First page of “3. Start-up/Shutdown”

, page 25.

1 | On the [Edit Page Order/
Layout] screen, click E, the
[Create Chapter] button.

2 | Set Chapter Number 2:

For [Designation page
number:], enter “11”, and for
[Chapter name:], enter
“Chapter 1”.

3 | Click [Apply].

In the same way, make
similar settings for chapter
numbers 3 and 4, using the
above table as reference for
“Target Page” and “Chapter
Name”.

TotalFlow Prep

Fle  Edt  View

1 Job Management

Lot 0) sty ) Erman] < |
A —— I+ 1 <o ]
2 - e an e an oo oo an e an a> @ VD T o —

> = )
F € besignation page Chapter 1 ‘ @ Ay ))

® o e o e L e e e X A
& & ongrat Sze T A

Create chapter

[Page Number

[ ¥ New Chapter [a]
18] W Custom (1827 x 259
2 & mn custom (1827 x 259
3 & M Custom (1827 x 259
4 %] mn custom (1827 x 259

5 ] mn Custom (1827 x 259 ®l 1 8l 2
6 &]mn custom (1827x 259
7 ] mm Custom (1827 x 259

8 b mu Custom (1827 x 259
9 &)W Custom (1827x 259
10 6] mn Custom (1827 x 259 |
&) mn Custom (1827 x 259
12 6] W Custom (1827 x 259

13 &) mm Custom (1827 x 259
16 ] W Custom (1827 x 259
15 ] W Custom (1827 x 259

16 &) W custom (1827 x 259

17 &) m Custom (1827 x 259 = v
b v| | Page Number:11 / Chapter:iNew Crapter / Original size Custom (1827 x 2593 mm) / Original orentation Portrait / Or-

@p——— [ zoom | [m]ma[=.
CXS026

4 | Click B, the [Edit Chapter]
button to change the name of
chapter number 1 from “New
Chapter” to “Preface”.

5 | From the [Chapter number:]
drop-down list, select “1”
and for [Chapter name:]

enter “Preface”.

6 | Click [Apply].

TotalFiow Prep

Fle EGt View Settng Help

W Job Managernent [ JUTTTD |

[—M o Gt [Frinpaticiraion | Eraan] - |

Output Typerettings |

&) watror | et
= e e e e o o o o -
it chapter T besgraton page mimber 110 )

oo

New Chapter A
¥ New Chapter |
1] cusom 1827525 4 |
28] W custom (1827 x 25 i ‘
3 &) M0 Custom (1827 x 25 H
4 &) W Custom (1827 x 25
) 22 [ & &

5 & mn Custom (1827 x 25
6 & W Custom (1827 x 25
7 6] W Custom (1827 x 25
8 &) W Custom (1827 259
9 o) W custom (1827 x 259
10 &) W Custom (1827 x 259

v 2Chapter
11 & mm Custom (1827 x 259
12 8] W custom (1827 x 255
13 &) W Custom (1827 x 259
1 &) mm Custom (1827 x 259 G 3
v 3Chapter 2 v| | selected pages: 10 |

Eg @i————®

[ zoom | m]ma]=]
CXs051




Practice 2: Making a Booklet

=) Reference

* For more details about [Create Chapter] and [Edit Chapter], see page 59 "Editing Chapters".

Step 3: Change the page size

In this step, you will enlarge the page size to [A4 (210 x 297 mm)] or [Letter (8.5 x 11)].

1 | Click [Edit Original].

TotalFlow Prep

o0 Merageg - s e
. [ / Edt Pa;}eorde(1 ot 0 Eotorond ) pertmpostonrrishog | otput Typersetings | (i printer_ot - ﬁ
2 | Click &, the [Enlarge U —TEE
Enlarge/Reduce thod: | Select paper size | v | Paper size: | A4 (210 x 297 mm) v | Orientation: | Portrait X
Reduce] button. T o ‘ ‘ J
Vertical: Horizontal: (mm) [¥] Maintain aspect ratio @ Aoply
[
Selected pages: 1 /32pages KT =) @@l -] B8 @ [ E s e a

CXs203

3 | On the [Edit] menu, select TotalFow Prep
[Select All Pages].

Fie WESPW View Setting Help

Paper/\nwwmn/ﬁmsmng‘ Output Typersetings | ‘Canmsr CEmy <> |

2

Size | v| Papersize: | A4@i0x297mm) | v Orlentation  Portait | v |

SelectEvenPages  AltCtt+A

e o) [ Mantanaspect ato | @ Avply
gz TP PO PV OO VOO IR < VNIV e T

[r—

ceces

etup Guide -

@

-

& FilArea s °
T insert Text cuer
9 insert mage cota
B EnlorgerRecice cu
i Fotate cutn
4 dtovject cotem

W Apply mage Overlay  Ctri+

sty P YK 22 el ik BB (€@ @& @EEEE e 9
Cxs204
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2. Trying Ovut this Application Using Sample Files

4 | In [Method:], select [Select TotalFow Prep

Fle Edt  View

4 Job Management

=Ry <> |

paper size], and in [Paper
size:], select [A4 (210 x 297
Er&urge/md4 [\M mw_\se(gna&s\ze_n-? o e i) p e (TR a» -

mm)] or [Leﬂer (85 x 11 )] verst [5] potonat: [ 515 ) (2 v Aoty | Alsecesoss |1\ @ pr)6
POV IV L OO TR 5-@3 R

—] Y 4

5 | In[Apply page:], select [All

selected pages]. )

6 | Click [Apply].

Selected pages: 32 /32pages KT =) @@l 7] B8 (@ @ @ Smm [ @
CXS205

=) Reference

* For details about [Enlarge/Reduce], see page 73 "Changing the Size of Pages".

Step 4: Insert text on the cover sheet

In this step, you will insert text “Sample” on the cover sheet.

1 | On the [Edit Original] screen,

click , the [Insert Text]
button.

(e -] (KO
EETTTEER

2 | Select the cover page (Page

1).

3 | Click anywhere on the page 2
view, and then specify [X]
and [Y:] in [Start].

4 | In[Text], enter “Sample”.

5 | Move the mouse over the text

frame, drag % and adjust

KT =Gkl @@ - B8 @ @ @EE~ne
the position where the text oxsoss

will be inserted.

6 | Click [Apply].

=) Reference

* For more details about [Insert Text], see page 74 "Inserting Text".
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Practice 2: Making a Booklet

Step 5: Place an image on the page

In this step, you will place the sample image files (L_A4.tif, R_A4.tif, L_LT.tif, R_LT tif) on the edges of the
pages.

1 | On the [Edit Original] screen, TotaiFow rep

. = h | I I Newjobt =
click &, the [Insert mage
el T Ewan] - |
f T
button.
N e e e P =
(R R0 T 0P T0 s o0 o0 050
E Sample
o
™ sotup cuide
g
o
4
)
‘
5l
g
i
el 2 |
E
=
= o B
e el o ) =T}
CXs210

2 | On the [Edit] menu, select TotalFon Prep

Fle WEFEW View  Setting
Undo Once

[Select Even Pages].

ESt|  yndoAll 2 Paper/imposition/Finishing | _ Output TyperSettings | (2= printer_o1
Setect All ages cuten % 1
- e % Y[ ] Aerame seect
‘2 Seect venPages mm) —
— - -
=l FYVOON OOV L DTWOOON 1 VOO L, VOO DEVOOON L, OTVOOON OV LW o
i TP
Retip i
& Fil Area crisG
T ert Text cuter
. e cutn
B} Enlarge/Reduce ctrisF
& e e
o} Edit Object crisM
K5 Apply mage Overlay  Ctri+8.
T Amoomlsy  cuto : ——
sy P =)0 @@ -] BE (@) (@ @ e e
CXS206
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N

. Trying Out this Application Using Sample Files

3 | In[Start], specify X=0 mm (O
inch), Y=0 mm (O inch), and Totafon

in [End], specify X=22 mm (o T e o) Erreaaan] <
(0.86inch), Y=297 mm (11 '

S Tyl il kol I
InCh ) i g"z;: % :ﬁggi%f%%’f?ﬁfm;lz‘\l T390, :V‘D-‘mv‘:-:l:.) ix TR0, 150
4 | Click the [Select] button, and ~ = _‘
select the sample file E
"L A4 or “L_LTAF". o f

120,

5 | Click [Preview].

Bl 2

6 | In[Apply page:], select [All

Selected pages: 16 /52pages KKz =5 @@E - BE @ @ @ET g m e

selected pages]. Click oxsetz
[Applyl.

7 | On the [Edit] menu, select TocaFow Prep

File WEGY View

[Select Odd Pages] = -
ges|. = (el TR B o ]
EL: [ ca image overtay ]

e T

TISEES B ][ oy e —

Cancel lnams«e(zon cisp PO | Allselectedpoges | v
DTV OTPOUOL L DEVOUOL . NYOUP . OTVOVPLE L NVOUPLCOT VIO L XVVP TV

& Fil Area clss

T Insert Text cttet
& Insert image: ctsl
B EnlargerReduce cuts
& Route curisR
o Edit Object ctriam

B ApplyImageOverlay  Crisg

o Addimage Overlay ate <2 1200 Q@ ) B © @ @m0

8 | In[Start], specify X= 188 mm
(764 inch), Y= O mm (O TotalFlow Prep

Fle Edt View Setting Help

. . . _ i Job Management [ TSI v
inch), and in [End], specify X= pnp«nmmmmm‘ vt et Errraat] -
210 mm (8.5 inch), Y= 297 8',,------___

rotree @ 0 e S~ 0B ey ey o
mm (11 inch). Q (o e L) oy i) ] ()

-
( Anmwage ol selecec vages.l v | @1etbpy 9
- e

Fr=m 1 1 m LTI TTUO L TTWONE OO T T LTS

9 | Click the [Select] button, and
select the sample file
“R_A4.tif" or “R_LT.if". CHl

10 | Click [Preview].

11 | In[Apply page:], select [All ]
Selected pages: 16 /32pages KT =) @ e~ BE (@ (@ E Smm [ @

selected pages]. Click oxsaor
[Apply].




Practice 2: Making a Booklet

=) Reference
]

* For more details about [Insert Image], see page 75 "Inserting Images".

Step 6: Deleting an image placed on the cover page

Delete an image placed on the front and back cover pages.

1 | On the [Edit Original] screen,
click B, the [Edit Object]
button.

TotalFlow Py

([ SitPasoreringt | OB pepineostonriistiog | _ ovit st Ercaan] - ]

- & ———
2 | Selectthe front coverpage | IR () e—
H L7 i [start] x: 188 Y: 0 [End] X: 210 Y 297 (mm) File name: (Original image) Select.
(the first page only). 2 il ==
[ - - T -D\T
3 | Click the inserted image to : o= :
select it. ! !
IR
. Nt |
4 | Click the [Delete] button. ;
‘
|
Next, follow the same 3
: 1
procedure for the back cover UK !
Selected pages: 1 /32page5 % I+ B8 (@ & @
page (the last page only) to i s

delete the image there as
well.

Step 7: Set imposition and paper type

Set imposition to make a booklet. Also, set the paper used for the body of the document.

TotalFlow Prep
Fle Edit

1 | Click [Paper/Imposition/
Finishing]. When a

] ] © |

) . AP
confirmation screen appears, — (EEE) e
[ ePp— Y p——— - -
click [OK] 80| ¥ sot il
T B — || oo
e
S i =
1m0 A4cIOX! Sort il L
2 | Click [Imposition/ 2l o
3 [ A4(10x! Sort
4 w1 410X Sort -
PaperType]. S won e ey
6 W (1] A4QI0x! Sort
7 [ A4@10x Sort Tl ]
8wl A4 @ox | Sot | i e
o il A4@iOx; Sort | a
10 mi] A4(@0x! Sort | ‘ ]| Kl
v 2Chapter . . |
| hee @ X
12 W0 {1l A4(10x: Sort A A
‘ =
e — ] B | [ et
o w00 Asrox s e e
@@ [ zom | s | > rsetbsox
P Paper Type (Exception) L

CXS056
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2. Trying Ovut this Application Using Sample Files

3 | On the [Imposition/Paper
Type Settings] screen, set
imposition to make a booklet.

Depending on the booklet
creation type ([A] or [B])
imposition seftings will differ,
as detailed below.

For Booklet [A]:
Mcake the following settings.

e Select [Normal] for
[Imposition type].

e Select [2 Sided] for [1
sided / 2 sided].

Imposition/Paper Type Settings

Select chapter: All chapters = a ~
Preset | (cumrentsetting) v | £ _PresetManagement | [ 4 AddPreset |
Output mode B open orientation B poper e )
C Opentoleft | v [V Auto paper select
g ——— o
Imposition type I Margin adjustment
I e
SNeee=’ z
Top: [0 [ mm
l sottom: 0 [+ mm
teft[o [2fmm
Right: [0 5] mm
- -y @ | o s
) 15ided/ 25iced
Keep current page size | v I
| @ 2Sided () 1Sided )
A — Adjust page scaling position
Top left - Input tray
] Border tine 8 [ Auotayselect |v
‘ Layout
ok || Cncel |
CXS057

For Booklet [B]:

Select [Magazine] for
[Imposition type].

Imposition/Paper Type Settings

Imposition type I

Magazine - ‘I

S ---
H
Creep adjustment

o tﬁmm

Chapters last blank page

[ Count the chapters last blank page:

a M
Preset | (cumrentsetting) v | [ £_Preset Management | | 4 AddPreset |
Output mode B gpen orientation B poper e )
Opentoleft | v
-an an an o
4 a Margin adjustment Settings: | Paper Type

Binding margin: 07@ mm
Top:[0 [ mm

Bottom: [0 [ mm

tefe[0 [2fmm

Rignt: [0 [ mm

@ Pesalng

Keep curentpagesize | v

@  Adiustpage scaling positon

Top left v

[] Border line

[ Center crop mark.

(] Comer crop mark

Paper size: A4 (210 x 297 mm) n
Weight (gsm): 80

Paper type: Plain

Color: White

Coating (front side):

Preprinted: No

Recycled content (%) -

Texture: -

Printing side: -

Paper orientation L
@© Landscape

Input tray

8 [Auoayseect |~

ok || el |

CXS058

4 | Set the printing paper for the
body pages of the document.

On the [Imposition/Paper
Type Seftings] screen, clear
the [Auto paper select] check
box, and then click [Paper

Typel.

Imposition/Paper Type Settings

Select chapter: AlL chapters - = a -
Preset | (currentsetting) v [ £ _Preset Management | | 4 AddPreset |
Output mode 8 open orientation 9 paper type L
-y
Opentoleft |+ 4 [ Auto paper select
Imposition type B gndistment ! settinos (Emeilugn] )
= Vocceeee N
iormal - e e eyt n
et & weigt (gsm)- 50
Top: O tﬁ mm Paper type: Plain
] - Color: White
l Boton |0F e imm Coating (front side):
teft [0 [3fmm Preprintec: No
Recycled content (6): -
Right: |0 <y mm Texture: -
Printing side: -
Page Scaling
1 sided / 2 sided o
Keep current pagesize | v Paper orientation U
@© 2Sided (O 15ided
® O 1si @ Portrait () Landscape
Adjust page scaling position Y o
] order e 8 | Autotayselect |+
Layout [ Custom |[ image Repeat L] Center crop mark
o= |
3 Cancel

CXS030




Practice 2: Making a Booklet

5 | Specify [Paper size] on the

[BCI sic Setﬁng S] fOb Of the Gt e [(urentSetting |+ | [/ Marage ustom paper | o Add Custom paper_| a
Basic Settings | Advanced Sefings | B paperimage

[Select Paper Type] screen. rmm———— 2

Select the paper size to use. S o el )
Weight (gsm)

™[5 @o-300

6 Clle [OK] Paper type

Plain -
Color
white -

Coting (front side)
No -

Preprinted

O Yes @ No

Recycled content (%)

(0-100)

Texture

=

6:\’ == -’T

- an e BYNO3T

7 | For [Input tray] on the

[lmposiﬁon/Poper Type Select chapter: Al chapters v v = a

Preset | @uentsetting v | [/ Presetanagement | [ 4 Add Preset. |
Settings] screen, select the ot 8| e B | s @
. . 3 opentoleft | v [] Auto paper select
tray holding paper that will o e sexrs [_roper e
. : = N = Paper size: A (210 x 297 mm) n
be used for printing. C EEE W et
Top: [0 [ mm Paper type: Plain
1 ——rn Color: White
Bottom: [0 S mm Coating (front side), -
. TR Preprinted: No
8 Clle [OK]. et 0] g mn Recycled content (%): -
Right: |0 [ Z{mm Texture: -
Printing side: -

@ Peesaing

Keep currentpagesize | v Paper orientation =

Adjust page scaling position (IBdel (e

- en e e -
Tt v 7 (ot )
[ Border line HI\ Auto tray select | v ,

1sided / 2 sided
@ 2Sided () 15ided

[] Center crop mark.

Layout || Clstom | image Repeat

X W 5 comercprmen L

8NCET=

of
- CXS032

* For Booklet [B] imposition (magazine), creep settings can also be made. For details about creep,

see page 89 "Imposition for creating a bound book (Magazine/Magazine double)".

=) Reference

* For details about imposition settings, see page 84 "Imposition Seftings".

Step 8: Add page numbers

In this step, you will configure settings so that page numbers (P1, P2, ...) are printed.
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2. Trying Ovut this Application Using Sample Files

1 | On the [Paper/Imposition/
Finishing] screen, click [Page
numbering] to open the
settings pane.

TotalFlow P

I New jobt

| Edtpage ordernayout| Edt Original Paper/mpositon/Finshing | Output Type/Settings

J

(o -] 0N

1 sided2 sided (Excpr) @ | sheet number: [1

15ded/2 50015608 | 1 =

L@

[Sheet Nu-_ |1 (] IPaper Size |Fiishing

2 | Select the [Page number]
check box.

v threface
1m0 3 AL@OX] Sort
2 W02 A4@IOX; Sort
5 M0} AL@IOX! Sort
4 WA2 AL(10x ! Sort
5E[R ALEIOX; Sort
v 2Chopter
6 W[ ALRIOX: Sort
7m0 As@iOx! Sort
v 3chapter
8 W03 A@IOX! Sort
9 Wi AL@IOX Sort
10 W A4 @OX] Sort
1R AG@IOX] Sort
12 W2 A4 Sort
v acrapte

Sheet number / Chapter1Preface / Impositon type. |

Imposition/PaperType

| Page numbering

= "2
@) Poge rumber

- a» e l

Format:

2 v

=

Printing number:
Chapter |13 Starting Page
1 1

ERE

» Cover sheet
>

Elo @& [ zm s

& Insert tabstock

> Paper Type (Exception)

Starting Nurber

'—------—\

CXS033

3 | Inthe [Format:] drop-down
list, select [P1,P2...].

4 | In [Printing number:], enter 3
in [Starting Page] and enter 1
in [Starting Number] for
chapter 1.

Select %3, the [Succeed the
number from before chapter]
check box for chapters 2, 3,

v Page numbering

[¥] Page number
- s an an a

| Format: |

3| PIP2 o |

>

o Pmngnmber. oy
o Chapter |12,/ Starting Page [Starting Number
MK 3 Ef 1
4I 2 1 9
! 3 ™1 3
[Calld

"

|
|
)
|
4 2 '
-----------q

side] check box.

7 | Specify the print position of
the page numbers.

In [Stamp position:], select
[Center bottom].

8 | In[From bottom], enter 10
mm (0.39 inch).

9 | Click [OK].

7

sz 7 || colon |

Stamp pasition:
| Front side ‘
- s an en e
0 Apply to back side)
_——

) -
' Stamp position: |

] | centerbottom | v | !

W an e o ar s an e
10

From bottom

Gnd 4. BYN194
5 | Specify “Arial” in [Font],
specify “7" points in [Size:],
and specify [Color:].
6 | Click the [Front side] tab. |r________‘ \:
Select the [Apply to back 5 : el - :
|

=

9l ex)

BYN195




Practice 2: Making a Booklet

=) Reference

* For more details about [Page numbering], see page 101 "Adding Pagination (Page Numbering)".

Step 9: Specify settings for adding tab stock

In this step, you will specify settings to insert tab stock.

In the following cases, skip this step and proceed to Step 10.

* You do not have any tab stock

* You are using Booklet [B]

1 | On the [Paper/Imposition/

TotalFlow Prep

Edt

N . —
Finishing] screen, click [Insert (oo [ s [Frsmmemme] omsiresins | Erraan] o ]
tab stock] to open the settings : Csiorroee

e P S =
pane. (X3 S
[Sheet N |21 () IPaper Sze |Finshing b T&] | [ > cover seet
v 1preface T4 = e 1 - e e - - - B
1 W12 A410x ! Sort = E v INSert tap SWaK
2 | Select the [Tab stock] check 2105 maox sot | 2 ]
j:,\:_,:»\uz:ax sort l'_-J a |
box. S5 secroni o = e 0
s Ao [ —— |
7m0 A4@ox! sort | EREEREY) i
=
5w Mo s )| e !
e S I (easemelz] . :
Y= Aklzmx sort P \:I Al chapters B l
v 4chapte ] [Sheetrumber / Crapterareface /imposton e || |_tabposton: [ Folow abspreset o] Y
Bl @ [ =n ey SO o o)
» Paper Type (Exception) 1 e ——
CXxs8197

3 | Select [Tab stock preset:]

from the drop-down list. If no
w Insert tab stock
tab stock presets are E—— g
available, click [Tab Stock Print on b stock: a
. Off -
Preset Details], and then = __
. l Tab stock preset: \ [
register a new tab stock Fim |
=0
preset for the type of tab | hamepemsedels
§ Insert position: ]
stock you have. e 0
4 lchaptert.oinsert. : B
4 | In [Insert position:], select (S e e e |
' s Te==l s
[Before chapter], and in G
CXS036

[Chapter to insert:], select
[Specify chapter to insert].
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2. Trying Out this Application Using Sample Files

5 | In [Tab position:], select
[Manual setting], and in
[Sequence:], select [Normal].

X T T X T TR TN £
6 | In the [Insert TabStock] 5r:rabpusmun vl e])
column in the table, clear the e _ . _ _ )
| choater ligeert Tbstock [P Puitmu\lulg;l
o check box for "1". 61" H i
ERNE 7 =R lﬁ:’
s @ mE
7 | For chapter "2", clear the 5 . ® |‘.|§|_3- o
[Take over the subsequent
position number of tab] mark, T
Settinc Paper Type a
and then enter "1" in [Position {papers'umé, :y)pr.‘,jfaf
sleinht (nsm- 20 ]
Number of Tab]. The tab

BYN147

numbers for chapters "3" and
"4" will continue from the
previous chapters.

8 | Click [Paper Typel.

9 | Specify [Paper size] on the
[Basic Settings] tab of the
[Select Paper Type] screen.

7] (£ reemceumees | [ Adceumme] a

@ perimage

Select the tab stock size to
use.

10 | Specify [Paper type]. Select
the type of tab stock to use.

Recycled content (%)

11 | Make other settings as
necessary, and then click 11 ICED)==
e BYN198
[OK].
12 | In [Input tray:], select the tray e R
where the tab stock is loaded. e wEameiul Ll A
Paper type: Pre-cut tabs
Color: White
13 | Click [OK]. . |
Recycled content (%) - I
Texture: —
Printing side: Both sides =
12
o o
- J

BYN200

* You can also print on the tab stock. For details about printing on tab stock, see page 108 "Setting
Text and Images to Print on Tabs".
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Practice 2: Making a Booklet

=) Reference

* For more details about [Tab Stock Print Settings], see page 105 "Inserting Tab Stock".

Step 10: Finishing settings

Set document finishing in order to bind the document like a booklet.

1| On the [Paper/Imposition/ TowFlowPre
Finishing] screen, click e e O o
[Finishing] to open the R (5 e T
. — S e e - ---
settings pane. e R rEvEs 2 |E5) 2
v tpreface ] — - - "
12 As@ox St el
2 W0 i2 A4(210x! Sort y Staple position:
2 | Select the [Staple] check box. Do - oo |-
5 m2 AG(IOx! Sort | Sheet 1 il
v 2Chapter | e o TR
8 WD i? A4(210x | Sort = = |
T | | B 24
om  moxiset S i g
e — > sy
12 W03 As@iOx! sort I m= = | M e
v e e L I S ]
Elo @& [ zm | [@ls=| » insert tab stock
P Paper Type (Exception) s
CXS201

3 | Set[Staple position:] as — :
follows: ———
e
For Booklet [A]: [2 at left] 3!;"5%}
For Booklet [B]: [2 at center] (mowens [+]
4 | Click [OK]. )
Azl

=) Reference

* For details about [Finishing] settings for binding, see page 82 "Paper and Imposition/Finishing
Settings".

Step 11: View an output preview and print the document

In this step, you will view an output preview to ensure that the following settings have been correctly
applied, and then you will print the document:
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2. Trying Out this Application Using Sample Files

Page enlarge/reduce, Text insertion, Image insertion, Edit object, Imposition settings, Page numbering,
Insert tab stock (for Booklet [A] only), Finishing.

1 | Click [Output Type/Settings]. Totaliow Prep
K e )
(estroge ot | cavongna | ropernmpnssor [ Guttypersrings ) Cpimeror |-
2 | Use the page-turn buttons ‘ S———- ,m -
and check the output preview e D
of the final output. [ e
1
1|1 < Print mode: =
| Normal print v
1| S
i
0 —
Up(-)/Down(+): o B mm
i Left(-)/Right(+): o E mm
1 i
JEnnEa ool G BAEEREE, .
VI s ) e e e
=== CXs043

3 | Make sure the printer you T

want to use is displayed.

S e s e el =
(ettrogeoseriomt | satorgml | ppenmestionristiog [ oo iseing ) LR < |
\Vaee

JSTsa
4 | Specify [Copies:]. 4|f_f‘f*; _——Ele
—
5 | In [Print mode:], select It - =y @
[Normal print]. ===
6 | Click ﬁ, the [Start Printing] e
button. i
|
K3 =) () (e (swnrx) ¢
CXS044

=) Reference

* For more details about [Output type/Settings], see page 113 "Output Settings".

Step 12: Saving the job

Save the job in an RJF format. You can edit or print saved jobs later.
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Practice 2: Making a Booklet

1| Click [Output Type/ Settings]. TotaFow Prep

=]ip3

)
m\e«/lmmm/msnu‘[ Output Type/Settings. II
-

troeoraeiaon | eatorgen

(-]
2 | Click [Save Job]. Ereaan] o

pint settngs
Copies: 1 2] a

Color/B & W:

Coor @ Blcks e
Oupat oy
(Aotmysesa_[+]

Print mode: a
Normal print =

] Reverse order printing

Image offset
Upt-)/Down(ey o [fmm
LeftRightey [0 [ mm
1)l

[Samte

2

LK N
= GIey B (s [ Jrmrr 0
CXS301

Enter "Setup Guide" in the file
name text box.

Click [OK].

e - eaw a» a» o |
File rame: Setup Guicd

- an > e
File type: Lomrow prep 00 ke (na) | ¥

([ Protect job fle by using password

CXS302
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2. Trying Out this Application Using Sample Files




3. Preparing Jobs

This chapter explains the procedures for preparing jobs from scanned documents and electronic files,
opening created jobs, and managing jobs.

Creating a New Job from a Paper Document
Use the following procedure to import a document from a scanner and make a new job from it.

* A TWAIN driver must be installed and [Basic Scan Properties] must be set in advance. See
page 145 "Registering a Scanner".

1. On the [Job Management] screen, click [Create New Job].

TotalFlow Prep

Fle Edt View

W Job Management =
o o)
[ 3 Job File Name 4| @INo.of Pgs [Size Format Imposition Type |Updated
v L3 PrepData @ job_01 6poges | 602KB | RFFle  Normal 01/07/2013 1314
@ job_02 6pages  67KB RIFFle | Nomal 01/07/2015 1415
@ job_03 6pages 1256 KB RIF File Normal 1212/2012 N:42
@ job_04 180 pages 36069KB  RIFFle  Normal 12/12/2012 1143
|1 — ]
Preview || _Properties
CX8073

2. Click [Scan originals]. The settings area opens.

TotalFlow Prep

Flle Edt View Setting Help

W Job Management =
s T & =

== =
‘-------------------------
Scan originals

© Basic scan propertes @ Select scanner

Scnver |Typagenaic ety |uS20:Scoiay|

Name. Size Type Updated

| PP —

|
|
|
|
|
\

Preview |[__Properties

File(s) P job

Name Page range size Type Updated

Output mode: () i) TotalFlow MR (<) ) JoF B[] select program

CX8158
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3. Preparing Jobs

3. Select a scanning method, and then click [Start Scanning].
There are two methods:
* Basic scan properties

Scanning is performed automatically using the registered scanning conditions. Any conditions
displayed on the [Add/Edit Basic Scan Properties] screen can be changed before scanning.

¢ Select scanner
Scanning is performed after the scan conditions are set in the TWAIN driver setup screen.
The file name of scanned data will be "ScanDatahhmmssXXXX".
¢ hhmmss: The time the file was scanned (hour, minute, and second)
e XXXX: Added automatically by the system

4. Select the scan file, and then click [Add file].
If you have added multiple files, click [=[Bottom]/*[Down]/»[Up]/ = [Top] to change their

order as necessary.
In addition to paper documents, electronic files can also be added to create a single job. For
details about adding electronic files to a job, see page 49 "Making a New Job from an Existing
File".
5. Select an output mode.
There are two output modes.
¢ TotalFlow MR
Creates a new job that is compatible with TotalFlow MR.
e JDF
Creates a new job that is compliant with the job definition format.
6. Click [OK].
7. Edit the job.
ltems that can be specified vary depending on the selected output mode.
For more details about editing jobs, see page 55 "Editing Jobs".
8. On the [File] menu, select [Save as] to save the job.

You can also save the job as a PDF file: on the [File] menu, select [Save as PDF]. A password can
also be specified for the job or PDF file.

* On the [Properties] and [Preview] tabs, you can view the details of a document.

* You can use a program registered in advance to create, save, and output jobs. For details about
registering programs and using them, see page 117 "Using the Program Function".
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Making a New Job from an Existing File

Making a New Job from an Existing File

Use the following procedure to make a new job from a file on the computer.
* The file must be stored in a folder that can be accessed by the client computer.

¢ Check that the file that you want to use can be read by this application. See page 159 "Supported
File Formats".

* The PDF files that are linked with a JDF file must be stored in a folder that can be accessed by the
client computer before the JDF file is submitted.

* TotalFlow PDF must be installed before creating a job from Microsoft Office file. For details, refer to
Setup Guide.

1. On the [Job Management] screen, click [Create New Job].

TotalFlow Prep

Fle Edt

W Job Managerment

-
Open Job ‘l Create New Job -] ’ bl

Folder || Search

[ A | Job File Name 4 |&INo.of Pgs [Size Format Imposition Type  |Updated

v () PrepData @ job_01 6poges | 602KB | RFFle  Normal 010772013 1314
@ job_02 6pages  67KB RIFFle | Nomal 01/07/2015 1415
@ job_03 6pages  1256KB  RUFFle  Nomal 1212720121142
@ job_04 180 pages 36069KB | RIFFle  Nomal 1212720121143

Preview |[_Properties

CXs073

2. Select the file to include in the job, and then click [Add file].

TotalFlow Prep

Flle Edt View Setting Help

W Job Management

Open Job Create New Job ™ (&

€ | secctorona fie N
] » () Smart Organizing (4] [Name < lsze Type Updated .
v TotalFlow @ 124 31098 POF File onozoizi038 [+ g
| v Toarowprer | @ 3.5 we mere 020121038
] > op B 08 e 1onoron21038 | |||
i >0 manl || | GR_DIGITAL UL 385K8 POF File oz | |)
v samples i L_As 85KB. TFFile 10/10/20121038
= > uninstaler [7] 15 g g sskB TIF Fle onozoziozs | g
< 5] - u
== ]
& Addfie )
| P T
1 File(s) job
Name Page range, Size Type Updated

KWK 16>y e
(@ GRDIGITAL Il E output mode: () Jlf) TotalFlowMR (+) B JoF B[] select program @

CXs074
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3. Preparing Jobs

You can click®), the [Refresh] button, to update the folder/file list with the most recent information.

If you select a password-protected PDF file, you must enter the password.

If you have added multiple files, click [2][Bottom]/[Down]/»~[Up]/=/[Top] to change their

order as necessary.

When you add PDF or TIFF (multi-page supported) files, you can click the [Page range] cell and
enter the page range that you want to include in the job. Also, you can specify multiple page
ranges. Selecting them in the inverse orders and overlapping page ranges are also possible. (For

example, 2-4,18-2)

In addition to files, scanned-in documents can also be imported for inclusion in a single job. For

details about scanning methods, see page 47 "Creating a New Job from a Paper Document".
3. Select an output mode.
There are two output modes.
¢ TotalFlow MR
Creates a new job that is compatible with TotalFlow MR.
» JDF
Creates a new job that is compliant with the job definition format.
4. Click [OK].
5. Edit the job.
ltems that can be specified vary depending on the selected output mode.
For details about editing jobs, see page 55 "Editing Jobs".
6. On the [File] menu, select [Save as] to save the job.

You can also save the job as a PDF file: on the [File] menu, select [Save as PDF]. A password can
also be specified for the job or PDF file.

* On the [Properties] and [Preview] tabs, you can view the details of a document.

* You can use a program registered in advance to create, save, and output jobs. For details about
registering programs and using them, see page 117 "Using the Program Function".
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Opening a Saved Job

Opening a Saved Job

When a job is saved, it is stored in the [Folder]. The job can then be opened, edited, and output.
Saved jobs can be opened from the [Job Management] screen.

When a job opens, the [Job Properties] screen is displayed. On the [Job Properties] screen, you can
enter the details about the job such as special instructions.

This section explains the functions of the [Job Management] screen, the procedure for finding and
opening jobs saved in the [Folder], and the [Job Properties] screen. -
3

Job Management Screen Functions

The following functions are available on the [Job Management] screen.

Job Management screen

Open Job

1

—11
I—_m

|
2 —_9
 J—
3- Folder || Seach | 8
| - a» T —
4 -'I: FER/T + | @INo.of Pgs [Size Format Impostion Type | Updated
- a» a» 6pages  653KB RJF File Normal 01/08/2013 1335
»() Jobs 6 pages 803 KB RIF File Normal 01/07/2013 15:40
< I >
= p—
5 emm— 7
6 - Preview Propurties
El=lE - F a Open |

CXs077

1. [Open Job]/[Create New Job]

Click the one applicable to the operation you want to perform. For details about opening a job, see
page 52 "Opening Jobs Saved in the Folder" and page 53 "Searching for a Job".

For details about creating a new job, see page 47 "Preparing Jobs".
2. [Search] tab

You can specify search conditions to search for jobs. Search results are displayed in the job list.
3. [Folder] tab

The job save folder is displayed. When a folder is selected, the folder's jobs appear in the job list.

The top folder is the data folder set during the installation of this application. The location of this folder can be

changed in system seftings. For details about configuring system settings, see page 149 "Setting Preferences".

51



52

3. Preparing Jobs

10.

11.

Create, move, copy, rename, delete folders

Select a folder, and then click ® [Create New], B [Move], ' [Copy], g [Change Name), or I [Delete].
[Properties] tab

When a job is selected, the job's file name, file type, size, and date of creation, etc. are displayed here.
[Preview] tab

When a job is selected, a preview image of it will appear.

If one job is selected, the preview image will be the job's first page.

If multiple jobs are selected, the preview image will be the first page of the most recently selected job.

Job list

A list of jobs in a folder, or the result of a job search, is displayed here. When opening a job, select the job
from this list.

Clicking the icons in the lower-left area of the list allows you to switch between thumbnail view, icon view, and

list view.

Move, copy, rename, and delete jobs

Select a job in the job list, and then click ® [Move], ™ [Copy], rd [Change Name], or Il [Delete].

To move a job, you can also drag it to the folder you want to move it to.

To copy a job, you can also drag it to the folder you want to copy it to while holding down the [CTRL] key.
[Reprint] button

Available only for jobs whose file formats are RJF and have been output already. The job is output again
according fo the print conditions and output method.

[Show Job List] button

Switches between the job management screen and the edit screen for the currently open job.
[Refresh] button

Updates the job list and the folder/file list with the most recent information.

When search results are displayed, this button is unavailable.

* Do the following when JDF format jobs that are created using a different application are moved,

copied, or deleted:

¢ JDF-format jobs will be saved in the destination folder according to this product's saving
process. For details about the saving process, see page 113 "Output Settings".

¢ The PDF files that are linked with the JDF file will not be deleted from the folder where the PDF
files were originally saved even if jobs are moved or deleted.

Opening Jobs Saved in the Folder

Use the following procedure to open a job saved in the [Folder].



Opening a Saved Job

1. On the [Job Management] screen, click the [Folder] tab.

TotalFlow Prep
Fle Edt View Settng

" i ¥ Job File Name 4+ [&INo.of Pgs |size Format___|Imposition Type _|Updated
v () PrepData ' & job_01 6pages | 602KB. RIF File Normal 01/07/2013 1314
@ job_02 6pages | 67KB RUF File Normal 01/07/2013 1415
@ job_03 6poges | 1256KB  RIFFle  Nomal 1212720121142
' @ job_04 180 pages 36069KB  RIF File Normal 12/12/2012 1143

< ; -:,

2. Select the folder the job is stored in.
3. Inthe Job List, select the job you want to open.
You need to select the output mode for some types of job files.
4. Click [Open].
If you select a password-protected job file, you must enter the password.

The job edit screen will open.

Searching for a Job

Use the following procedure to search for a job.

1. On the [Job Management] screen, click the [Search] tab.

TotalFlow Prep
Fle Edt

File name [ b File Name. a | @INo.of Pgs [Size Format Imposition Type | Updated
. [ ———————x @ job_01 6pages  602KB RIF File Normal 01/07/201313:14
. 'm: job_02 6pages  67KB RIFFle  Normal 01/07/2013 1415
ool oo Gpages  1256KB  RIFFle  Nomal 1222012 142
e -7 180pes o0s9K@  RFFle  Nomd | 1mzominas
1| o |
' » Updated '
. ] Search subfolders .
‘ [ seach | J
- e ar aw an e e -
Preview || troperves
5 ‘ e D @
CXS076
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3. Preparing Jobs

2. Enter the search conditions, and then click [Search].
3. Select ajob in the search result list.
You need to select the output mode for some types of job files.
4. Click [Open].
If you select a password-protected job file, you must enter the password.

The job edit screen will open.

Setting Properties to the Job

When opening a saved job, the [Job Properties] screen is displayed. You can enter necessary

information about the job such as the customer name and special instructions.

Job Properties screen

Job Properties

A
a

Jobname: | Mew jobl

Customer:

User name:

Description:

Banner page information:

Notes 1:

«]

oK | I Cancel

* You can specify whether or not to display the [Job Properties] screen. The setting can be changed

on the [Preferences] screen. For details, see page 149 "Setting Preferences".



4. Editing Jobs

This chapter explains job editing. Editing functions that are possible on created jobs include changing

page layout, editing original pages, and changing paper, binding, and other output settings.

Changing Page Layouts

You can change the layout of a document's pages.

On the job edit screen, click [Edit Page Order/Layout], and then change the page layout using the
screen that appears (shown below).

Edit Page Order/Layout screen

TotalFlow Prep
File Edt View Setting Help

G Job_03

) job 04

D “,‘ Qutput Type/Setting J 123 Printer_01 v ﬁl
X X X T X X X X X X X R T XXy )
editPOF | Pre-flight .,

Wy Job Management

- e a» a» e e - e e an e an e» e ao eo > eo eo o v ao @0 > @ @ @ @
2 ¥ Move page ® | Designation page number: | 1 =) Move: | Before destination page v | Specify page number '

- an ar ar e e ar Ep Ep P P EP EP EP EP P P EP @D @D @D @D @ @ @ o o o o
o Size

- a» a» >
Fage Numper I gL i New Chapter

)

v 1New Chapter
1 &) W A6 (105 x 148 mm) ||
2 o Wm AG (105 x 148 mm)
3 &) mm A6 (105 x 148 mm) |
3 4 &) mn A6 105 x 148 mm) |
5 &) mm A6 (105 x 148 mm) |
6 ] W0 A6 (105 x 148 mm)

vl

Page Number:1 / Chapter:iNew Chapter / Original size:A6 (105 x 148 mm) / Original orientationPortrait / Original ty.. |

R ]
| | r =i
5 6 7 8

CXs$179

1. Toolbar
The buttons displayed here can be used to make changes to the document.
Click the hall [Undo] or ladl [Redo] button to undo or redo a change made on this screen.
2. Settings area
When you click a function button on the Toolbar, the settings for that function will appear here.
3. Page List
The following settings for each page are displayed here:
e Chapter, page number
¢ Original Type (@[Ob]ect PDF]/&] [Image PDF])
¢ Color / Black and White (®™[Color] /™ [Gray scale] /™ [Black&white])
¢ Original Size
You can enable/disable display of the Page List by clicking4, [Close Page List]/* [Open Page List].
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4. Editing Jobs

4. View

Document pages are displayed here as a list of thumbnails or icons.

5. Change View

Use this to switch the display between thumbnails and icons.

6. Enlarge/Reduce Adjustment

You can enlarge or reduce the size of the displayed thumbnails or icons.

7. [Zoom]/[Thumbnadils] button

Use this to switch the display between a single page and thumbnails.

8. Split Window (Full Window/ Split Vertically/ Split Horizontally)

You can split the view area.

For large documents with many pages, splitting the window allows you to edit and organize pages more

effectively.

Functions of the [Edit Page Order/Layout] screen

Move/copy/delete pages

Insert blank pages

Insert other documents

Set chapters (creating chapter breaks, changing chapter names/pages, deleting chapters)

Use other programs with this application

* Apart from the Toolbar, the [Edit] menu and the right-click menu also allow access to the functions
of the [Edit Page Order/Layout] screen.

Moving/Copying/Deleting Pages

You can duplicate a page and add it to a document by copying it, and you can change the order of

pages simply by moving them. You can also delete unwanted pages.

These functions can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the Il button.



Changing Page Layouts

1

TotalFlo

File Edif Help

E;] job_O1

Edit Original | Paper/impostiorvFinsting | Output Typessettings | 7 Printer_01 = ﬁ

W Job Mana|

Ed\t Page | e

_go

2

Move page F. Designation page number: |1 =p Move: | Before destination page ¥ | Spedify page number: |1
V| @ #eply |

|
)
4 CXS013
1. , the [Move Page] button
Click this to move a page or change the order of pages.
2. B, the [Copy Page] button u
Click this to copy a page.
3. @ the [Delete Page] button
Click this to delete a page.

4. Settings area

When you click , the [Move Page] button, , the [Copy Page] button, or ﬁ, the [Delete Page] button, the

settings for that function will appear here.

Specify each setting, and then click [Apply].

* You can drag-and-drop pages onto the Page List or View to move or copy them. To copy a page,
drag-and-drop while holding down the Ctrl key.

* You can delete pages with the Delete key.

Inserting Blank Pages

If you need to increase the number of pages in your document (when printing it as a booklet for
example), you can specify insertion of blank pages.

This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the Il button.

1

TotalFlow Prep
File  Edit  View

Wy Job Management -] EXel 73] Jjob_02 3 Jjob_03 T Job 04 v
Edit Page Order/Layout Edit Original | Paper/Imposition/Finishing | Qutput Type/Settings J {2 Printer_01 R ﬁ
)
B &= ] % i Pre-flight _
-

- a» e - eas s ar as an a» o a> e a0 a» > @ @ @ @ o

4
insert blank page B0 | Desigration page rumber. |1 Insert position: | Before designationpage |v | | @ Apply | )
R L R Rk X R i

2 CXS040
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4. Editing Jobs

1. , the [Insert Blank Page] button
Click this to insert a blank page.

2. Settings area
When you click &1 the [Insert Blank Page] button, the settings for inserting blank pages will appear here.
Specify each setting, and then click [Apply].

Inserting Other Documents

You can insert another document during editing. Scanned-in documents, electronic files, and documents

saved in jobs can be combined to make a single job.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.

TotalFlow Prep
File Edit View

Job Management j ) 02 job_03 job_04 v
b X i job, job,

Edit Original | Paper/Imposition/Finishing | Qutput Type/Settings J {2 Printer_o01 - @
-
Pre-flight

2 Insert position: | Before destination page, as page(s) - @ Apply J
i A A Y

2 3

CXS041

1. & the [Insert Original Document] button
Click this to insert another document into the job currently being edited.
2. Settings area

When you click & the [Insert Original Document] button, the settings for inserting documents will appear

here.
Specify each setting, and then click [Apply].
3. [Apply] button
After you click this, the [Select File/Data to Insert] screen will appear.

On this screen, add the document files you want to insert.



Changing Page Layouts

Select File/Data to Insert Screen Operation

1. Click either [Select from
Existing Job File] or [Select

=l
from Original File], and 1 A — :
then select a file. Or, click ! o —
[Select from Scanned ) \\'-——--—-----q-‘A-m;:)--—--—'

Preview || Properties - e e
o er

See e Updited

3109KB POFFe. 2010051211710

ke F e 2010-06-08TI549

Data], scan an original,

and then select the
scanned document.

2. Click [Add File] to add the | 3 — — 2==y=
document to insert. Bvos2
3. Click [OK].

* When you insert PDF or TIFF (multi-page supported) files, you can click the [Page range] cell and
enter the page range that you want to insert in the job. You can also specify multiple pages ranges.
It is possible to specify them using reverse order or overlapping page ranges. (For example,
2-4,18-2)

Editing Chapters

You can add structure to a document by editing chapter settings.

Setting chapters allows effective setting and printing of page numbers and headers and footers, and the

insertion of separation sheets and tab stock.

Creating chapters (Create chapter)

You can divide the pages of a job into multiple chapters (create chapters).
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the I button.

1

TotalFlow Prep
File Edit View Setting H

W Job Management B job_01 8] job_02 8 job_03 T Job 04 v
Edit Page Order/Layout £d | wiginal | PaperimpostiorvFinshing | output Typersettings | T Printer_01 = ﬁ
-
LR = )i =T
Y ] Coom - ——- - - - - - - - -
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1. B the [Create Chapter] button
Click this to create a chapter.

2. Settings area
When you click B the [Create Chapter] button, the settings for creating chapters will appear here.
Specify each setting, and then click [Apply].

* Immediately after creating a job, all pages will be set as chapter 1.

Changing a chapter name or page (Chapter editing)

You can edit the name and the range of pages of an existing chapter.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the I button.
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1. Bl the [Edit Chapter] button
Click this to change the name or the range of chapter pages.

2. Settings area
When you click Bl the [Edit Chapter] button, the settings for editing chapters will appear here.
Specify each setting, and then click [Apply].

Undoing chapter settings (Delete chapter)

You can undo chapter settings, returning a document fo its original state.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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1. , the [Cancel Chapter] buiton
Click this to undo a chapter's settings.

2. Settings area
When you click & the [Cancel Chapter] button, the settings for undoing the chapter will appear here.
Specify each sefting, and then click [Apply].

* Any pages set to a deleted chapter will be added to the previous chapter.

Using Other Programs with this Application

You can use an external program to edit image documents, edit the documents for an entire job (PDF
edit), and perform pre-flight checks.

This section explains the limitations when using an external program in conjunction with this application
to edit jobs and documents.

* Programs to be used with this application must be registered in advance. For details about the
registration method and which programs can be used, see page 141 "Registering External
Applications".

Using another program to edit images

You can use another program to edit document pages whose original type is Image PDF (&1).

* When editing images using another program, be sure to use the "Save" function and not the "Save
As..." function. If the "Save" function is not used, changes will not be reflected in this application.

* Several limitations apply when you edit an image page in another program. For details, see
page 64 "Limitations when editing with other programs".

This function can be performed using the on-screen items indicated in the following illustration. For
details about a specific sefting, click the B button to display the on-screen balloon help.
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1. B, the [Edit Image Original] button
Click this to edit the image using another program.
2. Settings area

When you click B the [Edit Image Original] button, an input box for selecting the target page will appear
here.

Select the page you want to edit, and then click [Apply].
3. [Apply] button
The other program will start after you click this.

When you finish editing the image with the other program, save the image, and then on the [Run External

Program] screen, click [ReflectReslt].

* If you mistakenly click [ReflectReslt] or [Cancel] without saving the image and want to perform the
edits again, you must first close the other program. After you close the other program, click B, the
[Edit Image Original] button, again to open the other program, edit and save the image, and then

apply the results.

Editing the PDF of an entire job using another program

You can edit the entire content of a job as a single PDF in another program.

* When editing a PDF file using another program, be sure to use the "Save" function and not the
"Save As..." function. If the "Save" function is not used, changes will not be reflected in this
application.

e Several limitations apply when you edit a PDF in another program. For details, see page 64
"Limitations when editing with other programs".

This function can be performed using the on-screen item indicated in the following illustration.
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1. Edit PDF
Click this button to edit the entire job as a PDF in another program.
When you click this, all the pages of the job are combined into a single PDF file and opened.
When you are finished editing the PDF file, use the program's "Save" function, and then click [ReflectReslt] on

the [Run External Program] screen u

* If you mistakenly click [ReflectReslt] or [Cancel] without saving the PDF and want to perform the
edits again, you must first close the other program. After you close the other program, click [Edit
PDF] again to open the other program, edit and save the PDF, and then apply the results.

Performing a pre-flight check using another program

Pre-flight checking is a process of detecting errors or other problems before outputting a document.
With this application, all the pages of a job are saved as a single PDF file for a pre-flight check.

e When using a pre-flight check program, be sure to use the "Save" function and not the "Save As..."
function. If the "Save" function is not used, changes will not be reflected in this application.

e Several limitations apply when you perform a pre-flight check using another program. For details,
see page 64 "Limitations when editing with other programs".

This function can be performed using the on-screen item indicated in the following illustration.
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1. Pre-flight
Click this button to perform a pre-flight check using another program.
When you click this, all the pages of the job are combined into a single PDF file and opened.
When you are finished with the pre-flight check and editing the PDF file, use the program's "Save" function,

and then click [ReflectReslt] on the [Run External Program] screen.
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* If you mistakenly click [ReflectReslt] or [Cancel] without saving and want to perform the pre-flight
check again, you must first close the other program. After you close the other program, click [Pre-
flight] again to open the other program, perform the pre-flight check and save the document, and
then apply the results.

Limitations when editing with other programs

The following limitations apply when you use another program to edit a document:

General limitations

The following edits made on the [Edit Original] screen and the [Paper/Imposition/Finishing] screen
" do not appear and cannot be edited in another program:

e Fill area

* |Insert text

* Insertimage

¢ Page numbering

¢ Header/Footer

Limitations when using Edit Image Original

e Other image editing programs can only edit one page at a time. Multiple pages cannot be
selected for editing at the same time.

e Ifthe image file is a TIFF image, it is possible to add pages to it in an image editing program.
However, in this application, only changes to the first page of the TIFF file will be applied.
Changes to following pages will be ignored.

Limitations when using Edit PDF and Pre-flight

* After edits have been applied, pages whose original type was Image PDF might change to
Obiject PDF. If this happens, image edits can no longer be applied, even if the original data

was an image.

e Do not apply security settings to the PDF, such as passwords or authentication settings. These
changes cannot be applied in this application.
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Editing Originals

You can perform many types of edits on scanned images of paper documents, such as correcting
images, rotating pages, changing page size, inserting text and images, and filling in specified areas.

Additionally, the following functions allow you to perform editing more efficiently:
* Batch editing/Single page editing

You can apply edits to multiple pages at once, or you can apply edits one page at a time to
confirm the results of each edit. For details, see page 76 "Applying Edits to Multiple Pages".

* Image overlay registration

You can register created objects (text, images, fills) as an image overlay, and then use the image
overlay in other jobs. For details, see page 79 "Registering and Applying Image Overlays".

Page editing is done on the following screen, which you can display by clicking the [Edit Original]
button on the job edit screen.

Edit Original screen
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1. Toolbar

This area contains the function buttons used for editing pages.
Clicking i the [Undo]/, [Redo] button allows you to undo or redo an operation.
2. Settings area
When you click a function button on the toolbar, the settings for that function will appear here.

You can use the mouse to change the position and size of an area border or reference line.
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3. Thumbnail list

The document’s pages are displayed as a list of thumbnail images. Select the thumbnail of the page you want
to edit.

The following icons are displayed on each thumbnail:
+ ®, the [Displaying] icon: Indicates this is the current page in the View.
e |, the [Object PDF]/E/, [Image PDF] icon: Indicates the document type (PDF/Image).
+ @, the [Already Changed] icon: Indicates which pages were finished using a multiple-page process.
4. View
This area displays the selected page.

All editing operations are done in the View area.
5. Page turn
Click this or enter a page number to display a page for editing.
6. Enlarge/Reduce
Enlarge or reduce the display of a selected page.
7. [Move] button
While the page view is enlarged, you can move and change the displayed area of the page.
8. [Merge] button
You can confirm the result of merged images for the selected pages.
9. Grid (edit guidelines) display

Click ®#, the [Grid] button, to enable or disable the grid display. You can also change the size and color of
the grid.

Operations you can do on the [Edit Original] screen:
* Straighten skewed pages !
* Remove noise (unwanted dots or marks) from a document”!
 Remove borders around a document (Erase Border)”!
* Remove shadows in the center of a document, caused by book binding (Erase Center)
* Move a specified area”’
* Rotate pages
¢ Change page sizes
e Fillin specified areas
¢ |Insert characters (Insert Text)
* Inserfimages
* Edit objects (text, images, fillings)

¢ Register and editimage overlays
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%1 This function is available only if the original type is Image PDF (£]). For details about limitations of
functions in regards to document types, see page 164 "Limitations of Edit Functions for Document
Pages".

* Edit functions on the [Edit Original] screen can be accessed from the Toolbar and also from the

[Edit] menu and the right-click menu.
Mouse operations on the [Edit Original] screen

When you use a function where you specify the edit area with a start point and an end point (in X
and Y coordinates), you can specify the area also by dragging the mouse.

Additionally, you can use the mouse to perform the following operations on the specified area.

¢ Move the area

,,,,,,,

Move the mouse cursor within the area's bounds so that the R

cursor changes to %, Then drag the mouse to move the area. ¥

When you use the Move Area function, drag 2% to move the

areaq.

BYMO72

e Change the area’s size

,,,,,,,

Move the mouse cursor over a point (L) on the selection areaq, | !
on the selecion areo, 1 1. %
and then drag 1 “*«" " to change the size. &

BYMO71

Straightening Skewed Pages

This function allows you to straighten pages that were skewed when the original document was scanned.

—
——
—
—
—
?/

BYMO093
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* Straightening skewed documents is possible only if the original type is Inage PDF (£1).
Additionally, automatic straightening is possible only if the document’s color mode is black and

white (1 bit)(™).

¢ Ifyou perform other edits on a document that has been straightened and then perform straightening
again, the image quality might deteriorate. (If you are only straightening a document, the image
quality will not deteriorate no matter how many times you perform straightening.)

This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the Il button.
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1. E the [Deskew] button
Click this to adjust the image’s skew.
2. Settings area

When you click Ed the [Deskew] button, the settings for adjusting the degree of the document's skew will

appear here.

In the thumbnail areq, select the page that you want to de-skew, specify each setting, and then click [Apply].

* If you are straightening the skew manually, reference lines are displayed on the page. You can
move these reference lines with the mouse. Also, dragging a point ( L1 ) on the reference line lets

you freely correct the skew angle.

|

CXs219
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Removing Noise from Documents

When you scan documents or figures, noise (unwanted dots or marks) will often appear in the image.

This function allows you to remove this noise.

I

* Removing noise from documents is possible only if the original type is Image PDF (1), and only if
the document’s color mode is black and white (1 bit) (®).

e Punctuation marks such as periods/decimal points (.), colons (:), semicolons (;), commas (,),
apostrophes ('), and similar symbols or lefters might also be removed from the image. If this occurs,
click hall to undo the edit, adjust the removal area and level, and then perform noise removal again.

This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the setftings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the I button.
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1. B the [Noise Reduction] button
Click this to remove noise.
2. Settings area
When you click B, the [Noise Reduction] button, the settings for removing noise will appear here.

In the thumbnail areq, select the page from which you want to remove noise, specify each setting, and then
click [Apply].
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Removing Edge Shadows from Documents (Erase Border)

This function allows you to remove shadows that appear around the edges of scanned documents.

. 4 .4

®

®

»
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* Removing edge shadows is possible only if the original type is Image PDF (2]).

This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the B button.
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1. E, the [Erase Border] button
Click this to erase borders.

2. Settings area

When you click B, the [Erase Border] button, the settings for erasing edge borders will appear here.

In the thumbnail areq, select the page from which you want to erase borders, specify each setting, and then

click [Apply].

Removing Center Shadows from Book Sources (Erase Center)

This function allows you to remove the shadow that appears in the center of images when you scan an

open book.
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* Center shadow removal is possible only if the original type is Image PDF ().
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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1. E the [Erase Center] button
Click this to erase the center line.
2. Settings area
When you click B the [Erase Center] button, the settings for erasing center lines will appear here.

In the thumbnail areq, select the page from which you want to erase the center line, specify each setting, and
then click [Apply].

Moving a Selected Area

This function allows you to specify and move an area of a page image.
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BYM100

" * Moving an area is possible only if the original type is Image PDF (£!).

This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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&1, the [Move Area] button
Click this to move an area.
2. Settings area
When you click B the [Move Area] button, the settings for moving an area will appear here.

In the thumbnail areq, select the page that contains the area you want to move, specify each setting, and then

click [Apply].

Rotating Pages

Use this function if pages of an original were scanned in the wrong direction, as it allows you to rotate

pages info the correct orientation.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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1. [ the [Rotate] button
Click this to rotate a page.
2. Settings area
When you click B, the [Rotate] button, the settings for rotating the page will appear here.
In the thumbnail areq, select the page that you want to rotate, specify each setting, and then click [Apply].

Changing the Size of Pages

If the page size of the original does not match the output page size, you can change the page size to

match the size of the output page.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the Il button.
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1. , the [Enlarge/Reduce] button
Click this to enlarge/reduce pages.
2. Settings area
When you click & the [Enlarge/Reduce] button, the settings for changing the page size will appear here.

In the thumbnail areq, select the page whose size you want to change, specify each setting, and then click

[Apply].

* Enlarging the page size can reduce image quality.
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Filling a Specified Area

This function allows you to hide the content of an area by filling it in with a solid color.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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1. & the [Fill Area] button
Click this to fill in a specified area.
2. Settings area
When you click B, the [Fill Area] button, the settings for filling in an area will appear here.
In the thumbnail areq, select the page that you want to fill in, specify each setting, and then click [Apply].

* If necessary, you can delete a filled in area, change its properties, and change its ordering (move
forward/backward). For details, see page 76 "Editing Obijects".

Inserting Text

This function allows you to place text on a document page in a location of your choosing.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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1. , the [Insert Text] button

Click this to insert text into a page.
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2. Settings area
When you click E the [Insert Text] button, the setftings for inserting text will appear here.
In the thumbnail areq, select the page into which you want to insert text, specify each setting, and then click

[Apply].

* If necessary, you can delete an inserted text, change its properties, and change its ordering (move
forward/backward). For details, see page 76 "Editing Obijects".

Inserting Images

This function allows you to place an image file on a document page in a location of your choosing.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the Il button.
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1. , the [Insert Image] button

Click this to insert images info a page.

2. Settings area
When you click B the [Insert Image] button, the settings for inserting images will appear here.
In the thumbnail areq, select the page into which you want to insert an image, specify each setting, and then
click [Apply].

* For details about the types of image files that can be inserted, see page 160 "Supported Image
Formats and Image Sizes".

* If necessary, you can delete an inserted image, change its properties, and change its ordering
(move it forward or backward). For details, see page 76 "Editing Objects".
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Editing Objects

After you have placed objects (text, images, fill areas) on a document page, you can delete them,
change their properties, and change their ordering (move them forward or backward).

These functions can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the B button.
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1. B the [Edit Object] button
Click this to edit objects.
2. Settings area
When you click EJ the [Edit Object] button, the settings for editing objects will appear here.

In the thumbnail areq, select the page whose objects you want to edit, and then select the object (filled-in
areas, inserfed text, or images) that you want to edit.

Specify each setting, and then click [Apply].

Applying Edits to Multiple Pages

Edits made on the [Edit Original] screen can be applied to multiple pages in a job.
There are two ways of applying such changes:
All selected pages
Applies the exact same edits to each selected page.
Per page

Applies the edits to one selected page at a time, after you confirm the results of the changes.
Settings can be changed for each page as the edits are applied.

The following sections explain these methods.

Applying edits to all selected pages at once

Use the following procedure to apply edits to multiple pages at once.
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(For details about a specific setting, see the on-screen balloon help that appears when you click the €
button.)

1. On the toolbar, click the function that you want to perform.

2. In the thumbnail areq, select the pages to which you want to apply the edits.
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3. Specify each setting in the settings area.

4. Select [All selected pages] from the [Apply page:] drop-down list.
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5. Click [Apply].
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Applying edits to one selected page at a time

Use the following procedure to apply edits to one page at a time, as well as to confirm edits before
applying them to a page.

(For details about a specific setting, see the on-screen balloon help that appears when you click the €
button.)

On the toolbar, click the function that you want to perform.

2. In the thumbnail areq, select the pages to which you want to apply the edits.
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3. Specify each setting in the settings area.

4. Select [Per page] from the [Apply page:] drop-down list.
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5. Click [Start].
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6. Edits are displayed as applied on the page.

Specify the pages you want to select using the page selector at the bottom of the screen or the

thumbnail area.
7. Confirm or change the contents of the settings, and then click [Apply].
8. Repeat steps 6 and 7 to apply the edits one page at a time.
9. To finish applying the edits, click [Stop [Per pagel]].

If there are some pages to which you have not yet applied the edits, click [OK] on the confirmation

screen.

When you have finished applying the edits to all selected pages, click [Close] on the confirmation

screen fo end the procedure.

Registering and Applying Image Overlays

If you want to use the objects (text, images, fill areas) you have placed on a document page in the same

manner in a different job, you can register the page as an image overlay.

Overlays allow you to easily apply frequently used objects to documents.

Registering image overlays

Use the following procedure to register frequently used objects as an image overlay.

This function can be performed using the on-screen item indicated in the following illustration.
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1. [Add Image Overlay]
In the thumbnail areq, select the page that you want to register as an image overlay, and then click this button.

On the [Add Image Overlay] screen, enter a name for the image overlay.
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Add Image Overlay screen

Add Image Overlay

Image overlay list

Image Overlay0l  Image Overlay02  Image Overlayd3  Image Overlay04  Image OverlayD5  Image Overlay05  Image Overlay07

New image overlay preview

Sample

New name:

Clase

On the [Add Image Overlay] screen, you can do the following:
¢ Specify a name for a new image overlay.
¢ Change the name of a registered image overlay.

¢ Delete a registered image overlay.

Applying image overlays

This section explains how to place frequently used objects by applying an image overlay.
This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,
see the on-screen balloon help that appears when you click the I button.
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1. &, the [Apply Image Overlay] button
Click this to apply an image overlay.
2. Settings area

When you click & the [Apply Image Overlay] button, the settings for applying an image overlay will appear
here.
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In the thumbnail areq, select the page to which you want to apply an image overlay, specify each setting, and
then click [Apply].

o If the sizes of the image overlay and the document page are different, the image overlay will be

enlarged or reduced to match the size of the document page.
* Obijects added by image overlay will be placed on top of other objects on the document page.

* If you add an object to a document page after applying an image overlay, that object will be
placed over any image overlay objects.
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Paper and Imposition/Finishing Settings

This section explains how to open a job and configure paper and binding (imposition, finishing) settings.

You can view thumbnails of the document with the settings applied to confirm the results of the settings
before printing, which will minimize misprints.

On the job edit screen, click the [Paper/Imposition/Finishing] button to display the following screen,
where you can configure the settings.

Paper/Imposition/Finishing screen
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1. Exception settings

For each selected sheet, you can specify simplex/duplex, color/black and white, and stapling exception
settings.

When you click a function button, the settings related to that function will appear.
2. Sheet list

The following items are displayed in a list for each sheet:
¢ Chapter and sheet number
¢ Color / Black and White (™[Color]/ ™ [Black and White])
* Simplex/Duplex (M[1 sided]/ 12[2 sided])
* Paper size
e Finishing

Clicking 4 the [Close Sheet List]/ ¥ the [Open Sheet List] button allows you to display or hide the sheet list.
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3. View
Sheets are displayed as a list of thumbnails or icons.
4. Change View
You can switch the list between thumbnail and icon display.

If you switch the list to thumbnail display, you can confirm the results of the settings specified on the [Paper/
Imposition/Finishing] screen.

5. Paper selection area (Exception settings)

You can specify the paper selection for an individual sheet.

Clicking [Paper Type (Exception)] allows you to display or hide this area.
6. Enlarge/Reduce Adjustment

You can enlarge or reduce the thumbnails or icons displayed for the sheets.

7. [Zoom]/[Thumbnadils] button

You can switch the view between thumbnail and an individual sheet. When you select [Zoom], you can check
each side of the sheet by clicking [Front] and [Back].

8. Split Window (Full Window/ Split Vertically/ Split Horizontally)

You can split the View display.

Splitting the display allows you to make settings more effectively when there are many sheets.
9. Main settings pane

In this pane, you can configure the page, imposition, and finishing settings for the entire job.

Clicking a setting item’s bar expands the settings pane for that item like an accordion. Specify each setting in
the seftings area, and then click [OK].

Clicking the [Imposition/PaperType] button allows you to specify the imposition and paper settings for the
entire job.

To specify the settings for printing on tab stock, click the [Tab Stock Print Settings] button.

Operations you can do on the [Paper/Imposition/Finishing] screen:

* Specify imposition and paper type settings

¢ Specify finishing settings

¢ Insert page numbers

¢ Add a header and/or footer

e Add cover sheets

¢ Insert a page as a chapter separator

¢ Insert tab stock

¢ Insert slip sheets

 Configure tab-stock printing

* Apply individual settings to specified sheets
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* You can access the settings on the [Paper/Imposition/Finishing] screen using the [Edit] menu or the

right-click menu.

Imposition Settings

You can configure the imposition settings for all the pages in a job.

“Imposition” refers to the placing of pages according to where you expect them to be in the final

product. Configuring imposition can increase efficiency when printing multiple pages.

To configure imposition settings
On the [Paper/Imposition/Finishing] screen, click [Imposition/PaperTypel.
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2. On the [Imposition/Paper Type Settings] screen, specify the settings.

For details about a specific setting, click the Il button to display the on-screen balloon help.



Paper and Imposition/Finishing Settings

Imposition/Paper Type Settings screen
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1. Imposition type

You can select from normal, mini book, mini book double, magazine, magazine double, speed, and
double. Mini book double and magazine double are not available if the output mode is set to [JDF].

To specify combine, custom, or repeat, select [Normal]. Custom is not available if the output mode is set
to [JDF].

2. Settings for imposition types
The settings you can specify vary depending on the selected imposition type.
If you select [Normal] for [Imposition type], tabs will appear for [Layout], [Custom], and [Image Repeat].
Click the tabs for Combine/Custom/Image Repeat to specify those settings.

3. Presets

You can register frequently used imposition settings as a “Preset” and then apply them by selecting them

from a drop-down list.

=) Reference

* For details about registering settings in presets, see page 127 "Registering Imposition Presets".

Combining (Layout)

You can combine multiple pages of a document onto one sheet when printing.

B

BYM110
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Specify the combine setting by selecting [Normal] for [Imposition type] on the [Imposition/Paper Type
Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific

sefting, see the on-screen balloon help that appears when you click the B button.

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Sefttings".

Performing custom imposition

You can customize the number of pages, and the ordering, direction, and placement of pages printed

on one sheet.
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Specify custom imposition by selecting [Normal] for [Imposition type] on the [Imposition/Paper Type

Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific

sefting, see the on-screen balloon help that appears when you click the Bl button.

* This function is not available if the output mode is set to [JDF].

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Settings".

Printing an image in an array (Repeat)

You can repeatedly print a document page a specified number of times on one sheet of paper.
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56
8 s

Specify the repeat setting by selecting [Normal] for [Imposition type] on the [Imposition/Paper Type

BYM112

Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific

seffing, see the on-screen balloon help that appears when you click the B button.

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Settings".

Imposition for creating a bound booklet (Mini book/Mini book double)

"Mini book/Mini book double" is an imposition style in which the printed sheets are folded down the
center, stacked, and then bound along the edge.

Specify this setting on the [Imposition/Paper Type Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific
sefting, see the on-screen balloon help that appears when you click the B button.

¢ Mini book double is not available if the output mode is set to [JDF].

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Seftings".
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Mini book

BYMO004

Mini book double
" "Mini book double" is an imposition style in which two copies of the same booklet are produced at

once. The printed sheets are first folded along the center line, then cut, and then bound along the
edge.

If you use the [Mini book double] style, you can specify on which side the booklets are cut using
the [Rotate] setting.

Mini book double (no rotation)

BYM113

BYM114

Finishing settings for binding (horizontal binding)

To bind a document with the mini book style, specify the following finishing seftings as necessary:
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¢ Folding: Half fold
¢ Staple, punch

=) Reference

* For details, see page 95 "Finishing Settings".

Imposition for creating a bound book (Magazine/ Magazine double)

"Magazine/Magazine double" is an imposition style in which the printed sheets are stacked, folded

along the center line, and then bound along the center line.

When you are printing many pages or using thick paper, you can adjust the output to avoid page
misalignment (Creep) that can occur when folding pages.

Specify this setting on the [Imposition/Paper Type Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific

sefting, see the on-screen balloon help that appears when you click the B button.

¢ Magazine double is not available if the output mode is set to [JDF].

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Seftings".

Magazine

BYMO005

Magazine double

"Magazine double" is an imposition style in which two copies of the same booklet are produced at
once. The printed sheets are first stacked, folded along the center line, then cut, and then bound

along the center line.
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BYM115

Creep adjustment

When documents are bound in a magazine style, the center of a page (the bound area) can
become difficult to see, and the inner pages will protrude out farther than the outer pages. This
protrusion is called “creep”.

To prevent the outside pages becoming difficult to see, you can add a binding margin that is the
width of the creep to the outer-most page.

i | { &——————— Binding
Margin

»

& Creep

BYN116

Finishing settings for magazine binding (inner binding)

When binding a document using the magazine style (inner binding), configure the following
finishing settings as necessary:

e Staple: 2 at center
e Trim: Fore edge
* When binding, use the [Magazine] style instead of the [Magazine double] style.

=) Reference

¢ For details about finishing settings, see page 95 "Finishing Settings".

Using imposition to reduce printing time and costs (Speed)

"Speed" is an imposition style in which two pages are arranged and printed on each side of a sheet.
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The printed sheets are then stacked and cut down the center to make the final document.
As multiple pages are created per cut sheet, printing time and costs can be reduced.
Specify this sefting on the [Imposition/Paper Type Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific
sefting, see the on-screen balloon help that appears when you click the Bl button.

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Settings".

Speed (no rotation)

+F

BYM117

Speed (with rotation)
One of the two pages to be arranged on each side of a sheet is rotated.
The printed sheets are cut, and then the cut edges are aligned.

This function is not available if the output mode is set to [JDF].
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Using imposition to reduce printing time and costs (Double)

"Double" is an imposition setting in which the same page is printed twice on a single sheet.

By stacking printed sheets and cutting them along their center line, it is possible to produce two copies of
a page from one sheet.
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This saves both printing time and paper costs.
Specify this sefting on the [Imposition/Paper Type Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific
sefting, see the on-screen balloon help that appears when you click the B button.

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Settings".

Double (no rotation)

BYMO069

Double (with rotation)
One of the two pages to be arranged on each side of a sheet is rotated.
The printed sheets are cut, and then the cut edges are aligned.

This function is not available if the output mode is set to [JDF].

Cut edge

BYNO70

Using trimming settings (Crop marks)

“Crop marks” are lines used to indicate where a printed sheet should be trimmed. They are applied at

the time of printing fo sheets that require trimming. Center marks or corner marks can be applied.
Specify this sefting on the [Imposition/Paper Type Settings] screen.

Note that this explanation outlines the imposition and finishing settings. For details about a specific
sefting, see the on-screen balloon help that appears when you click the B button.
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* This function is not available if the output mode is set to [JDF].

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Settings".
Center Crop Marks

These are crop marks placed centered at the top and bottom and on either side of each sheet.

You can specify whether or not circles are included as part of the center marks.

—&—
¢ ¢
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Corner Crop Marks

These are crop marks indicating the finished size of the sheet for trimming.

An inner and outer crop mark is placed in each corner.

Outer
I_ | Crop
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Bl | Inner J

Crop
Mark
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¢ Inner crop mark
Marks the finishing (trimming) location.

¢ Outer crop mark
Marks the location of the outer edge for document elements that extend beyond the inner
crop marks. Document elements that extend beyond the trim area to the outer crop marks will

be cropped away once the sheet has been trimmed.
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Selecting the Paper Type for the Entire Job

You can specify the paper type for an entire job.

There are two methods of using the [Imposition/Paper Type Settings] screen for specifying a paper type
for the entire job:

¢ Automatic selection

¢ Manual selection

To select the paper type manually, click [Paper Type], and then specify the paper size, type, color,
and other settings on the [Select Paper Type] screen.

Custom paper types must be specified manually, and the settings you specify must match those set

" on the printer exactly. For details about your printer’s paper settings, see the documentation

provided with your printer.

Note that this explanation outlines the paper settings. For details about a specific sefting, see the on-
screen balloon help that appears when you click the I button.

=) Reference

* For details about displaying the [Imposition/Paper Type Settings] screen, see page 84 "Imposition
Sefttings".
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1. Custom paper selection

You can select a custom paper registered to Paper Catalog. If TotalFlow Print Manager or TotalFlow

Production Manager is available on your system, you can also select a custom paper registered to TotalFlow
Print Manager or TotalFlow Production Manager.

To use an unregistered paper type, select [(CurrentSetting)] from the drop-down list, and then specify the
settings on the [Basic Settings] tab and [Advanced Settings] tab separately.
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2. Add Custom Paper

You can register currently-used paper settings to Paper Catalog.

* For details about registering paper types to Paper Catalog, see page 130 "Registering Custom
Paper Types in Paper Catalog".

* The paper type settings for cover sheets, chapter pages, tab stock, and slip sheets can be made in
the general settings pane of the [Paper/Imposition/Finishing] screen.

* You can specify paper types for individual sheets. For details about how to do so, see page 111
"Specifying a separate paper type for specific pages".

Finishing Settings

You can specify the finishing options for binding printed documents.
* You can not specify finishing functions that are not available on your printer.

* Even if a function is available on your printer, if the values you specify in these seftings do not
match those set on the printer exactly, an error will occur on your printer.

* Ifyou are mixing paper sizes and specifying finishing seftings, use the following pairings of paper
sizes. You cannot specify finishing settings for pairings other than these.

e A3 (297 x 420 mm) and A4 (210 x 297 mm)

e B4JIS (257 x 364 mm) and B5 JIS (182 x 257 mm)
e 11 %17 inch and Letter (8.5 x 11)

e 8K (267 x 390 mm) and 16K (195 x 267 mm)
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To specify finishing settings

1. On the [Paper/Imposition/Finishing] screen, click [Finishing] to open the settings pane.
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2. Select the finishing settings you require, then specify each setting, and then click [OK].
For details about a specific setting, click the Il button to display the on-screen balloon help.
Finishing settings you can specify
¢ Printing collated documents (sorted printing)
e Stapling the printed document
¢ Punching holes in the printed document
¢ Folding printed pages
* Ring binding
¢ Perfect binding

e Trimming

Printing collated documents (sorted printing)

If you are printing more than one set of a multiple-page document, you can arrange the print order so
that the documents are printed in sorted sets.
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TR
T

BYM122

These seftings are specified on the [Paper/Imposition/Finishing] screen.

Stapling the printed document

You can staple together the printed pages of a document. (A stapling-capable finisher must be installed
on the printer.)

TR

BYM123

These seftings are specified on the [Paper/Imposition/Finishing] screen.

Note that this explanation outlines the finishing settings. For details about a specific setting, see the on-
screen balloon help that appears when you click the Il button.

=) Reference

* To confirm finisher installation, and for details about compatible paper types and available stapling
locations etc., see the printer's documentation.

Punching holes in the printed document

You can punch holes in the pages of a printed document. (A hole punch-capable finisher must be
installed on the printer.)
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=2

BYM124

These seftings are specified on the [Paper/Imposition/Finishing] screen.

Note that this explanation outlines the finishing settings. For details about a specific setting, see the on-
screen balloon help that appears when you click the I button.

=) Reference

* To confirm finisher installation, and for details about compatible paper types, available stapling
locations, and number of punch holes etc., see the printer's documentation.

Folding printed pages

Pages can be folded after printing. (A paper folding unit must be installed on the printer.)

» [\=—Y

BYM125

These settings are specified on the [Paper/Imposition/Finishing] screen.

Note that this explanation outlines the finishing settings. For details about a specific setting, see the on-
screen balloon help that appears when you click the I button.

=) Reference

* For details about compatible paper sizes and thicknesses etc., see the documentation of your
printer and the paper folding unit.
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Ring binding

You can ring bind printed documents. Only holes can be punched into a printed document. (A ring
binding unit must be installed on the printer.)
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These seftings are specified on the [Paper/Imposition/Finishing] screen.

Note that this explanation outlines the finishing settings. For details about a specific setting, see the on-
screen balloon help that appears when you click the B button.

=) Reference

* For details about compatible paper sizes and thicknesses etc., see the documentation of your
printer and the ring binding unit.

Perfect binding

You can perfect bind printed pages. (A perfect binding unit must be installed on the printer.)

Perfect binding is a binding process in which pages are inserted into a cover and glued into place.

BYM127

* To perform perfect binding, [Paper orientation] and [Open orientation] must be configured in one
of the following ways on the [Imposition/Paper Type Settings] screen:

* If [Paper orientation] is [Portrait], [Open orientation] must be either [Open to left] or [Open to
right].
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* If [Paper orientation] is [Landscape], [Open orientation] must be [Open to top].
These settings are specified on the [Paper/Imposition/Finishing] screen.

Note that this explanation outlines the finishing settings. For details about a specific setting, see the on-
screen balloon help that appears when you click the B button.

=) Reference

* For details about compatible paper sizes and thicknesses etc., see the documentation of your
printer and the glue binding unit.

Trimming

You can specify trimming locations for magazine-style (center) binding and perfect binding.

* The center cutting for the [Mini book double], [Magazine double], [Speed], and [Double] printing
methods cannot be performed with this function.

These settings are specified on the [Paper/Imposition/Finishing] screen.

Note that this explanation outlines the finishing settings. For details about a specific setting, see the on-
screen balloon help that appears when you click the I button.

For magazine style binding (center binding)

You can trim the opening end of a bound document. (A trimmer must be installed on the printer.)

BYM128

For perfect binding

You can trim the top, bottom, and opening end of a bound document. (A perfect binding unit must
be installed on the printer.)
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BYM14

=) Reference

* For details about compatible paper sizes and thicknesses etc., see the documentation of your

printer, trimmer, and perfect binding unit.

Adding Pagination (Page Numbering)

You can print page numbers. This function supports features such as page number resetting by chapter
and custom formatting.

TTTEITT
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* This function is not available if the output mode is set to [JDF].
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To add page numbers to a document

1. On the [Paper/Imposition/Finishing] screen, click [Page numbering] to open the settings

pane.
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2. Select the [Page number] check box, specify each setting, and then click [OK].

For details about a specific setting, click the B button to display the on-screen balloon help.

Adding a Header and/or Footer

You can add a header/footer to a document when you print it.

>
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e This function is not available if the output mode is set to [JDF].
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To add a header/footer to a document

1. On the [Paper/Imposition/Finishing] screen, click [Header/Footer] to open the settings

pane.
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2. Select the [Header] and/or [Footer] check box, specify each setting, and then click [OK].

For details about a specific setting, click the B button to display the on-screen balloon help.

Adding Cover Sheets

You can add cover sheets to a document when you print it. You can also print on the cover sheets.

T
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e This function is available only when the [Imposition type] sefting on the [Imposition/Paper Type
Settings] screen is set to [Normal].
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To add cover sheets

1. On the [Paper/Imposition/Finishing] screen, click [Cover sheet] to open the settings pane.
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2. Select the [Front cover] and/or [Back cover] check box, specify each setting, and then
click [OK].

For details about a specific setting, click the B button to display the on-screen balloon help.

Inserting Pages at Chapter Breaks

You can insert pages at chapter breaks. You can also print on designation sheets.

Designation sheets can be inserted into chapters created using the "Create Chapter" function of the [Edit
Page Order/Layout] screen. You can have a designation sheet inserted for each chapter, or you can
specify for which chapters a designation sheet is inserted.

+4

‘ T
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e This function is available only when the [Imposition type] setfing on the [Imposition/Paper Type
Settings] screen is set to [Normal].
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Procedure for setting and inserting designation sheets

1. On the [Paper/Imposition/Finishing] screen, click [Designation sheet] to open the settings

pane.
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2. Select the [Designation sheet] check box, specify each setting, and then click [OK].

For details about inserting pages, see page 59 "Editing Chapters".

Inserting Tab Stock

You can insert tab stock at chapter breaks. You can also print on tab stock.

Tab stock can be inserted at chapter breaks set using the “Create Chapter” function on the [Edit Page
Order/Layout] screen. You can insert tab stock for each chapter, or you can specify for which chapters

T
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tab stock is inserted.

=

 Before inserting tab stock, you must register a tab stock preset.
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* Tab stock can be inserted only if the page orientation is set to vertical and the tab is on the right

edge of the page.

* Tab stock can only be inserted if the [Imposition type] is set to [Normal], [Open orientation] is set to

[Open to left], and the page orientation of the first chapter is set to [Portrait] on the [Imposition/
Paper Type Settings] screen.

* When tab stock is inserted, only the following combinations of mixed-size paper are supported. If

you require other combinations, tab stock cannot be inserted.
A3 (297 x 420 mm) and A4 (210 x 297 mm)

B4 (257 x 364 mm) and B5 (182 x 257 mm)

11 x 17 inch and Letter (8.5 x 11}

8K (267 x 390 mm) and 16K (195 x 267 mm)

e [fyour printer does have a function for outputting remaining tab stock, remove any unneeded tab

stock from the printer’s trays before beginning output.

To set and insert tab stock

1. On the [Paper/Imposition/Finishing] screen, click [Insert tab stock] to open the settings

pane.
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» Paper Type (Bxception)

2. Select the [Tab stock] check box, specify each setting, and then click [OK].

For details about a specific setting, click the Bl button to display the on-screen balloon help.

To print on tabs, click [Tab Stock Print Settings], specify the chapter to print and the text or image to
print on the tab.

=) Reference

* For details about registering tab stock presets, see page 136 "Registering Tab Stock Presets".

* For details about printing on tab stock, see page 108 "Setting Text and Images to Print on Tabs".
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* For details about setting chapters, see page 59 "Editing Chapters".

Inserting Slip Sheets

Slip sheets can be inserted between a specified range of printed sheets. Inserting slip sheets can help
protfect printed pages.

You can also print on slip sheets.

T
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e Slip sheets can be inserted only if [Imposition type] is set to [Normal].
* Slip sheet seftings are not displayed in the preview or thumbnail views.

¢ If a document containing slip sheets is saved as a PDF file from the [Output Type/Settings] screen,
the slip sheets will not be saved in the document.
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Procedure for inserting slip sheets

1. On the [Paper/Imposition/Finishing] screen, click [Insert slip sheet] to open the settings

pane.
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2. Select the [Slip sheet] check box, specify each setting, and then click [OK].

For details about a specific setting, click the B button to display the on-screen balloon help.

Setting Text and Images to Print on Tabs

You can specify settings for printing on the tabs of inserted tab stock, including print position, direction,

the text or image printed, and which chapters to print.

The specified contents are printed on one side of the tab stock.

»

BYM141

¢ The [Insert tab stock] seftings must be configured first.

* You cannot print on both sides of tab stock.
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* Be sure fo select a tab stock preset for the tab stock and the paper type in [Insert tab stock]. For
details about the settings, see page 105 "Inserting Tab Stock".

e This function is not available if the output mode is set to [JDF].

To specify tab stock printing

1. On the [Paper/Imposition/Finishing] screen, click [Tab Stock Print Settings].
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2. Specify each setting on the [Tab Stock Print Settings] screen.

For details about a specific setting, click the Il button to display the on-screen balloon help.
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Applying Separate Settings to a Specified Sheet (Exception Setting)

You can apply the following settings individually to specified sheets. This function is called “exception

setting”.
e 1 sided/2 sided
e Color/black & white
* Stapling
* Paper type

* Exception setfings can be performed only when [Normal] is selected for [Imposition type] on the
[Imposition/Paper Type Settings] screen.

* Exception seftings cannot be applied to cover sheets, pages inserted at chapter breaks, or tab
stock.

+ @, the exception icon is displayed on sheets to which an exception setting has been applied.
* You can cancel an exception setting.

* If a page has exception seftings applied and you set that page's contents to be printed as a cover
page, a page inserted at a chapter break, or tab stock, the exception settings will be canceled.

Applying 1 sided/2 sided, color/black & white and staple print settings individually
to specified sheets

You can apply the [1 Sided / 2 Sided], [Color / Black and White], and [Staple] settings individually to

specified sheets.
Exception settings can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the settings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the Il button.

Edit Original Paper/Imposition/Finishing Qutput Type/Settings J {21 Printer_01 A ﬁ
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Page numbering

I ® o

\------|.------------J_Headermter

4 CX8140

1. O the [1 Sided / 2 Sided (Exception)] button
Click this to apply the 1 sided/2 sided setting to the selected sheets.
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2. B the [Color / Black and White (Exception)] button
Click this to apply the color/black and white setting to the selected sheets.

3. O the [Staple (Exception)] button
Click this to specify staple locations for the selected sheets.
Limitation
On some printers, it is not possible to set stapling as an exception setting.

Also, even if stapling can be set as an exception setting, when you print multiple copies, the output order of
documents might be different than you expect. (This is because any section that is specified as an exception
will be separated into a different job, and multiple copies of each job will be output in turn.)

4. Settings area

When you click El, the [1 Sided / 2 Sided (Exception)] button, , the [Color / Black and White (Exception)]
button, or , the [Staple (Exception)] button, the settings for that function will appear here.

Specify each sefting, and then click [OK].

Specifying a separate paper type for specific pages

You can specify a paper type for an individual page apart from the rest of the document.

Procedure for specifying separate paper types

1. On the [Paper/Imposition/Finishing] screen, click [Paper Type (Exception)] to open the
settings pane.
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2. Specify individual settings such as paper size, type, color, etc. on the [Paper type] tab.
Or, select a registered paper type by clicking on the [Paper Catalog] tab.

3. Specify the page number to apply the separate settings to, select a paper type, and then
click [OK].

For details about a specific setting, click the Il button to display the on-screen balloon help.
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You can also specify paper type settings by dragging and dropping a paper type image from the
Paper Type (Exception) settings pane directly onto a particular page.

Canceling exception settings

You can cancel the [1 Sided / 2 Sided (Exception)], [Color / Black and White (Exception)], [Staple
(Exception)], and [Paper Type (Exception)] settings that have been applied to selected sheets.

This function can be performed using the on-screen items indicated in the following illustration.

Note that this explanation outlines general use of the setftings area. For details about a specific setting,

see the on-screen balloon help that appears when you click the I button.
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1. , the [Cancel Exception] button
Click this to cancel the exception settings.
2. Settings area
When you click B the [Cancel Exception] button, the settings for that function will appear here.

@, the exception icon, is displayed in the view area on the sheets to which exception setftings have been
applied. Select the sheets, and then click [OK].
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Output Settings

After you have configured the [Edit Page Order/Layout], [Edit Original], and [Paper/Imposition/
Finishing] settings for the documents in a job, you can view a preview of the final output, select the
output method, and configure the print settings.

Clicking [Output Type/ Settings] in [Job Edit] will display the following screen, where you can configure
the output settings.

Output Type/ Settings screen

1
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1. Preview display
This area shows the document in its final form, after any edits have been applied.
You can use the buttons at the bottom of the screen to change the page and preview the final form of each
page.
Depending on the printer, paper type settings, and finishing settings, actual output might differ from the results
shown in the preview.

2. Print Settings

You can configure the following print settings. (The available print settings might differ depending on the
printer.)

For details about a specific setting, click the B button to display the on-screen balloon help.
e [Copies:]
e [Color/B & W]
e [Output tray:]
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¢ [Print mode:]
You can select Normal print, Save as job file and print, Sample print, etc.
¢ Reverse order printing
* Eject face-up
¢ Image offset
When printing two-sided documents, you can adjust the position of the front-side image and the back-
side image.
3. Printer selection
In the drop-down list, select the printer you want to use.
Only printers that are registered appear in the drop-down list. For details about registering printers, see
page 142 "Registering a Printer".
Note that if you change the printer after you edit a job, any functions not supported by the new printer will be
disabled.
4. [Start Printing] button
Begin printing.
After you begin a print job, you can check its progress and change its status (pause, resume, cancel, etc.) if
necessary.

For details about checking a job’s progress and changing a job’s status, see page 151 "Checking Job

Progress and Results".
5. [Zoom]/[View Whole] button

Use this to switch the preview display.
6. [Save Job] button

Save the modified job as an RJF, JDF or MJD format.

The RIF format is a job file format unique to this application. RJF files are PDF files that have embedded
information about settings such as finishing settings and print settings.

Saved jobs can be retrieved and opened later for editing and printing or outputting.

When you save the modified job as a JDF or MJD format, you cannot delete or modify the contents of placed
objects (text, images, and fill areas).

7. [Save as PDF] button

Save a job as a single PDF file with edits applied.

Information such as finishing settings, slip sheet insertion, number of copies, and output tray will not be saved.

* When saving a job as a JDF format, a folder will be created and PDF files that are linked with the
JDF file will be saved in a folder. The folder name will be the same as the JDF file name with
"_mrjob" appended to the end. For example, if the JDF file name is "ABCD.df", the PDF files will be
saved in the "ABCD_mrjob" folder.

* The created JDF files are only available with the TotalFlow applications.
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Outputting to TotalFlow Print Manager or TotalFlow Production Manager

Use the following procedure to send jobs to TotalFlow Print Manager or TotalFlow Production Manager
for outputting. This procedure can be used only if TotalFlow Print Manager or TotalFlow Production
Manager is available on your system.

1. Register a printer for outputting to TotalFlow Print Manager or TotalFlow Production
Manager.

On the [Add/Edit Custom Printer Settings] screen, specify [To TotalFlow PM] in [Data output
mode:]. For details about registering a printer, see page 142 "Registering a Printer".

2. Create a job, and then open the job edit screen.

For details about creating a job, see page 47 "Preparing Jobs".

3. Inthe [Printer:] drop-down list, select the printer you registered in Step 1 for outputting to
TotalFlow Print Manager or TotalFlow Production Manager.
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4. Edit the job.
For details about editing a job, see page 55 "Editing Jobs".
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5. On the [Output Type/Settings] screen, select an option for [Print mode:].
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To delay the printing of a job after sending it to TotalFlow Print Manager or TotalFlow Production

Manager, select [Hold print].
6. Click@, the [Start Printing] button.
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5. Using the Program Function

This chapter explains how to register functions and settings as programs and how to use the Hot folder

function.

Registering Frequently Used Features as a

Program

Registering frequently used functions and settings as a program allows you to perform printing and

binding operations with increased efficiency.

Use the following procedure to register a program. For details about a specific setting, click the &

button, to display the on-screen balloon help.

1. On the [Setting] menu, select [Program].

TotalFlow Prep
File  Edit View TSetting” Help

W Job Management (il
Imposition/Paper Type Settings ~ F4
Open Job Paper Catalog 3
(roe: | Tab Stock Preset
H—L External Program
i « [ @No.
v () PrepData Printer 6p
1p:
Basic Scan Properti
asic Scan Properties 6p
184
Preferences
Task Manager
Backup

2. On the [Program] screen, click [Add Program (TFMR)] or [Add Program (JDF)].

Pronram list
- as an an an an a» oo e e e

] |_ 4 Add Program (TFMR) | | < Add Program (D) I, a
W ear an aw v aw aw a» e e e

@ Programo1 K Programoz

Program name: Settings:

Description:

Close |

CXs078
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5. Using the Program Function

3. On the [New Program] screen, select the printer you want to use, and then specify the
settings of the functions on each tab. The settings you specify will be registered as a

program.

T

b Crmeo |~ J

b - o S .Faper | EditOriginal || Ecit Header/Footer || Finishing | Output Type

Program name: |

Description:

[] Hot folder

4. Click [OK].
The program will appear in the list on the [Program] screen.

* If you configure a hot folder (monitored folder) for the program, you can use a program to create
and output jobs simply by placing document data in the folder. For details, see page 124 "Using
Hot Folders".

* If you register(ed) a program to a hot folder, a shortcut icon (=) for the hot folder will appear on

the desktop.

* You can register up to 10 programs that have a hot folder configured.
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Changing a Program’s Content/Deleting Programs

Changing a Program’s Content/Deleting
Programs

You can change a program’s content (registered functions and settings), and you can delete programs.

Changing the Content of a Program

Use the following procedure to change the content of a program. For details about a specific setting,
click the Bl button to display the on-screen balloon help.

1. On the [Setting] menu, select [Program].

TotalFlow Prep

File Edit View "WSGHAGY Help

Wy Job Management e Ir
Imposition/Paper Type Settings  F4

Open Job Paper Catalog F3

m =) Tab Stock Preset
External Program
[ 4 + [ @No.
v (1) PrepData Printer 6p:
1p:
Basic Scan P ti
asic Scan Properties ap
Prefersnces 1
Task Manager
Backup

=11

2. Onthe [Program] screen, select the program you want to change, and then click [Edit
Program].

Program

Program list x>

|_ 4 AddProgram (TFMR) | | 4 Add Program (JDF) o |/ EcitProgam | [| j Delete Program | B
v

@ Programo1 K Programoz

Program name: Settings:
ProgramO1 Output mode:JDF [a]
PrinterPrinter_01 [
Description: Management
Hot folder.

Imposition/Paper
Imposition type: Norrmal
1 sided / 2 sided: 1 Sided
Alignment spacing for pages

[ cee |

CXs080
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5. Using the Program Function

3. On the program editing screen, change the settings as necessary.

ProgramO1

{2 Printer_01 -

Management | Imposition/Paper || Edit Original | Edit Header/Footer | Finishing

Output Type
Program name: Programo1
Description:
V] Hot folder a
Folder Name: C\Hotfolder Browse
Desaription:
(L] Apply the job settings
oK Cancel

Deleting a Program

Use the following procedure to delete a program. For details about a specific setting, click the B button
to display the on-screen balloon help.

1. On the [Setting] menu, select [Program].

TotalFlow Prep

File Edit View "WSGHAOY Help

W Job Management [
Imposition/Paper Type Settings  F4
Open Job Paper Catalog 5
m Tab Stock Preset

External Program

] Job_04

[ 3 « | SN0
v () PrepData Printer 6p
1p:
Basic Scan Properti
asic Scan Properties 5
Preferences 159
Task Manager
Backup
1| ||
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Changing a Program’s Content/Deleting Programs

2. Onthe [Program] screen, select the program you want to delete, and then click [Delete
Program].

Program

Program list

- en e» e e
+ /Add Program (TFMR) H = Add Program (JOF) H J Edit ngram' \ @ Delete Program I,

S -

ﬂi ProgramO1

[ Programoz
Program name: Settings
ProgramO1 Output mode:IDF Al
Printer-Printer_01
Description: Management
Hot folder.
Imposition/Paper

Imposition type: Norrmal
1 sided / 2 sided: 1 Sided
Alignment spacing for pages

Cose |

CXs082
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5. Using the Program Function

Using a Program to Create a Job

You can apply a registered program fo create a new job.

Use the following procedure to apply a program to create a new job.

1. On the [Job Management] screen, click [Create New Job].
2

Select the file you want to create as a new job, and then click [Add file].
If a password is set for the file, you must enter it.

TotalFlow Prep
Fle Edt View Settng el

W Job Management

(o [ G ] @ [

= -—------—-—------—------‘
. » (3 Smart Organizing 14| (Name  [Size Type Updated .
v TotalFlow @12A 31058 | POFFle 1010720121038 4]
] v Totalrlowpret | [i@ 3,54 8 T File 1onozorzi03s | ||
. >0 app 6 50 KB PG File 10/10/201210:38 .
> manal | @ R piGITAL IILE 385K8 POF File 121220121439
. v () samples i@ LA 85KB. TIF File 10/10/2012 1038 .
. =Y @ LT 618 TIFFile 10/10/20121038 | '
>Ca Uninstaller 91 g3 g as 88KB TIF File 101020121038 | |
[ I ——— 4l
= Scan originals '
$ Addfile '
nnccccccccccccccccccccccca-
1 - o File(s) pe Job
Name Page range Size Type Updated
KKJ 116 )0 —
@ GR DIGTALIE outputmode: () [l TotalFlowMR ()3 JoF B[] select program @

CXs185

3. Select the [Select program] check box, and then click [Nexit].

4. On the [Selection of Program] screen, select the program you want to apply, and then
click [OK].

Selection of Program

Program list

| Add Program (TFMR) | | 4= Add Program (J0F) | |/ EditProgrem | | [ Delete Program | @

I Frogramot # Programoz

Program name: Settings:
ProgramO1 Qutput mode:TotalFlow MR N
PrinterPrinter_01
Description: Management
Hot folder:
Imposition/Paper

Imposition type: Normal
1 sided / 2 sided: 1 Sided
Alignment spacing for pages

oK Cancel

The job will be created, and the output will be generated.
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Using a Program to Create a Job

Depending on the settings registered to the program, the message "Find Job to Edit" appears in the
upper right of the [Job Management] screen. Select a job in the drop-down list to open the job edit
screen and generate the output.
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5. Using the Program Function

Using Hot Folders

A hot folder is a folder that is associated with a set of functions and settings registered as a program.

Simply placing a document file in a hot folder will cause the associated program to run and output the
document, output without your having to start this application.

_ » Libraries » Documents » Sample <% W Search So.. P

anize B8 Open with Adobe Reader X v » =~ [ @]

% Recent Places =

Documents library

Arrangeby:  Folder ~
__ sample

il Libraries
[Z] Documents
& Music
[/ Pictures
£ My Pictures

blic Picturs-
Gps B setup_Guide

etup_Guide Date modified: 1/28/2011 %:43 AM
Adobe Acrobat Document Size: 965 KB

BYN165

Before using a hot folder

¢ To use a hot folder, you must first register a program to associate the hot folder with. For

details, see page 117 "Registering Frequently Used Features as a Program".

* When you register a program, you can specify whether to generate output immediately after
a file has been placed in the hot folder or to start this application before generating output.

¢ Before placing files in the hot folder, make sure they can be processed by this application. For
details, see page 159 "Supported File Formats".

* When placing a JDF file in a hot folder, the PDF files that are linked with the JDF file must be

stored in a folder that can be accessed by the client computer.
When using a hot folder

* Ifyou place a password-protected file in the hot folder, an error will occur. Remove the
password protection before placing any files in a hot folder.

¢ If you place multiple files in a hot folder, a separate job will be created for each file. To
combine multiple files info a single job, you must start this application and combine the
necessary files. You cannot use hot folders to combine files.

* To place a JDF file and PDF files that are linked with the JDF file in a hot folder at the same
time, place the JDF file first. If the PDF files are placed in the hot folder before the JDF file is
placed, this application might start its process only with the PDF files.

If this application starts before output is generated
The message "Find Job to Edit" appears in the upper right of the [Job Management] screen.

Select a job in the drop-down list to open the job edit screen and generate the output.
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Using Hot Folders

Wy Job Management
Open Job GeateNewsob | (9
Folder || Search
[ Job File Name 4 [@[No. of Pgs [Size Format Imposition Type |Updated
v () PrepData m job_01 6pages  804KB RIFFile Normal 01/09/2013 11:46
& job_02 6pages  67KB RJFFile Norrmal 01/07/2013 1415
i job_03 6pages  1256KB  RIFFle  Nommal 120212012 1142
@ job_04 180 pages 36069 KB  RIF File Normal 1212/2012 1143
< T i3]
Previens || Properties
B| [z a
CXS084

To check the status of a running job

* You can check the progress of a job that is currently being processed by a hot folder, and if
necessary, change the job's status (pause, resume, or cancel it, efc.).

¢ For details about how to check or change the status of a job, see page 151 "Checking Job
Progress and Results".
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6. Useful Settings

This chapter explains settings that will help you use this application more efficiently.

This chapter also explains maintenance procedures for this application.

Registering Frequently Used Settings

You can register settings you use frequently when editing jobs, such as imposition presets, paper type

settings, and external programs.

Registering Imposition Presets

Registering a configuration of frequently used imposition and paper type settings as a preset allows you

to apply imposition settings efficiently.

=) Reference

* For details about imposition settings, see page 84 "Imposition Seftings".

The following sections explain how to register presets, edit registered presets' settings, and manage

presets (for example, deleting, editing presets' names, and descriptions).

Registering a preset

Use the following procedure to register a preset. For details about a specific setting, click the Bl button

to display the on-screen balloon help.

1. On the [Setting] menu, select [Imposition/Paper Type Settings].

TotalFlow Prep
File  Edit View TSetting Help
Program

W Job Management )
Imposition/Paper Type Settings  F4

Sl Paper Catalog 3
s | Tab Stock Preset
Folder Search
]

v () PrepData Printer
Basic Scan Properties

Preferences
Task Manager

Backup

[ [l

[ 1 + | &N,

6p
1p
6p
189

You can also register an item by clicking [Imposition/PaperType] on the [Paper/Imposition/

Finishing] screen.
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6. Useful Settings

2. On the [Imposition/Paper Type Settings] screen, configure the settings, and then click
[Add Preset].

Imposition/Paper Type Settings

- o e e LI
Preset. | eouit seting) x| (Zamme | (Fiimal
Outputrode Open oietation -
O ToRovMR & F OF Opentoleft |+ 1 Auto paper select
mpositn e
Normal 5
-
15ded /25ided 0
Keepaurentpagesize | v H
© 256ed ® 15
Adjst page saling positon
Tl |+ oput tray
Ao tray select_| =
Loyt
[ ame |

CXS085

3. On the [Add Preset] screen, enter values in [Preset name:] and [Description:].

Add Preset

B —

Description:

Cancel

Editing a registered preset’s settings

You can change a registered preset’s imposition and paper type settings.
Use the following procedure to edit a preset's seftings. For details about a specific setting, click the &
button to display the on-screen balloon help.
1. On the [Setting] menu, select [Imposition/Paper Type Settings].
You can also edit presets by clicking [Imposition/PaperType] on the [Paper/Imposition/Finishing]

screen.
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Registering Frequently Used Settings

2. On the [Imposition/Paper Type Settings] screen, select the preset that you want to edit

from the [Preset:] drop-down list.

Imposition/Paper Type Settings

4|
a [

‘Preset | B styter v‘) / PresetManagement | | < AddPreset |
- ean a» o> o> oo a a
Output mode **  Open orientation Paper type
O TotFlow MR @ IDF Opentoleft |+ [ Auto paper select
Imposition type B
Normal v
Page Scaling
1 sided / 2 sided
Keep curent pagesize | v I
O 2Sided @ 1Sided
Adjust page scaling position :
Top left - Input tray

@ [ Autotrayselect |

0 |

Close |

3. Change the settings as necessary, and then click [Add Preset].

4. On the [Add Preset] screen, change the contents of [Description:] as necessary.

When you edit a registered preset's settings, you cannot edit [Preset name:]. (Changing the preset's
name will register the preset as a different preset.)

Add Preset

Preset name:

Stylel

- aes or or v v o> o> o> E» e e oy

{ Description '
Description of Stylel,

! ]

! ]

! |

! )

R R R K

| oK ] I Cancel I

BYN177

5. Click [OK].

6. On the overwrite confirmation screen, click [OK].

Preset management

You can delete a preset, or change a preset's name and description.

Use the following procedure to edit or delete a preset. For details about a specific setting, click the &
button to display the on-screen balloon help.
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1. On the [Setting] menu, select [Imposition/Paper Type Settings].

You can also manage presets by clicking [Imposition/PaperType] on the [Paper/Imposition/
Finishing] screen.

2. On the [Imposition/Paper Type Settings] screen, click [Preset Management].

Imposition/Paper Type Settings

Preset: [ efautt setting ‘ o/ Preset Management ,p Addpreset |
oupitoce B et D pwerte U
OK TowFowMR  © B IOF Opentoleft | v [ Auto paper select
Imposition type L
Normal -

il

g Peesaln
1525000

|Kespamenteaedhe |z i

© 2500 © 15ced |
Adjust page scalng positon

|

Top left v Input tray. |

Auto tray select | v |

Tayout i

D ] J

=1

CXS086

3. You can delete presets or change presets' names and descriptions on the [Preset
Management] screen.

Preset list

1 @ T Delete
Ig‘ .
B syler K style2
—
Preset name: Settings:
Stylet Output mode: JDF n
Imposition type: Normal
2 el oesipton 1 sided / 2 sided: 1 Sided
Alignment spacing for pages
Verticalomm
Horizontal.omm
Layout
Number of pages to layout1
—
| ]

CXs178

1. To delete
Select a preset from the list, and then click [Delete].
2. To edit a preset's name and description

Select a preset in the list, and then edit the contents as necessary.

Registering Custom Paper Types in Paper Catalog

Registering frequently used paper types in Paper Catalog allows you to select paper types more easily.



Registering Frequently Used Settings

* To print on custom paper types set here, you must also register the same paper type to the printer.
For details about your printer’s paper seftings, see the printer’'s documentation.

The following sections explain how to register custom paper types, edit custom paper types' settings,
and manage custom paper types (for example, importing/exporting custom paper types, deleting
custom paper types, and editing custom paper types' names and descriptions).

Registering a custom paper type

Use the following procedure to register a custom paper type. For details about a specific setting, click

the B button to display the on-screen balloon help.

1. On the [Setting] menu, select [Paper Catalog].

TotalFlow Prep

File SEERGY Help
Wy Job Management Program
Imposition/Paper Type Settings ~ F4
S Paper Catalog 3
(rone | EE Tab Stock Preset
“—L External Program
[ 4 4 [ @No.
v () PrepData Printer 6p:
1p:
B Scan Py ti
asic Scan Properties op
18q
Preferences
Task Manager
Backup

You can also register a paper type by clicking [Paper Type] on the [Paper/Imposition/Finishing]

screen.

2. Onthe [Paper Catalog] screen, configure the settings, and then click [Add Custom Paper].

Paper Catalog

Custom paper name: | (@efautt setting) |+ | [/ Manage Custom lepn’_ | ([ 4r_Add Custom Paper_| ’ a

Basic Settings || Advanced Settings w e a» e

[a] s

Paper size

Letter (85 x 11) v

Weight (gsm)

7 2 (o300 —
Paper type

Plain -
color

White v
Coating (front side)

No v
Preprinted

© Yes ® No

Recycled content (%)

(0-100)

Texture

<7

dose |

BYNO87
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6. Useful Settings

3. On the [Add Custom Paper] screen, enter values in [Custom paper name:] and
[Description:].

Add Custom Paper

Custom paper name:

Custorm

Description:

oK “ Cancel

* You can also import and register a paper-type information setting file (XML format). For details, see

page 133 "Importing and exporting custom paper types" (below).

B Editing a custom paper type’s settings

Use the following procedure to edit a custom paper type’s settings. For details about a specific setting,

click the Bl button to display the on-screen balloon help.

1. On the [Setting] menu, select [Paper Catalog].
You can also edit the settings by clicking [Paper Type] on the [Paper/Imposition/Finishing] screen.

2. Onthe [Paper Catalog] screen, select the custom paper type that you want to edit from
the [Custom paper name:] drop-down list.

Paper Catalog

— W=
(T K conrror + ) / v ot e | [ pabcim e |

-_en e» e» oo o o
BASIC SETTNgS || AavaIIcEy ety |

——

[4]
Paper size =

Letter (35 x 11) v K

Weight (gsm)

7 [ wo-300
Paper type

Plain
Color

white v
Coating (front side)

No -
Preprinted
O Yes @ No

Recycled content (%)

(0-100)

Texture

£l

Close

BYN183

3. Change the settings as necessary, and then click [Add Custom Paper].
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4. On the [Add Custom Paper] screen, change the contents of [Description:] as necessary.

When you edit a custom paper type’s settings, you cannot edit [Custom paper name:]. (Changing

the name will register the paper type as a different paper type.)

Add Custom Paper

Custom paper name:

CustomPaper]

- e o» or o> o> o> o> o> @G> a» o oy

{ Description: '
' Description of CustomPaper?. '

! I

: |
b ————————_/

| oK | I Cancel I

BYN186

5. Click [OK].

6. On the overwrite confirmation screen, click [OK].

Importing and exporting custom paper types

You can export custom paper types from Paper Catalog.
Exported paper setting files (XML format) can be imported to another computer and used there.
Use the following procedure to import and export custom paper types. For details about a specific
setting, click the B button to display the on-screen balloon help.

1. On the [Setting] menu, select [Paper Catalog].

You can also import and export custom paper types by clicking [Paper Type] for each setting on
the [Paper/Imposition/Finishing] screen.
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6. Useful Settings

2. On the [Paper Catalog] screen, click [Manage Custom Paper].

Custom paper name: | efauit setting) ‘J [ # Manage Custom Paper | g+ Add Custom Paper |

Basic settings | Advanced Settings | - e am e e T8 paperinage

N

Paper size

Letter (85 x 11) v

Weight (gsm)
[&) kﬁ (40 - 300)
Paper type

Plain v

Color

White v

Coating (front side)

No -
Preprinted
© Yes @ No
Recycled content (%)
(0-100)

Texture

<7

Close

BYNO089

3. On the [Custom Paper Management] screen, click either [Import] or [Export], and then

B specify the paper settings file (XML format).

Custom paper list
8 oo
oF  |Paper Name 4 |Paper Size |weight [Paper Type | Color |Coating (front) |Preprinted
K  Postcard 100 x 148 mm  79(gsm) Cardstock Light Yellow No No
K userpapert Letter (85 x11) 79(gsm) Plain Light Blue No No
K userpaper2 Letter (85x11)  79(gsm) Plain Light Pink No No
Custom paper name: Settings:
Posteard Faper size: 100 x 148 mm n
Weight (gsm): 79
Description Paper type: Cardstock
Color: Light Yellow
Coating (front side): No
Preprinted: No
Recycled content (%) -
Texture: - o
- aon e
import || Export Close
(e
- e e

BYN192

* Only the selected custom paper type is exported.

Deleting a custom paper type/editing a custom paper type's name

Use the following procedure to delete a custom paper type, or to edit a custom paper type's name and
description. For details about a specific setting, click the Bl button to display the on-screen balloon help.
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1. On the [Setting] menu, select [Paper Catalog].
You can delete custom paper types or edit custom paper types' names and descriptions by clicking
[Paper Type] for each setting on the [Paper/Imposition/Finishing] screen.

2. Onthe [Paper Catalog] screen, click [Manage Custom Paper].

Paper Catalog
- s an am oy

Custom paper name: | efauitsetting) ﬂj [ Manage Custom paper | , Add Custom Paper | a

sascsettings [ AGRCRG SEitAGE | e o = - Paperimage

N

Paper size

Letter (85 x 11) v
weight (gsm)
Ftﬁ (40 - 300)
Paper type

Plain v

Color

White v

Coating (front side)

No v
Preprinted
O Yes @ No

Recycled content (%)

(0-100)

Texture

Clase

BYNO089

3. On the [Custom Paper Management] screen, delete custom paper types or edit custom

paper types' names and descriptions as necessary.

Custom Paper Management
Custom paper list

1 e Dclete
¥ [Paper Name < [Papersze  [weight [Paper Type | Color |Coating (Front) | Preprinted
K Postcard 100 x 148 mm  79(gsm) Cardstock Light Yellow  No. No
K User paper1 Letter (85 11)  79(gsm) Plain Light Blue No No
K Userpaper2 Letter (85x 11) 79(gsm) Plain Light Pink No No
Custom paper name: Settings:
Postcard Paper size: 100 x 148 mm n
Weight (gsm): 79
D - Descrpten Paper type: Cardstack
Color: Light Yellow
Coating (front side): No
Preprinted: No
Recycled content (). -
Texture: -
v
— iy
‘ import_||Export Close

BYN187

1. To delete

Select a paper type in the list, and then click [Delete].

2. To edit the name or description

Select a paper type in the list, and then edit the name and description.

135




136

6. Useful Settings

Registering Tab Stock Presets

Registering the tab stock you insert as a tab stock preset allows you to insert tab stock into your
documents efficiently.

=) Reference

* For details about inserting tab stock, see page 105 "Inserting Tab Stock".

To register tab stock presets, you must specify the following settings:

Settings for tab stock presets

E——
NG 1
* -

H —_—=
i \ 2

S
*— 1 3
/ 4
5

1. Top margin

2. Short edge
3. Long edge
4. Vertical pitch
5. Tab height

* In addition to these settings, you will also specify the tab stock size, number of tabs, and the tab
ordering.

o Settings that can be specified for the tab stock presets vary depending on the output mode of the
job.

The following sections explain how to register a tab stock preset, change the settings of a registered tab
stock preset, and manage tab stock presets (for example, deleting presets and changing presets’ names
and descriptions).

Registering a tab stock preset

Use the following procedure to register a tab stock preset. For details about a specific setting, click the
B button to display the on-screen balloon help.



Registering Frequently Used Settings

1. On the [Setting] menu, select [Tab Stock Preset].

TotalFlow Prep
File Edt View WSSHAGY Help

W Job Management

Open Job
Folder Search

Program
Imposition/Paper Type Settings ~ F&
Paper Catalog F3
Tab Stock Preset
Exterrial Program

e =

[ 4 « [ No.
v (1) PrepData Printer 6p:
1pe
Basic Scan P ti
asic Scan Properties 6p
18¢
Preferences
Task Manager
Backup

You can also register a tab stock preset by clicking [Tab Stock Preset Details] under [Insert tab

stock] on the [Paper/Imposition/Finishing] screen.

2. On the [Tab Stock Preset Details] screen, configure the settings, and then click [Add

Preset].

Tab Stock Preset Details

TabStock preset name: { (Default setting)

- an a» a» a» o,

Output mode: (s [l TotalFlow MR () @ JDF

Paper size: | A4 (210 x 297 mm) -8

Number of tabs: |5 ii]

Sequence: | Normal -
Top margin (13 |28 ii] mm

Tabwidth:  Short edge (2): 39 ii]mm

Long edge (3): 48 Iil mm

Vertical pitch (4): 48 ii] mm

2 Emm

Tab height (5):

T —z 0
> (4 ui [T :23)
> @

5—(5)

= | # Manage Preset ‘{ == AddPreset J,ﬂ
A

[] Preview

Close

CXS090
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6. Useful Settings

3. Onthe [Add Tab Stock Preset] screen, enter values in [Tab stock preset name:] and
[Description:].

Add Tab Stock Preset

Tab stock preset name:

tan

Description:

oK “ Cancel

Editing a registered tab stock preset’s settings

Use the following procedure to edit a registered tab stock preset’s settings. For details about a specific
setting, click the B button to display the on-screen balloon help.

B 1. On the [Setting] menu, select [Tab Stock Preset].

You can also edit the settings by clicking [Tab Stock Preset Details] under [Insert tab stock] on the
[Paper/Imposition/Finishing] screen.

2. Onthe [Tab Stock Preset Details] screen, select the tab stock preset that you want to edit
from the [TabStock preset name:] drop-down list.

Tab Stock Preset Details

- eas an a» o> o> > e o,

\Tabstock preset name: I‘ TabPreset1 ) # Manage Preset | | =4 Add Preset | a
4

Output mode: (o) [l TotalFlow MR () f# JDF [] Preview

Paper size: | A& (210 x 297 mm) -8
Number of tabs: [5 [£]
Sequence: | Normal |«
Top margin (1): ?tﬁ mm
Tabwidth:  Short edge (2) Ttﬂ mm
Long edge (3) 487@ mm
Vertical pitch (4) qg_tij mm

Tab height (5): |12 iﬁ mm

— —=
- ] (3)_‘ 1 ::J)
( Badlsl

5 (5}

I Close J
CXs188

3. Change the settings as necessary, and then click [Add Preset].
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4. On the [Add Tab Stock Preset] screen, change the contents of [Description:] as necessary.

When you edit a tab stock preset’s settings, you cannot edit [Tab stock preset name:]. (Changing
the name will register the tab stock preset as a different preset.)

Add Tab Stock Preset

Tab stock preset name:

TabPresetl
- ean an e e e e e s s e e oy
{ Description:
' Description of TabPreset1.

| o on on o o o o o o e o e

| oK | { Cancel J

|
|
|
|
)

BYN189

5. Click [OK].

6. On the overwrite confirmation screen, click [OK].

Managing tab stock presets

You can delete tab stock presets and edit presets’ names and descriptions.
Use the following procedure to edit and delete tab stock presets. For details about a specific setting,
click the Bl button to display the on-screen balloon help.

1. On the [Setting] menu, select [Tab Stock Preset].

You can also manage tab stock presets with this procedure by clicking [Tab Stock Preset Details] in
[Insert tab stock] on the [Paper/Imposition/Finishing] screen.
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6. Useful Settings

2. On the [Tab Stock Preset Details] screen, click [Manage Preset].

Tab Stock Preset Details

- s an a» a» w
TabStock preset name: I[Tabprseﬂ v I. # Manage Preset J \ 4 AddPreset I
Tan an a» a» e e s

Output mode: () [lf TotalFlow MR () f§ IDF [] Preview

Paper size: | A4 (210 x 297 mm) v a

Number of tabs: |5 tﬁ

Sequence: | Normal | =

Top margin (1): | 28 tﬁ mm

Tab width:  Short edge (2) |39 tﬁmm
Long edge (3): | 48 tjmm

Vertical pitch (&): | 48 tj mm

Tab height (5): (12 tjmm

_\: (1)
> @@ m T
45
Close
CXS$156

3. Onthe [Tab Stock Preset Management] screen, delete tab stock presets, or edit presets’
names and descriptions as necessary.

Tab Stock Preset Management

Tab stock preset list

1 e Delete

K tabPresett 3 TabPreset2

p—
Tab stock preset name: Settings:
TabPreset1 Output mode:TotalFlow MR [a]
Paper size:A (210 x 297 mim)
Description: Number of tabs:5
2= Sequerconiml

Top margin:28mm
Short edge39mm
Long edge4gmm
Vertical pitch48mm

[ cose |

CXS191
To delete
Select a tab stock preset in the list, and then click [Delete].

2. To edit the name and description

Select a tab stock preset in the list, and then edit the name and description.

140



Registering Frequently Used Settings

Registering External Applications

You can register external applications used for editing image documents, editing PDFs, and performing
pre-flight checks, accessed on the [Edit Page Order/Layout] screen.

Applications known to work with this application

Function Applications

Image document editing | Adobe Photoshop® CS4 / CS5 / CSé
Adobe Photoshop Elements 8 / 10

PDF editing Adobe Acrobat8 /9 / X / Xl

Preflight Adobe Acrobat 8 /9 / X / XI

Adobe Acrobat 8 / 9+Enfocus PitStop Pro 09 Update3 / X+Enfocus
PitStop Pro 10

To register an external program

1. On the [Setting] menu, select [External Program].

TotalFlow Prep

File  Edit  View

Wy Job Management

SEERGY Help

Program

Imposition/Paper Type Settings ~ F4.

Open Job Paper Catalog 3
m@ Tab Stock Preset
External Program
i 4 [ @No.
v (] PrepData Printer Sip
1p:
Basic Scan Properties 6pi
18q

Preferences
Task Manager

Backup

| [l

2. On the [Add External Program] screen, specify the path to the executable program you
want to register.

For details about a specific setting, click the Il button to display the on-screen balloon help.

Add External Program

Edit POF document:

Browse |

Edit image:

Browse

Pre-flight program:

Browse |

oK J| Concel |
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Registering Printers and Scanners

This section explains how to register printers and scanners.

Registering a Printer

To print documents using this application, you must first register a printer. You can register multiple
printers to handle different types of output formats.

e Before registering a printer, make sure that both your computer and the printer are correctly
connected fo the network. For details about printers that are compatible with this application, see
Readme. For details about how to connect the printer to a network, see the printer’s
documentation.

* To output jobs via TotalFlow Print Manager or TotalFlow Production Manager, you must first set up
TotalFlow Print Manager or TotalFlow Production Manager. For details, see the TotalFlow Print
Manager or TotalFlow Production Manager documentation.

* Without registering a printer, you can edit a job using the dummy printer. However, you cannot

output a job using the dummy printer.
* The dummy printer is not available for the Web browser version of TotalFlow Prep.

The following sections explain how to register, edit, and delete printers.

Printer registration

Use the following procedure to register a printer. For details about a specific setting, click the B button

to display the on-screen balloon help.

1. On the [Setting] menu, select [Printer].

TotalFlow Prep

File  Edit View "Setting  Help
Wy Job Management Program
Imposition/Paper Type Settings ~ F4
Gl Paper Catalog F3
Troder |EERT Tab Stock Preset
“—L External Program
[ 4 4 [ @[No.
v ("] PrepData Printer 6
1p:
B Scan Py ti
asic Scan Properties Gp
18q
Preferences
Task Manager
Backup




Registering Printers and Scanners

2. On the [Printer Management] screen, click [Add].

Printer Management

(i)
\ )

XXX Conection status~

SNMP version: | VI/v2 | | | | a

SNMP commurity name: | public

Close J

Cxs161

3. On the [Add/Edit Custom Printer Settings] screen, select [Data output mode:], and then

configure the settings.

Add/Edit Custom Printer Settings

Data output mode: | Raw TCP protocal | = a

IP address:

TCP port number: | 9100

Custom printer narme:

| Cancel

Editing a printer’s settings

You can change the settings of a registered printer.

Use the following procedure to edit a printer’s seftings. For details about a specific setting, click the

button to display the on-screen balloon help.

1. On the [Setting] menu, select [Printer].
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B Custom printer name: | Printer_O1

6. Useful Settings

2. On the [Printer Management] screen, select a printer, and then click [Edit].

Printer Management

Lfiita: - e o e
+ad 0| /et } T Delete Set as Default Printer
W Dumy e - - Connection status—
{TgPrinter_01 Connection status—
SHIMP version:| vinvz | w | | a
SNMP community name: | public
Close
CXs162

3. On the [Add/Edit Custom Printer Settings] screen, change the settings as necessary.

Add/Edit Custom Printer Settings

Data output mode: v a

IP address: | 11122 a

TCP port number: | 9100

| Cancel

Deleting a printer

Use the following procedure to delete a printer. For details about a specific setting, click the Bl button to

display the on-screen balloon help.

1. On the [Setting] menu, select [Printer].
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Registering Printers and Scanners

2. On the [Printer Management] screen, select a printer, and then click [Delete].

Printer Management

Printer list ’ - e
[ aa | et | @ Delete | | Setas Default Printer |
= . - -
Ml Dummy printer ‘Lonnection status—
L Printer_01 Connection status—
SNMP version:[ VA2 | v a
SNMP community name: public
Close |

CXs152

Registering a Scanner

To scan a paper document and then create a job with it, you must first register a scanner.

e Before registering a scanner, you must first install a TWAIN driver.

Specifying scan properties each time you scan
Installing the TWAIN driver allows you to scan easily.
Using registered properties to scan

If you register basic scan properties, you will not have to specify those properties each time you

scan a document.

For details about the types and versions of TWAIN drivers that can be registered in the basic scan

properties, see Readme.

The following sections explain how to register, edit, and delete basic scan properties.

Registering basic scan properties

Use the following procedure to register basic scan properties. For details about a specific setting, click
the Bl button to display the on-screen balloon help.
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6. Useful Settings

1. On the [Setting] menu, select [Basic Scan Properties].

TotalFlow Prep
File Edt View WSSEEAGY Help

W Job Management Frogiam
Imposition/Paper Type Settings ~ F&
Open Jab Paper Catalog F3
m Tab Stock Preset
Exterrial Program
[ 4 « [ &No.
v () PrepData Printer 6p
1pe
Basic Scan P ti
asic Scan Properties 6p
18¢
Preferences
Task Manager
Backup
=TT

2. On the [Basic Scan Properties Setup] screen, click [Add].

PP st
' o Add / Edit | @ Delete
——

-
Scanot
Scan02

Close

BYN169

3. Onthe [Add/Edit Basic Scan Properties] screen, specify the scanner and the basic scan
properties you want to apply.

Add/Edit Basic Scan Properties

Name:

Name:

a
Select scanner

TWANN driver: Select ,

Scanner:

Original a
Set location @) Exposure glass () ADF

Sides to scan:(s) One side (simplex) () Both sides (duplex)
size| v
a
Adjust image quality a

ight k
ety S P
Color / Gray scale | v

Resolution| | v

] ity thissetigs sareen  sconing a

Cocel |

Editing registered basic scan properties

You can change the contents of registered basic scan properties.
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Registering Printers and Scanners

Use the following procedure to edit the registered basic scan properties. For details about a specific

sefting, click the B button to display the on-screen balloon help.

1. On the [Setting] menu, select [Basic Scan Properties].

2. On the [Basic Scan Properties Setup] screen, select a registered configuration, and then

click [Edit].
e

L

Basic sCan propertirgs e e e

Scan_01
Scan_02

+ Add g / Edit ’ @ Delete |

Close

3. Onthe [Add/Edit Basic Scan Properties] screen, change the settings as necessary.

BYN170

Add/Edit Basic Scan Properties

Name:
Name:
Select scanner =
TWAIN driver: Select
Scanner:
Original a
Set location:(s) Exposure glass () ADF
e side (si th sicles (
Size: v
Adjust image quality a
Density. terter | Darker
—
Color / Gray scale| | v
Resolution: v
| Display this settings screen in scanning, a
| Cancel

Deleting registered basic scan properties

Use the following procedure to delete registered basic scan properties. For details about a specific

setting, click the B button to display the on-screen balloon help.

1. On the [Setting] menu, select [Basic Scan Properties].
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6. Useful Settings

2. On the [Basic Scan Properties Setup] screen, select a registered configuration, and then
click [Delete].

Basic Scan Properties Setup

Basic scan properties list - s e
= Add / Edit ‘ T Delete ‘

Scan ot - e

Scan_02

Cose |

BYN171
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Sefting Preferences

Setting Preferences

You can customize the following settings to match your workflow and increase your productivity.
* Unit of length (switch between millimeters and inches)
* Default paper size
* Default job output mode
* Location for saving print jobs (folder path)
* Default display for the job edit screen
o Default thickness and spacing of printer’s marks

* Display seftings (whether settings' results are displayed on the preview or thumbnail displays;

display colors)
* Resolution setting for the view appears on the Edit Original screen
* Popup screen when opening a job
* Whether or not to use shortcut keys

Use the following procedure to set your preferences. For details about a specific sefting, click the

button to display the on-screen balloon help.

1. On the [Setting] menu, select [Preferences].

TotalFlow Prep
File Edit View 'WSEHOAGY™ Help

W Job Management PrOgary b.os %) job_04
Imposition/Paper Type Settings ~ F4
b Paper Catalog F3
M rone | Tab Stock Preset
H—L Exterral Program
[ 4 « [ &No.
v () PrepData Printer 6p:
1p
Basic Scan Properti
asic Scan Properties 6p
189
Preferences
Task Manager
Backup
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6. Useful Settings

2. On the [Preferences] screen, change the settings as necessary.

Preferences

Measurement unit Display preferences a
® mm Q) inch Border line: (v on [

Cropmarkc (] Comer [
Default paper size 4 o W

o AL Letter
© | UELES Fold line: [v] Mountain fold

Valley fold
Default job output mode. a [V valley fol

Border when select [Image Repeat): [¥] On
O I TotalFlow MR () & IDF

stple: ¥ on [
Destination to save print job a Punch hole: @] on !
CPrepData Browse Ring binding: [v] On !
Initial screen of job edit B screen display resolution ]
Edit page order/layout - () Use system settings (96 pixel/inch)
() Custom resolution 100 ixel/inch (50 - 140;
. a © = * ¢ )
rop marks
P e b a
e 0pup screen when opening a jot
03 kﬁ point (01~ 06) [] Do not show job properties
i e [ Do ot show an alert when JOF description s insufficient

33 = (28 - 53
kj mm ) a
Shortaut keys

[¥ Use shortcuts

3 Cancel
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Checking Job Progress and Results

Checking Job Progress and Results

This section explains how to check the progress of current jobs (processing status/error), how to

manage current jobs (task management), and how to check the results of jobs.

* You can check the progress and manage the print jobs and jobs executed by a hot folder or a

program. In this section, the procedure is explained using the print jobs as an example.

Checking the Progress of Print Jobs

Use the following procedure to check the progress of print jobs and to manage current jobs.

1. On the [Setting] menu, select [Task Manager].

TotalFlow Prep
File  Edit View TSetting = Help

Wy Job Management Program
Imposition/Paper Type Settings ~ F&
Open Jab Paper Catalog 3
m@ Tab Stock Preset
External Program
[ | @[No.
v () PrepData Printer 6p:
1p:
B Scan Py ti
asic Scan Properties 6p
189
Preferences
Task Manager
Backup

You can also start the task manager from the Windows [Start] menu.
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6. Useful Settings

2. Onthe [Task Manager] screen, click the [Task Management] tab.

TotalFlow Prep  Task Manager

AllTasks  CurentTask  Help

Task Management Log

Status a |File name Registered Updated

Program Name Task Category
O Ssending job_01 01/09/2013 17:46:08 01/09/2013 17:46:12 Executed by a user
Waiting to send job_03 01/09/2013 17:46:17 01/09/2013 17:46:17 Executed by a user
Waiting to send job_02 01/09/2013 17:46:12 01/09/2013 17:4612

Executed by a user

On the [Task Management] tab, you can check and control jobs that have not yet been sent to the
printer. Jobs that have been sent to the printer do not appear on the [Task Management] tab.

You can check the results of jobs that have been sent on the [Log] tab.

3. Check the output status of the current print jobs, and then perform the following
management tasks as necessary.

Suspend/resume printing

Task management :
) Explanation
operation
Suspend Temporarily stops currently printing jobs.
On the [All Tasks] menu, select [Suspend].
Resume Resumes suspended jobs.
On the [All Tasks] menu, select [Resume].
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Checking Job Progress and Results

Cancel/resume a specified job

Task management

) Explanation
operation
Cancel Stops the specified job and deletes it from the job list.
Select the job that you want to cancel, and then select [Cancel]
on the [Current Task] menu.
Resume Resumes a job that stopped due to an error.” !

Select a job in which an error has occurred, and then select

[Resume] on the [Current Task] menu.

To resume a job in which a password-related error has

occurred, you must enter the correct password.

*1 Jobs in which a fatal error has occurred cannot be resumed using this screen. To resume such a
job, first cancel it, and then reopen it. Check its content is correct, and then try outputting it again.

Checking the Results of Print Jobs

Use the following procedure to check the results (log) of print jobs.

1. On the [Setting] menu, select [Task Manager].

TotalFlow Prep
File  Edit View TSetting” Help

Wy Job Management oo
Imposition/Paper Type Settings  F4
Open Job Paper Catalog /3
m@ Tab Stock Preset
External Program
[ 2 [ Bno.
v () PrepData Printer 6 p:
1P
Basic Scan Properties 6p
18
Preferences
Task Manager
Backup

You can also start the task manager from the Windows [Start] menu.

2. On the [Task Manager] screen, click the [Log] tab, and then check the log.

You can click [Refresh] to update the list of logs with the most recent information.
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TotalFlow Prep

Task Management | Log
Refresh

File name Date and Time 4 [Machine Task Category Function Used Log Message
Setup Guidepdf 01/09/2013 173751 Printer_01 Executed by a hot folder Cancel
job_01 01/09/2013 17:44:24 Printer_O1 Executed by a user Cancel
job_O1 01/09/201317:45:21 Printer_01 Executed by a user Cancel
job_02 01/09/2013 17:45:25 Printer_01 Executed by a user Cancel
job_03 01/09/2013 17:4537 Printer_01 Executed by a user Cancel
job_01 01/09/2013 17:46:08 Printer_01 Executed by a user Cancel
job_02 01/09/2013 17:46:12 Printer_01 Executed by a user Cancel
job_03 01/09/2013 17:46:17 Printer_01 Executed by a user cancel
1.2 Apdf 01/09/2013 1755431 Printer_O1 Executed by a program Completed

* logs are stored for 90 days.

* logs can only be viewed. They cannot be modified or deleted.




Backing Up and Restoring Settings

Backing Up and Restoring Settings

You can protect your data and settings by creating backup files.

Then, if a problem occurs, you can use the backup file to restore lost data and return the settings to their

previous states.
Backed up/restored items

The following settings and data can be backed up and restored:

* Paper Catalog * Preferences

e Tab stock presets * Registered printers

e Programs * Base scan properties configurations
* Imposition presets * External program information

* Image overlay

* Saved jobs are not backed up and therefore cannot be restored. To back up jobs, use Windows
Explorer to create a copy of the folder where the jobs are saved. You can use the Preferences
screen to find the folder in which the jobs are saved. For details, see page 149 "Sefting
Preferences".

Performing a System Settings Backup

Backed up data is stored as a compressed ZIP-format file.

Use the following procedure to perform a backup.

1. On the [Setting] menu, select [Backup].

TotalFlow Prep

File  Edit View TSetfing Help
Wy Job Management Program b 03
Imposition/Paper Type Settings ~ F4
e Paper Catalog 3
Trode | EETH Tab Stock Preset
“—L External Program
[ 4 4 [ @No.
v () PrepData Printer 6p:
1p:
B Scan Py ti
asic Scan Properties op
18q
Preferences
Task Manager
Backup
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2. Specify a save location and a name for the backup file, and then click [Save].

Savein: [ 5 My Documents - o B~
= Neme Date Type Size Tags
e
e’ liFm 5/21/201010...  File folder
| My PageMen... 1/27/201134.. File folder
[ | J. sample 1/28/201110:.  File folder
Deskion J. Scanned Doc... 5/21/201010...  File folder
Ubranes
LY
Computer
=,
o
Network
Fle name [ | Save
| Cancel

Restoring System Settings

You can decompress the backup file to restore the data. This will return the product to how it was when
the backup was made.

Use the following procedure to restore the data.

1. On the [Setting] menu, select [Restore].

TotalFlow Prep

File  Edit  View

Wy Job Management U T
Imposition/Paper Type Settings  F4

Open Job Paper Catalog 3
m@ Tab Stock Preset
External Program

[ 3 + [ @No.
v (1) PrepData Printer 6p:
1p:
Basic Scan Properti
asic Scan Properties &
Preferences 159
Task Manager
Backup
Restore

=i [l
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Select the backup file, and then click [Open].

(M| [ - » Libraries » Documents »

Organize v New folder

W Favorites T

B Desktop
1 Downloads

1 Recent Places

9 Libraries
[ Documents
& Music
=] Pictures
B Videos

I

18 Computer
&L, Local Disk (C)
(o Data (D:)

Documents library

Includes: 2 locations
Mame

1L Fax
1. My PageManager

|| Sample

. Scanned Documents

) test

=~ 0 @
Arangeby: Folder =

Date modified Type

5/21/201010:54 AM  File folder
1/27/2011 431 PM File folder
1/28/201111:22 AM  File folder
5/21/201010:51 AM  File folder
1/28/2011 439 PM  Compressed

Disk |

< i

| »

File name: test

~ | zIP File(zip)
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7. Appendix

Supported File Formats

This section explains the file formats supported by this application, applications necessary for submitting
documents (for job creation/document insertion), and the document types after documents are
submitted.

¢ Install the necessary applications for submitting beforehand.

File tvpe Required licati Document
ir ication
typ equired applicatio (e lanah
TIFF 1 None Image PDF &/
JPEG™! None Image PDF &/
PNG"! None Image PDF &
PDF None Obsject PDF
B/
JDF2 None Object PDF
o]
MJD"3 None Obsject PDF
o]
PS/EPS"4 Acrobat Distiller, included with Adobe Acrobat 8/9/X/XI Obiject PDF
o]
DOC/DOCX/ * Microsoft Office Word "® 2003 SP3°7 /2007 $P2/2007 | Object PDF
RTF"S SP3/2010/2010 SP1 &)
e Adobe PDF, included with Adobe Acrobat 8/9/X/XI
* TotalFlow PDF driver, included with this application”8
XLS/XLSX/CSV"> * Microsoft Office Excel © 2003 SP3°7 /2007 SP2/2007 | Object PDF
SP3/2010/2010 SP1 o]
* Adobe PDF, included with Adobe Acrobat 8/9/X/XI
* TotalFlow PDF driver, included with this application "8
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Fil Required licati Document

[ ir ication

e type equired applicatio type for job

PPT/PPTX "5 e Microsoft Office PowerPoint™¢ 2003 SP3"7 /2007 Object PDF
SP2,/2007 SP3,/2010,/2010 SP1 &l

e Adobe PDF, included with Adobe Acrobat 8,/9/X/XI

* TotalFlow PDF driver, included with this application "8

*1

*2

*3
*4
*5
*6
*7
*8

For details about supported image formats and sizes, see page 160 "Supported Image Formats and Image
Sizes".

JDF file formats are technical standard with PDF files that contain the job ticket information (special
instructions, customer information, etc.) and editing, finishing and printing settings for a job.

MID file formats are PDF files that contain finishing and printing settings.

Acrobat Distiller is used to create a PDF file, which is then used to create a job.

TotalFlow PDF driver is used to create a PDF file, which is then used to create a job.

Only the 32-bit version is supported.

You must install a compatibility pack to use DOCX, XLSX, and PPTX files with Microsoft Office 2003.

For details about installing TotalFlow PDF driver, see Setup Guide.

Additional Information for submitting PDF files

e This application supports the following PDF files: PDF files that are created using genuine
applications by Adobe Systems or those created using the scanner function provided by the
manufacturer of the devices listed in the Readme's "Supported Devices". If you use a PDF file
that was not created using the application or device specified above, the file may not be

imported into this application or some functions of this application may not be used.

¢ This application does not support PDF files that include XFA forms created using an
application such as Adobe LiveCycle Designer. Before importing a PDF file into this
application, convert the file so that it does not contain XFA forms.

Supported Image Formats and Image Sizes

The following tables detail the supported image formats and image sizes.

* Only available for images that use the RGB color mode.
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Supported File Formats

Image formats

Image format

Colors

TIFF (multi-page supported)

Uncompressed

Black and white (1 bit)
Grayscale (8 bit)
Index color (8 bit)
Full color (24 bit)

CCITT G3 FaxMH

Black and white (1 bit)

CCITT G3 FaxMR

Black and white (1 bit)

CCITT G4 FaxMMR

Black and white (1 bit)

TIFF-MH (Huffman RLE)

Black and white (1 bit)

LZW

Black and white (1 bit)
Grayscale (8 bit)
Index color (8 bit)

Full color (24 bit)

JPEG (JFIF) - YCbCr

Grayscale (8 bit)
Index color (8 bit)
Full color (24 bit)

PackBits

Black and white (1 bit)
Grayscale (8 bit)
Index color (8 bit)

Full color (24 bit)

ZIP (Deflate)

Black and white (1 bit)
Grayscale (8 bit)
Index color (8 bit)

Full color (24 bit)
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JPEG

Normal

Grayscale (8 bit)
Index color (8 bit)
Full color (24 bit)

Progressive

Grayscale (8 bit)
Index color (8 bit)
Full color (24 bit)

PNG

Normal

Black and white (1 bit)
Grayscale (8 bit)
Index color (8 bit)

Full color (24 bit)

Interlace

Black and white (1 bit)
Grayscale (8 bit)
Index color (8 bit)
Full color (24 bit)

Image size

bit)

Black and white (1

330.2 x 487.6mm
(13 % 19.2inch)

1,200 dpi

20,000 x 30,000
pixels

Tabloid (11 x 17)
1,200 dpi (13,200
x 20,400 pixels)

Tabloid Extra (12 x
18) 600 dpi
(7,200 x 10,800
pixels)

Tabloid Extra (12 x
18) 1,200 dpi
(14,400 x 21,600
pixels)

Grayscale (8 bit)

330.2 x 487.6mm
(13 x19.2 inch)

600 dpi

7,800x 11,520
pixels

Tabloid Extra (12 x
18) 600 dpi
(7,200 x 10,800
pixels)




Supported File Formats

. E I .
Colors Max. size MGX. Max. pixels Xomp.e 'mage
resolution -
Full color (24 bit) 330.2 x 487.6mm 600 dpi 7,800 % 11,520 | Tabloid Extra (12 x

(13 % 19.2 inch)

pixels

18) 600 dpi
(7,200 x 10,800

pixels)

Process for handling images that exceed the maximum size

If you try to create a job or insert a document from an image file that exceeds the maximum size,

the following processing is done:

¢ |fthe image does not exceed the maximum pixel count, the resolution of the image will be

increased, up to the maximum resolution, to fit the image within the maximum size.

¢ |fthe image exceeds the maximum pixel count, or if the image cannot fit within the maximum

size even by increasing the resolution, the following processing is done according to the

image’s color mode:

Black and white (1 bit): Converted to grayscale, and then reduced to A3 size at 600 dpi.

Grayscale or full color: An error appears. The job cannot be created or the document cannot

be inserted.
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Limitations of Edit Functions for Document
Pages

The following table details which of the functions on the [Edit Original] screen are available for which

document formats.

Document Format

Function
Image PDF = ! Object PDF 2 "2
Deskew (Auto) Available (black & white only) Not available
Deskew (Manual) Available Not available
Noise Reduction Available (black & white only) Not available
Erase Border Available Not available
Erase Center Available Not available
Move Area Available Not available

Rotate Available Available

Enlarge/Reduce Available Available
Fill Area Available Available
Insert Text Available Available
Insert Image Available Available
Apply Image Overlay Available Available

*1 This format applies to jobs and inserted documents created from TIFF, JPEG, or PNG image format files.

*2 This format applies to jobs and inserted documents created from files other than TIFF, JPEG, and PNG image
format files.
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Tables for Paper Settings Conversion

This section explains the paper settings for this application and the type of paper for printing.

When you print a job, the paper settings specified in this application are converted to match the paper
type of the printer to which the job is being output. Thus, depending on the printer, the same settings in
this application can refer to different types of paper.

Use this information to configure the paper settings to match the printer to which you are outputting.

In the table, printers are classified into types A to |. For details about your printer’s type and for details
about printers that are compatible with this application, see Readme.

* Paper settings can be configured on the [Select Paper Type] screen, which is accessed by clicking
[Paper Type] on the [Imposition/Paper Type Settings] screen. For details about how to display the
[Imposition/Paper Type Settings] screen, see page 84 "Imposition Settings".

* For details about supported paper types, loading paper into the trays, and other information about
paper types, see your printer’s documentation.

Paper Types and Settings

Printing on thin or thick paper

If you print on thin paper or thick paper, specify the [Weight (gsm)] setting in this application according
to your printer.

* When specifying the [Weight (gsm)] setting, do not change the default values of the following
settings. Specifying other values for the following settings might override the weight sefting.

¢ Paper Type, Color, Coating (front side), Preprinted, Recycled content (%), Texture, Hole
type / Ring bind type, Opacity

[Weight (gsm)] setting for this application

Paper type
Printer
type | i Paper Plain Plain Mlc?dle Thick Thick Thick
Paper Paper 2 Thick Paper 1 Paper 2 Paper 3
Type A - 52-90 - - 91-216 - -
Type B 40-51 52-105 - 106-163 | 164-216 | 217-256 | 257-300
Type C | 52-65 66-80 81-99 100-127 | 128-163 | 164-249 | 250-300
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Type D 52-65 66-80 81-100 | 101-127 | 128-169 | 170-249 | 250-300
Type E 60-75 76-100 - 101-126 | 127-156 | 157-220 | 221-300
Type F 60-63 64-80 81-105 | 106-163 | 164-220 | 221-256 | 257-300
Type G | 52.3-63 64-80 81-105 | 106-163 | 164-220 | 221-256 | 257-300
Type H - 52.3-104 - - 105-216 - -

Type | 60-63 64-80 81-105 | 106-163 | 164-220 | 221-256 | 257-350

Printing on paper other than thin or thick paper

If you print on paper other than thin or thick paper, refer to the table below and specify the settings in

this application according to the paper type.

¢ Do not change the default values of the settings marked with "-". Specifying other values might

override the necessary seftings.

Recycl
ecycled - Plain No -
Paper
Letterh

Letterhead - de erhea No -
Special

P

ope'r or - Plain No -
Special

Paper 1




Tables for Paper Settings Conversion

Specil Plain - No -
Paper 2
Special Plain - No -
Paper 3
Special Plain - No -
Paper 4
Special Plain - No -
Paper 5
Special Plain - No -
Paper 6
Pre-cut
tabs
Tqb Stock Tab stock - NO -
(precut/
full-cut)
Label
ane Labels - No -
Paper
| ther th
Color Plain Other than No )
Paper 1 colors below
Yellow Plain Yellow No -
Green Plain Green No -
Gray Plain Gray No -
Blue Plain Blue No -
Purple Plain Purple No -
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Ivory Plain Ivory No -
Orange Plain Orange No -
Pink Plain Pink No -
Red Plain Red No -
Preprinted Plain - No Yes
P

repunche Plain - No -
d
T

ranslucent Plain ) No )
Paper

Transpar
OHP - No -
ency
Coated
P
C(:F::;jr Plain - Coated -
Paper 1
Coated
P::e(: 5 Plain Glossy -
f

Coated Plain Matted -
Paper 3
Envelope Envelope No -




Tables for Paper Settings Conversion

Recycled

110100 - ) -
Paper

Letterhead - . ] :

Special
P

aper or . Light Cockle - ’
Special

Paper 1

Special ] Machine Finished - ’

Paper 2

ial
Specia . Mottled - _
Paper 3

Special - Traditional Laid - _
Paper 4

Special
Paper 5

Special
Paper 6

Tab Stock - . ] :

Label
Paper

Color
Paper 1

Yellow - ) i :

Green - ) i :
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Gray

Blue

Purple

Ivory

Orange

Pink

Red

Preprinted

Prepunche

d

Generic
S

Translucent
Paper

Translucent

OHP

Transparent

Coated
Paper or
Coated
Paper 1

Coated
Paper 2

Coated
Paper 3

Envelope




Troubleshooting

Troubleshooting

This section explains what you need to do when a problem occurs while you are operating this

application.

* The symbol ! in the “Action and reference” column indicates the following:

*1 If there is insufficient free space on the hard disk, increase the amount of free space. See Setup Guide

for details about the required amount of hard disk space.

If a Message Appears

This section explains essential messages. If a message not explained in this section appears, follow the

instructions in the message. If the problem persists, check the message and message code, and then

contact your service representative.

Folder operations

folder.

Message Message code Action and reference
Failed to create the 2038 Check the following:
folder. 3001 * Do you have sufficient privileges to create the folder2
3003 * s there sufficient free space on the hard disk2 "
* * *O '| 3
Failed to copy the 2038 Check the following:
folder. ¢ Do you have sufficient privileges to copy the folder
o Is there sufficient free space on the hard disk2"
Failed to move the 2038 Check the following:
folder. ¢ Do you have sufficient privileges to move the folder?
* s there sufficient free space on the hard disk2 "
¢ Isafile in the folder open? If so, close the file.
Failed to change the 2038 Make sure there is sufficient free space on the hard disk.”!
folder name.
Failed to delete the 2038 If a file in the folder is open, close the file.
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The number of - Make sure the name of the specified folder does not

characters entered exceed 80 characters.
exceeds the upper
[imit.

File operations

Failed to access the ***015 Check the following:
file. ***016 ¢ Does the file exist2

***017 ¢ Do you have sufficient privileges to access the file?
Failed to copy the file. | 3001 Check the following:

2038 * Do you have sufficient privileges to access the file?

o s there sufficient free space on the hard disk2 "

Failed to move the file. | 2038 Check the following:
Failed to change the 3013 * s there sufficient free space on the hard disk2”
file name. ¢ Is afile you want to use open? If so, close the file.

Failed to delete the file.

Password is incorrect. - Confirm the password for the PDF file.
Please try again.

Creating jobs

Failed to create a new | 2020900015 | Check whether you have sufficient privileges to read the
job. specified MJD file.
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Message

Message
code

Action and reference

Failed to incorporate
original file / scanned
data into job.

This image is
unavailable.

2020302111
2060502111

See page 159 "Supported File Formats", and check
whether this application supports the file's format.

2020302112
2060502112

Use an image file that does not require reduced reading or
a file where the X and Y resolutions are the same.

For details about image sizes supported by this

application, see page 160 "Supported Image Formats and

Image Sizes".
2020700003 | Increase the amount of free space on the hard disk.”!
Failed to save the job. | 2000600001 | Check whether the length of the absolute path contains
Failed to save as PDF 260 characters or less.
file.
Failed to update the 2000200102 | A new folder could not be created.
program information. Check the following, and then specify a folder that is valid:

* Do you have sufficient privileges to access the
specified folder?

* Did you specify a read-only folder? (For example, a
folder on a CD)

PDF conversion by the - 1. See page 159 "Supported File Formats", and check
TotalFlow PDF printer whether the file's format is supported by this
failed. application.

2. Ifthe TotalFlow PDF printer's seftings have been
changed, reinstall the TotalFlow PDF driver. For
details, see Setup Guide.

3. Ifthe problem could not be resolved in Step 1 or Step
2, the file might be corrupt. Check whether the file can
be opened in the program that was used to create it.

Page information 2000000004 | There might have been insufficient memory when reading

unavailable.

in a document.

If memory was insufficient, reduce the amount of memory

currently in use.
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Printing and printers

Message

Message code

Action and reference

Failed to reprint the
job.

Failed to print the job.

2000400110
2000400114

Check the following:

¢ |s the printer turned on?

An HTTP error has
occurred.

Failed to add the
printer.

Failed to update the
printer information.
Failed to update the
printer connection
seftings.

The printer status is

unknown.

2000600105 ¢ |s the printer connected to the network?
Failed to assign device | 5000400144 ¢ Did an error occur on the printer?
to the job.
2000400133
Failed to print.
Device capability
information
unavailable.
Cannot execute
printing.
Device capability 2000400109 | On the [Setting] menu, select [Printer], and then check
information 2000400134 | Whether the settings configured on the [Add/Edit Custom
unavailable. Printer Settings] screen are correct. For precautions about

configuring the settings, see the help.

2000400114
2000400115

The connection to the server on which TotalFlow Print
Manager or TotalFlow Production Manager is installed
might have failed.

Check the following:
¢ |sthe server turned on?
¢ |s the server connected to the network?

* Did TotalFlow Print Manager or TotalFlow Production
Manager start up correctly? If not, try restarting the

server.

e Can you print from TotalFlow Print Manager or

TotalFlow Production Manager?
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Message Message code Action and reference
Device capability 2000400102 | Check the following in TotalFlow Print Manager or
information 2000400132 | TotalFlow Production Manager.
unavailable. 2000400144 | For details about operating TotalFlow Print Manager or
An HTTP error has TotalFlow Production Manager, see the documentation for
occurred. TotalFlow Print Manager or TotalFlow Production
Failed to add the Manager.
printer. ¢ Does an appropriate virtual printer exist on the server
Failed to update the on which TotalFlow Print Manager or TotalFlow
printer information. Production Manager is installed?
Failed to update the e |s the virtual printer associated with a physical
printer connection printer?
settings. e Can you print from the physical printer that is
The printer status is associated with TotalFlow Print Manager or
unknown. TotalFlow Production Manager?
2000400128 | Check that an error has not occurred on the printer.
2000400130 | If "Failed to update the printer connection settings."
appeared, check all registered printers.
2000400103 | When all printing has finished on the specified printer,
perform the operation again.
Scanners
Message Message code Action and reference

Failed to delete the

basic scan properties.

Failed to acquire the

basic scan properties.

Failed to update the

basic scan properties.

2090700103

Reconfigure the [Basic Scan Properties] settings. If this
message continues fo appear, the settings file for this
application might be corrupted.

Scanning has been
cancelled.

If scanning was not cancelled and this message appears,

repeat the scanning.
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Other issues

Preferences
information
unavailable.

Failed to update the
preferences
information.

2090400105

1.
2.

Restart your computer.

If the problem could not be resolved in Step 1, the
settings file might be corrupt.

If This Application Does Not Start

This section explains what to do if this application does not start.

1. Check whether the amount of free space on the hard disk is sufficient.”!

2. Ifthe problem could not be resolved in Step 1, restart your computer.

3. Ifthe problem could not be resolved in Step 2, uninstall this application, and then install it again.

For details about the procedures for uninstallation and reinstallation, see Setup Guide.
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