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Manuals for This Machine

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

This manual introduces the machine's various functions. It also explains the control panel, preparation
procedures for using the machine, how to enter text, how to install the CD-ROMs provided, and how

to replace paper, toner, staples, and other consumables.
Troubleshooting

Provides a guide for resolving common usage-related problems.
Copy and Document Server Reference

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

explanations on how to place originals.
Facsimile Reference

Explains Facsimile functions and operations.
Printer Reference

Explains Printer functions and operations.
Scanner Reference

Explains Scanner functions and operations.
Network and System Settings Guide

Explains how to connect the machine to a network, configure and operate the machine in a network
environment, and use the software provided. Also explains how to change User Tools settings and

how to register information in the Address Book.
Security Reference

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

security, we recommend that you first make the following seftings:
* Install the Device Certificate.

¢ Enable SSL (Secure Sockets Layer) Encryption.



¢ Change the user name and password of the administrator using Web Image Monitor.
For details, see “Setting Up the Machine”, Security Reference.

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

authentication.
PostScript 3 Supplement
Explains how to set up and use PostScript 3.
Other manuals
e UNIX Supplement
* Quick Reference Copy Guide
* Quick Reference Printer Guide
* Quick Reference Fax Guide
¢ Quick Reference Scanner Guide
* Manuals for DeskTopBinder Lite
* DeskTopBinder Lite Setup Guide
* DeskTopBinder Introduction Guide
* Auto Document Link Guide
* Manuals provided are specific to machine types.

* For “UNIX Supplement”, please visit our Web site or consult an authorized dealer. This manual
includes descriptions of functions and settings that might not be available on this machine.



Notice

Important

In no event will the company be liable for direct, indirect, special, incidental, or consequential damages

as a result of handling or operating the machine.
For good copy quality, the supplier recommends that you use genuine toner from the supplier.

The supplier shall not be responsible for any damage or expense that might result from the use of parts

other than genuine parts from the supplier with your office products.



Available Color Functions

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

Color Copying

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

You can also erase or convert a certain color in the original, or add a background color to the whole page.
See p.97 "Color Functions".

Primary Colors

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

Yellow
Green Avﬁ.v.vRed
""" Black
Cyan 3 Magenta
Blue

BAT161S

Full Color

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

BAS164S

Black & White

Copies in black and white even if the original is colored.



BAS163S

Convert Colors
Copies by changing a certain color in the original to another color.

See p.98 "Convert Colors".

gi i R =
V-V
v || Y
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Erase Specified Color
Copies by erasing a certain color in the original.

See p.99 "Erase Color".

A0
%
puss
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Color Background
Copies by adding a color to the whole page.
See p.101 "Color Background".



A0

A
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Stamping on Copies

Copies with the date, page numbers, etc.

The stamp color can be yellow, red, cyan, magenta, green, blue, and black.

ABCDE (D =
ABCDEFGHIJ BCDE (R)\acoE (R {gcpe ®
BCDEFGHIJ N
KLMNOPQRS BCDEFGHIJ bopERGHI
[MNOPQRS [MNOPQRS
TUVWXYZ freyz - (MNOPARS: [MNOPQRS

ABCDEFGHI bonerGHI VWXYZ
KLMNOPQRS BCDEFGHIJ BoperGHIY
ToWWXYZ . [MNOPQRS [MNoPQRS

ABCDE (R){BcDE (R)|gepe R
ABCDEFGHIJ BCDEFGHIJ {CDEFGHIL
ABCDEFGHIJ VWXYZ -VWXYZ
KLMNOPQRS [CREFCHIJ bCDEFGHI
TOVWXYZ . [MNOPQRS [\iNOPQRS
VWXYZ -VWXYZ

Printed inserts types:
Background Numbering
See p.128 "Background Numbering".
Preset Stamp
See p.129 "Preset Stamp".
User Stamp
See p.132 "User Stamp".
Date Stamp
See p.137 "Date Stamp".



Page Numbering
See p.141 "Page Numbering".

Adjusting Colors

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

See p.102 "Color Balance"

Darker Lighter

Magenta

BAT171S

Adjust Color

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

colors in the color circle.

See p.105 "Color Adjustment".



Red

Magenta

Make yellow
more green

¥

Make yellow
more red
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Adjusting Image Qualities

You can adjust image qualities.
See p.106 "Image Adjustment".
Sharp / Soft

Adjusts the outline of an image.

See p.107 "Sharp / Soft".

fi’—a’ | Sharp

Contrast
Adjusts the shades of an image.

See p.108 "Contrast".

BAT1738
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Background Density
Adjusts the background density of an image.

See p.108 "Background Density".

Cames Cames

Light

BAT175S



How to Read This Manual

* For proper use of this product, be sure to read About This Machine first.

Symbols

This manual uses the following symbols:

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

i

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

) Reference

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

[]

Indicates the names of keys that appear on the machine's display panel.

[]

Indicates the names of keys on the machine's control panel.

Name of Major ltem

Maijor item of this machine is referred to as follows in this manual:

 Auto document feeder = ADF

Notes

Contents of this manual are subject to change without prior notice.

Two kinds of size notation are employed in this manual. With this machine refer to the inch version.
Colors on color keys or the color circle may differ slightly from the colors of actual copies.

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

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

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



Depending on which country you are in, certain units may be optional. For details, please contact your
local dealer.



Laws and Regulations

Legal Prohibition

Do not copy or print any item for which reproduction is prohibited by law.
Copying or printing the following items is generally prohibited by local law:
bank notes, revenue stamps, bonds, stock certificates, bank drafts, checks, passports, driver's licenses.

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

items, consult with your legal advisor.

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

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



Functions Requiring Optional Configurations

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

Function Option
Shift Sort Shift sort tray
Stack Finisher
Staple Finisher
Punch Finisher and punch unit




Display

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

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

Initial copy display
2 3 4 5

H Store File Hl Check Modes |

Auto Color Select [ 180|280 = a0
Full Color coeere | B%11) 11=17 | 8'5x11 [ 8411
Black & White
e | e Full Size ‘ Auto Redce / flarge || 30 || SR 100% 5
1 — Text / Photo |1 sided*2 sided ThoT 2 sided*2 sided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig
Others 9@2 @ > @ ') j © Create Margin
T : . Stack Stapls
of [‘W\
—7
|
8 BLD302S

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

3. You can register up to three frequently used reduce/enlarge ratios other than the preset ratios
under Reproduction Ratio in User Tools. For details, see “Reproduction Ratio”.

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

6. Displays the Shortcut keys. You can register frequently used functions under General Features
in User Tools. For details, see “General Features”.

7. Displays Sort, Stack, Staple, and Punch functions.

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

currently selected functions.

* Theillustration shows the display panel when the optional finisher and Lower paper tray are attached.

) Reference

* p.209 "Reproduction Ratio"
* p.205 "General Features"



Simplified Display

This section explains how to switch to the simplified display.
When you press the [Simplified Display] key, the screen changes from the initial display to the simplified
display.

Letters and keys are displayed at a larger size, making operations easier.

&7 Sample Copy Login/Logout

Enter Start Simplified

Displ.
Clear/Stop y
e

Example of a simplified display

6

Auto Clr Select Por Select _
Full Color
11315 | el 100%

ull Size AuoR/E | [LETS | s
1 Sickee> Combine 1 Side

[]2)-[T=]

Auto Select »

|| Black & White

1 Sideck>Combine 2 Side

[Tz,

2 Sideds2 Sided

@29@2

Oria. Ori = 1 Sided>2 Sided
rig. Orientation I:I')IZ

Key Color

[ELE

1 BLD303S

1. [Key Color]
Press to increase screen contrast by changing the color of the keys.

This is available only for the simplified display.

* To return to the initial display, press the [Simplified Display] key again.

* Certain keys do not appear on the simplified display.



1. Placing Originals
|

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

Originals an

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

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

Sizes and Weights of Recommended Originals

The following describes recommended paper sizes and non-recommended originals for the ADF:

Metric version

Original location Original size Original weight

Exposure glass Up to A3 -

ADF One-sided originals: 40-128 g/m?
A3D - AsUD
Two-sided originals: 52-105g/m?
A3D - ASDD

Inch version

Original location Original size Original weight

Exposure glass Upto 11 x17 -

ADF One-sided originals: 11 x 172 - 51/, x 81 /,000 11-341b.

Two-sided originals: 11 x 170 - 51/, x 81 /,00 14-28 Ib.

11x170:17 - 28
Ib.

* About 50 originals can be loaded in the ADF.

21



1. Placing Originals

Non-compatible originals for the ADF

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

Place the following types of originals on the exposure glass instead.
* Originals other than those specified on “Sizes and Weights of Recommended Originals”
* Stapled or clipped originals
* Perforated or torn originals
* Curled, folded, or creased originals
* Pasted originals

* Originals with any kind of coating, such as thermal fax paper, art paper, aluminum foil, carbon paper,

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

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

Sizes Detectable with Auto Paper Select

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

Metric version

Size
B4 JIS B5 JIsL 11x17 | 81/,x | 81/,x
" [ o) U 2 2
Original A3 ) A4 ) - ) 1102 130
location

Exposure O 02 O*3 O*4 O*s N N Os

glass

ADF O @) O @) O O | O7 | O




Originals

O. Detectable size x: Undetectable size

JIS: Japanese Industrial Standard

*1
*2

*3
*4

*5
*6

*7

*8

Defaultis A3. If you want to switch the detectable size from A3 to 8K, contact your service representative.
Default is B4 JIS. If you want to switch the detectable size from B4 JIS to 8K, contact your service
representative.

Defaultis A4. If you want to switch the detectable size from A4 to 16K, contact your service representative.
Defaultis BS JIS. If you want to switch the detectable size from B5 JIS to 16K, contact your service
representative.

If you want to make A5 size detectable, consult your service representative.

Defaultis 11 x 17. If you want to switch the detectable size from 11 x 17 to 8K, contact your service
representative.

Defaultis 81 /5 % 11.IFyou wantto switch the detectable size from 81 /5 % 11 to 16K, contact your service

representative.

Defaultis 81/, x 13. If you want to switch the detectable size from 81/, % 1310 8 x 13 or 81 /4 x 13,
contact your service representative.

Inch version

Size 51/9% 71/ 4%
11x17 | 81/5x | 81/5x | 7, 10x14 |

A | AMUD | iz | 1105 | 8 /P 5T 1101/,
Original location = i

Exposure glass x O @) O O O’s x x

ADF

O O | O] O2 034 O O O

O. Detectable size x: Undetectable size

*1

*2

*3

*4

*5

Defaultis 11 x 17. If you want to switch the detectable size from 11 x 1710 11 x 15, contact your service
representative.

Defaultis 81/ x 14. If you want to switch the detectable size from 81/, x 1410 81/, x 13, contact your
service representative.

Defaultis 81/, x 110, If you want to switch the detectable size from 81/, x 110 t0 71/, x 101 /5,0,
contact your service representative.

Defaultis 8"/, x 115, If you want to switch the detectable size from 8'/5 x 1103 to 8 x 102, contact
your service representative.

If you want to make 51/ x 81/, size detectable, consult your service representative.

23
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1. Placing Originals

Exposure glass

ADF

Positioning—) Isi=

mark K -
Horizontal size ——————————=]

Maximum scanning area
A3 [7 (297x420 mm)
11x17 [ (279x432 mm)

|~————— oz1s [eOIIOA

sl

B &)

BAT017S

<+ Horizontal size ————

Maximum scanning area

297 X 432 mm
11X 17 inches

le— ozIs [eOIIBA

|

BJDO11S

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

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

) Reference

p.34 "Custom sizes"

Sizes difficult to detect

Itis difficult for the machine to detect the sizes of the following originals, so select the paper size manually:

Originals with indexes, tags, or other projecting parts

Transparent originals such as OHP transparencies or translucent paper
Dark originals with a lot of text and drawings

Originals which partially contain a solid image

Originals which have solid images at their edges



Originals

Missing Image Area

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

all four sides of the original might not be copied. u

1

|
T

1. 225+ 1.75 mm (0.09 £ 0.07 inches)
. 3.25£275mm (0.13 £0.11 inches)
2.25+1.75 mm (0.09 £ 0.07 inches)
4.2+ 1.5.mm (0.17 £0.06 inches)

SN
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1. Placing Originals

Placing Originals

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

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

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

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

=) Reference

* p.21 "Originals"

Original Orientation

You can specify the original orientation if necessary.

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

— R

BAT020S

1. ADF

2. Exposure glass

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

functions. If this happens, change the orientation by selecting the unreadable orientation.
* Readable orientation
Select this mode when the original orientation is the same as the copy paper orientation.
* Unreadable orientation
Select this mode when you want to copy A3D, B4 JISD) or 11 x 1707 size originals. The machine

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

For example, to copy A3D or 11 x 170 originals with the Staple function selected:



Placing Originals

Wrong R
- —
Correct

A3, 11x17 m

\ 4

‘Staple
v v

R R

Wrong position Correct position

BAT021S

1. Press [Special Original].

= N
[Tecve |

Text / Photo

LI _OToT

11315
avexll

Full Size

Auto Reduce / Enlarge

1 sided*2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

*@2 @2" @2 ->|E

| ‘ Finihing HCoverISUD Sheet ‘ E

atul

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

I Sl g H H H
Full Size | Auto Reduce / Frlaroe 31*15;151

1 sided*2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

’+@2 72 ‘*E
‘SHE

Crigirnal Crientation ‘Eﬁ‘

LR
'@ﬂ/\@ﬂ/\ Fiishing HCoverfSUpSheetHE

il
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1. Placing Originals

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

Enlarge function.

Left Original Beeper

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

glass after copying.

You can change the beeper setting under Alert Sound: Original Left on Exposure Glass in User Tools. For

details, see “General Features”.

=) Reference

* p.205 "General Features"

Placing Originals on the Exposure Glass

Place originals on the exposure glass.

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

1. Lift the ADF.

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

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

Start with the first page to be copied.

BCUO11S

1. Positioning mark

2. Scales



Placing Originals

3. Lower the ADF.

* When you lower the ADF, an indicator will light to show you that the machine is detecting the size of

the original.

Placing Originals in the ADF

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

other objects on the top cover. Doing so may cause a malfunction.

__—— —
) ooo.%
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1. Sensors

Settings should be made in the following situations:

When loading originals of more than 50 pages:
See “Batch Mode”.

When placing originals one by one:
See “SADF Mode”.

When copying originals of various sizes:
See "Mixed Sizes Mode”.

When placing custom size originals:

See “Custom sizes”.

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

The first page should be on the top.
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1. Placing Originals

BCU003S

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

* Set the original squarely.

* p.30 "Batch Mode"
* p.31 "SADF Mode"
* p.32 "Mixed Sizes Mode"

* p.34 "Custom sizes"

Batch Mode

When copying in Batch mode, the machine copies originals of 50 or more pages as single documents,
even if those originals are divided when fed into the ADF.

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



Placing Originals

1. Press [Special Original].
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[R]f®] Special Origingl
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2. Select [Batch] and then press [OK].
3. Place the first part of the original, and then press the [Start] key.

4. After the first part of the original has been fed, place the next part, then press the [Start]
key.

* When [SADF] is displayed instead of [Batch], specify the Batch mode under Switch to Batch in User
Tools. For details about Switch to Batch, see “Input/Qutput”.

* To copy subsequent originals in this mode, repeat step 4.

* When the Sort, Combine or 1 Sided™2 Sided function has been set, press the [] key after all
originals have been scanned.

* You cannot switch between 1-sided and 2-sided originals during copying.

* p.224 "Input/Output"

SADF Mode

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

1. Press [Special

Original].

LI TOTor

Black & White

Others
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2. Press [SADF] and then press [OK].

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

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

* When [Batch] is displayed instead of [SADF], specify the SADF mode under Switch to Batch in User
Is about Switch to Batch, see “Input/Output”.

Combine or 1 Sided™2 Sided function has been set, press the [#] key after all

Tools. For detai

e When the Sort,

originals have been scanned.

e |n SADF mode

=) Reference

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

* p.224 "Input/Output"

Mixed Sizes Mode

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

checks the size of the originals and makes copies.

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

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

Metric version
A3, B4 JISD,

Inch version

A4PD, 85 ISP

11x170, 81/, x 142,81/, x 11D



Placing Originals

1. Press [Special Original].

I o ” H ”

Full Size
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| Black & White .

1 sided2 sided TtoT 2 sided*2 sided 1 sided*Comb 2
Text / Photo
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Cover/Slip Sheet

x5
gtex11

Auto Reduce / Enlarge

Finishing Edi

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

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

1 A4 A3 8l2x11 | 17x11

scuorzs
1. Place the originals into the ADF
2. Vertical size
4. Adjust the document guides to the widest original size.
5. Place originals in the ADF.
6. Press the [Start] key.

* Since small originals may not be correctly aligned with the original guide, the copy image may be

slanted.
» Copying speed and scanning speed will be reduced.
* The weight range for originals in the Mixed Sizes mode is 52 - 81.4 g/m?2 (13.8 - 21.6 Ib).

* When using this function with 1 Sided 2 Sided mode, always ensure that the originals of each size

are in even numbers. If you have an odd number of originals, insert blank sheets to adjust the total.

insert blank sheet

=>

BAT146S
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1. Placing Originals

Specifying Original Sizes

Specify the size of the originals.

Regular sizes

Select the size of the originals from the regular sizes.

1. Press [Special Original].

T _OTT
| Black & White :
|

1 sided*2 sided ThoT 2 sided?2 sided 1 sided* Comb 2
Text / Photo
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2. Press [Original Size].
3. Press [Regular Size].

Criginal. Size Can
Set Original Size.

l Reoular Size ” Custam Size ‘

[Tz H xisa || 10x1ue || sexiae]
[ #oxia || sxne |[ sxiea || wxose]
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4. Select the size of original, and then press [OK] twice.

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

Custom sizes

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

* Paper that has a vertical length of 128 - 297 mm (5.1 -11.6 inches) and a horizontal length of 128
- 1260 mm (5.1 - 49.6 inches) can be placed with this function. However, the size of the copy paper
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Placing Originals

is limited to 128 - 297 mm (5.1 -11.6 inches) vertically and 128 - 432 mm (5.1 -17 inches)
horizontally.

1. Press [Special Original].

I o ” H ”

T OTaT

Black & White

= . 11x15
Full Size || Auto Reduce / Enlarce +
Text Photo izl
1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Cornb 2
Text / Photo

(TP 20 |-t
L] (59 913wl

[R)em Special Original ‘ Finishing HCoverfSUp Sheet‘ Edi

atu|

2. Press [Original Size].
3. Press [Custom Size].

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

[ G|

ith the Mumber keys, then press @.

< Horizorital
— . _inch

Clear

T Vertical
I . __inch

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

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

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

This chapter describes the basic procedure for making copies.

Basic Procedure

This section describes the basic procedure for making copies.

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

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

* To copy onto paper other than plain paper, specify the paper type under Tray Paper Settings in User
Tools. For details, see “System Settings”, Network and System Settings Guide.

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

Initial copy screen

Store File Check Modes |

<Black & White>
o olrseect [ 8 D2 @ O[3 18 D48 B
Full Color Serw| 82x11| 11%17 | 82x11 | Biax11
Black & White

Toxt | oto Full Size W ) : /E‘ 100%
IR | 124 ToT 2 k2 i1
Others Eﬂ, /Wl -> UMI

Sl e

e

(Rlem Special Original| Finishing Cover/Slip Sheet ||  Edit / Color || Dup./Combine/Series || Reduce / Enlarge

2. Make sure no previous settings, such as color mode or number of copies, are still in effect.
When there are previous settings remaining, press the [Clear Modes] key.

3. Place the originals.

4. Make desired settings.

5. Enter the number of copies with the number keys.
The maximum copy quantity that can be set is 999.

6. Press the [Start] key.
The machine starts copying.

When placing originals on the exposure glass, press the [#] key after all originals are scanned.
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2. Basic Copying

7.

When the copy job is finished, press the [Clear Modes] key to clear the settings.

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

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

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

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

You can change the maximum copy quantity under Max. Copy Quantity in User Tools. For details
about Max. Copy Quantity, see “General Features”.

Z) Reference

p.205 "General Features"

Interrupt Copy

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

1.

38

You cannot use the Interrupt Copy function when fax originals are being scanned or the scanner
function is being used.

Press the [Interrupt] key.

Clear Modes  Program Interrupt

Energf Saver
. . .. Sample Copy Login/Logout
000 ()

BAT180S
The interrupt key indicator lights. The machine stops scanning.

)

O
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Basic Procedure

Interrupt

. 1802803 W 04D
Soiecte | B 11| 1117 | 8911 | B5x11
Full Size | Auto Reduce / Enlarae sl‘;‘i: IS : zf:f;f 939

1 sided*2 sided: TtoT 2 sided*2 sided 1 sided*Cornb 2 orig 1 sided*Cornb & orig

(CHR -0, | (3] Ch o

2. Remove the originals that were being copied.

3. Place the originals you want to copy.

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

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

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

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

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

Avuto Start

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

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

2. Place the original.

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

Copying starts automatically once the machine is ready.

Job Preset

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

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

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

No.1 01 [

Full Size

1 sided*2 sided: TtoT 2 sided*2 sided 1 sided*Cornb 2 orig 1 sided*Cornb 4 orig
1
MEEY/
2

2. Be sure message "Ready" appears, and then make settings for the next copy job.

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

All originals are scanned.

When the job preset is complete, a job preset confirmation dialog box appears.
4. Press [Exit].

The initial copy display appears.

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

* You can switch the display to the current copy job by pressing [To Copying Screen]. You can switch

the display to the preset job by pressing [To Reserv. Screen].

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

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

=) Reference

* p.85 "Managing Jobs"



Copying from the Bypass Tray

Copying from the Bypass Tray

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

Use the bypass tray to copy onto OHP transparencies, adhesive labels, translucent paper, and paper that

cannot be loaded in the paper trays.

The Duplex function cannot be performed on paper fed from the bypass tray. If [1 Sided ™ 2 Sided]
is selected, cancel the setting. You can also change the initial settings. See “Changing the Default
Functions of the Copy's Initial Display”.

Paper that has a vertical length of 90 - 305 mm (3.6 - 12.1 inches) and a horizontal length of 148
- 600 mm (5.9 - 23.7 inches) can be copied from the bypass tray.

The machine can automatically detect the following sizes as regular size copy paper:
o Metric version: A3C?, A4V, ASDD
* Inch version: 11 x 1702, 81/, x 11U, 51/, x 81 /,03
If you want to use the size of paper other than the above, be sure to specify the size.

When copying onto OHP transparencies, paper of 59.9 g/m? (about 16 |b.) or less, or paper of
90.1 g/m? (about 24 Ib.) or above, you need to specify the type and size of paper under Tray Paper
Settings in User Tools. For details about Tray Paper Settings, see “System Settings”, Network and
System Settings Guide.

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

[Bypass Tray Usage]

Press [Bypass Tray Usage] to display a description on using the bypass tray.

Bypass Tray Paper | Bypass Tray Usage ] | Can

Specify paper for Bypass Trav.

Recular Size H Custom Size ‘

W Paper Size

Set paper in CPorientation.
Adjust paper auide with paper
size.

.

_,|.|._

Select Size _
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2. Basic Copying

1.

2.

.

Open the bypass tray.

BLB005S

Insert the paper face down until you hear the beep, and then align the paper guides to the
paper size.

If the guides are not flush against the paper, images might be skewed or paper misfeeds might occur.

BLB002S

1. Paper guides
2. Extender
Press [Bypass], and then press the [#] key.
Select the size and type of the paper.
Press [OK].
Place the originals, and then press the [Start] key.

When the copy job is finished, press the [Clear Modes] key to clear the settings.

Certain types of paper might not be detected properly when placed on the bypass tray. If this happens,
remove the paper and place it on the bypass tray again.

Load only as much paper as can be held between the guides on the bypass tray. Overloading the
bypass tray can result in misfeeds and skewed images.

To support AAD?, 81/, x 1103 or larger paper sizes, pull out the extender.

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



Copying from the Bypass Tray

* When the Sort function is selected, press the [H] key after all originals have been scanned.

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

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

* The following paper sizes can be selected as the standard sizes:

« A3D, MDD, ASUD, A6D, B4 JISD, B5 JISDD, B6 JISD, 11 x 1703, 81 /5 x 1413, 81/, % 13
=, 81/,x 1103, 81/, x 143, 8!/, x 13, 8 x 137, 8 x 1012,

o 71/4x101/,00,51/5x81/,03, 41 /gx 91 /o2, 37 /g x 71 /52, Cé EnviZ?, C5 Env)?, DL Env
2, 8K, 16K, 12 x 1812, 11 x 1512, 10 x 1403

=) Reference

* p.94 "Changing the Default Functions of the Copy's Initial Display"

Copying onto Regular Size Paper

Makes copies onto regular size paper from the bypass tray.

-

. Open the bypass tray, and then insert the paper face down until you hear the beep.
2. Align the paper guides to the paper size.

3. Press [Bypass], and then press the [#] key.

4

. Press [Select Size].

pecify paper Tor Bypass Tray.

l Recular Size H Custom Size
| » Paver Size

Set paper in CPorientation.
Adjust paper ouide with paper
size.

P

-)I.I‘-

Select Size
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2. Basic Copying

5. Select the paper size.

Select Size Bypass Tray Usage Ca

ECERIREER IR e
Comxin || sxso || sxip || sxiig
C#oms || sxse || 8xism || 8xiod
Cromsd [ mxms || somim || dsxul

x40

6. Press [OK] twice.

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

Copying onto Custom Size Paper

Makes copies onto custom size paper from the bypass tray.

1. Open the bypass tray, and then insert the paper face down until you hear the beep.
2. Align the paper guides to the paper size.

3. Press [Bypass], and then press the [H#] key.

4

. Press [Custom Size].

pecify paper Tor Bypass Tray.

| Regular Size H Custorn Size

i » Paper Size

Set paper in Clorientation.
Adiust paper guide with paper
size.

)




Copying from the Bypass Tray

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

pecify paper Tor Bypass Tray.

‘ Regular Size u Customn Size ‘

| Paper size
Specify paper size with the Number keys, then press @.

& Horizontal
— . _inch

P 1 Progral
Iﬁ.ti inch ‘E

Job List

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

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

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

Registering a custom size

Register a custom paper size.

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

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

o M 0N

Press [Program].

Tray.

Custorn Size
ertical].
oronal | OHP (Transparency)

7.50 inch ’
Thin Paper
ertical
T8

P Special Paper

Select Thick Paper

Job List

The confirmation screen appears.
6. Press [Exit].
7. Press [OK].
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2. Basic Copying

Recalling the registered custom size

Recalls the registered paper size.

1. Press [Bypass], and then press the [#] key.
2. Press [Custom Size].

3. Press [Recall].

Trav.

Custom Size

he Mumber keys, then press @.

ipr—— OHP (Transparency)

ertical
.| @
Select Thick Paper
e At £

P Special Paper

P

Job List 77

The registered size is displayed.

Copying onto OHP Transparencies or Thin Paper

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

e Certain fypes of OHP transparencies for color printing cannot be used. For details about types that
can be used, contact your sales or service representative.

* When copying onto OHP transparencies, remove copied sheets one by one.

1. Open the bypass tray, and then insert the paper face down until you hear the beep.
Load OHP transparencies one by one to prevent them jamming.

2. Align the paper guides to the paper size.

3. Press [Bypass], and then press the [#] key.



Copying from the Bypass Tray

4.

5.
6.

Select the paper type ([OHP (Transparency)] or [Thin Paper]) in Special Paper.

Tray.
Customn Size

P Special Paper

paper in CRorientation. OHP (Transparency)

= — Ef

st paper guide with paper

P

]
Specify the paper size, and then press [OK].

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

* Printing on special paper such as OHP transparencies and thin paper may be slower than printing on

plain paper.

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

Copying onto Thick Paper

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

1.

Open the bypass tray, and then insert the paper face down until you hear the beep.

2. Align the paper guides to the paper size.
3.
4. Press [Select Thick Paper].

Press [Bypass], and then press the [#] key.

Tray.
Customn Size

P pecial Paper

OHP (Transparency)

paper in CAorientation.
st paper guide with paper

Thin Paper

. Select the paper type (one of [Thick Paper 1], [Thick Paper 2], and [Thick Paper 3]), and

then press [OK].
Select [Thick Paper 1] when paper weight is between 105.1 g/m? (28 Ib.) and 169 g/m? (45 Ib.).
Select [Thick Paper 2] when paper weight is between 169.1 g/m? (45 |b.) and 210 g/m? (56 Ib.).
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2. Basic Copying

Select [Thick Paper 3] when paper weight is between 210.1 g/m? (56 |b.) and 256 g/m? (68 Ib.).

Select Thick Paper Cal

Select a thick paper type,

Thick Paper 1 I Thick Paper 2

[

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

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

Copying onto Envelopes

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

e Before using this function, specify the paper thickness under Paper Type: Bypass Tray in User Tools.
For details, see “System Settings”, Network and System Settings Guide.

1. Open the bypass tray, and then insert the envelopes with the side you want to copy face
down until the beeper sounds.

2. Align the paper guides to the envelope side.

3. Press [Bypass], and then press the [#] key.

4. Press [Custom Size].

pecify paper Tor Bypass Tray.

l Recular Size H Custom Size

| » Paver Size

Set paper in CPorientation.
Adjust paper ouide with paper
size.

P

-)I.I‘-

Select Size




Copying from the Bypass Tray

5. Specify the envelope size, and then press [OK].
6. Place the originals, and then press the [Start] key.

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

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

* When inserting envelopes, be sure to unfold the flaps and position them opposite to the paper feed
direction.

BLD003S

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

BAT029S
1. Vertical size
2. Horizontal size

* Load envelopes (162 x114 mm (C6)) flap down, flap fold against the side guide.
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2. Basic Copying

BLDO004S

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

* Check there is no air in the envelopes before loading.

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

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

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

¢ Before loading envelopes, check they are rectangular in shape.

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



Reducing or Enlarging Originals

Reducing or Enlarging Originals

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

paper size.

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

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

) Reference

* p.122 "Advanced Reduce/Enlarge Copying"

Preset Reduce/Enlarge

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

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

ratios.

R <

BAS030S

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

in the ADF, the bottom left corner will be the base point.
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T
AAAAAAAAAAA
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—

BAT031S

1. Base point when placed on the exposure glass
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2. Basic Copying

2. Base point when placed in the ADF

1. Press [Reduce / Enlarge].

11x15
At

SYex@Ye

Enlarae e

93%

m i”-) ‘ -> Ureate Margin
Jeple Punch
n)w) | W) i) ()] Wm)|[FH)

Slip SheetH Edit / Color H Dun. /Cambjine/Ser ies H Reduce / Enlarge‘

SEP1.2008

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

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

Size Maanification ||Dir. Size Maa. inch|| Direct. Maa. %5
I | 1l h|

:l ST 21 %1 29%)|1 5 5%||200%||400%
Full Size || w4 @exil Syxay: || Swexsle
X7 ¥ v 14 X7

a || 50% || 65% || /3% || 78% || 85% || 9@3%
1x17 Nx17 %15 Boxld || BYaxi3
sivare || ewkil BE% 11 1% 11 a1

Slip Sheet H Edit / Color H Dun./Cambjine/Ser ies HReduce / Enlarge[

P

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

* You can change reproduction ratios shown on the initial display under Reproduction Ratio in User
Tools. For details about Reproduction Ratio, see “Reproduction Ratio”.

* You can select one of 12 preset ratios (5 enlargement ratios, 7 reduction ratios).

* Following shows the relation between the original and paper sizes at respective scaling factors.

* Metric version
400% (Area ratio 16 times): -
200% (Area ratio 4 times): A5 = A3
141% (Area ratio 2 times): A4 > A3, A5 > A4
122%: 8 x 13 > A3, A4 B4 ]IS
115%: B4JIS > A3
93%: -
87%: A3 ™ B4JIS, A4 ™ B5JIS
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Reducing or Enlarging Originals

82%: 8 x 13 > A4, B4JIS™> A4
71% (Area ratio '/, times): A3 > A4, A4 > A5
61%: A3B5 JIS, A4™>B6 JIS
50% (Area ratio ' /4 times): A3 > A5, 8 x 13 > A5
25%: -

¢ Inch version
400% (Area ratio 16 times): -
200% (Area ratio 4 times): 51/, x 81/, 2> 11 x 17
155% (Area ratio 2 times): 51/, x 81/, 281/, x 14
129%:81/5x 112> 11x17
121%:81/5x 14211 x17
93%: -
85%:8x13>81/,x11
78%:81/,x142>81/,%x11
73%: 11x15281/,x 11
65%: 11 x172>81/,x11
50% (Area ratio ' /4 times): 11 x17 2> 51/, x81/,
25%: -

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

) Reference

* p.209 "Reproduction Ratio"

Zoom

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

\\

RRRr

BAS0328
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2. Basic Copying

* The reproduction ratios you can specify are 25 - 400%.
* You can select a ratio regardless of the size of an original or copy paper. With some ratios, parts of

the image might not be copied or margins will appear on copies.

Specifying the ratio with [*+]and []

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

11215
gzl

Shaxale
v

atex1d 93%

Create Margin

Enlarae

ided 1 sided>Cornb 2 orig 1 sided>Comnb 4 orig

0, |-
aple Punch
[w)e)| Bin)| le)in)| B)L)|  fm)im| ()|

Slip Sheet | Edit / Color Dun./Combine/Series || Reduce / Enlarge
o AN

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

3. Adjust the ratio with [*]land [].

I o ” H || ” H

Select item.

size Magnification | |Dir. Size
— 1 21%|1129%|115

Full Size || avexi4 Bzl 1 St

g

¥ 17

" 259% || 50% || 65% || 73% || 78
. kd 117 1x17 1x15 8w
Shxale avzxll Bex1l aiz

Finishing Cover/Slip Shest Edit / Color Dup../Combin

Press [+]or[~] changesthe ratio inincrements of 1%. Pressing and holding down [+lor[—] changes
it in increments of 10%.

4. Press [OK].

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

* To change the value you specified, readjust it with [+] and [~].



Reducing or Enlarging Originals

Entering the ratio with the number keys

Enter a ratio using the number keys.

1. Press [Reduce / Enlarge].

115
atexll

Shexave

Enlarge el 93%

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

2, | H-6m)| (He
|raele Punch
[w)te)|m)in)| le)in)| B)Le)|  m)en)| [B)C)|

Slip Sheet

Edit / Color Dun./Cambine/Series || Reduce / Enlarce
FaN A
2. Press [Number keys].

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

I o H H || H ‘

Maonification Ratio

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

Job List

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

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

Auto Reduce/Enlarge

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

rR1- R

BAS033S

* You cannot use the bypass tray with this function.

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

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

If the orientation in which your original is placed is different from that of the paper you are copying onto,
the machine rotates the original image by 90 degrees and fits it on the copy paper (Rotate Copy). For
example, to reduce A3 (11 x 17)2 originals to fit onto A4 (8' /5 x 11)IJ paper, select a paper tray
containing A4 (8' /4 x 11)IJ paper, and then press [Auto Reduce / Enlarge]. The image is automatically

rotated.
A3, 11 x17
A4, 71% A4f], 8'2%x11(1]
812 x 111, 65% | Auto Reduce/Enlarge

! !
o

Automatically rotated

BAT179S

For details about Rotate Copy, see “Rotate Copy”.

The original sizes and orientations you can use with this function are as follows:



Reducing or Enlarging Originals

Metric version

Original location Original size and orientation
Exposure glass A3, B4 JISE, A4DD, B5 JIsD, AsD, 8 x 1302
ADF A3, B4 JISE, A4DD, B5 JIsDD, A5DD, 11 x 170,
81/, x 110D, 8 x 130, 8KD, 16KUD

Inch version

Original location Original size and orientation
Exposure glass 11x1703,81/,x 143,81/, x 1102
ADF A3, AdDD 11 x 170,81/, x 1452, 81/, x 1105,
51/2x81/,l03,10x 145,71/, x 101/,

1. Press [Auto Reduce / Enlarge].

B [

1
Auto Paper|| gy
Selectd 8/23(1 1

3 W[
Biox11

410

280
1 Box11

117

II?EIS
alex it

SkexBlz

Full Size s

935

Creg|

Auto Reduce / Enlaroe

1 sided?*2 sided: TtoT 2 sided? 2 sided 1 sided?Comb 2 orig 1 sided*Comb 4 orig

LERZ| @00, | LR LR

2. Select the paper size.

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

* You can place originals of different sizes in the ADF at once.

* The machine selects reproduction ratios of between 25 - 400%.

) Reference

* p.120 "Rotate Copy"
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2. Basic Copying

Duplex Copying

This section describes how to make duplex copies.

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

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

1 Sided ~ 2 Sided
Copies two 1-sided pages on one 2-sided page.

BAS034S

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

BAS035S

Original orientation and completed copies

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

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

delivery.
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Duplex Copying

Original  <>How to place originals &> Copy

Readable Top to Top

Vertical

Unreadable Top

pfIE:

Readable

Top to Top

Horizontal

ST

Top to Bottom
EEXXXY

BAT036S

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

| | |
ey 1 00%

Shaxale
ided 1 sided>Cornb 2 orig 1 sided>Comnb 4 orig

Bk 14
7, |1 -
aple Punch
[w)e)| Bin)| le)in)| B)L)|  fm)im| ()|

Dun.lCune/Series Reduce / Enlarge

11215
gzl

Enlarae

Create Margin

Slip Sheet

Edit / Color
o

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

3.

4.
5.

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

= H | | |
Setect item.

>[4 4
Top to Top

[ Tode2sied | 2

| Finishing ||CoverfSUp Sheat H Edit / Color HDU;J.IEDmhin
]

52

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

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

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

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

You can specify the margins under Edit in User Tools. For details about Edit, see “Edit”.
You can use the following copy paper with this function:

o A3, B4 IS, AP B5 ISP, A5 11 x 172,81/, x 142,81/, x 132, 81 /5 x 11
DD, 81/,x 142,81 /,x 132,8x 132, 8x 1002, 71 /,x 101 /.U, 8K?, 16KDZ, 11
x 1502, 10 x 1402

You cannot use the following copy paper with this function:
* Paper smaller than A5, 51/, x 81/,
* Translucent paper
¢ Label paper (adhesive labels)

e OHP transparencies

¢ Paper thicker than 105 g/m2, 28 |b.
s Paper thinner than 60 g/m?, 16 Ib.
¢ Postcards

¢ Back copied paper

¢ Coated Paper: Gloss Print

e Envelope

¢ Coated Paper



Duplex Copying

* When an odd number of originals are placed in the ADF, the back of the last page of copied paper
is blank.

* During copying, the image is shifted to allow for the binding margin.

* By default, a binding margin is made on the back side.

z) Reference

° p.211 "Edit"

Originals and copy orientation

You can select the orientation of originals and copies.

* Topto Top

BATO038S

e

BAT037S

e

1. Press [Orientation].

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

= \I | | |
L Crientation

Select opening direction.
Origiral: Copy:
il
> Ram
| Top to Top H Top to Bottom | | Top to Top

* The default setting is [Top to Top]. You can change the default orientation under Original Orientation
in Duplex Mode and Copy Orientation in Duplex Mode in User Tools. For details, see “General
Features”.
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2. Basic Copying

z) Reference

* p.205 "General Features"



Combined Copying

Combined Copying

This section describes how to make combined copies.

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

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

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

You can change the initial settings for 1-Sided Combine under Edit in User Tools. For details, see
“Edit".

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

The reproduction ratios selectable by the machine are 25-400%.

Ifthe calculated ratio is under the minimum ratio, it is automatically adjusted to within available range.
However, with some ratios, parts of the image might not be copied.

You cannot use custom size paper.

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

Ifthe number of originals placed is less than the number specified for combining, the last page segment
is left blank as shown.

D e

BAS1498

z) Reference

p.61 "Originals and copy orientation"

p.211 "Edit"

One-Sided Combine

Combine several pages onto one side of a sheet.
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2. Basic Copying

* You cannot use the bypass tray with this function.
There are six types of One-Sided Combine.
1 Sided 2 Pages  Combine 1 Side

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

BAS038S

1 Sided 4 Pages ™ Combine 1 Side

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

BAS039S

1 Sided 8 Pages ™ Combine 1 Side

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

1

BAS040S
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Combined Copying

2 Sided 1 Page ™ Combine 1 Side

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

BAS041S

2 Sided 2 Pages ™ Combine 1 Side

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

BAS042S

2 Sided 4 Pages  Combine 1 Side

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

BAS043S

Orientation of the original and image position of combine

Portrait () originals
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2. Basic Copying

HINIE 1]2]a]4
- REE
BAS044S
Landscape () originals

! 2 1 NEE ; i

- = 56

< 2 | ™ T8

8

BAS0458

Placing originals (originals placed in the ADF)

¢ Originals read from left to right

-
:AH

BAT046S

* Originals read from top to bottom

1
T

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

[
100%

11215
Create Margin

>

L 2

BAT047S

SWexBYe

Enlarge e 9 3%

BVa% 11

ided 1 sided*Cornb 2 orig 1 sided>Comb 4 orig

g, || (k- |
|izele Punch
[w)n)|[B)in)| le)in)| B)la)|  m)em| (B

Slip Sheet Edit / Color Dun./Cambine/Series || Reduce / Enlarce
AN A

Job List

2. Press [Combine].



Combined Copying

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

) Select original and copy type and / or orlentation.

Dup

Crigiral: Copy:

M_Combine 1 Sided - - Enmhme 1 Sick
Series 2 Sided Eumhme 2 Sldes

Finishing Cover/Slip Sheat Edit / Color Dup../Combin

)
x

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

Press [OK].

N o v &

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

Two-Sided Combine

Combines various pages of originals onto two sides of one sheet.
* You cannot use the bypass tray with this function.

There are six types of Two-Sided Combine.

1 Sided 4 Pages ™ Combine 2 Sides

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

BAS047S

1 Sided 8 Pages ™ Combine 2 Sides

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

68

BAT048S

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

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

‘ 11234

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

BAT049S

1. Front
2. Back

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

BAS0508

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



Combined Copying

1. Front
2. Back
2 Sided 8 Pages ™ Combine 2 Sides

Copies eight 2-sided originals to one sheet with eight pages per side.

112(3]4
P 56|78

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

BATO052S

1. Front

2. Back

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

[
100%

11x15
Create Margin

ShaxAe

Enlarae e 93%

%11

ided 1 sided*Cornb 2 orig 1 sided>Comb 4 orig

g, | 1) [
|izele Punch
[w)n)|[B)in)| le)in)| B)la)|  m)em| (B

Slip Sheet | Edit / Color Dun./Combine/Series || Reduce / Enlarge
e vas

2. Press [Combine].
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2. Basic Copying

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

Select original and copy type and / or orlentation.

Duplex

Crigiral: Capy:

1
Series 2 Sided -

Finishing Cover/Slip Sheat Edit / Color Dup../Combin

Press [Orientation].

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

Select the paper size.

Press [OK].

v ©® N O U A

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



Finishing

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

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

=) Reference

* p.18 "Functions Requiring Optional Configurations"

Sort

The machine assembles copies as sets in sequential order.

* To use the Rotate Sort function, two paper trays loaded with paper of the same size and type, but in
different orientation ('), are required.

* You cannot use the bypass tray with Rotate Sort.
Sort/ Shift Sort
Copies are assembled as sefs in sequential order.

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

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

12 12 12 12

Rotate Sort

BAS053S

Every other copy set is rotated by 90 degrees ((??) and delivered to the copy tray.

J-0a]

BAS054S
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2. Basic Copying

1. Press [Finishing].

T =0T : I e ” “ ”
Black & White

Full Size | Auto Reduce / Enlarge ;‘EJISI
Text / Photo 1 sided2 sided:TtoT 2 sided>2 sided 1 sided*Cornb 2

Others -)@2 @; @2 -)E
— Sort Stack Staple

e Vs|p
‘ Finishing HCoverfSUD SheetHE

Statu

2. Select [Sort] or [Rotate Sort].

When the optional finisher is not attached:

I o ” H || ” H

Sort Rotate Sort

When the optional finisher is attached:

I o ” H || ” H

Sort Rotate Sort Stack

opps 0o

Staple
s {E)
Be

Punch: 2 Holes Punch: 3 Holes
l Finishing ||CoverfSUp Sheet H Edit / Color H Dup../Combin

3. Press [OK].

4. Enter the number of copy sets using the number keys.

5. Place the originals.

To confirm the type of finishing, press the [Sample Copy] key.
6. Press the [Start] key.



Finishing

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

* When placing originals on the exposure glass, or in the ADF using Batch mode, press the [H] key

after all the originals have been scanned.

* You can change the settings for Sortunder Input/Outputin User Tools. For details, see “Input/Output”.

* Paper sizes and orientations that can be used with the Shift Sort are as follows:
e Shift Tray

A3, AdDD, ASDD, AP, B4 JISD?, B5 JISDD?, BS JISE?, 11 x 1702, 81/, x 1402, 81/,
x 130,81/, x 11003, 81/, x 143,81/, x 132, 8 x 132, 8 x 101 /,D2, 71/, x
101/,00,51/,x81/,02, 11 x 1502, 11 x 1403, 10 x 152, 10 x 1412

* Paper sizes and orientations that can be used in the Rotate Sort function are follows:
« MDD, B5 JIsUD, AsDD, 81/, x 11D

* The number of copies that can be placed on the tray is as follows. When the number of copies exceeds
capacity, remove copies from the tray. (paper weight: 80 g/m?, 20 Ib.)

¢ |Internal tray 1

A4, 81/, % 11 or smaller: 500sheets

B4JIS, 81/, % 14 or larger: 250sheets
¢ Internal tray 2

A4, 8'/5x 11 or smaller: 100sheets

B4 JIS, 81/, x 14 or larger: 50sheets
e Shift Tray

A4, 8'/5x 11 or smaller: 250sheets

B4 JIS, 81/ x 14 or larger: 125sheets
* Right Tray

A4, 81/5 % 11 or smaller: 50sheets

B4 JIS, 81/, x 14 or larger: 25sheets

* For details about the number of copy sheets that the output tray can accommodate, see “Paper

Requirements when Using the Finisher”.

* p.224 "Input/Output"

* p.232 "Paper Requirements when Using the Finisher"
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Sample Copy

Use this function to check the copy settings before making a long copy run.
* This function can be used only when the Sort function is selected.
1. Select Sort and any other necessary functions, and then place the originals.

2. Press the [Sample Copy] key.

One copy set is delivered as a sample.

Energf Saver
. . @ Sample Copy
Start Simplified

Enter
Clear/Stop

Display

BCU034S

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

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

Changing the number of sets

You can change the number of copy sets during copying.

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

1. While "Copying..." is displayed, press the [Clear/Stop] key.
2. Press [Change Quantity].



Finishing

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

T T T ITOTTT T T T T

No.102

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

[hanoe Quantity 10 - E <Z2- 999
Continue Stop

Job List

4. Press [Continue].
Copying starts again.

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

Stack

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

BAS0558

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

1. Press [Finishing].

FLITTOTor I = ” H ”

|| Bladk & White |

1x15

Full Size o

Auto Reduce / Enlarge

Text / Photo

1 sided*2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

Others ’ 9@2 @2-’ @2 ‘_)
T~ Sort Stack Staple

BoE VeEa
Finishing Cover/Slip Sheet | Edi
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2. Press [Stack].

When the optional finisher is attached:

I o ” H || ” H

Sort Rotate Sort Stack
BEDE E

Staple

FE|EE P

Funch: 2 Holes Punch: 3 Holes

F®E
Edit / Color

Finishing Cover/Slip Shest

Job List

3. Press [OK].

4. Enter the number of copies with the number keys.

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

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

* When placing originals on the exposure glass, or in the ADF using the Batch mode, press the [H] key

after all the originals have been scanned.

* Papercan be stacked only if it meets the machine's size and orientation requirements. For details about
these requirements, see “Paper Requirements when Using the Finisher”.

=) Reference

* p.232 "Paper Requirements when Using the Finisher"

Dup../Combin

Staple

Each copy set can be stapled together.

< ,

BAS056S



Finishing

* You cannot use the bypass tray with this function.

Original orientation and stapling position

1.

Place all the originals in the ADF in the orientation in which they can be read normally. When placing

the original on the exposure glass, keep the same orientation, but set the original facing downwards.

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

follows:

Original location
Exposure
glass

Stapling
position

>
@)
5

©
T ﬂ

(@]
&
Top 1

@]
&
Bottom 1

]
&
Left 2

|
¥
=3\ ] = | 7] (=] | =] =7

EH
=
Top 2

=

ISR ERER
= ===l =

BCU017S

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

of delivery.

Press [Finishing].

LI _OToT I =i ”

Black & White

Text / Photo

11x15

Full Size o

Auto Reduce / Enlarce

1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Cornb 2

LI -, |7
EREEEREE: Sort Stack Staple
Ly (P93 v

Finishing HCoverISUD Sheet‘ Edi

Statu

2. Select one of the stapling positions.

When the optional finisher is attached:
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2. Basic Copying

I T ” H || ” H

Sort Rotate Sort Stack
BEoE DE

Staple

e EE

Punch: 2 Holes Punch: 3 Holes
B Wm)|Fm)

Finishing Cover/Slip Sheet

Edit / Color |\ Dup./Canbir

When you select a stapling position, Sort is automatically selected.
3. Press [OK].
4. Enter the number of copy sets using the number keys.
5. Place the originals, and then press the [Start] key.

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

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

* You can change the staple positions shown on the initial display under Input/Output in User Tools.
For details, see “Input/Output”.

* You cannot staple on thick paper heavier than 105 g/m? (28 Ib.).
* The following type of paper cannot be stapled:

* Postcard

* Translucent paper

e OHP transparencies

* Label paper (adhesive labels)

¢ Coated Paper: Gloss Print

¢ Envelope

¢ Coated Paper

¢ Curled paper

* Paper of low stiffness

* You can specify how the machine responds if its memory becomes full during copying, or if the number
of copies exceeds the capacity of the stapler:

¢ Divides the copies into the number of sheets that can be stapled

¢ Cancels the stapling job
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Finishing

* To specify Left 2 or Top 2 together with 2 Originals or 8 Originals of Combine 1 Side, or 4 Originals
or 16 Originals of Combine 2 Sides: specify [? paper for @ orientation originals and specify 2 paper
for [J orientation originals.

* To specify Left 2 or Top 2 together with Double Copies: specify I paper for I orientation originals
and specify & paper for I orientation originals.

* When the optionalfinisheris attached, even if you place different size originals in the ADF, appropriate
size of copy paper can be automatically selected and stapled using the Mixed Sizes mode and Auto a
Paper Select function. Load the paper you want to use in the paper trays beforehand. Paper sizes that
can be stapled when using the Mixed Sizes mode are as follows:

o A3 and A4l
o B4 JISE and B5 JIS
e 11x17Pand 81/, x 110

* When stapling B4 JISE?, 8!/, x 1413 or larger paper sizes, be sure to extend the paper support
plate of the optional finisher tray.

* When the number of copies exceeds tray capacity, copying stops. If this happens, remove the copies
from the shift tray, and then resume copying. For details about the number of stapled copies that can
be stacked on the shift tray, see “Paper Requirements when Using the Finisher”.

* You cannot change stapling positions during copying.
* When the original image is rotated, the staple orientation changes by 90°.

* The maximum original image size that can be rotated is as follows: Metric version: A4, Inch version:
81/5x11

* When using Left 2 or Top 2 with the Combine, Double Copies or Auto Reduce / Enlarge function,
"Orig. and paper orientation mismatched for Staple mode. Cancel Staple mode or change paper
orientation in tray." message may appear depending on the orientation of originals and paper you
placed. In this case, change the paper orientation.

* When Top or Bottom is selected and the paper with the same orientation as the original is not loaded,
the image is rotated and the paper with the same size and the different orientation is selected.

* When Left 2, or Top 2 is selected, the following settings are useful to rotate images appropriately:
¢ Auto Reduce / Enlarge or Auto Paper Select
* Replace Auto Tray Switching with With Image Rotation in User Tools.

* For details about the number of sheets that can be stapled together, and the number of stapled copies

that can be stacked on each tray, see “Paper Requirements when Using the Finisher”.

=) Reference

* p.165 "Booklet/Magazine"
* p.224 "Input/Output"

* p.232 "Paper Requirements when Using the Finisher"
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2. Basic Copying

Punch

You can make punch holes in copies.

* You cannot use the bypass tray with this function.

) -

R - R

BAS059S

3 holes

R =R

(¢]

BAS1828

Original orientation and punch hole position

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

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

is as follows:
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Finishing

Original location Punch
Sooee | O | posten
gl 0 | [RT + [R]
— —
8| [T |[o] ~ [1
— . ‘ A
~ T
= ol ‘,
5 R - IR
e A T A
< R]
1
=

BCU0358
1. Press [Finishing].
FIITT TOToT I ETECT ” H ”
|| Black & White |
Full Size || Auto Reduce / Enlarge ;‘ﬁj IS :

1 sided*2 sided:TtoT 2 sided*2 sided 1 sided*Cornb 2
Text / Photo

1 [LIPE| @10, | (R0

EREEEREE: Sort Stack Staple
<] (§5 93 oy
‘ Finishing HC

&
2. Select one of the punch hole positions.

over/Slip Sheet ‘ di

taty

When the optional finisher is attached:

I o ” H || ” H

Sort Rotate Sort Stack
Booe BE
Staple

®)n)| [B)n)] )im)| B

Punch: 2 Holes Punch: 3 Holes
PSR

l Finishing ||Coverf5lip5heet” Edit # Color HDun./Cumbin

Job List

3. Press [OK].
4. Place the originals, and then press the [Start] key.
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2. Basic Copying

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

* You can change the punch hole positions shown on the initial display under Input/Qutput in User
Tools. For details, see “Input/Output”.

* You cannot punch on thick paper heavier than 105 g/m? (28 Ib.).

* When using Punch and Combine, Double Copies, or Auto Reduce/Enlarge, the message "Orig. and
paper orientation mismatched for Punch mode. Cancel Punch mode or change paper orientation in
tray." may appear because of the orientation of the original and the copy paper. If this occurs, change
the orientation of the copy paper.

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

* Paper can be punched only if it meets the machine's size and orientation requirements. For details
about these requirements, see “Paper Requirements when Using the Finisher”.

* p.224 "Input/Output"
* p.232 "Paper Requirements when Using the Finisher"



Storing Data in the Document Server

Storing Data in the Document Server

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

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

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

1. Press [Store File].

‘ Store File I | Check Modes |

PE O3 WO4W D] L
117 | 89211 | Blax11 | Bowass
bl | 5N | i | 93% EEMEOJO)E

ided 1 sided*Cornb 2 orig1 sided*Comnb 4 orig

7, |[H-Em| (e

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

Create Margin

Store File Cal

Set item(s) to store a file.

User Mame File Mame A

. Press [OK].
. Place the originals.

. Make the scanning settings for the original.

o 0 A W

. Press the [Start] key.

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

* To stop scanning, press the [Clear/Stop] key. To resume a paused scanning job, press [Continue] in

the confirmation display. To delete scanned images and cancel the job, press [Stop]. The originals

placed in the ADF will be ejected.
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* When placing an original on the exposure glass, press the [] key after all the originals have been
scanned.

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

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

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

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

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

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

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

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

=) Reference

* p.184 "Using the Document Server"
* p.193 "Printing Stored Documents"
* p.184 "Storing Data"



Managing Jobs

Managing Jobs

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

For example, you can cancel incorrect job settings or print an urgent document.
* You cannot use the Job List function when Interrupt Copy is active.

* Documents printed using the facsimile function and scanner function are not displayed in the job list.

Job List Screen

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

The Job List screen varies depending on whether Job Order is selected with Print Priority for the System

Settings. For details about the setting procedure, see “System Settings”, Network and System Settings
Guide.

When [Job Order] is not selected:

The job list is displayed for each of the functions.

J Current / Waiting Job List [ Job History

| Copier / Document Server H Printer ‘
Status Mo, User Name: File Name: Original Quantity Time Reouired Waiting Jobs: 3
Printing |D 105 11 1mm.‘

LiAdd paper to Bypass Tray.

001 2 106 1.5 1min

ofe (2 107 1. 1 min

ofs 2 108 1.7 min

1/1

1
3

10T 2008

BLD304S

When [Job Order] is selected:

The job list is displayed for all functions in the order of print jobs.
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| Current # Waiting lob List [ Job History

Status No. User Name File Name Original Quantity Time Required ‘Waiting Jobs: 3
printis |0 109 110 | 1min

LLAdd paper to Bypass Tray.

001 @10 1.5 lmn

ofe Jm 1.1 1min

ofs I e 1.1 1min

3

@B

4

BLD30SS
Switches between job lists for each function.

Switches between [Current / Waiting Job List] and [Job History].
Displays reserved job numbers.

Displays the function used to print jobs.

(d: Job printed using copy function

B Job printed using printer function

& Job printed using Document Server function

B job printed using DeskTopBinder

2 job printed using Web Image Monitor

Checking Jobs in the Job List

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

1. Press [Job List].

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



Managing Jobs

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

lame Original Quantity Time Recuired ‘Waiting Jobs: 3
1 5 1min.| | Details ‘
1 1 'Imin.|| Suspend Printing ‘
[ N 1min.| | Delete Reservation ‘
1010 1
11

Job List

4. Press [Exit].

Changing the Order of Jobs

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

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

3. Press [Change Order].

arme Original Quentity Time Recuired  Waiting Jobs: 3
1 5 '|min.| | Details ‘
1 1 '|min.|| Suspend Printing ‘
[ 1 '|min.| | Delete Reservation ‘
1010 1
11

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

Original Duantity Time Reouired  Waiting Jobs: 3

larme
1 5 1 min.| Change Order
10 1 Tmn|| & To |
[ I e 1min.| ‘A Previaus |
1010 1

5. Press [OK].

Job List

Printing: 1 min.
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Holding Jobs

You can hold jobs that are queued or currently printing.

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

lame Original Quantity Time Recuired Waiting Jobs: 3
1 5 1min.| | Details ‘
1 1 'Imin.|| Suspend Printing ‘
[ N 1min.| | Delete Reservation ‘
e
11

Job List:

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

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

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

Deleting Jobs

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

1. Press [Job List].
2. Select the job you want to delete.

To delete two or more print jobs, select them.
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3. Press [Delete Reservation].

lame Original Quantity Time Recuired ‘Waiting Jobs: 3
1 5 1min.| | Details ‘
1 1 'Imin.|| Suspend Printing ‘
[ N 1min.| | Delete Reservation ‘
1010 1
11

Job List

4. Press [OK].

Checking the Job History

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

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

5. Press [Exit].
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Registering Frequently Used Settings

You can store frequently used copy job settings in the machine memory and recall them for future use.
You can store up to 10 programs.

* When a specified program is registered as the default, its values become the default settings, which
are displayed without pressing the [Program] key, when modes are cleared or reset, and after the
operation switch is turned on. See “Changing the Default Functions of the Copy's Initial Display”.

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

* Programs are not deleted by turning the power off or by pressing the [Clear Modes] key.

) Reference

* p.94 "Changing the Default Functions of the Copy's Initial Display"

Registering Functions in a Program

You can register functions in a program.

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

2. Press the [Program] key.

Clear Modes | Program Interrupt

Main
oI | =]

On

[
g

Energy Saver

S

&

mple Copy

Login/Logout
O @

BAT182S

k=]

L1
00
©o00




Registering Frequently Used Settings

3. Press [Program].
[ —— |

Programn (Copier)

Select Mo, to program.

| © Recall “ ® Program H Change Narre |[
| 001 X Mot Proorammed H 002| X Mot
| 003 % Mot Proarammed H 004/ X Mot
| 005  Not Proarammed H 006/ X Mot
| 007 X Mot Proorammed H 008/ X Mot
| 009 % Mot Proarammed H 010] X Mot

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

You can enter up to 34 characters.

Program Mame

Enter the program name, then press [OK].

6. Press [OK].

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

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

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

Changing a Stored Program

Changes program settings.

1. Check the program settings.

. Specify the contents of a program.

2
3. Press the [Program] key.
4. Press [Program].

5

. Press the program number you want to change.
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2. Basic Copying

6. Press [Yes].
7. Enter the program name.

You can enter up to 34 characters.
8. Press [OK].

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

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

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

* When itis overwritten, the previous program is deleted.

Recalling a Stored Program

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

1. Press the [Program] key.
2. Press the program number you want to recall.

The stored settings are displayed.

[ ——
Program (Copler)

Select program Mo. to recall.

| © Racall % Program H Change Narrie |[

9001 prject;] |

« Only programs with © against them contain a program.

Deleting a Stored Program

Erases the contents of a program.

1. Press the [Program] key.
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Registering Frequently Used Settings

2. Press [Delete].

hange MName H Delete | |Pr09ram as Defautts|

|
|
| I
|

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

The program is deleted, and the display returns to the initial copy display.
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Changing the Default Functions of the Copy's
Initial Display
You can configure the settings of the initial screen so that the default display contain the functions you use

most often.

For example: if the default selection is the Duplex function, but the function you use most frequently is 1-
sided copying, you can change the default selection to 1-sided copying instead.

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

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

2. Pressthe [Program] key.

Clear Modes Interrupt

(o] |Lo]| =T |

tnergf Saver
. . . Sample Copy Login/Logout
00ee

BAT182S

3. Press [Program as Defaults].

hanoe hame H Delete |Program as DefauLts|

:H 002 X Mot Proorammed |
:H 004 % Mot Programmed |
:” 006 > Mot Programmed |
|
|

:H 008 >k Mot Proorammed
:H 0100 % Mot Programmed




Changing the Default Functions of the Copy's Initial Display

4. Press [Program].

Program as Defaults

The current settinas can be programmed as defaults for the initial

Program | ‘ Restore Factory Defaults

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

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

screens.
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3. Color Copying

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

Color Functions

This section describes functions that are used for color copying.

Selecting a Color Mode

Select a color mode that suits your originals and copying requirements.
For color images, see “Available Color Functions”.
The following three color modes are available:
Auto Color Select
Judges the color of the original automatically, and copies either in full color or black and white.
Full Color
Copies by overlaying yellow, magenta, cyan and black.
Black & White

Copies in black regardless of the color of the original.

1. Select a color mode.

oot s |11 o2 |3 0
uto Paper| gi |
woRs G| 1117 | Biaxl

Black & White

1515
g1

Full Size || Auto Reduce / Enlarge

1 sided*2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

i

Text / Photo

Others -) @z @2-) @2

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

* To use a user color, you need to register it beforehand. For details, see “User Color”.

* When copied using the registered color, the original will be copied lighter than the registered color.

* For examples of what you can do with the color functions, see “Available Color Functions”.
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3. Color Copying

z) Reference

* p.9 "Available Color Functions"

* p.109 "User Color"

Convert Colors

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

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

1. Press [Full Color].

Auto Color Select EgN

11
811

=
1117 | 821

Full Color Select

| Black & White |

11315
avexll

Full Size || Auto Reduce / Enlarge

1 sided*2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

[

Text / Photo

Others "’@2 214,

2. Press [Edit / Color].

SliaxBla
glex1d

11215
¥

alizx 11 93%

Enlarae

Create Margin

ided 1 sided*Cornb 2 orig 1 sided>Comnb 4 orig

7, || (1
aple Punch
R )| R (| &m|HH)

Slip Sheet Edit / Color Dug./Cambine/Series || Reduce / Enlarge
- h®

Job List

3. Press [Color], and then press [Convert Color].
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4. Select any one item from [Conversion 1] to [Conversion 4].

= | | | H
E Convert Color Cal

Select item.

Corversion 1
Conversion 2

Conversion 3

Conversion 4

Job List

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

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

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

* The full color counter will advance by “1”.
* For examples of what you can do with the color functions, see “Available Color Functions”.
* p.9 "Available Color Functions"

* p.226 "Adjust Color Image"

Erase Color

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

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

11215
glzx 11

Shexdle

0
s 93%

Enlarae

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

aple Punch
D) [ el e e )

Slip Sheet H Edit # Color H Dug. /CombjinedSer ies H Reduce / Enlarge ‘

Job List

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

4. Select the color to be erased.

gl o | | | H
Frase Color Ca

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

| Vellow [ Red [
| Magenta H (Green H
Black

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

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

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

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

* For examples of what you can do with the color functions, see “Available Color Functions”.

z) Reference

* p.9 "Available Color Functions"

* p.226 "Adjust Color Image"



Color Functions

Color Background

Copies by adding a color in the whole page.

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

1. Select a color mode.

2. Press [Edit / Color].

\I | |
1x15 Svexave Q3% 1 OO%

a1 Bk
Create Margin

Enlarae

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

9, | F-CE)| (T
| il Punch
[w)tn)| i) | i) B Wi [

Slip Sheet Edit / Color Dun./Cambine/Serfes || Reduce / Enlarce
AN A

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

e ———
Color Backaround

Select color.

[ BasicColr | > | Vellow [ B
| Red | Lich
| Pink l M
| Maieble | g

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

u-l "

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

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

colors.

Color Balance

Adjusts the overall color tone when the copy is reddish or bluish.
1. Press [Edit / Color].

11215
glexl1

Slixdle

o)
B4 93%

Enlarae

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Cornb & orig

7 I ] R
aple Punch
B e e[ e e )

Slip Sheet

Edit / Color Dup./CombinedSerfes || Reduce / Enlarge
VAN N\

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

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

—
Adist Color
Adjust color balance with [Darker] and [Lighter].
Color Balance Adjust Color [ Copy Quality

Vellow Algnter | (] (21 (] (3 [ O [

Magenta (lighter

Cyan lighter

Black Lighter

Program Color Balance |

5. Press [OK] twice.

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

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

* For explanations about and examples of what you can do with the color adjustment function, see
“Available Color Functions”.

=) Reference

* p.9 "Available Color Functions"



Adjusting Color and Image Quality

Color Balance Program

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

You can store up to three programs.

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

Registering the adjusted color balance a

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

1. Adjust the color balance.

2. Press [Program Color Balance].

Yellow L diter | [ (1 [
Mesentz I
Cyan good
Black I S

Program Color Balance |

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

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

5. Press [OK] twice.

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

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

) Reference

* p.102 "Color Balance"

Changing the color balance

Changes the settings stored in color balance programs.

103



104

3. Color Copying

1.
2.
3.

® N o O

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

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

Yellow L diter | [ (1 [
Mesenta I
Cyan good
Black I

| Program Color Balance |

Select the program number (1-3) to be changed.

The programmed color balance appears.

Change the registered settings.

Press [Program Color Balance].

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

The program is overwritten.

Press [OK] twice.

Recalling the color balance

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

1.

o » 0N

Press [Edit / Color].

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

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

Press [OK] twice.

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

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

Deleting the color balance

Deletes the settings stored in color balance programs.



Adjusting Color and Image Quality

—

. Press [Edit / Color].

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

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

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

Press [OK] twice.

SR T

Color Adjustment

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

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

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

11215
glzx 11

Shexdle

Enlarge s 93%

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

7, | TR | (R
aple Punch
D) [ el e e )

Slip Sheet Edit # Color Dup./Cambine/Series || Reduce / Enlarge
VAN VAN

Job List

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

You can select up to three colors.
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Color Balance | Adjust Color Copy G

Yellow

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

E

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

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

* For explanations about and examples of what you can do with the color adjustment function, see
“Available Color Functions”.

) Reference

* p.9 "Available Color Functions"

Image Adjustment

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

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



Adjusting Color and Image Quality

1. Press [Edit / Color].

11215
glzx 11

Shexdle

Enlarge s 93%

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

g, | TR | (R
aple Punch
D) [ el e e )

Slip Sheet Edit # Color Dup./Cambine/Series || Reduce / Enlarge
VAN VAN

Job List

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

4. Adjust the settings.

5. Press [OK] twice.

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

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

* For types and examples of the image adjustment functions, see “Available Color Functions”.

) Reference

* p.9 "Available Color Functions"

Sharp / Soft

Adjusts the outline of an image.

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

| Color Palance | Adjust Color | Copy G
Sharp / Soft HEE
Contrast Low HEEH

Backaround Density |:| D D D
Aditst UCR. =)=
Text / Photo Sensitivity EEEE

2. Press [OK].
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Contrast

Adjusts the shades of an image.

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

| Color Balance | Adiust Color | Copy Qui
Sharp / Saft OE W
Contrast Low HEE

Backoround Density O4o40od
Adiust UCR, Oood
Text / Photo Sensitivity EEEE

2. Press [OK].

Background Density

Adjusts the background density of an image.

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

| Color Balance | Adiust Color | Copy Qui
Srarp ¢ Soft A M
Contrast Low HEE

Backaround Density |:| EI D D
Adiust U.CR. OOoE
Text / Photo Sensitivity O

2. Press [OK].

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

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



Adjusting Color and Image Quality

Adjust U.CR.

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

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

| Color Balance \| Adiust Color \| Copy Qui

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

2. Press [OK].

Text / Photo Sensitivity

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

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

| Color Balance \| Adiust Color \| Copy Qui

Srarp ¢ Soft E M
Contrast Low HE
Backaround Density D D D

Aditst UCR. | g
Text / Photo Sersitivity | Tet | M W E M

2. Press [OK].

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

the outline of photos becomes dark.

User Color

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

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

You can create colors by:
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Adjusting the density of primary colors based on a chosen basic color.

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

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

machine.

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

Up to 15 colors can be registered.

Sample prints of user colors can be made on an A4l 81/, x 110, A3D?, or 11 x 172 size paper.

/l-I "

When printing a list of user colors, the full color counter will advance by

For explanations about and examples of what you can do with the color adjustment function, see
“Available Color Functions”.

z) Reference

p.? "Available Color Functions"

Adjusting colors based on the selected color

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

1.

Press [Edit / Color].

11215
glexl1

Slxdle
glex1d

93%

Create Margin

Enlarae

ided 1 sided*Cornb 2 orig 1 sided*Cornb & orig

g, | TRl | (R
aple Punch
B e e[ e e )

Slip Sheet Edit / Color Dup./CombinedSerfes || Reduce / Enlarge
VAN N\

Job List

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

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

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

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



Adjusting Color and Image Quality

| —
User Calor 1

Select base color.

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

Black

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

5. Selectthe color whose density is to be specified, and then specify the density in percentages

using [*+]lor[™].

To change each density, press a color key.

Yellow 100%
Maoenta 0%
G

Black 0%

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

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

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

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

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

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

4. Press [Custom Setting].

User Color | Fed ” Lich
| Pirk l 3
| Marine Blue H i

User Color can be programmed without selecting a base color.

‘ Customn Setting |

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

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

To change each density, press a color key.

Yellow 02
Magenta 0%
Cyan 0%
Black 0%

Repeat steps 5-6 if you want to specify the density of multiple colors.
You can also specify the density by pressing [Adjust with [+] [~1].
7. Check the settings, and then press [OK].
8. Press [OK] twice.

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

Changing the user color name

Changes the user color.

1. Press [Edit / Color].
Press [Color], and then press [User Color].
Press [Program], and then select the number (01-15) for the color you want to rename.

Select the color you want to rename.

DA I

Press [Change Name].
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Adjusting Color and Image Quality

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

Deleting user colors

Deletes user colors.

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

—

. Press [Edit / Color].

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

Press [Delete].

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

Press [OK] twice.

SR T o

Printing a list of user colors

Prints a list of user colors.

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

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

0

H

ie has already been programmed as User Color,

Print Sample of User Calor

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

The list of user colors is output in the internal tray.

* The list will be copied on a A4D, 81/,%1 10, A3D, or 11 x 170 sheet.
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4. Advanced Copying
|

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

Adjusting Copy Image Density

There are three types of adjustment available.
Auto image density

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

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

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

Auto Image Density

The machine automatically adjusts the image density by scanning the densities of originals. Dark texture

originals (such as newspaper or recycled paper) will be copied so that background will not be reproduced.

1. Make sure that [Auto Density] is selected.

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

T OTaT I == g ” “ ”

| Black & White |

1x15
+

’ 1
Full Size o

Auto Reduce / Enlarce

Text / Photo

1 sided*2 sided: TtoT 2 sided*2 sided 1 sided*Comb 2

Others -)@2 2- "

Staple

Oo)[PE

Cover/Slip Sheet

e Sort Stack
n Auto Density u ‘E@H@

Finishing Edi

Manual Image Density

You can adjust the density of the overall original in nine steps.
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1. If [Auto Density] is selected, press [Auto Density] to cancel it.

I o ” H ”

Full Size

T OTTT
| Black & White .

1 sided2 sided TtoT 2 sided*2 sided 1 sided*Comb 2
Text / Photo

Others -)@2 @; @2 -)
———— Sort Stack Staple
e Vs|p

[R]f®] Special Origingl Cover/Slip Sheet

x5
gtex11

Auto Reduce / Enlarge

Finishing Edi

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

Combined Auto and Manual Image Density

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

1. Make sure [Auto Density] is selected.

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

FLLL_ 07 I S ” “ ”

|| Black & white |

1x15

Full Size o

Auto Reduuce / Enlarge

Text / Photo

1 sided?2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

Others ’ -’@2 @2-’ @2 ‘_)
Stack Staple

)R Special Original Finishing Cover/Slip Sheet Edi

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

Selecting the Original Type

Select an original type that is suitable for your originals.

There are six original types available:

Text

For originals that contain mainly text or printed characters.
Photo

For Photographs or pictures.

* Glossy Photo: Use when copying developed photographs

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

* Copied Photo: Use when copying copies or originals generated by color copiers
Text/Photo

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

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

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

For map originals.

. Select the original type.

I - ” H ”

FLLL_ 07

Black & White

é i 1x15
Full Size: || Auto Reduce / Enlarce 3+
Text Photo gzl
1 sided*2 sided TtoT 2 sided?2 sided 1 sided* Comb 2
Text / Photo

o] P (0, |[

TR Special O ‘ Finishing HCoverfSUp Sheet ‘ Edi

Statu

* To select [Generation Copy], [Pale], or [Map], select [Others] first.
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[ I I
Others

e 1 E D28 53 W
seleetr | 3911 | 11%17 | Bi2x1

Generation Copy
Pale
1 sided*2 sided ThoT 2 sided?2 sided 1 sided* Comb 2

= [Fp2]| [0, | (115

Sort Stack Staple
P05 We|EE

II Ciniching I(‘ rClin Chy +I Ci

11x15

Full Size o

Auto Reduce / Enlarge

* You can change the settings for original types shown on the initial display under General Features in
User Tools. For details, see “General Features”.

m * You can select whether or not to display the keys for the original on the initial display under Original
Type Display in User Tools. For details about Original Type Display, see “General Features”.

z) Reference

* p.205 "General Features"
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Selecting Copy Paper

Selecting Copy Paper

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

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

and the reproduction ratio you select.
Manual Paper Select
Select the tray containing the paper you want to copy onto: a paper tray or the bypass tray.

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

copying at a ratio of 100%):

Metric version

Original location Original size and orientation
Exposure glass A3, B4 JISE, A4, B5 JIsDPD, AsD), 81/, x 1302
ADF A3, B4 IS, A4DD, B5 JIsUD, ASDD, 11 x 1702,
81/,x 1103, 81/, x 1307, 8KZ, 16K

Inch version
Original location Original size and orientation
Exposure glass 11 x1703,8'/,x 143,81/, x 11D
ADF A3, AdDD 11 x 172,81/, x 142, 81/, x 1105,
51/,%x81/,00, 101402, 71/,x 101 /o2

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

) Reference

* p.24 "Sizes difficult to detect"
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Auto Paper Select

The machine selects a suitable size of copy paper automatically based on the detected original size and
the reproduction ratio you select.
1. Make sure that [Auto Paper Select] is selected.

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

Auto Paper 1842803 W
Select Blax11 | 11x17 | Bl

Auto Color Select
Full Color
11215
Bk

| Black & White |
e | o |

1 sided?2 sided:TtoT 2 sided?2 sided 1 sided*Cornb 2
Text / Photo

Others "’@2 [4-14. "’

Full Size || Auto Reduce / Enlarge

Rotate Copy

If the orientation in which your original is placed is different from that of the paper you are copying onto,

the machine rotates the original image by 90° to fit it on the paper.

Original Paper Copy
Orientation Orientation Orientation

R > | X

BAT065S

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

Original size and orientation Copy paper size and orientation

N\ /

When

A4, B5
v ; : B4 JIS
ou canno JIS, or A5 m enlarging fo A3J or

rotate: ] >
BAT066S / \

BATO053S
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Selecting Copy Paper

Original size and orientation Copy paper size and orientation
A4, BS When
H : ! B4 JIS
owever | JIS, orAS R enlarging to IS or R
yOU Ccn Use. D BAT054S 9 A3 BAT054S

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

The default setting for Auto Tray Switching is [With Image Rotation]. You cannot use the Rotate Copy
if this setting is changed to [Without Image Rotation] or [Off]. For details about Auto Tray Switching,
see “General Features”.

Depending on the settings for the Punch or Staple, you may not be able to use the Rotated Copy
function.

=) Reference

p.120 "Auto Paper Select"
p.55 "Auto Reduce/Enlarge"
p.76 "Staple"

p-80 "Punch"

p.205 "General Features"

Manual Paper Select

Select the tray containing the paper you want to copy onto: a paper tray or the bypass tray.

1.

Select the tray you want to use.

The indicator corresponding to the selected paper tray is highlighted.

18 0

Auto Paper|| gi
Selectd 8/2"1 1

280
1117

3W 04w
%11 | %11

x5
atex it

Staxale

Full Size Pt

Auto Reduce / Enlaroe 939

1 sided*2 sided: TtoT 2 sided*2 sided 1 sided?Cornb 2 orig 1 sided*Cornb 4 orig

[, | 0 7. | Lol o

Creg|
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Advanced Reduce/Enlarge Copying

This section describes the advanced functions for reducing or enlarging images.
For details about the basic reduce/enlarge copy functions, see “Reducing or Enlarging Images”.

) Reference

* p.51 "Reducing or Enlarging Originals"

Size Magnification

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

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

BAT067S

u_n

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

1. Press [Reduce / Enlargel].

1115
gzl

SliaxBla
atex1d

Enlarae 93%

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Comnb 4 orig

g, | 1) [
aple Punch
[w)e)|B)in)| le)in)| B)la)|  fm)im| [

Slip Sheet | Edit / Color
o

Dun./Cune/Series Reduce / Enlarge

Job List

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

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

= | | | |
E Size Magnification Cal

Enter the original size with the Murmber keys, then press @.

<Z5% to 400%>

Job List

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

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

* Ifthe calculated ratio is over the maximum or under the minimum ratio, it is automatically adjusted to
within available range. However, with some ratios, parts of the image might not be copied or margins
will appear on copies.

* The machine selects reproduction ratios of between 25 - 400%.

Directional Magnification (%)

Specify the horizontal and vertical reproduction ratios, individually.

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

a%
.

|:> b%

BAT068S

a: Horizontal ratio

b: Vertical ratio

* The reproduction ratio you can specify are 25 - 400%.
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* When entering a percentage ratio, you can specify any value in the permitted range, regardless of
original or copy paper size. However, depending on settings and other conditions, part of the image

may not be copied, or margins will appear on copies.

Specifying the ratio with [*+]and []

Specify a ratio using [*+]and [].

1. Press [Reduce / Enlarge].

B 100%
m ided 1 sided*Cornb 2 orig 1 sided*Cornb & orig
1 A
Zz -> ‘ > Ureate Margin

ek 11
aple Punch
B e e[ e e )

Slip Sheet

Slixdle

Enlarge e

Edit / Color Dup./CombinedSerfes || Reduce / Enlarge
VAN N\

Job List

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

Press [Horizontal].

o M 0N

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

= \I | | |
Directional Maanification % Cal
Enter the ratio with EIE.
Ratio can be also entered with the Number keys.

< Horizontal

100%
P 5[4 Vertical
@& 100% —

&),

<25% to 400%>

Pressing [+] or [7] changes the ratio in increments of 1%. Pressing and holding down [+]or[—]
changes it in increments of 10%.

6. Press [Verticall.
7. Adjust the ratio with [*+land [].
8. Press [OK] twice.

* To change the value you entered, readjust it with [*+] and [].
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Entering the ratio with the number keys

Enter a ratio using the number keys.

1. Press [Reduce / Enlarge].

115
atexll

Shexave

0,
BBk 933%

Enlarae

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

2, | H-6m)| (He
|raele Punch
[w)e)|[8)n)| )in) |[H))| i) | [)Cs)

Slip Sheet

Edit / Color Dun./Cambine/Series || Reduce / Enlarce
FaN A

2. Press [Direct. Mag. %].

3. Press [Horizontal].

JEiLE
| | | || | |
Directional Maanification % Cal
Enter the ratio with the Number keys, then press @.
Ratio can be also entered with FHE.

© Horizontal
100% Clear
B [ T [ T vertical
S | I 100% @

<Z5% to 400%>

Job List

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

. Press [Vertical].

4
5
6. Enter the desired ratio with the number keys, and then press [H].
7. Press [OK] twice.

8

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

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

Directional Size Magnification (inch)

Specify the horizontal and vertical lengths of the original and copy image.

Copies can be reduced or enlarged at different reproduction ratios horizontally and vertically.
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BAT069S

1. Horizontal original size: A mm (inch)

2. Vertical original size: B mm (inch)
m 3. Horizontal copy size: a mm (inch)

4. Vertical copy size: b mm (inch)

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

1. Press [Reduce / Enlargel].

SlaxBls
glex1d

11x15

1)
a1 93%

Enlarae

Create Margin

ided 1 sided*Cornb 2 orig 1 sided>Comnb 4 orig

1

0, | [
aple Punch

[r) ey B)in)| l)in)| B)La)|  m)em| ()|

Slip Sheet H Edit / Color H Dup./CambjinedSer ies H Reduce / Enlarge ‘

Job List

2. Press [Dir. Size Mag. inch].

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

= | | | \I
Directional Magnification inch Can

Enter horizontal original size with the Number keys, then press @,

<—>Or|gmalt © Copy . 65%
_.__inch _ . __inch

$ Crisinal f? S i ¢ Copy

o _inch| ? @ ____inch |

<Z25% to 400%>

Job List

You can enter sizes between 1 to 999 mm (0.1 to 99.9 inches) in increments of 1 mm (0.1 inches).

4. Enter the horizontal size of the copy with the number keys, and then press [#].
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5. Enter the vertical size of the original with the number keys, and then press [#].

6. Enter the vertical size of the copy with the number keys, and then press [#].

7. Press [OK] twice.

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

* The reproduction ratio you can specify are 25 - 400%.
When entering a size in mm (inch), if the calculated ratio is over the maximum or under the minimum
ratio, it is automatically adjusted to within available range. However, with some ratios, parts of the

image might not be copied or margins will appear on copies.

Create Margin

Reduces the image to 93% of its original size and places the reduced image at the center. By combining

it with the Reduce/Enlarge functions, you can further increase a margin.

1. Press [Create Margin].

1115
aizx 1

Slixdle

B4 93%

Create Margin

Enlaroe

ided 1 sided*Cornb 2 orig 1 sided*Cornb 4 orig

g, | TR0 (R
aple Punch
R H)| R B &m| )

Slip Sheet Edit / Color Dup./Combined/Series || Reduce / Enlarce
A A

Job List

2. Select the reproduction ratio, if necessary.

* You can change the ratio for Create Margin under Reproduction Ratio in User Tools. For details about

Reproduction Ratio, see “Reproduction Ratio”.

) Reference

* p.209 "Reproduction Ratio"
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Stamps

Copies with the date, page numbers, etc.

The stamp color can be yellow, red, cyan, magenta, green, blue, and black.

Background Numbering

Use this function to have numbers printed on the background of copies.

If this function is used in conjunction with Sort, the same numbers are printed on each set of copies, helping
you keep track of confidential documents.

1. Press [Edit / Color].

115
atexll

Shexave

0,
BBk 933%

Enlarae

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

2, | H-6m)| (He
|raele Punch
[w)te)|m)in)| le)in)| B)La)| m)en)| [B)C)|

Slip Sheet Edit / Color Dun./Cambine/Series || Reduce / Enlarce
FaN A

Job List

2. Press [Stamp].
3. Press [Background Numbering].



Stamps

4.

5.

Enter the number to start counting from with the number keys, and then press [#].

= | | | H
E Backaround Nurmbering Cal

Enter start nurmber.

Start Number
<1 - 9999 @

Job List

Press [OK] twice.

To change the value you entered, press [Clear], and then enter a new value.
When the Full Color is selected, the full color counter will advance by “1”.
The default color is black.

You can enter a number between 1 and 9999.

You can change the settings for Background Numbering under Stamp in User Tools. For details about
Stamp, see “Stamp”.

The numbers appear to overlap the copied image in some cases.

z) Reference

p.217 "Stamp"

Changing the stamp color

Changes the stamp color.

1.
2.

Press [Stamp Color] under Stamp Color.

Select the stamp color, and then press [OK].

Preset Stamp

Messages are stamped on copies.
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URGENT

COPY

BAT071S

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

¢ Only one message can be stamped at a time.

The following eight messages are available for Preset Stamp:

“COPY”, "URGENT”, “PRIORITY”, “For Your Info.”, “PRELIMINARY”, “For Internal Use Only”,
“CONFIDENTIAL”, “DRAFT”

Stamp position and original orientation

The stamp positions differ according to the orientation in which you place the originals.

COPY
c
IS D 0ol
=
g » oo
@
‘= 0 ®
o
o
(_-% (D i@ i@CDPY
B = SR
) L L
14 ® e e
= 5
(@] ts
= 0 © 10
<
C
8 » |
—
o oleie
<
e}
3 to o e
© i
o * e o
c :
35 e @ ©
Keyonthedisplay| " [ P | A | € [ |2 | & |4 | N
Stamp positn |® | @@ |®[® |© [0 ]® [®

BAT072S
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Stamps

1. Press [Edit / Color].

11215
glzx 11

StexBle
glex14

Enlarae

93%

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

g, | TR | (R
aple Punch
D) [ el e e )

Slip Sheet Edit # Color Dup./Cambine/Series || Reduce / Enlarge
VAN VAN

Job List

2. Press [Stamp].

3. Press [Preset Stamp].

4. Select the desired message.
You can change the color, position, size, and density of the stamp.

5. Press [All Pages] or [1st Page Only] to select the print page.

I Cancel ” OK ]

RGENT | PRIGRITY | For Yur fo. |
for nterma U Only | coONFIENTIAL | DRAFT |
g <Print Page> <Stamp Color>

Black

All Pages
st Page Cnly

Job List

After making all settings, press [OK].
Press [OK].

* When the Full Color is selected, the full color counter will advance by “1”.

N o

* The default stamp color is black.

You can change the settings for Preset Stamp under Stamp in User Tools. Depending on the sefting,
density may change. For details about Stamp, see “Stamp”.

Depending on paper size, if you change the stamp size, parts of the stamp might not be printed.

* p.217 "Stamp"
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Changing the stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].

Changing the stamp position, size and density

Changes the stamp position, size and density.

1. Press [Change] under Position / Size / Density.
m 2. Select the stamp position, size, and density, and then press [OK].

= | | | |
Position / Size / Density

<Stamp Position> <Size>

‘\RIIMI
e L= |

B e v |

-

¥y

Job List

User Stamp

Copies a scanned image as a stamp.

Letters or images you use frequently can be registered.

BAS073S

* You have to register a user stamp before using this function.

* You cannot use the bypass tray with this function.
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¢ Only one message can be stamped each fime.
Stamp position and original orientation

The user stamp positions differ according to the orientation in which you place the originals.
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1. Press [Edit / Color].

Stexde
Bz x14

1115
avexll

Enlarge 935%

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

0, | (10|
Japle Punch
WE D WD @)

Slip Sheet Edit / Color Dup./Cambine/Serfes || Reduce / Enlarce
AN A

Job List.

Press [Stamp].

Press [User Stamp].

Select the stamp you require.

You can change the stamp color and position.
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5. Press [All Pages] or [1st Page Only] to select the print page.

I Cancel ” OK ]

inch Vert. 1. 2 inch

<Print Page> <Stamp Color>

All Pages
1st Page Cnly Stamp Color

6. After making all settings, press [OK].
m 7. Press [OK].

* When the Full Color is selected, the full color counter will advance by

/l'l Il.
* The default user stamp color is black.

* You can change the settings for User Stamp under Stamp in User Tools. For details about Stamp, see
“Stamp”’.

) Reference

* p.217 "Stamp"

Changing the user stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.
2. Select the stamp color, and then press [OK].

Changing the user stamp position

Changes the stamp position.

1. Press [Change] under Stamp Position.
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2. Select the stamp position, and then press [OK].

=
E Stamp Position

<Stamp Position>

N ‘

‘\RIIMIZ\
« % [ >

Bl el v~

Job List

Registering the user stamp

Scans an image that is used as a user stamp.

The range of stamp images is 10 - 297 mm (0.4 - 11.7 inches) high and 10 - 432 mm (0.4 - 17.0 inches)

wide. However, ifthe value exceeds the maximum value of the area (5,000 mm?, 7.75 inch?), itis corrected

within the range of the area automatically.

Up to four frequently used images can be stored in memory.

10~297mm

10~432mm

# (0.4~17.0

inches))

(0.4~11.7inches)

1. Base point

2. Exposure glass

BAT075S

1. Press the [User Tools/Counter] key.

—

—

User Tools/Counter
4

]

W Copy
& Document Server

@[Facsimile

BAT183S
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2. Press [Copier / Document Server Features].

ls / Counter / Inquiry

Copier / Docurnent Server A
% Features QE
@B Facsimile Features m

P
Il Printer Features

(AN CE: ‘ ‘ L canner Fegtire ‘
Press [Stamp].

bettings

Press [User Stamp].

Press [Program / Delete Stamp].

Press [Program], and then press the stamp number you want to program.

Enter the user stamp name (up to ten characters) with the letter keys, and then press [OK].
Enter the horizontal size of the stamp with the number keys, and then press [#].

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

© 0 ® N o Ou kW

—

Place the original for user stamp on the exposure glass, and then press [Start Scanning].
The original will be scanned, and the stamp will be registered.
11. Press [Exit].
12. Press [Exit].
The display returns to the User Tools/Counter/ Inquiry screen.
13. Press [Exit].
Exits settings and gets ready to copy.

* Stamp numbers with © already have settings in them. Stamp numbers that are not registered yet are
marked with "Not Programmed".

* Ifthe stamp number is already being used, the machine will ask you if you want to overwrite it. Press
[Yes] or [Stop].

* You cannot restore the overwritten stamp.
* Originals cannot be scanned from the ADF when programming the user stamp.

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

Deleting the user stamp

Deletes an image registered as a user stamp.
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You cannot restore a deleted stamp.

1. Press the [User Tools/Counter] key.

User Tools/Counter
== |

=S

[ Copy
& Document Server

A
nicating
2. Press [Copier / Document Server Features].

ls / Counter / Inquiry

Copier / Docurnent Server ©
% Features c,%
@B Facsimile Features m

I
I! Printer Features

[IANCE: ‘ ‘ L canner Featire: ‘

Press [Stamp].

BAT183S

Bettings

Press [User Stamp].
Press [Program / Delete Stamp].
Press [Delete], and then press the stamp number you want to delete.

Select [Yes], and then press [Exit].

® N o 0 kW

Press [Exit].
The display returns to the User Tools/Counter/Inquiry screen.
9. Press [Exit].

Exits settings and gets ready to copy.

Date Stamp

Use this function to print dates on your copies.
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17/11/2006

BAT076S

* You cannot use the bypass tray with this function.

m You can select from the following styles:

« MM/DD/YYYY
MM.DD.YYYY
DD/MM/YYYY
DD.MM.YYYY
YYYY.MM.DD

Stamp position and original orientation

The date stamp positions differ according to the orientation in which you place the originals.
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1. Press [Edit / Color].

11215
glzx 11

Shexdle

0
s 93%

Enlarae

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

g, | TR | (R
aple Punch
B [ [ )

Slip Sheet Edit # Color Dup./Cambine/Series || Reduce / Enlarge
VAN VAN

Job List

2. Press [Stamp].

3. Press [Date Stamp].
4. Select the stamp format.
You can change the color, style and position of the date.

5. Press [All Pages] or [1st Page Only] to select the print page.

= \I | | |
Date Stame Cal
Check format and position of date.
<Current Date>

5/ 1/2008

<Stamp Position> <Print Page>

] [omee]

6. After making all settings, press [OK].
7. Press [OK].
* The default color is Black.

* You can change the settings for Date Stamp under Stamp in User Tools. For details about Stamp, see

“Stamp”.

* When Date Stamp is used with the Combine, Magazine, or Booklet function, the date stamp isprinted
as follows:

¢ With the Combine function

27/5/2006

A B

BAT151S
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¢ With the Magazine or Booklet function

27/5/2006 27/5/2006

A B

BAT121S

z) Reference

* p.217 "Stamp"

Changing the date stamp color

m Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].

Changing the format of date

Changes the format of date.

1. Press [Change Format] under Current Date.

2. Select the date format, and then press [OK].

= | || | |
Date Format Cal

Select forrmat.

[ ooy [ mmopvyy |

| DO/MMAYYY Y l DD.MMLYY Yy |

YYVY MM.OD

Changing the date stamp position

Changes the stamp position.

1. Press [Change] under Stamp Position.
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2. Select the stamp position, and then press [OK].

= | | | |
Stamp Position

<Stamp Position>

‘l&llﬂlz\
B el v~

System Status

Page Numbering

Use this function to print page numbers on your copies.

P1

173

BAS078S

* You cannot use the bypass tray with this function.
There are six types of page numbering.
e P1,P2..
1/5,2/5...
e -1-,-2-..
e P.1,P2..
e 1,2.
. 1-1,1-2..

Stamp position and original orientation

The page stamp positions differ according to the orientation in which you place the originals.
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Press [Edit / Color].

Slxdle
glex1d

11x15

) 93%

Enlarae

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

7, | (702
aple Punch
D) [ el e e )

Slip Sheet H Edit / Color H Dug./CambinedSer ies H Reduce / Enlarge

SEP 1

Press [Stamp].

Press [Page Numbering].

Select the page numbering format.

EI ) \I | | |
Page hurmbering Cal

Select page numbering format.

[Tl | mas. | e
\ 12... I -2 ]
<Stamp Position= <Change Mumbering>

First Printing Page:

@] Frorn page 1
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You can change the stamp color, position, pages to be stamped, and numbering.
5. After making all settings, press [OK].
6. Press [OK].
* The default color is black.

* You can change the settings for Page Numbering under Stamp in User Tools. For details about Stamp,
see “Stamp”.

* You can change the stamp position if Combine or Duplex is specified for use with this function under
Duplex Back Page Stamping Position or Page Numbering in Combine in User Tools. For details about
these settings, see “Stamp”.

* When Page Numbering is used with the Combine, Magazine, or Booklet function, page numbers
* are printed as follows:
¢ Per Original is selected in Page Numbering in Combine:

With 1 Sided/2 Sided using the Combine function

P1

A

P2

B A

-

B

_2-

BAT152S

With the Magazine or Booklet function

P4 P1

DA D

_4-

A

-

e Per Copy is selected in Page Numbering in Combine:
With 1 Sided/2 Sided using the Combine function

P1

A B |AB

BAT123S
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¢ If you combine this function with the Duplex (Top to Top) function and select [P1,P2...] or
[1/5,2/5...], page numbers on the back are printed as follows:

P1 P2

A B

1. Front
2. Back

z) Reference

* p.217 "Stamp"

Changing the stamp color

Changes the stamp color.

1. Press [Stamp Color] under Stamp Color.

2. Select the stamp color, and then press [OK].

Changing the stamp position

Changes the stamp position.

1. Press [Change] under Stamp Position.

2. Select the stamp position, and then press [OK].

= | || | |
Stamp Position

<Stamp Position>

‘\RIIMIZ\

N

Bl el v~
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Specifying the first printing page and start number (“P1,P2..."”, “-1-,-2-...", “P.1,P.2...
II, II'I ,2". II)

Specify the first printing page and start number.

The example below shows when the first printing page is “2” and the start number is “3”.

Ad7 7 A?

BAS080S

In the following procedure, “P1, P2..." is selected, but the procedure is the same regardless of the format

you select.

1.

Press [Change] under Change Numbering.

2. Press [First Printing Page], enter the original sheet number from which to start printing, and

then press [#].

)| | || | |
Chanse Mumbering <P1p2..> Cal
Select item to change.
1
-

System Status

Press [First Printing Number], enter the number of page from which to start numbering with
the number keys, and then press [H].

Press [Last Number], enter the number of the page at which to stop numbering with the
number keys, and then press [#].

If you want to number all pages to the end, press [to the End].

To change the number entered, press [Clear] and then enter a new number.

5. After making all settings, press [OK].

Press [OK] twice.

The last number is the last page number to print. For example, if Total Pages is ten, when you want to
print up to seven pages and do not want to print from page 8 on, enter “7” for Last Number. Normally,

you do not need to enter the number.

You can setavalue from 1to 9999 for [First Printing Page], [First Printing Number], and [Last Number].
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Specifying the first printing page and start number (“1/5,2/5...")

Specify the first printing page and start number.

1. Press [Change] under Change Numbering.

2. Press [First Printing Page], enter the original sheet number from which to start printing, and
then press [#].

= \I | | |
L Change hurmbering <1/52/5...> Ca

Select item to change.

m First Printing Murmber 1 tot]
Total Pages 1

II

3. Press [First Printing Number], enter the number of page from which to start numbering with
the number keys, and then press [#].

4. Press [Last Number], enter the number of page at which to stop numbering with the number
keys, and then press [#].

If you want to number all pages to the end, press [to the End].

5. Press[Total Pages], enter the total number of original pages with the number keys, and then

press [#].

To change the number entered, press [Clear] and then enter a new number.
6. After making all settings, press [OK].
7. Press [OK] twice.

* The last number is the last page number to print. For example, if Total Pages is ten, when you want to
print up fo seven pages and do not want to printfrom page 8 on, enter “7” for Last Number. Normally,
you do not need to enter the number.

* You can set a value from 1 to 9999 for [First Printing Page], [First Printing Number], [Last Number],
and [Total Pages].

Specifying the first printing page and start number (“1-1,1-2...”)

Specify the first printing page and start number.

1. Press [Change] under Change Numbering.
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2. Press [First Printing Page], enter the original sheet number from which to start printing, and
then press [#].

e T
| | H | | |
Change humbering <1-1,1-2...> Cal
Select item to change.
First Printing Page 1
First Chapter No. 1 .1"1
First Printing MNurmber 1 1'}_

System Status

3. Press [First Chapter No.], enter the chapter number from which to start numbering with the
number keys, and then press [#].

4. Press [First Printing Number], enter the page number from which to start printing with the
number keys, and then press [#].

5. When page designation is complete, press [OK].

o

. Press [OK] twice.

* You can setavalue from 1 to 9999 for [First Printing Page], [First Printing Number], and [First Chapter
No.].

* To change the value you entered, press [Clear], and then enter the new value.
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Advanced Copier Functions

This section describes the machine's advanced copy functions.

Margin Adjustment

Copies originals leaving a binding margin.

i
s
i

1. Press [Edit / Color].

HiIS
gl

5‘/2\3;3‘/2
atexld

Enlarae 939%

Create Margin

ided 1 sided*Cornb 2 orig1 sided*Comnb 4 orig

7, |CH-ER)| (1
|raele Punch
[w)e)| B)in)| le)in)| B)la)|  m)en)| [

Slip Sheet Edit / Color Dun./Cambine/Series || Reduce / Enlarce
FaN A

Job List

2. Make sure that [Margin Adj.] is selected. If [Margin Ad].] is not selected, press [Margin Ad;.].
3. Specify a binding margin for the front side pages.

o ” H || ” H

Select item.
<Front> <Back>

{ Iy <0.0-1.2inch>
' Top/Bottom e Tcp/Bott

_

Color

~

left

Edit Image Clear

Finishing Cover/Slip Sheat Edit / Color Dup../Combin
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4. Specify a binding margin for the back side pages. Then press [OK].
If you do not need to specify the margins for the back side pages, press [OK].

* To change the value you entered, press [€7], [], [¥] or [T], or press [Clear], and then specify a new
value.

s Press [¥] and [T] to set the top or bottom position. Press [€7] and [] to set the left or right position.
* You can set the binding margin up to 30 mm (1.2 inches) in 1 mm (0.1 inches) increments.
* Margin on the back side of the page is valid when 1 Sided = 2 Sided or Combine 2 Sides is selected.

* You can change the settings for Margin Adjustment under Edit in User Tools. For details about Edit,
see "Edit".

* If you set a binding margin that is too wide, part of the image may not be copied.

* When making copies in Combine mode, the binding margin is added to the copies after the
combination is finished.

* When 2 Sided = 1 Sided is selected, set the binding margins for the original's front and back pages.

* p.211 "Edit"

Erase Center / Border

This function erases the center and/or all four sides of the original image.
This function has the following three types:
Erase Border

Erases the edge margin of the original image.

‘ ‘
‘ ‘ w

BAS087S

Erase Center

Erases the center margin of the original image.
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Erase Center/Border

Erases both the center and edge margins of the original image.

Ml
i
i
Il
i
ik

BAS089S

* The relationship between the original orientation and the erased part is as follows:

Doriginal Doriginal

777771T2

—

~ —R

1

BAT090S
BAT089S

1. Erased part
2. 2-99mm (0.1 - 3.9 inches)
* To erase the image on the back side of the original, press [2 Sided Setting] and then [Back]. Erasing
the image on the back side is valid when you copy 2-Sided originals.
* The erase width is setto 10 mm (0.4 inches) as a default. You can change this setting under Edit in

User Tools. For details about Edit, see “Edit".



Advanced Copier Functions

* The width of the erased margin varies depending on the reproduction ratio.

z) Reference

° p.211 "Edit"

Erase Border (same width)

Erases the edge margin of the original image.
1. Press [Edit / Color].

1115
aizx 1

Slixdle

Enlarge e e

93%

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Cornb 4 orig

g, | TR | R
aple Punch
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Slip Sheet Edit / Color Dup./Combined/Series || Reduce / Enlarce
A A

Job List

Press [Erase].

Press [Erase Center / Border].
Press [Erase Border].

Press [Same Width].

S o

Specify an erase border width with [*+]and [~].

I Cancel ” OK ]

| Erase Border || Frase Center HErase Center/ Border‘

Adjust width of the area to erase with .

<0.1- 3.9 inch»

&

| o=

Sk Ak

Pressing [+]or[] changes the width inincrements of 1 mm (0.1 inches). Pressing and holding down
the relevant key changes the width in increments of 10 mm (1 inches).

7. Press [OK] twice.

* To change the value you entered, press [*+] and [~], and then specify a new value.
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Erase Border (different width)

Erases the edge margins of the original image.
1. Press [Edit / Color].

115
atexll

Shexave

Enlarge b

93%

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

2, | H-6m)| (He
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Edit / Color Dun./Cambine/Series || Reduce / Enlarce
FaN A

. Press [Erase].

Press [Erase Center / Border].

Press [Erase Border].

Press [Different Width].

o U A W N

Press the key you want to change and specify an erase width with [*]land [].

I Cancel ” oK ]

| Erase Border || Erace Center HErase Center/ Border‘

Adjust width of the area to erase with .

= T
- <0.1- 3.9 inch>

L

Bottom
Left Right 0. & inch
0. & inch 0. & inch

7. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Center

Erases the center margin of the original image.
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1. Press [Edit / Color].
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. Press [Erase].

. Press [Erase Center / Border].

2

3

4. Press [Erase Center].

5. Specify the erase width with [*+land [].

I Caricel ” OK ]

| Erase Border || Erase Center HErase Center/ Border‘

Adiust width of area to erase with EIE.

<0.1-3.9inch>

6. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Center / Border (same width)

Erases both the center and edge margins of the original image.
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1. Press [Edit / Color].
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Slip Sheet Edit # Color Dup./Cambine/Series || Reduce / Enlarge
VAN VAN

Job List

Press [Erase].

Press [Erase Center / Border].
Press [Erase Center / Border].

Press [Same Width].

SR T ol

Press [Center], and then specify the erase width with [*+]and [~].

I Cancel ” OK ]

| Erase Border || Erase Center “Erase Center/ Border‘

Adiust width of area to erase with EIE.

H o
Center
.. <0.1 - 3.9 inch>
3 E

e K

0. &4 inch

Job List

7. Press [Border], and then specify the erase width with [*+] and [~].
8. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Erase Center / Border (different width)

Erases both the center and edge margins of the original image.
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1. Press [Edit / Color].
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Press [Erase].

.

Press [Erase Center / Border].
Press [Erase Center / Border].

Press [Different Width].

o UM W N

Press the key you want to change and specify an erase width with [+] and [~].

I Cancel ” OK ]

| Erase Border || Erase Center “Erase Center/ Border‘

Adiust width of area to erase with EIE.
A o
Center Top .
1] 1531
Left Risht: ‘ 0. 4 inch

0. & inch ‘ ‘ 0. & inch

Job List

7. Press [OK] twice.

* To change the value you entered, press [+] and [~], and then specify a new value.

Image Repeat

The original image is copied repeatedly.
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There are two ways to specify an image to be repeated.
Whole Area Repeat

Repeatedly copies the entire image.
Specified Area Repeat

Repeatedly copies a specified area of the image.

* You can change the seftings for Inage Repeat under Edit in User Tools. For details about Edit, see
“Edit”.
* Depending on the paper size, ratio, and orientation, parts of repeated images may not be copied.

) Reference

° p.211 "Edit"

Whole Area Repeat

Repeatedly copies the entire image.

The number of repeated images depends on the original size, paper size, and reproduction ratio. For
example, see the following table:

Original: A5/ Copy paper: A4, Original: A5C7/Copy paper A4, Original: 51/, % 81/,0/
Copy paper: 8'/5 % 110, or Original: 51/, x 81/,7/Copy paper: 81/, x 1152

4 repeats (71 %) 16 repeats (35 %)

BAT096S BAT095S
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Original: A5/ Copy paper: A47, Original: A5/ Copy paper A4, Original: 51/5 x 81/,00/
Copy paper: 8!/, x 112, or Original: 51/, x 81/,7/Copy paper: 81/, % 111

2 repeats (100 %) 8 repeats (50 %) 32 repeats (25 %)

BAT086S BATO087S BAT088S

1. Select the size of copy paper and the reproduction ratio.
2. Press [Edit / Color].
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Slip Sheet Edit / Color Dun./Cambine/Series || Reduce / Enlarce
FaN A

Press [Edit Image].

Press [Image Repeat].

Make sure that [Whole Area] is selected, and then press [OK].
Press [OK].

S

Specified Area Repeat

Repeatedly copies a specified portion of the image.
* You cannot use this function from the ADF,
¢ If Margin Adjustment is selected, cancel the setting.

To specify the area you want to repeat, you have to define the value of X1, Y1, X2, and Y2 on the original.
Measure the area you want to specify before entering the area settings.

157



4. Advanced Copying

X2.X1, 1
] ly DDDDDDD
ABCDE |ive \ DDDDDDD
ad > DDDDDDD

BAT097S8

1. Set the original on the exposure glass
X1:0-412mm (0 - 16.2 inches)
X2:20 - 432 mm (0.8 - 17.0 inches)
Y1:0-277 mm (0 - 10.8 inches),

m Y2:20-297 mm (0.8 - 11.6 inches).
1. Select the size of copy paper and the reproduction ratio.
2. Press [Edit / Color].

11x15
At

SYex@Ye

Enlarae e 93%

Create Margin

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

0. | F-C2| LR
| Punch
ol o T o T

Slip SheetH Edit / Color H Dun./Cambjine/Ser ies H Reduce / Enlarge‘

Press [Edit Image].

Press [Image Repeat].

Press [Specified Areal.

S

Enter the length of [X1] with number keys, and then press [H].

Imase Repeat: Specified area of original will be repeated. Cal

Place original on exposure glass.

Wwhale Area | l Specified Area |
Enter the value of X1 with the Murmber keys, then press @.
E T —
X2 X1
Y1 . inch

v p@®
|YZ ___.__inch | ® [va? .!E &

7. Enter the length of [Y1] with the number keys, and then press [H].

8. Enter the length of [X2] with the number keys, and then press [#].
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9. Enter the length of [Y2] with the number keys, and then press [#].
10. Press [OK] twice.

Double Copies

One original image is copied twice on one sheet.

R| o |

R| = R

")

BAS098S
* You cannot use the bypass tray with this function.

* Originals with a size of A5C?, B6 JIS, and 51/, % 81 /5 cannot be detected properly on the exposure
glass. Be sure to select the copy paper manually or place the originals in the ADF.

See the following table for original and copy paper sizes when using a 100 % ratio:

Metric version

Original size and Copy paper size and

Orientation Orientation

A5 A4[)

A4[) A7

A5[) A

B5 JIS[)) B4 JIS7

BAT094S

Inch version

Original size and Copy paper size and

Orientation Orientation

512 %8123 812 x11[)

512 x812[) 812 x 113

812x11[) 11 x175

BAT100S
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1. Press [Edit / Color].

11215
glzx 11

Shexdle

Enlarge s 93%

Create Margin

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

g, | TR | (R
aple Punch
B [ [ )

Slip Sheet Edit # Color Dup./Cambine/Series || Reduce / Enlarge
VAN VAN

Job List

Press [Edit Image].

Press [Double Copies].
Press [OK].

o » 0N

Select the paper size.

* You can change the settings for Double Copies under Edit in User Tools. For details about Edit, see

“Edit”.
D Reference )

° p.211 "Edit"

Centering

You can make copies with the image moved to the center of the copy paper.

R - |R

BAT099S

* You cannot use the bypass tray with this function.

The original sizes and orientations you can use with this function are as follows:
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Metric version

Original location Original size and orientation
Exposure glass A3, B4 JISE, A4DD, B5 JIsD, AsD, 8 x 1302
ADF A3, B4 JISE, A4DD, B5 JISDD, A5DD, 11 x 170,
81/, x 110D, 8 x 130, 8KD, 16KUD

Inch version

Original location Original size and orientation
Exposure glass 11x170,8'/,x 142,81/, x 11D
ADF A3D, AU 11 x 170,81/, x 142,81/, x 11D,
51/2%8!/:00,10x142,71/,x101/,0

1. Select the paper size.
2. Press [Edit / Color].

11215
alizx 11

Shaxale

Enlarge e

9 3%

Create Margin

ided 1 sided*Cornb 2 orig 1 sided>Comnb 4 orig

f [1]2]
0, ||
aple Punch

[r) ey B)in)| l)in)| B)La)|  m)em| ()|

Slip Sheet Edit / Color Dup./Cambine/Series || Reduce / Enlarge
A A

3. Press [Edit Imagel].
4. Press [Centering].
5. Press [OK].

* Though the original is set to a different orientation from the paper loaded, the machine will not rotate
the image by 90° (Rotate copy).

Positive/Negative

Copies an image inverted.
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4. Advanced Copying

If your original is black and white, copy images are inverted. If your original is color, the density, darkness
and brightness of each color will be reversed and inverted to complimentary colors.

BAS100S

m 1. Press [Edit / Color].

11515 Stz 7 o
Enlarge 8111 8514 93% 100%

ided 1 sided*Cornb 2 orig 1 sided*Cornb & orig

7, | (702
aple Punch
w)|pe|Ww)| ID)| §o|Hm)

Slip Sheet H Edit / Color H Dug./CambinedSer ies H Reduce / Enlarge ‘

Create Margin

2. Press [Edit Image].
3. Press [Positive / Negativel].
4. Press [OK].

Mirror Image

Copies by reversing the image from left to right, as reflected in a mirror.

BAS101S
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* If Margin Adjustment is selected, cancel the setting.
1. Press [Edit / Color].

11215
alizx 11

Shexdle

Enlarge e 93%

Create Maroin

ided 1 sided*Cornb 2 orig 1 sided>Comb 4 orig

g, | (R | (R
aple Punch
R pw)| R | &m| )

Slip Sheet Edit / Color Dug./Cambine/Series || Reduce / Enlarge
- h®

System Status Job List:

2. Press [Edit Image].
3. Press [Mirror Imagel].

4. Press [OK].

Series Copies

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

* You cannot use the Book = 1 Sided function from the ADF.

The following table shows the paper sizes for Book = 1 Sided when the reproduction ratio is 100%:

Metric version

Original Paper for 1-sided copy
A3 A4[) x 2 sheets

B4 JISZ B5 JIS[)) x 2 sheets
A A5[) x 2 sheets

BAT140S8

Inch version

Original Paper for 1-sided copy
1M1 x17 3 81/2 x11[)) x 2 sheets
812,x 1137 51/ x81/2[[) x 2 sheets

BAT102S

There are two types of Series Copies.
Book = 1 Sided

You can make 1-sided copies from two facing pages of a bound original (book).
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BAS103S

2 Sided > 1 Sided
You can make 1-sided copies from 2-sided originals.

BAS104S

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

1|
100%

StnBl
Create Maroin

11x15

ek 93%

Enlarge s

ided 1 sided>Cornb 2 orig 1 sided>Cornb 4 orig

7, || (B |
aple Punch
) [ e[ e e )

Dun.l[nne/Series Reduce / Enlarge

Slip Sheet Edit # Color
VAN

Job List

2. Press [Series].
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3. Select [2 Sided ™ 1 Sided] or [Book = 1 Sided], and then press [OK].

o ” H || ” H

M Select item.
7 >
Top to Top

L Serles | [ 2> sided | B
Book Orientation

Finishing Cover/Slip Sheat Edit / Color Dup../Combin

If you specified [2 Sided = 1 Sided)], you can specify the orientation.
o Press the [H] key after all originals have been scanned.

=) Reference

e p.61 "Originals and copy orientation"

Booklet/ Magazine

Copies two or more originals in page order.
* You cannot use the bypass tray with this function.
The following table shows the paper sizes for Book = 2 Sided when the reproduction ratio is 100%:

Metric version

Original Paper

A3 A4[) (2-sided)

B4 JIS[? B5 JIS[) (2-sided)
A A5[}) (2-sided)

Inch version

BAT134S

Original Paper
1M X173 81/2 x11[) (2-sided)
812 x 1137 51/2 %81/, [} (2-sided)

There are six types of Booklet/Magazine.

1 Sided = Booklet

Mcake copies in page order for a folded booklet as shown.

BAT101S
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BAT105S

1. Opento left
2. Open to right

m 2 Sided = Booklet

Make 2-sided originals to copies in page order for a folded booklet as shown.

VV 3 2

BAT106S

1. Opento left
2. Open to right

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

Spip
|

BAT107S

1

1. Opento left
2. Open to right
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2 Sided ™ Magazine

Copies two or more originals of 2-sided to make copies in page order when they are folded and
stacked.

R
VV,
;w

BAT108S

1. Opento left
2. Open to right
Book ™ 2 Sided

Copies a two-page spread original onto one sheet with one page per side.

BAS109S

Front & Back = 2 Sided

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

BAS110S

How to fold and unfold copies to make a booklet

Fold a copy along the centerline, and open.
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4. Advanced Copying

BAT111S

1. Opento left
2. Open to right

m How to fold and unfold copies to make a magazine
Fold and stack copies to make a magazine, and open.

QUJ@UJ@ ‘
Mgww 1

1. Opento left
2. Open to right

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

I
100%

StxBYe
Create Margin

93%

11x15

Enlaroe kI Bk 14

ided 1 sided*Cornb 2 orig 1 sided*Comb 4 orig

2, | H-6m)| (He
| il Punch
)| W) W) Wm) FE)

Reduce / Enlarge

Slip Sheet Dun. /Cambjine/Ser ies
A

Edit / Color
AN

2. Press [Book].
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Advanced Copier Functions

3. Select a book type separately for the original ([1 Sided] or [2 Sided]) and copy ([Booklet]
or [Magazine]), or select a book type from [Book ~ 2 Sided] and [Front&Back = 2 Sided].

| T T || “ || ” ‘
Select origingl and copy type and / or orientation.

- Omgma Copy:
EEZHITR ..-
Series 25|ded

Tup to Top

:ﬁ Book Orientation

Magazme

Edit # Color || Dun./Cambin
st

Jol
If you specified [2 Sided] for the original, [Book = 2 sided], or [Front&Back = 2 sided], you can a
specify the orientation of originals or copies.
4. Select the paper size.
5. Press [OK].

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

* The machine sets the reproduction ratio automatically to meet the paper size.

* The default setting for the orientation of Booklet and Magazine is [Open to Left]. You can change the
default under Orientation: Booklet, Magazine in User Tools. For details, see “Edit".

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

* The reproduction ratios selectable by the machine are 25 - 400%.

* Ifthe calculated ratio is under the minimum ratio, it is automatically adjusted to within available range.
However, with some ratios, parts of the image might not be copied.

* If the orientation of originals is different from that of the copy paper, the machine will automatically
rotate the image by 90° to make copies properly.

* You cannot copy with originals different in size and orientation.
o If the number of originals scanned is less than a multiple of 4, the last page is copied blank.
* In Magazine mode, the copying may take some time after scanning originals.

) Reference

° p.211 "Edit"
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4. Advanced Copying

Covers

You can use this function to create cover sheets by adding additional pages of different paper, or copying

existing pages onto different paper.

* Before using this function, select the trays for covers under Front Cover Sheet Tray and Back Cover
Sheet Tray in User Tools. For details, see “System Settings”, Network and System Settings Guide.

* You cannot specify the bypass tray as the Main Sheet Tray.
* When selecting [Copy], select whether the front and back covers are copied 1-sided or 2-sided.

The Covers function includes Front Cover and Back Cover.

m Front Cover

This function copies the first page of an original onto paper that has been specified for covers, or
places a cover sheet before the first copy page.

e Copy

=>

BAS114S

e Blank

J =

BAS1158
Front/Back Covers

This function copies the first and last pages of an original onto paper that has been specified for covers,

or places a cover sheet before the first copy page and after the last copy page.

¢ Copy
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e

1 1

BCUO19S

¢ Blank

=>

BCU020S

1. Press [Cover/Slip Sheet].

T _OTT E I =TT ” “ ”
Black & White |
Full Size || Auto Reduce / Enlarce 81&:151
Tewt / Phota 1 sided?2 sided:TtoT 2 sided*2 sided 1 sided*Cormb 2
: :
Cthers i @2 @29 @2 ‘ _)E
Sort Stack Staple

‘ Finishing HCO\ferfSUp Sheet ‘ E

2. Select [Copy] or [Blank] for the cover sheet, and then press [OK].

I o H H || H H

Cover, Designate and Chapter can be selected together,

% Front/Back Cover

| | Copy |
|

Designate/Chapter

Blank | ‘Designate / Chapter

Finishing Caver/Slip Sheet” Edit / Color H Dup../Combin

3. Select the main sheet tray that contains the paper to copy the originals.

¢ The back cover sheet should be the same size and orientation as the main sheets.

* You can use paper of different size and orientation than the main sheets as the front cover sheet.
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When stapling copies with the front cover whose size and orientation is different from the main sheets,
the front cover sheet should be the same width in paper feed direction as the main sheets. For example,
when the main sheet is A5L, you can staple the copies with the front cover sheet of A4L2, but you
cannot staple them with that of A4,

If Blank mode is selected, the cover will not be counted as a copy.

The settings made under Cover Sheet Tray in User Tools determine whether or not the front and back
covers are duplex printed.

¢ At Mode Selected... Settings made in Cover Sheet Tray will take priority.
e Full Time... Settings made in Paper Type will take priority.

When you specify both front and back covers, the first and last pages of your original are copied on
paper specified for use as a cover, or cover sheets are inserted before the first copy and after the last
copy.

You can make a combined copy on the front cover sheet. For details about Front Cover Copy in
Combine, see "Edit".

) Reference

° p.211 "Edit"

Designate

Use this function to have certain pages of your original copied onto designation sheets or to insert a

designation sheet for each page specified.

Copy

n) gl

5 ::> 5

BAS118S

Blank



Advanced Copier Functions

=0

e Before using this function, select the tray for slip sheets under Slip Sheet in User Tools. For details, see

BAS119S

“System Settings”, Network and System Settings Guide.
* You cannot specify the bypass tray as the Main Sheet Tray.
¢ Ifyou have selected Interposer for Designation Sheet 1 Tray or Designation Sheet 2 Tray in System

Settings, you cannot copy onto the designation sheets.

1. Press [Cover/Slip Sheet].

E T 0T : I S ” H ”
Black & White |
Full Size || Auto Reduce / Enlarce B]‘;zi; IS |

1 sided*2 sided: TtoT 2 sided*2 sided 1 sided*Comb 2
Text / Photo

Others -)@2 @2-) @2 -)IE
7 Sort Stack Steple
<Jimel>] (5593 B

Finishing HCoverfSUp Sheet‘ Edi

atu|

2. Press [Designate / Chapter].
3. Select [Designate: Copy] or [Designate: Blank].

4. Press the key to select the chapter number.

e ——
Designate / Chapter

R ET NIRRT
001|E§| Sheet Hooz Hoos

006 HDU? Hoog

To copy the first page of each chapter onto a Slip Sheet,
enter the sheet number to start each chapter with, then press @.

|% Designate: Copy ||% Chapter

Bl Desionate: Blank

To select pages 11 to 20 (chapter), press [11-20].
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5. Select the designation sheet tray that contains the paper for the designation sheets.

6. Enterthe page location of the first page of the chapter with the number keys, and then press

the [H] key.
To specify another page location, repeat steps 4 to 7.

Up to 20 locations can be specified.

8. Select the main sheet tray that contains the paper to copy the originals.

9. After making all settings, press [OK] twice.

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

When placing the designation sheets in the bypass tray, it should be the same size and orientation

as the main sheets.

When Combine (1 Sided = 2 Sided) has been selected, specified pages will always be copied on
the front of copies in the same way as in Chapters mode.

Chapters

The page locations you specify with this function will appear on the front of copy sheets.

V-1
P

BAS120S

* Before selecting this function, press [Dup./Combine/Series] and then select [1 Sided = 2 Sided] or

[Combine].

e This function can be used only when you use the Duplex (1 Sided = 2 Sided) or Combine function.
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1. Press [Cover/Slip Sheet].

T COTOT I STETT ” “ ”
[BEBE |
| Full 5ize

1 sided2 sided TtoT 2 sided*2 sided 1 sided*Comb 2
Text / Photo

Others -)@2 @; @2 -)
———— Sort Stack Staple
e Vs|p

[R]f®] Special Origingl Cover/Slip Sheet

1x15
¥

Auto Reduce / Enlarge ol

Finishing Edi

2. Press [Designate / Chapter].
3. Press [Chapter].

4. Press the key to select the chapter number.

[ ——
Designate / Chapter

|IEETNEEIE
’001|Ea Sheet (002 003

‘006 HUU? Hoos

To copy the first page of each chapter onto the front side in duple
enter the sheet number to start each chapter with, then press @.

|E Designate: Copy ||EE Chapter ‘

Bl Designate: Blank

To select chapters 11 to 20, press [11-20].

5. Enterthe page location of the first page of the chapter with the number keys, and then press
the [#] key.

Up to 20 locations can be specified.
6. To specify another page location, repeat steps 4 to 5.
7. Select the main sheet tray that contains the paper to copy the originals.
8. After making all settings, press [OK] twice.

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

Slip Sheet

Every time an original page changes, a slip sheet is inserted. You can also print on the inserted slip sheet.

Since a slip sheet is inserted for every page, you can protect printed surfaces. This function is useful in
copying OHP transparencies.
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BAS1228

m e If[1 Sided = 2 Sided] is set, cancel the setting.

* Before using this function, select the fray for slip sheets under Slip Sheet Tray in User Tools. For details,
see “System Settings”, Network and System Settings Guide.

When placing OHP transparencies in the bypass tray

e Copy
—
10 =l E
¢ Blank
—
o

10 =[]

BAS124S

1. Press [Cover/Slip Sheet].

LT OTT g I LT ” “ ”
|| Black & White |
Full Size | Auta Reduce / Frlarge 31*15;151
Text / Photo 1 sider2 sider: TtoT 2 sided>2 sided 1 sided*Corb 2

Others ’-’@2 4-1Z.

(3
—— Sort Stack Staple
05 VeEa

[RICE Special Original ‘ Finishing HCoverfSUp Sheet‘ Edi

Statu
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2. Select [Copy] or [Blank] for the slip sheets, and then press [OK].

H | | |
ter can be selected tosether.

éfmntﬂ%ack Cover sianate/ Chapter @,)0 Slip Sheet
Copy

Blank | |DesignatefChapte_r‘ ‘ Blank |

Slip Sheet Edit / Color Dup./Cambine/Series || Reduce / Enlarge

Job List

3. Select the main sheet tray that contains the paper to copy the originals.

When copying onto OHP transparencies, use the bypass tray.

* When setting OHP transparencies on the bypass tray, press the [#] key and select [OHP
(Transparency)] in Special Paper.

* The slip sheets should be the same size and orientation as the copy paper or the OHP transparency.
* If you do not copy onto slip sheets, they are excluded from the number of copies counted.

) Reference

* p.46 "Copying onto OHP Transparencies or Thin Paper"
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5. Document Server
]

The Document Server enables you fo store documents on the hard disk of this machine. Thus you can print

them later applying necessary conditions.

Relationship between Document Server and
Other Functions

State of the Document Server varies depending on the function used.
Copier functions

e Storing method: Copy/Document Server

e List display: Available

e Printing: Available

¢ Transmission: Unavailable
Printer functions

e Storing method: Personal computer

e List display: Available

e Printing: Available

¢ Transmission: Unavailable
Facsimile functions

e Storing method: Fax

e List display: Available

e Printing: Available

¢ Transmission: Available

The data can be transferred by the facsimile feature. For details, see “Sending Stored

Documents”, Facsimile Reference.
Scanner functions
e Storing method: Scanner
e List display: Unavailable

When documents are stored with the scanner feature, you can confirm them from the scanner

feature screen. For details, see “Displaying the List of Stored Files”, Scanner Reference.
e Printing: Unavailable
¢ Transmission: Available

The data can be transferred by the scanner feature. For details, see “Sending a Stored File”,
Scanner Reference.
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5. Document Server

Document Server Display

Explains the screens and icons displayed in the Document Server function.

Document Server initial display

122 o

5

1. Displays operational status and messages.

I R T o

Displays keys for the operation.

Displays the title of the current screen.

2
Select File> 3
e i print.
Type ‘ User Name | File Name | Date ‘Page =
~
COPY00Z3 Sep. 09 1
‘aDﬁ NEW YORK OFFICE |COPY0002Z Sep. 09 1
—2a CoPYOOD! Sep. 091
— 4

BLD306S

Displays keys for switching the display between list and thumbnails.

Displays the numbers of originals stored into the memory, copies set, and copies made.

Displays an icon that indicates the function and color mode used to stored the document.

The following icons appear in the list of the Document Server to indicate the function and color mode used

to store a document.

Function Copier Facsimile Printer
Icons D @E g
Color icons Full color Black and white
Icons (5T ) &,

Thumbnail screen

In thumbnail view, miniature images of the stored documents are displayed. This is useful for checking
a document's content.
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List

| =|m],

| s a g
| Disslay AL S =

:Uw T COPY0023 COPY0002 COPYO00T

HH

* Allthe stored documents may not be displayed depending on the security function specified.

Tre Date | e

St 09 0SORM Sept, 09 0440PM St 09 04470
Q

— 9,200
Systen Status Job List 40P

Simplified Display

This section explains how to switch to the simplified display. a

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

Letters and keys are displayed at a larger size, making operations easier.

Login/Logout
Sim[tlified
Displa
Clear/Stop Y
@

BCU031S
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Simplified Document Server Screen

<Select File>

Selext a file to print.
Type| UserName | FileName | Date |Page

& COPY0023 Sep.09 1]
4 2 INEW YORK OFFICE |COPY0002 Sep.09| 1)
& COPY0001 Sep.09 | 1

[ Fer Color %

1 BLD307S

1. [Key Color]
Press to increase screen contrast by changing the color of the keys.

This is available only for the simplified display.
* To return to the initial display, press the [Simplified Display] key again.

¢ Certain keys do not appear on the simplified display.

Preview Display

This section explains the items that appear on the preview display and how to preview stored documents.

To preview stored documents, select the documents you want to preview on the Document Server initial
display, and then press [Preview]. The preview display denotes the screen that allows confirming contents

of the scanned documents.



Document Server Display

Preview Display

3

Preview [_E*m

- Display File

4
Stored File Name: COPY00Z23

P-Display Page

11 Switch — 5

Page Size: A4

Display Position

BLD308S

1 [€1P1TM]
Moves the display area in the direction indicated by the arrow.
2. [Zoom Out], [Zoom In]
Scales the displayed page down or up.
3. [Exit]
Closes the preview display.
4. Display File
Displays the file name.
If you have selected two or more files for preview, press [Switch] to switch between them.
5. Display Page
Displays the number of the currently displayed page, total number of pages, and page size.
6. [Switch]
Flips the page of the selected file.
7. Display Position

Indicates the location of the displayed preview image when the image is enlarged.

* Whenthe preview is already selected from another function, the preview screen function may become
unusable.

* The preview display is also not available when the paper size is larger than A3.
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Using the Document Server

Following describes how to use the Document Server.

Storing Data

Following describes the procedure for storing documents on the Document Server.

Data stored in the machine might be lost if some kind of failure occurs. The manufacturer shall not be
responsible for any damage resulting from loss of data.

Be careful not to let anyone know your password, especially when entering a password or recording
it. Keep any record of your password in a secure place.

Avoid using a single number or consecutive numbers for a password such as “0000” or “1234",
since the numbers like this are easy to guess, so using them will not provide a worthwhile level of
security.

A document accessed with a correct password remains selected even after operations are complete,
and it can be accessed by other users. After the operation, be sure to press the [Clear Modes] key to
cancel the document selection.

The user name registered to a stored document in the Document Server is to identify the document
creator and fype. It is not to protect confidential documents from others.

When turning on the fax transmission or scanning by the scanner, make sure that all other operations
are ended.

File Name

A document name such as “COPY000 1" and “COPY0002" is automatically attached to the scanned
document. You can change the document name.

User Name

You can register a user name fo identify the user or user group that stored the documents. To assign
it, select the user name registered in the Address Book, or enter the name directly.

Password

To prevent unauthorized printing, you can set a password for any stored document. A protected
document can only be accessed if its password is entered. If a password is set for the documents, the

key icon appears next to the documents.



Using the Document Server

1. Press the [Document Server] key.

14 Copy

- @Facsimile
Commu-

nicating

— -
Receive File
£ l & Scanner '

H

Dataln

1

BCU043S

2. Press [Scan Original].
| = |

| [ & TOKYOD OFFICE COPY0003
Dislay All - |%Da’.§ PARIS OFFICE COPY000Z
izplay |

: (A5 YOKOHAMA OFFICE |COPY0001

3. Enter a user name, file name, and password, if necessary.
When not changing a file name, the name will be automatically set.
4. Set the original.
5. Specify the original scanning conditions.
6. Press the [Start] key.
The original is scanned. The document is saved in the Document Server.
* Enter the password in the range of four and eight digits.

* To stop scanning, press the [Clear/Stop] key. To restart a paused scanning job, press [Continue] in
the confirmation display. To delete saved images and cancel the job, press [Stop]. The original placed
in the ADF will be ejected.

* If a password is set, the key icon appears on the left side of the file name.

o After scanning, a list of stored documents will be displayed. If the list does not appear, press [Finish
Scanning].

* Data stored in the Document Server is set to be deleted after three days (72 hours) by the factory
default. You can specify the period after which the stored data is deleted automatically under Auto
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Delete File in Document Server in User Tools. See “System Settings”, Network and System Settings

Guide.

* If you do not want stored documents to be automatically deleted, select [Off] in Auto Delete File in
Document Server before storing a document. If you select [On] later, data stored after will be
automatically deleted.

* When storing another document in the Document Server after storing a document from the copy

feature, be sure that its copy is completed.

* Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details

about specifying [Access Privileges], consult the administrator.

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

Specifying a User Name

D You can specify a user name for the stored file.

1. Press [Scan Original].

2. Press [User Name].

I o H H || H ‘

Full Size || Auto Reduce / Enlaroe 1% 1 41% 9359

1 sided>Comb 2 orig 1 sided>Cormb & orig 1 sided* Comb & orig

2 Sided Orig. . 0
‘ Top to Top -’ ‘ -) ‘ “jﬁﬁﬂ Gz

WFile Info
User hame File Mame

Edit # Color

Duplex/C

A list of user names appears.

3. Select a user name, and then press [OK].

The user names shown are names that were registered in the Address Book. To specify a name not

shown in the display, press [Manual Entry], and then enter a user name.

Specifying a File Name

You can change the name of a stored document.

1. Press [Scan Original].
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2. Press [File Name].

7%

T41%| 93%

Create Margin

Enlarae

2 orin 1 sided*Cornb & orin 1 sided*Cornb 8 orig

)| (90 | (R

User Name: File Narne Password

Edit / Color Cuplex/Cormbine || Reduce / Enlarge

Job List

The soft keyboard appears.
3. Press [Delete All] to delete the document name to be automatically set.

Pressing [Backspace] allows you to delete up to any desired position.

4. Enter a document name, and then press [OK]. a

* You can enter up to 20 characters for a document name. In the list, however, up to 16 characters are
displayed as the document name. If above limits are exceeded, the list will display up to 15 characters

for the document name.

Specifying a Password

You can specify a password for the stored document.

1. Press [Scan Original].

2. Press [Password].

7%

Enlarge T41% 93%

Create Margin

2 orig 1 sided>Cornb & orin 1 sided>Cornb & orig

0 ]

User Name File Mame Password

Edit / Color Cuplex/Combine || Reduce / Enlarge

Job List
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3. Enter a password with the number keys, and then press [OK].

Password Cancel oK

Enter the password with the Number keys, then press [OK].

S - |

You can use four to eight digits for the password.

4. For double-check, enter the password again, and then press [OK].

Changing the User Name of a Stored Document

You can change the user name for a stored document.

1. Select the document whose user name you want to change.

<Select File>

Select filels) to print.

Type ‘ User Mame | File Mame | Date |Page
| Do C0PYO0Z3 Sep. 09| 1
(8 0248 NEW 'YORK_ OFFICE |COPY0002 Sep. 09| 1
= COPYO001 Sep 09| |

If a password is set, enter it, and then press [OK].

2. Press [File Management].
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3. Press [Change User Name].

| File Narne | Date |Page ‘ Order | File Information

COPYD0Z3 Sep. 03 1 1 |
E CoPYoo0z Sep. 09| 1 | -

COPY0001 Sep. 091 1|

Change Fila Name

Change Password

4. Enter a new user name, and then press [OK].
5. Press [OK].
* To cancel the selection, press the selected (highlighted) key.

* Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details

about specifying [Access Privileges], consult the administrator.

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

Changing the File Name of a Stored Document

You can change the file name of a stored document.

1. Select the document whose name you want to change.
If a password is set, enter it, and then press [OK].
2. Press [File Management].

3. Press [Change File Name].

| File Mame | [Date |Page ‘ Order | File Information

COPYD0Z3 Sep. 09 1 1 |
E IcoPvonoz Sep. 09| 1 |

CoPYOa0T Sep. 09 | 1 |

Chare File Name
Chanwe Password

4. Enter a new file name, and then press [OK].

5. Press [OK].
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* To cancel the selection, press the selected (highlighted) key.

* Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details

about specifying [Access Privileges], consult the administrator.

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

Changing the Password of a Stored Document

You can change the password of a stored document.

1. Select the document whose password you want to change.

If o password is set, enter it, and then press [OK].

2. Press [File Management].
m 3. Press [Change Password].

| File Mame | Date |Page ‘ COrder | File Information

(COPY00Z3 Sen. 09| 11 1|
E COPYOOOZ Sep, 09| 1 |

COPYO00T Sep. 091 1|

Change File Name

Change Password

Enter a new password, and then press [OK].
For double-check, enter the password again and then press [OK].
Press [OK].

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

o o

* Depending on the security setting, [Access Privileges] may appear instead of [User Name]. For details

about specifying [Access Privileges], consult the administrator.

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

Checking the Details of a Stored Document

You can confirm the details of a stored document.
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1. Select the document whose details are to be displayed.

Type ‘ User Mame | File Mame | Date |Page
| Qo COPY0023 Sep. 09 |1
304 NEW YORK OFFICE COPY0002 Sep. 09 | 1
| D& COPYO001 Sep. 09| 1

If a password is set, enter it, and then press [OK].
2. Press [Details].

Details of the document will be displayed.

Details Exit

PUser MName
MEW YORE, OFFICE

PFile Mane PColor Mode
COPY000Z Black & White

PStoraoe Date
Sep, 09, 2008 04:48PM

P5can Size
A4Cd

PPages
1

inti 2 1/
5 torase Method Printing Order: 1/

* If you have selected two or more documents, press [4] or [¥] to view their information.

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

* Pressing [Exit] restores the document selection screen.

Searching for Stored Documents

Searches for stored documents by user name or file name.
You can rearrange the currently chronologically ordered documents in any desired order.
Searching by file name
Searches for stored documents by file name.
Searching by user name

Searches for stored documents by user name.
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* DeskTopBinder Lite enables searching and reordering of stored documents from computers.

* For details about DeskTopBinder Lite, see Instruction Manual and Help of DeskTopBinder Lite.

Searching by file name

Searches for stored documents by file name.

1. Press [File Name].

[ [TOKYO OFFICE COPY0003

. | &0 & |PARIS OFFICE COPY0002
Display All
[d 4% YOKOHAMA OFFICE |COPYO001

D ==

2. Enter the document name to be searched, and then press [OK].

Search by File Mame

Enter the file name to search, then press [CK].

Document names that match completely from the starting character will be searched and displayed
on the screen.

* Pressing [Display All] displays all stored documents.

Searching by user name

Searches for stored documents by user name.
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1. Press [User Namel].
[ I TOKYD OFFICE_|00PY0003
% e p—— ()& PARLS OFFICE  [00PYO002
E [ s YOKOHAM OFFICE (COPYODD!
2. When specifying a registered user name, select it.
3.
screen to be displayed. Then press [OK].
sy |
I Cancel ” OK ]
T
| s [ 6|7 fel9]w]
TORY | NEW YORK OFFICE || LONDON OFFICE |
| eercnorFice || Tomowto OFFICE |
CE H Branch H Administrator |
E | oovorn oFFICE || vokoHams FaCTORY |
4. Press [OK].

When the user name is not registered, press [Manual Entry], and then enter it from the input

User names that match completely from the starting character will be searched and displayed on the

screen.

* Pressing [Display All] displays all stored documents.

Printing Stored Documents

Prints stored documents.

Web Image Monitor allows you to print documents stored in the Document Server from your computer.

. Select a document to be printed.

If a password is set, enter it, and then press [OK].

2. When printing two or more documents at a time, repeat step 1.

Up to 30 documents can be printed.
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3. When specifying printing conditions, press [To Printing Screen].

The printing condition screen will appear. The user name, file name, and printing order of the document

will be displayed.

COPY0023 Sep. 09 1 || TETa.
E COPY0002Z Sep. 09 1 1 |! Preview
CU31000] Sep. 09| 1 ﬁ File Management _
Delete File

4. Enter the number of print copies with the number keys.

[t Filelist | | CheckModes |

o)

7

3D
Bax11

440
g1

L
Bypass

J5
1%1

opy
[ttom!

Booklet H Magazine ‘

The maximum quantity that can be set is 999.
5. Press the [Start] key.
Printing will be started.

* You can search the target document using [User Name] or [File Name] situated in the left side of the
screen.

* You can sort the documents by user name, file name, or creation date. Press the item to be used for
the sorting on the top of the list.

* Some of the selected documents may not be printed due to the difference in the size or resolution.
* When changing the printing order, cancel the highlight and then specify the order correctly.

* Pressing the [Clear Modes] key cancels every selection.

* Pressing [Order] displays the selected documents in the printing order.

* The copy and printer features hold the specified printing conditions after the operation is over and
apply them at the next printing. The facsimile feature does not have the function of storing the printing

conditions.
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* When two or more documents are specified, the printing conditions are stored on the first document
but not on the succeeding documents.

* Following settings are available for the printing conditions. For respective printing results, see “Basic
Copying” and “Advanced Copying”.

* Paper tray

¢ 1Sided, 2Sided (Top to Top, Top to Bottom), Booklet, Magazine

* Margin Adjustment (Front / Back)

¢ Front Covers, Front/Back Covers, Designate, Slip Sheet

* Finishing (Sort / Rotate Sort / Stack / Staple / Punch)

¢ Background Numbering, Preset Stamp, User Stamp, Date Stamp, Page Numbering

* When printing two or more copies while selecting the sort function, you can confirm the finish by

printing only one copy.

* When printing two or more documents at a time, you can print them as a single continuous document

by specifying the order of their printing.

* When printing two or more documents at a time, the printing conditions set for the first document are
applied to all the remaining documents.

* When two or more documents are selected, press [4] [Y] to confirm the user name, document name
and printing order of the document.

* Pressing [Select File] restores the document selection screen.
* The Stamp function is not specifiable to the documents being stored from the facsimile feature.

* You can change the maximum print quantity under Max. Copy Quantity in User Tools. For details
about Max. Copy Quantity, see “General Features”.

* Web Image Monitor allows you to print a document stored in the Document Server from your
computer. For the Web Image Monitor starting procedure, “Displaying a Stored Document with Web
Image Monitor”.

e p.37 "Basic Copying"
* p.115 "Advanced Copying"
* p.205 "General Features"

Interrupting a print job

Interrupts a print job.

1. Press the [Clear/Stop] key.
2. Press [Stop].
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r nev quantity of sets with the Mumber keys, then press @,
D [hange Cuantity 5 - E <1 - 999

5. Document Server

Changing the number of sets

You can change the number of sets during printing.
* This function can be used only when the Sort function is selected in the printing conditions.
1. Press the [Clear/Stop] key.
2. Press [Change Quantity].

3. Enter the number of sets anew with the number keys.

The Stop key was pressed.
Stop copying?

No.207

Continue Stop

—crihion Wrcor /il choat B CA /Gy, IR
4. Press the [H] key.

5. Press [Continue].

Printing will be resumed.

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

Sample Print

When the number of sets is massive, you can print a single set in advance to check the printing order and
the printing conditions of the selected documents.

* This function can be used only when the Sort function is selected in the printing conditions.
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1. Select the document to be printed.

Type ‘ User Mame | File Mame | Date |Page
| Qo COPY0023 Sep. 09 |1
304 NEW YORK OFFICE COPY0002 Sep. 09 | 1
| D& COPYO001 Sep. 09| 1

If a password is set, enter it, and then press [OK].
. Press [To Printing Screen].
. Enter the number of print copies with the number keys.

2
3
4. Select [Sort].
5

. Press the [Sample Copy] key.

Only one set will be printed.

o

. Press [Continue].

Printing will be resumed.

* To cancel the printing, press [Suspend]. The print screen will appear, enabling to set another item.

Printing the first page

In order to confirm the print results, you can print the first page alone of the document selected on the Select

File screen.

When two or more documents are selected, the first page of the respective documents is printed.

1. Select the document to be printed.
If a password is set, enter it, and then press [OK].

2. Press [Print Specified Page].
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3. Press [1st Pagel.

= \I | | \I
Print Specified Page

Specify paoe to print, then press the Start key.

Specified Page

Job List

4. Press the [Start] key.

Printing a specified page

m You can print the specified page alone of the document selected on the Select File screen.

1. Select the document to be printed.
If a password is set, enter it, and then press [OK].
2. Press [Print Specified Page].
3. Press [Specified Page].
4. Specify the page to be printed with the number keys, and then press [#].

= H | | H
Print Specified Page

Specify page to print, then press the Start key.

1=t Page

Specified Pase 1

Pae(s): 1

5. Press the [Start] key.

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

Printing a specified range

You can print the pages in the specified range alone of the document selected on the Select File screen.
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1. Select the document to be printed.
If a password is set, enter it, and then press [OK].
2. Press [Print Specified Page].
3. Press [Specify Rangel.
4. Specify the printing start page with the number keys, and then press [H].

I T ” H || ” H

Print Specified Page

Specify page to print, then press the Start key.

Specified Page
l Specify Range HStart MNurmber m End Murmber

Paoe(s): 1

5. Specify the printing end page with the number keys, and then press [#].
6. Press the [Start] key.

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

Deleting a Stored Document

Deletes a stored document.

* The Document Server can store up to 2000 documents. As the number of stored documents reaches
2000, storing of a new document becomes unavailable. Thus, you should delete unnecessary
documents as much as practicable.

1. Select the document to be deleted.

If o password is set, enter it, and then press [OK].

199



200

5. Document Server

2.

3.

Press [Delete File].

S SR —
T
COPYD00! Sep. 09 | 1 |ﬁ T E———

Delete File

Print Specified Pase.

To Printing Screen

i

Job List

Press [Yes].

You can delete all documents stored in the Document Server under Delete All Files in Document Server
in User Tools. For details about Delete All Files in Document Server, see “System Settings”, Network
and System Settings Guide.

Web Image Monitor allows you to print a document stored in the Document Server from your
computer.

Itis also possible to select two or more documents and delete them.

You can search the target document using [File Name] or [User Name] situated in the left side of the

screen.

You can sort the documents by user name, file name, or creation date. Press the item to be used for
the sorting on the top of the list.

When you could not identify the target document from the document name, print the first page alone
of the document in order to confirm the print results.

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

For details about how to start Web Image Monitor, see “Displaying Stored Documents with Web
Image Monitor”.

) Reference

p.200 "Displaying Stored Documents with Web Image Monitor"

Displaying Stored Documents with Web Image Monitor

You can display stored documents in the Document Server on the computer screen with Web Image

Monitor.

1.

Start a Web browser.
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2.

5.

Enter “http://(IPv4 address, IPvé address or host name of this machine)/” in the address
bar.

When entering an IPv4 address, do not begin segments with zeros.

For example: If the addressis “192.168.001.010", you must enteritas “192.168.1.10" to connect

to the machine.

The top page of Web Image Monitor will be displayed.

. Click [Document Server].

The list of documents in the Document Server will be displayed.

Information of the document will be displayed.

Confirm contents of the document.

You can change the format of the list. Click the L53] (Thumbnails), (Icons), or (E] (Detaiils).

When you want to enlarge the preview display, click [Enlarge Image].

Downloading Stored Documents with Web Image Monitor

You can download stored documents to the computer with Web Image Monitor.

When downloading a document stored with the copy feature, the optional file format converter is
required.

. Start a Web browser.

. Enter “http://(IPv4 address, IPv6 address or host name of this machine)/” in the address

bar.
When entering an IPv4 address, do not begin segments with zeros.

For example: If the addressis “192.168.001.010", you must enteritas “192.168.1.10" to connect

to the machine.

Top page of Web Image Monitor will be displayed.

. Click [Document Server].

The list of documents in the Document Server will be displayed.

5. Select [PDF] or [Multi-page TIFF] for the file format.

. Click [Download].

The data will be downloaded.
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7. Click [OK].
* You can change the format of the list. Click the (Thumbnails), (Icons), or (E] (Details).
* You cannot select [Multi-page TIFF] for a document being stored with the copy or printer.

* When downloading a document with [Multi-page TIFF], you must prepare the file format converter.
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|

This chapter describes user tools in the Copier / Document Server Features menu.

Accessing User Tools

This section describes how to access User Tools menu.
User Tools allow you to change or set defaults.

* Operations for system settings differ from normal operations. Always quit User Tools when you have
finished. For details about how to end User Tools, see “Quitting User Tools”.

* Any changes you make with User Tools remain in effect even if the main power switch or operation
switch is turned off, or the [Energy Saver] or [Clear Modes] key is pressed.

z) Reference

* p.204 "Quitting User Tools"

Changing Default Settings

This section describes how to change the settings of User Tools.

* If Administrator Authenticafion Management is specified, contact your administrator.

1. Press the [User Tools/Counter] key.

User Tools/Counter
S
[ Copy
- (Facsimile
Commu-
nicating

BaTIESS
2. Select the menu.

To change the Copier/Document Server Features, press [Copier / Document Server Features).
3. Select the user tool you want to change.

4. Change settings by following instructions on the display, and then press [OK].
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* To cancel changes made to settings and return to the initial display, press the [User Tools/Counter]
key.

Quitting User Tools

This section describes how to quit the settings of User Tools.

1. Press the [User Tools/Counter] key.

User Tools/Counter
== |
__[o/a)
S
 Copy
@ Document Server
n i GDFaCSimile
Commu-
nicating

BAT183S

* You can also quit User Tools by pressing [Exit].
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General Features

This section describes the user tools in the General Features menu under Copier / Document Server

Features.
Default settings are shown in bold type.
Avuto Image Density Priority

You can set whether Auto Image Density is "On" or "Off" when the machine is turned on, reset, or

modes are cleared.
The default setting for "Full Color: Photo" is OFf.
The default setting for "Full Color: Non-photo" is Off.
The default setting for "B&W: Photo" is Off.
The default setting for "B&W: Non-photo" is On.
Original Type Priority
You can select the original type effective when the power is turned on, or modes cleared.
The default setting for "Full Color" is Text / Photo. a
The default setting for "B&W" is Text / Photo.
Original Photo Type Priority

When you select "Text / Photo" or "Photo" in "Original Type Priority", you can change the settings of
the selected original type.

The default setting for "Text / Photo" is Printed Photo.
The default setting for "Photo" is Printed Photo.
Original Type Display
You can have the original types shown on the initial display.

The default setting is Display.

If you select [Hide], the display is as below.

(EQE

Auto Color Select e B 1I1E 2503 W
! I
PR Bex11| 11%17 | Biax

|| Black & White |

- | Full Size

Hxls
glexil

Auto Reduce / Enlarge

1 sided*2 sided: TtoT 2 sided® 2 sided 1 sided*Comb 2

[ThE) 217, |93

Original Type
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Paper Display
Choose to have the available paper trays and sizes shown on the initial display.
The default setting is Display.

If you select [Hide], the display is shown as below. Press [Auto Paper Select] to display paper sizes.

Auto Color Select

Full Color Select®
Il Black & White |

1 sided*2 sided TtoT 2 sided*2 sided 1 sided*Comb 2
Text / Photo

[Fs(Z| (-7, (7[5

11x15
+

Full Size o

Auto Reduce / Enlarce

Others

Original Orientation in Duplex Mode
Set the original orientation when making two-sided copies.
The default setting is Top to Top.

Copy Orientation in Duplex Mode
Set the copy orientation when making two-sided copies.
The default setting is Top to Top.

Max. Copy Quantity
The maximum copy quantity can be set between 1 and 999.
The default setting is 999 sheet(s).

Auto Tray Switching
If you load paper of the same size in two or more trays, the machine automatically shifts to the other

when the first tray runs out of paper (when Auto Paper Select is selected). This function is called "Auto
Tray Switching". This setting specifies whether to use Auto Tray Switching or not.

The default setting is With Image Rotation.
e With Image Rotation
Use to copy when using the Auto Tray Switching function.

e Without Image Rotation

Only copies with Auto Tray Switching if you load paper of the same size and in the same
orientation in two or more trays. If the paper is not the same size or in the same orientation,
copying is interrupted and the message "Load paper." is displayed.

o Off

When a paper tray runs out of paper, copying is interrupted and the message "Load paper." is
displayed.



General Features

Alert Sound: Original left on Exposure Glass
The beeper (Key tone) sounds if you forget to remove originals after copying.
The default setting is On.

If Panel Key Sound of General Features (System Settings) is [Off], the beeper does not sound
irrespective of the "Alert Sound: Original left on Exposure Glass".

Job End Call
Choose whether or not the beeper sounds when copying is complete.
The default setting is On.

If Panel Key Sound of General Features (System Settings) is [On], the machine beeps to notify you
that it did not complete a job for reasons such as copying was interrupted, the paper tray ran out of
paper, or a paper jam occurred.

Customize Function: Copier

You can assign up to six frequently-used functions to Copy Function keys.

Customize Function: Copler

Select item.

[TPlZ]| [@-(2. | [0 L
Select Customize Function Key.

1 sided*? sided:TtoT 1 sided*2 sided:TtoB 2 sided*2 sided

off ’-)@2 ‘-»JZzl H 7~ [

1 sided*Cornb 8 orig 1 sided*2 sided TtoT 1 sided>? sided: TtoB 1 sided*Magazine 2
[ S A e == e e B Y I

The default setting for "Customize Function: Copier 1"is 1 sided ™ 2 sided:TtoT.

The default setting for "Customize Function: Copier 2" is 2 sided = 2 sided.

The default setting for "Customize Function: Copier 3" is 1 sided = Comb 2 orig.

The default setting for "Customize Function: Copier 4" is 1 sided = Comb 4 orig.

The default setting for "Customize Function: Copier 5" is Create Margin.

The default setting for "Customize Function: Copier 6" has not been set.
Customize Function: Document Server Storage

You can assign up to six frequently-used functions for scanning documents on the Document Server
Storage keys.
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Custornize Function: Document Server Storage
Cre

1 sided?Cornb 2 arig 1

Select item.
| L] (-0

Select Customize Function Key.

M3

Off 2 Sided Orig. | | 2 Sided Orig. _) [
Top to Top | |Top to Bottom,
2sided*Cornb 2pages 2sided*Cornb 4pages 2sided*Cornb 4pages 2sided*Comnb Spages 25|

The default setting for "Customize Function: Document Server Storage 1"

Top.

The default setting for "Customize Function: Document Server Storage 2"
The default setting for "Customize Function: Document Server Storage 3"
The default setting for "Customize Function: Document Server Storage 4"
The default setting for "Customize Function: Document Server Storage 5"

The default setting for "Customize Function: Document Server Storage 6"

) Reference

* p.203 "Accessing User Tools"

* p.205 "General Features"

is 2 Sided Orig. Top to

is 1 sided ™ Comb 2 orig.
is 1 sided > Comb 4 orig.
is 1 sided > Comb 8 orig.
is Create Margin.

has not been set.



Reproduction Ratio

Reproduction Ratio

This section describes the user tools in the Reproduction Ratio menu under Copier / Document Server

Features.
Default settings are shown in bold type.
Shortcut Reduce/Enlarge

You can register up to three frequently used Reduce / Enlarge ratios other than the fixed Reduce /
Enlarge ratio and have them shown on the initial display. You can also change registered Reduce /

Enlarge ratios.

When you select [User Reduce/Enlarge Ratio], the ratio can be set from 25.0 to 400.0%, using the
number keys.

The default setting for "F1" is 71% (Metric version) / 73% (Inch version).
The default setting for "F2" is 141% (Metric version) / 155% (Inch version).
The default setting for "F3" is 93%.

Reproduction Ratio

Specify the enlargement and reduction ratios that appear if [Reduce / Enlarge] is pressed on the

copier screen.

Reproduction Ratio

Select a key to set the ratio.

1 27%|129%|(155% 2DD%E

Bvzx 14 Bl || svgmve || Swxeve
11317 117 BYPx 14 11%17
25% | 50% || 65% || 73% || /8% | B85%
117 1217 115 81 8113
Syeve || gkl X1 ek g¥exil

Select the ratio for the above selected.
[25% || sow

55% 73

¢ Metric version
. 25%
e A3 A5,8x%x 13> A5(50%)
e A3 B5JIS, A4 B&JIS (61%)
o A3 A4, A4 A5 (71%)
* 8x 13~ A4,B4JIS™> A4(82%)
e A3 > B4]JIS, A4 > B5JIS (87%)
* 93%
s B4JIS™ A3 (115%)
8x 13> A3, A4 > B4JIS (122%)
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o A4 A3, A5 A4 (141%)
A5 = A3 (200%)

. 400%

« UserR / E Ratio (25-400%)

¢ Inch version
e 25%
e 11x17251/,x81/5(50%)
e 11x17281/,x11(65%)
e 11x15281/,x11(73%)
o 81/,x14>81/,x11(78%)
e 81/,x13281/,x11(85%)
* 93%
e 81/, x 14211 %x17(121%)
¢ 81/,x 11211 %x17(129%)
D o 51/,x81/,2>81/,x 14 (155%)
o 51/,x81/5>11x17(200%)
* 400%
e User R / E Ratio (25-400%)
Reduce/Enlarge Ratio Priority
You can set the ratio that has priority when [Reduce / Enlarge] is pressed.
The default setting is 71% (Metric version) / 73% (Inch version).
Ratio for Create Margin
You can set a Reduce / Enlarge ratio when registering Create Margin in a shortcut key.

Enter a ratio using number keys (in the range of 90 to 99%).
The default setting is 93%.

z) Reference

* p.203 "Accessing User Tools"
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Edit

This section describes the user tools in the Edit menu under Copier / Document Server Features.
Default seftings are shown in bold type.
Enter the width of the binding margin with the number keys as follows:
e Metric version: 0730 mm (in increments of 1 mm)
¢ Inch version: 0""1.2" (in increments of 0.1 inches)
Enter the width of the erased margin with the number keys as follows:
e Metric version: 2799 mm (in increments of 1 mm)
* Inch version: 0.1"73.9" (in increments of 0.1 inches)

Animage of approximately 1.5 mm (0.06") will not be displayed as the width of the separation line, when
specifying solid or broken lines.

Front Margin: Left / Right
Specify left and right margins on the front side of copies in Margin Adjustment mode.
The default setting is Left, 5 mm (Metric version) / Left, 0.2" (Inch version).

Back Margin: Left / Right

Specify left and right margins on the back side of copies in Margin Adjustment mode.
The default setting is Right, 5 mm (Metric version) / Right, 0.2" (Inch version).
Front Margin: Top / Bottom
Specify top and bottom margins on the front side of copies in Margin Adjustment mode.
The default setting is T / B: O mm (Metric version) / T / B: 0.0" (Inch version).
Back Margin: Top/Bottom
Specify top and bottom margins on the back side of copies in Margin Adjustment mode.
The default setting is T / B: O mm (Metric version) / T / B: 0.0" (Inch version).
1 Sided ™ 2 Sided Auto Margin: TtoT
In 1 sided to 2 sided Duplex mode, you can specify the margins on the back side.
The margin is set to the same value of "Back Margin: Left/Right".
The default setting is Right, 5 mm (Metric version) / Right, 0.2" (Inch version).
1 Sided = 2 Sided Auto Margin: TtoB
In 1 sided to 2 sided Duplex mode, you can specify the margins on the back side.
The value set for "Back Margin: Top/Bottom" is used.
The default setting is T / B: O mm (Metric version) / T / B: 0.0" (Inch version).
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Erase Border Width

Specify the width of the erased border margins with this function.
The default setting is 10 mm (Metric version) / 0.4" (Inch version).

Erase Original Shadow in Combine

In Combine mode, you can specify whether to erase a 3 mm, 0.1" boundary margin around all four
edges of each original.

The default setting is On.
Erase Center Width

Specify the width of the erased center margins with this function.
The default setting is 10 mm (Metric version) / 0.4" (Inch version).

Front Cover Copy in Combine

You can make a combined copy on the front cover sheet when you select Front Cover mode.

Combine Not Combined
m 12 (56 ;12367
34| |78 4:5/|8

BBMO013S

The default setting is Combine.
Copy Order in Combine

You can set the copy order in Combine mode to Left to Right or Top to Bottom.

From Left to Right From Top to Bottom

1:2 1:3
3: 4 2 4

GCAHO90E

The default setting is From Left to Right.

Orientation: Booklet, Magazine

Select the opening orientation of copies made using Booklet or Magazine mode.

The default setting is Open to Left.
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Copy on Designating Page in Combine
Specify whether to make a combined copy on the inserted slip sheets in Desig./Chapter mode.
The default setting is Combine.

Image Repeat Separation Line

You can select a separation line and color using the Image Repeat function from: None, Solid, Broken
A, Broken B, or Crop Marks.

¢ None

¢ Solid

¢ Broken A

¢ BrokenB

e Crop Marks
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The default setting is None.
Separation line color cannot be specified when selecting [None].
In "Black & White", printing will be done in black.

Selecting solid or broken lines might produce a blank area of approximately 1.5 mm (0.06") in width
along the separation line.

Double Copies Separation Line

You can select a separation line and color using the Double Copies function from: None, Solid, Broken
A, Broken B, or Crop Marks.

¢ None

¢ Solid

¢ Broken A

¢ Broken B
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¢ Crop Marks

The default setting is None.

Separation line color cannot be specified when selecting [None].

In "Black & White", printing will be done in black.

Selecting solid or broken lines might produce a blank area of approximately 1.5 mm (0.06") in width

along the separation line. a

Separation Line in Combine

You can select a separation line and color using the Combine function from: None, Solid, Broken A,
Broken B, or Crop Marks.

¢ None

¢ Solid

¢ Broken A
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¢ Broken B

e Crop Marks

The default setting is None.
Separation line color cannot be specified when selecting [None].

In “Black & White”, printing will be done in black.

Selecting solid or broken lines might produce a blank area of approximately 1.5 mm (0.06") in width
along the separation line.

* p.203 "Accessing User Tools"
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Stamp

This section describes the user tools in the Stamp menu under Copier / Document Server Features.

Default seftings are shown in bold type.

Background Numbering

This section describes the user tools in the Background Numbering menu under Stamp.
Size

You can set the size of the numbers.

The default setting is Normal.
Density

You can set the density of the numbers.

The default setting is Normal.

Stamp Color
You can set the color of the numbers.

The default setting is Black.

Preset Stamp

This section describes the user tools in the Preset Stamp menu under Stamp.
Stamp Language
You can select the language of the message printed in Stamp mode.

 English, German, French, ltalian, Spanish, Dutch, Portuguese, Polish, Czech, Swedish, Finnish,
Hungarian, Norwegian, Danish, Russian, Japanese, Simplified Chinese, Traditional Chinese,
Hangul, Catalan, Turkish

The default setting is English.
Stamp Priority
You can select the stamp type given priority when [Preset Stamp] is pressed.
The default setting is COPY.
Stamp Format
Specify how each stamp is printed.
e Stamp Position

Specify where to print the stamp.
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The default setting is Top Right.
e Adjust Stamp Position
You can adjust the position of the stamp within the available ranges shown below.
* Metric version:

"Top Left"-T/B: 4-144mm, L/R: 4-144mm
"Top Center"-T/B: 4-144mm, L/R: 72-72mm
"Top Right"-T/B: 4-144mm, L/R: 4-144mm
"Center Left"-T/B: 72-72mm, L/R: 4-144mm
"Center"-T/B: 72-72mm, L/R: 72-72mm
"Center Right"-T/B: 72-72mm, L/R: 4-144mm
"Bottom Left"-T/B: 4-144mm, L/R: 4-144mm
"Bottom Center"-T/B: 4-144mm, L/R: 72-72mm
"Bottom Right"-T/B: 4-144mm, L/R: 4-144mm

¢ Inch version:

m "Top Lef"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"

"Top Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Top Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Center Left"-T/B: 2.8"-2.8", L/R: 0.1"-5.7"
"Center"-T/B: 2.8"-2.8", L/R: 2.8"-2.8"
"Center Right"-T/B: 2.8"-2.8", L/R: 0.1"-5.7"
"Bottom Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Bottom Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Bottom Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
e Size
You can set the size of the stamp.
The default setting is 1 X.
* Density
You can set the pattern used to print the stamp.
* Normal
The stamp is printed on the image. You cannot check which parts will overlap.
o Lighter
The image can be seen through the stamp.

* Lightest
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The image appears even clearer than in the Lighter setting.
The default setting is Normal.
* Page to Stamp
You can have the stamp printed on the first page or all pages.
The default setting is All Pages.
Stamp Color
Sets the stamp print color.

The default setting is Black.

User Stamp

This section describes the user tools in the User Stamp menu under Stamp.
Program/Delete Stamp

You can register, change, or delete user stamps.

You can register up to four custom stamps with your favorite designs.
For details about how to program the User Stamp, see “User Stamp”.
Stamp Format: 1-4
Specify how each registered User Stamps 1 to 4 is printed.
e Stamp Position
Specify where to print the User Stamp.
The default setting is Top Right.
e Adjust Stamp Position
You can adjust the position of the User Stamp within the available ranges shown below.
* Metric version:
"Top Left"-T/B: 4-144mm, L/R: 4-144mm
"Top Center"-T/B: 4-144mm, L/R: 72-72mm
"Top Right"-T/B: 4-144mm, L/R: 4-144mm
"Center Left"-T/B: 72-72mm, L/R: 4-144mm
"Center"-T/B: 72-72mm, L/R: 72-72mm
"Center Right"-T/B: 72-72mm, L/R: 4-144mm
"Bottom Left"-T/B: 4-144mm, L/R: 4-144mm
"Bottom Center"-T/B: 4-144mm, L/R: 72-72mm
"Bottom Right"-T/B: 4-144mm, L/R: 4-144mm

¢ Inch version:
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"Top Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Top Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Top Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Center Left"-T/B: 2.8"-2.8", L/R: 0.1"-5.7"
"Center"-T/B: 2.8"-2.8", L/R: 2.8"-2.8"
"Center Right"-T/B: 2.8"-2.8", L/R: 0.1"-5.7"
"Bottom Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Bottom Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Bottom Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
¢ Page to Stamp
Sets whether to print the stamp on all pages or only the first page.
The default setting is All Pages.
Stamp Color: 1-4

Sets the color registered in User Stamp color (1 to 4).
D The default setting is Black.

Date Stamp

This section describes the user tools in the Date Stamp menu under Stamp.
Format
You can select the date format for Date Stamp mode.
The default setting is DD / MM / YYYY (Metric version) / MM / DD / YYYY (Inch version).
Font
You can select the Date Stamp font.
The default setting is Font 1.
Size
You can set the Date Stamp size.
The default setting is Auto.
Superimpose
You can have the Date Stamp printed in white when it overlaps black parts of the image.
The default setting is Off.
Stamp Color
Sets the selected priority color when printing the date.

The default setting is Black.
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Stamp Setting
Specify how Date Stamp is printed.
e Stamp Position
Specify where to print the Date Stamp.
The default setting is Top Left.
e Adjust Stamp Position
You can adjust the position of the Date Stamp within the available ranges shown below.
* Metric version:
"Top Left"-T/B: 4-144mm, L/R: 4-144mm
"Top Center"-T/B: 4-144mm, L/R: 72-72mm
"Top Right"-T/B: 4-144mm, L/R: 4-144mm
"Bottom Left"-T/B: 4-144mm, L/R: 4-144mm
"Bottom Center"-T/B: 4-144mm, L/R: 72-72mm
"Bottom Right"-T/B: 4-144mm, L/R: 4-144mm
¢ Inch version:

"Top Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Top Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Top Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Bottom Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Bottom Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Bottom Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"

¢ Page to Stamp
Sets whether to print the stamp on all pages or only the first page.

The default setting is All Pages.

Page Numbering

This section describes the user tools in the Page Numbering menu under Stamp.

Stamp Format
You can select the page number format given priority when [Page Numbering] is pressed.
The default setting is P1, P2....

Font
You can select the page number printed in Page Numbering mode.

The default setting is Font 1.
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Size
You can set the size of the stamp printed in Page Numbering mode.
The default setting is Auto.
Duplex Back Page Stamping Position
You can set the position of the duplex back page number printed in Duplex mode.
The default setting is Opposite Position.
Page Numbering in Combine

You can set page numbering when using the Combine function and the Page Numbering function
together.

The default setting is Per Original.
Stamp on Designating Slip Sheet

You can select to print the page number onto slip sheets when using the Designate function set to
"Copy" and the Page Numbering function together.

The default setting is Off.

D Stamp Position

Specify how each of stamp is printed.
e Stamp Position
Specify where to print the stamp.
The default setting is Top Right.
e Adjust Stamp Position
You can adjust the position of the stamp within the available ranges shown below.
* Metric version:
"Top Left"-T/B: 4-144mm, L/R: 4-144mm
"Top Center"-T/B: 4-144mm, L/R: 72-72mm
"Top Right"-T/B: 4-144mm, L/R: 4-144mm
"Bottom Left"-T/B: 4-144mm, L/R: 4-144mm
"Bottom Center"-T/B: 4-144mm, L/R: 72-72mm
"Bottom Right"-T/B: 4-144mm, L/R: 4-144mm
* Inch version:
"Top Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Top Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
"Top Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Bottom Left"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
"Bottom Center"-T/B: 0.1"-5.7", L/R: 2.8"-2.8"
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"Bottom Right"-T/B: 0.1"-5.7", L/R: 0.1"-5.7"
Superimpose
You can have page numbers printed in white when they overlap black parts of the image.
The default setting is Off.
Stamp Color
Sets the selected priority color when printing the page number.
The default setting is Black.
Page Numbering Initial Letter

You can select the page numbering initial letter between “P1, P2.../P.1, P.2.." and “S1, S2.../S.1,
S.2.".

The default setting is P1,P2.../P.1,P.2....
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Input/ Output

This section describes the user tools in the Input/Output menu under Copier / Document Server Features.
Default seftings are shown in bold type.
Switch to Batch
You can select to have Batch mode or SADF mode displayed when you press [Special Original].
The default setting is Baich.
SADF Auto Reset
In SADF mode, an original must be set within a specified time after the previous original has been fed.
The default setting is 5 second(s).
You can adjust this time from 3 to 99 seconds in increments of 1 second.
Rotate Sort: Auto Paper Continue
Specify to continue copying when paper of the required orientation has run out during rotate sort.
The default setting is Off.
e On

Copying continues using copy paper of a different orientation. The copy job will finish even if

you have left the machine.
o Off

When paper of the required orientation runs out, the machine stops copying and prompts you

to supply copy paper. After you have loaded paper, the machine will continue copying.
Memory Full Auto Scan Restart

When memory becomes full while scanning originals, the machine can make copies of scanned

originals first, and then automatically proceed scanning remaining originals.
The default setting is Off.
e On
You can leave the machine unattended to make copies, but sorted pages will not be sequential.
o Off

When memory becomes full, the machine stops operation allowing you to remove the copy

pages delivered on the output tray.
Letterhead Setting
If you select [Yes] in this function, the machine rotates the image correctly.
The default setting is No.

Orientation-fixed (top to bottom) or two-sided paper might not be printed correctly depending on

how the originals and paper are placed.



Input/Output

Staple Position
Specify which Top 2 staples or Bottom shown on the initial display with priority.
The optional finisher is required to use this function.
The default setting for “Staple Position 17 is Top 1.
The default setting for “Staple Position 2 is Bottom 1.
The default setting for “Staple Position 3" is Left 2.
The default setting for “Staple Position 4” is Top 2.
Punch Type
Specify which punch type has priority to be shown on the initial display.
The optional finisher is required to use this function.
The default setting for “Punch Type 1" is 2 Holes Left.
The default setting for “Punch Type 2" is 2 Holes Top.
Simplified Screen: Finishing Types

You can select which key is displayed with higher priority for “Finishing Types” on the Simplified
Screen.

The default setting for “Simplified Screen: Finishing Types 1” has not been set.
The default setting for “Simplified Screen: Finishing Types 2” has not been set.
The default setting for “Simplified Screen: Finishing Types 3” has not been set.

) Reference

* p.203 "Accessing User Tools"
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Adjust Color Image

This section describes the user tools in the Adjust Color Image menu under Copier/Document Server
Features.

Default settings are shown in bold type.
Background Density of ADS (Full Color)

The background density is adjusted to skip the texture and copy. You can adjust the background
density up to 5 levels when in Full Color.

The default setting is the middle of 5 adjustment levels.
Color Sensitivity

You can adjust the color specified to convert in "Color Convert" and the color specified for "Erase
Color", in 5 levels.

The default setting is the middle of 5 adjustment levels.

When the color width has been set to "Wider", and the color to be deleted, for example is red, all
the colors that are close to magenta and orange are deleted. If it's set to "Narrower" the color red
will be deleted.

A.C.S. Sensitivity

This 5-step setting determines the level of the standard used for discriminating between black & white
originals and full color originals when "Auto Color Select" is selected.

The default setting is the middle of 5 adjustment levels.
A.C.S. Priority

This setting determines the copy priority between "Black & White" and "Full Color" when "Auto Color
Select" is selected.

The default setting is Full Color.

=) Reference

* p.203 "Accessing User Tools"



Administrator Tools

Administrator Tools

Menu Protect
You can prevent unauthenticated users from changing the user tools settings.

For details, consult the administrator.
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7. Appendix

This chapter describes the copy machine's specifications and the function compatibility.

Function Compatibility

The combination chart given below shows which modes can be used together.

Blank: These modes can be used together.

x: These modes cannot be used together. The first mode selected will be the mode you are working in.
@: These modes cannot be used together. The second mode selected will be the mode you are working
n.

The following combinations are not possible.

x1: 2 Sided ™ 1 Sided with Covers or Slip Sheet

x2: Staple: Top with Punch: Left

The following shows the combinations of functions:
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Functions

Functions

Functions selected after

Mixed Sizes

Regular Size Original

Custom Size Originals

Original Orientation (Standard)

Image Density

Original Orientation (90 degree Turn)

Manual Image Density

Full Color
Black & White

Auto Color Select

Auto Paper Select
Manual Paper Select
Bypass Tray

Auto Reduce/Enlarge
Reduce/Enlarge
Create Margin
Original: 1 Sided
Original: 2 Sided

Original: Book

1 Sided

Duplex
Combine

2 Sided Combine

Front&Back — 2 Sided

Booklet

Magazine

Original: Top to Bottom

Top to Bottom
Double CoPies

Mixed Sizes

o|x

Custom Size Originals

X|X

X|X

Original Orientation (Standard)

Original Orientation (90 degree Turn)

Image Density

Manual Image Density

Full Color

Black & White

Auto Color Select

Auto Paper Select

Manual Paper Select

Bypass Tray

Auto Reduce/Enlarge

o0
LJ
X
X

Reduce/Enlarge

Create Margin

Original 1 Sided

Original: 2 Sided

Original: Book

1 Sided

Duplex

Combine

2 Sided Combine

XX

Front&Back — 2 Sided

Booklet

Magazine

XXX XXX

XX

Original: Top to Bottom

Top to Bottom

Double Copies

X

Image Repeat

Specified Area Repeat

X|x

XX
X|X

XXX

XXX

XXX

Margin Adjustment

Positive/Negative

Centering

Functions selected first

Center Erase

Border Erase

Mirror

Erase Color

Convert Colors

X|x

Color Background

Background Numbering

Preset Stamp

User Stamp

Date Stamp

Page Numbering

Front cover

X1| X

Front/Back Covers

Designate

XXX X XXX

X1| X

X

Slip Sheets

XX XX

XX XX

X

XXX [X

Sort

Rotate Sort

X

Stack

Staple

Staple Top

Staple Left

Punch

Storing Originals in the Document Server

X[ XXX X

X | X

BLD300S



Function Compatibility

Functions selected after

Functions
Image Repeat
Specified Area Repeat
Margin Adjustment
Positive/Negative
Centering
Center Erase
Border Erase
Mirror
Erase Color
Convert Colors
Color Background
Background Numbering
Preset Stamp
User Stamp
Date Stamp
Page Numbering
Front cover
Front/Back Covers
Designate
Slip Sheets
Sort
Rotate Sort
Stack
Staple
Staple Top
Staple Left
Punch

Functions

Mixed Sizes

Regular Size Original

Custom Size Originals

Original Orientation (Standard)

‘Original Orientation (90 degree Turn) 3|3 |3

Image Density °

Manual Image Density

Full Color

Black & White

Auto Color Select

Auto Paper Select

Manual Paper Select

Bypass Tray X X X[ X X [ X[ X[ XX X X X [ X [XX

Auto Reduce/Enlarge N0
Reduce/Enlarge

Create Margin X X X

Original: 1 Sided

Original: 2 Sided

Original: Book X
1 Sided

Duplex

Combine

2 Sided Combine
Front&Back — 2 Sided
Booklet

Magazine
Original: Top to Bottom

Top to Bottom

Double Copies. ®
Image Repeat
‘Specified Area Repeal O XX [ X[ X[ X
Margin Adjustment
Positive/Negative
Centering
Center Erase
Border Erase
Mirror X X X
Erase Color o
Convert Colors )
Color Background Py
Background Numbering X
Preset Stamp
User Stamp
Date Stamp 2| %2 | *2
Front cover
Front/Back Covers
Designate
Slip Sheets
Sort
Rotate Sort X XX
Stack
Staple
Staple Top
Staple Left
Punch X

| [[Storing Originals in the Document Server | x | X

Storing Originals in the Document Server

XX

o|x
o|x
(J
()
(J
(J

Xi | Xt

X|%

XX
XX

XX

XX
XX
XX
XXX XXX
XX

XXX
XXX
XXX
XXX
XXX

Functions selected first

XX XX X
X

s
(J
oeo|0

X XXX
X[X|X|X
s
X
X
X

@)X | X[X]|X

ololo|lo|0
x|elo|/|o|®

XX
ol

X2
X2
X2

XXX

s|e|/|eo|o|®

BLD301S
*1 You can use these combinations, but the functions indicated will not be applied to the binding margin.
*2 You can use these combinations only if the hard disk is installed.

*3 You cannot combine this with “Original Orientation (90 degree Turn)” if the machine is set to staple one part
only. (The first mode selected will be the mode you are working in.)
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Paper Requirements when Using the Finisher

The number of copies that can be placed on the tray is as follows. When the number of copies exceeds
capacity, remove copies from the tray. (paper weight: 80 g/ m2, 20 Ib.)

A4, 8"/, % 11 or smaller: 500 sheets
B4JIS, 81/, x 14 or larger: 250 sheets
Paper sizes and orientations that can be used with the Stack are as follows:

A3D, AdUD, B4 JIS?, B5 JISPD?, 11 x 1702, 81/, % 142, 81/, x 1312, 81/, x 11U,
81/,x133,71/,x101/,0, 8K, 16K

Paper sizes and orientation that can be used in the Staple function and the stapler capacity are as

follows: (paper weight: 80 g/ m2, 20 Ib.)

AdDD B5 ISP, 81/, x 1102, 71/, x 101 /.03, 16K 50 sheets

A3, B4JIS?, 11 x 172,81 /5% 142,81 /,x 132, 81/, x 142,81 / 4 x 132, 8KP: 30 sheets
In the Mixed Sizes mode (A3? and A4, B4 JISE? and B5 JISD, 11 x 172 and 81/, x 110): 30

sheets
The tray capacity for the stapled sheets is as follows: (paper weight: 80 g/ m?2, 20 Ib.)
A4, 81/5x 11 or smaller: 2 -leaf binding...55 copies, 50 -leaf binding...9 copies
B4JIS, 81/, x 14 or larger: 2 -leaf binding...33 copies, 30 -leaf binding...8 copies
Punchable paper sizes are as follows:

e 2 and 4 holes type (2 holes)

D: A3, A4, B4 IS, B5 IS, 11 x 17,81 /,%x14,81/,%x13,81/,x 11,71 /4% 101 /5, 8K,
16K

D). A4,B5J1S, 81 /5% 11, 16K
* 2 and 4 holes type (4 holes)
D:A3,11x17
D.A4,81/,% 11
e 4 holes type (wide)
2: A3, A4, B4JIS, B5JIS, 11 x 17,81 /5% 14,81 /5% 13,81 /,x11,71/4%x10'/,
U:. A4,B5J1S,81/,%x 11
e 2 and 3 holes type (2 holes)
D:A3, A4, 11x17,81/,%x14,81/5,%x13,81/,x11,71/4x 10/,
e 2 and 3 holes type (3 holes)
D:A3, 11x17
D.A4,81/,%x 11



Trademarks

Trademarks

Microsoff® and Windows® are either registered trademarks or trademarks of Microsoft Corporation in the
United States and /or other countries.

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

Other product names used herein are for identification purposes only and might be trademarks of their
respective companies. We disclaim any and all rights to those marks.
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INDEX

1 Sided 2 Sided Auto Margin TtoB................... 211
1 Sided 2 Sided Auto Margin TtoT................... 211
A

ALC.S. Priority.c.cceiireecccccceee e 226
A.C.S. Sensitivity.....ooceueeeeeieereeccceeeeens 226
Accessing User Tools........cccooevieeiieinicieinnnn. 203
FN o) 15, 21,22, 29
Adjust Color......oouvirierieerce 12,105
Adijust Color Image........ccoevriiriiriieeeeen, 226
Adjust U.CRueiiieees 106, 109
Adjusting €olor.......cccviniinniricecen, 102
Adjusting €olors.......corirnieneeeeen, 12
Adjusting colors based on the selected color..........
.............................................................................. 110
Adjusting copy image density.........cccccoeueirinnnn. 115
Adjusting image qualities............ccoovieirieirinninnn. 13
Adjusting image quality.......ccccoooreinininn. 102
Administrator Tools.........cccvenirenineninenn. 227
Alert Sound Original left on Exposure Glass...........
.............................................................................. 207
Auto Color Select........oiiniiiininiccen, 97
Auto document feeder.......occovniiinincninn, 15
Auto Image Density........cccveernineniccnnienns 115
Auto Image Density Priority.......cccccvvniiccnnne. 205
Auto Paper Select..........ccoovviieinnnen. 22,119,120
Auto Reduce/Enlarge.......cccceurveieiniciniicineinnn. 55
AU SHAM ..ot 39
Auto Tray Switching......ccovevvieniericrccn, 206
Available Color Functions.........ccocvieurieriiinieinnnn 9
B

Back Cover. ..o 170
Back Margin Left / Right.....cooooieriiciiciien, 211
Back Margin Top/Bottom.........ccccoeuviunienieinnnnee 211
Background Density.......ccccoveurierinnnne. 13, 106, 108
Background Density of ADS (Full Color)........... 226
Background Numbering........cccuuc..... 11,128,217
Base point of Reduce/Enlarge.........ccccoooviiuncnee 51
Basic procedure........coviviieiniincnen 37
BatCh. e 30
Binding margin........coeueveueieueinieieeeeeees 148
Black & White.......c.eueeeeeeeeeeeeeeeeeeeeeeeeen 9,97

BOOKIEL. ..o 165
Booklet/Magazine..........cccoeveeveeierrieieierininns 165
Border Erase. ..o 149
Bypass tray....ccceevriiccecieiiecccies 41,43, 44
C

Center Erase........cccvviiceiiniicciiicceicens 149
CeNtEMING. ettt 160
Changing a stored program...........c..ccceeeeeeeinnnnns 91
Changing the color balance..........ccccceienianne. 103
Changing the Default Functions of the Copy's Initial
DiISPlAY .. 94
Changing the file name.......cccccocvevincncininin. 189
Changing the number of sefs..........c..cccc.... 74,196
Changing the order of jobs.........cccoceviriiieirinen. 87
Changing the password..........cccovivininininnen. 190
Changing the user color name...........cccccccvvuee. 112
CRAPIErS...ceiieieiieee e 174
Checking the contents of jobs.........c.ccccovriueinnnne 86
Checking the details of a stored document.......190
Checking the job history........ccccocevviirniirane 89
Color Background........cccooeuvvieiniiicinicines 9,101
Color BalanCe....oueeeeeeeeeeeeeeeeeeeeeeeen 12, 102
Color Balance Program..........cccooveveirinriniennence. 103
Color FUNChons.........cceeeenenenineneneesenines 97
Color Sensitivity......oceriueiierieirieeeseeieae 226
Combined auto and manual image density......116
Combined Copying.......ccoceueveirerinieniinreneineineeens 63
CoNtrAS .. 13, 106, 108
Convert Colors.. ..o, 9,98
Copier functions.........ccocvveiinieirisieinnns 148,179
Copy on Designating Page in Combine............ 213
Copy Order in Combine........ccccooviviieiniiirrines 212
Copy Orientation in Duplex Mode................... 206
COPYING. ittt 37
Copying from the bypass tray.........cccoccovivrnrence. 41
Copying onto envelopes...........cccoverniierinane. 48
Copying onto OHP transparencies...................... 46
Copying onto thick paper.......c.ccccovrieirieinieennne. 47
Copying onto thin paper..........cccoevenirinrenieen. 46
Copying originals of various sizes....................... 32
Counterfeit bank bills..........ccoovieinirinin 17
COVETS..iiiieiicier et

Create Margin
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Creating colors by specifying the density......... 111

Custom size originals

CUSTOM SIZE PAPET....cuvvirieiicieiieiercieeeeieeee
Customize Function Copier
Customize Function Document Server Storage.......

Date SIamp ..o 11,137, 220
Deleting a stored document..........c..cccceuvinnenee. 199
Deleting a stored program............cccccvicevcnicnnes 92
Deleting jobs.....c.oveuienieieeee 88
Deleting the color balance..........cccocoeueiririnnnene. 104
Deleting the user stamp

Deleting user colors..........cccovvcvinicninincnicnnes
Density / (Background Numbering)................. 217
Designate......cccioiveeiinicecccc e 172
Detectable original sizes.........cccocoveiririeririninns 22
Directional Mognificoﬁon .......................... 123, 124
Directional Size Magnification (inch)................ 125
DiSPlaY. .. 19
Display panel......ccoeeieirinneseeeeeiees 19

Numbering).....cocoeerieirieriereeeeee e 222
E

Bt 211
Enlarging originals.........c.cccoveveiiriniiciieieieian 51
ErQSe. i 149
Erase Border......oooveveveeeeennn. 151,152,153, 154
Erase Border Width.........cccoovoiiiiiiee 212
Erase Center.....ooeeeeeeeeeeeeeeeeeeeeeen, 152,153, 154
Erase Center / Border........ccccocuu...... 149, 153, 154
Erase Center Width....

Erase Color. ..o

Erase Original Shadow in Combine.................. 212
Erase Specified Color

Exposure glass........cocviririernenininn

F

Facsimile functions.......ccoooeieieieinininenne
Finishing......cccocovvveuneune.

First Printing Number

First Printing Page.......coccoevverincinccnncns

Folding copies to make a booklet..................... 165
Folding copies to make a magazine................. 165
Font / (Date Stamp).....c.ccvvrvreririeiririeieien. 220
Font / (Page Numbering)........cccccovriereininrnnnne. 221
Format / (Date Stamp)

Front Cover......coiiiiiiiiiicccecc,
Front Cover Copy in Combine........cccccooovurinnnn. 212
Front Margin Left / Right.......cocooveviiniiren, 211
Front Margin Top / Bottom.......cccccevvieiriniininee 211
FUll Color ., 9,97
Function compatibility........cccoveriiniieiirnnn, 229
G

General Features.........covinininnincnences 205
Generation CoOPY.... e 17
H

Holding Jobs.......coiviiiiiriiccecee 88
How to read this manual........cccoooeviriininnnns 15
|

Image density.......cccoevieiininincreeeeaes 115
Image position of Combine.........ccocccvieirinninns 63
Image Repeat....c.oveevinicniniicccce 155
Image Repeat Separation Line...........ccccoceeecece. 213
IMPOIANt...c.ciiiiiiiiii e 8
Initial display.......

Input/Output

Interrupt Copy.....coccrmnnniniiicicicicerre e 38
Interrupting a print job.......ccccvviiivininiccnes 195
INVEIT e 161
e 15
J

Job End Call....oooiiiiiee 207
Job List SCreen......coeveeieieeeese e 85



Job Order. ..o 85

JOb Preset. ..o 39
L

Last NUMBET ..o 145, 146
Left Original Beeper.......ccoeeuniiniirieieeiencinn 28
Legal prohibition..........ccoverieninirincn, 17
Letterhead Seting......cccovvveeriricinieeireeene 224
M

Magazine.......coeevirrreeee 165
Managing j0bs.......ccieiiriieece 85
Manual Image Density.........ccovverererenrenrennennen. 115
Manual Paper Select.........cccoivniiniiricnee 121
Manuals for this machine.........cccoovvininninnn. 6
MAP. e 17
Margin Adjustment........ccoevreernereinieinenennn. 148
Max. Copy Quantity.......ccceevrrnincciieecennas 206
Memory Full Auto Scan Restart............ccoceueeee. 224
Mirror IMAge....c.eveeeeeeeeeeccce e 162
Missing image ared..........cccocccveieviicniccnane 25
Mixed Sizes.......ccoreieriirinieeereeeeee 32
N

Name of Major ltem.........c.ccovvieiririicieieinn 15
NEW [OB...viiieiieieee e 39
Non-compatible originals........c.cccoccveueineiniie. 22
NOHICE. oot 8
o

OHP transparencies............ceeeveveveeecccicecnan. 46
One-Sided Combine........ccccoeveuiniiniiniiniincnien. 63
OPHONS. .ot 18
Orientation Booklet, Magazine.........ccccocveuuuc. 212
Original orientation............ 26, 129,132,137, 141
Original Orientation in Duplex Mode............... 206
Original Photo Type Priority........cccovvevriiieinnes 205
Original SiZe.......ovueiueierieieeeeee e 21
Original fype....cvvevieeiieieieeseseeeeae 117
Original Type Display.....ccccocoeivieierieiirinns 205
Original Type Priority.......ccccoevrieirieiririeirieennns 205
Original Weight.......c.ceeininieecreneceeeenes 21
Originals.....c.oveiveiieiere s 21
Originals and copy orientation...........ccccoeueennee. 61

P
Page Numbering.......ccocovvvvirininininnce. 11, 141, 221
Page Numbering in Combine (Page Numbering). .
.............................................................................. 222
Page Numbering Initial Letfter.........c.cccccoccecueeee 223
Pale... e 117
Paper Display.......ccccoveiirinieiiereeeee, 206
Paper Requirements when Using the Finisher..........
PROTO. coeei e
Placing originals........cccoeevininiinininnnnes
Placing originals in the ADF

Placing originals of different sizes..........cccccocuueee. 32
Placing originals on the exposure glass.............. 28
Positive/Negative. .........ccoorenerninerrernrrenenes 161
Preset Reduce/Enlarge........cccooovuiiniuniiniinininnn 51
Preset Stamp.......cccoceeecececccceens 11,129,217
Preview Display.....c.cccooieiiurieieieiieieeeene, 182
Primary Colors.........ocoieirieierereee e 12
Prinfer functions..........ccoeerinincnencneeeeees 179
Printing a list of user colors.........cccocoeeiviiirinnnn. 113
Printing a specified page..........ccccoooeuvierrieeninnn. 198
Printing a specified range..........ccoeveivrriniininnes 198
Printing stored documents.........ccocoveiniininiininnn. 193
Printing the first page.......cccoveevvicenicenn, 197
Program.......cccvreecieecc e 90
Program/Delete Stamp / (User Stamp)........... 219
PUNCh. .o, 18,71, 80
Punch hole positions...........cccoverieniieiiirieiinns 80
PUNCh TYPe. oo 225
Q

Quitting User Tools.......coveieiieieiieieieieene, 204
R

Ratio for Create Margin........ccocooveniirieniininnes 210
Readable orientation...........cccvveiinicncinicnennns 26
Recalling a stored program............cccoevuvieeirieenns 92
Recalling the color balance...........ccccccvvinnene. 104
Recalling the registered custom size.................... 46
Recommended originals
Reduce/Enlarge.......cccoovvuiuiiorieieinieieeien.
Reduce/Enlarge Ratio Priority...........ccccorvrene. 210
Reducing originals.........coccoeurieriiniriinininrinin 51
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Registering a custom size.......c.cccevvevvininnnenene. 45
Registering Frequently Used Settings................... 90
Registering functions..........ccoeueveirienenns
Registering the color balance

Registering the user stamp.........cccocoviveiniinincnnn.
Regular size originals.........cccoeeeevieiiiricirieinininns
Regular size paper.........cooeeninininieeencean 43
Repeat.....ccoouiiiiiiiciciiccccccc 155
Reproduction RatO.......cueeiuiiiiecieie, 209
Rotate CoPY ..o 120
Rotate SOTM....c.cviiieeieiiciicicircec e 71
Rotate Sort Auto Paper Continue....................... 224
S

SADF ...t 31
SADF Auto Reset.....oooiiuiiiiciiiiicicicicices 224
SAMPlE COPY..ovuivirriieiiieieeiee s 74
Sample Print.....ooee s 196
Scanner functions.........ccoeeininnenecncncneeen. 179
Searching by file name........c.cccocooiininicnns 192
Searching by user name...........cccoocevieiniciiinn. 192
Searching for stored documents........................ 191
Selecting a color mode.......cc.ccoovieiiincininiinininne. 97
Selecting a preset ratio........cccoevienieriiennnns 51
Selecting copy paper.....c.ccccvieieeieuninn. 119,121
Separation Line in Combine.......ccccccocrrririnenne. 215
Series COPIEs......cviuiurieeieieierreccceeeiennas 163
Sharp / Soft...cieieieecee, 13,106, 107
Shift SO 18
Shortcut Reduce/Enlarge.........cccvevveeiieeininnnnns 209
Simplified Display.......cccveeeneneireierneneene. 20, 181
Simplified Screen Finishing Types.........cccooeuu... 225
Size (Background Numbering)........cccoccuriuruncn. 217
Size / (Date SHaMP)...cocvierrenieeeenes 220
Size / (Page Numbering)......cccccoveiiiniiiniiinnn. 222
Size Magnification.........ccccevieiriincees 122
Sizes difficult to detech. ..o 24
Slip ShEeh o 175
SO 71
Specified Area Repeat

Specifying a file name........c..coooevieniiciicinn.
Specifying a password

Specifying a reproduction ratio..................... 54,55
Specifying a User NamMe........ooceuvvrveiriecirieeinns 186

StAmMP density ..o 132
Stamp Format / (Page Numbering).................. 221
Stamp Format / (Preset Stamp).........ccccceveuninn. 217
Stamp Format 1-4 / (User Stamp).........co......... 219
Stamp Language / (Preset Stamp)........ccceue.e. 217
Stamp position........ 129, 132, 134, 137, 140, 141,
144
Stamp Position (Page Numbering).................... 222
Stamp Position on Designating Page (Page
NUMbBErNG).....cveevereeiieierrireeee s 222
Stamp Priority........cccocennicccccceree 217
Stamp Setting / (Date Stamp)........cccoveverveunnnn. 221
STAMP SIZE..eeeiiiie e 132
StAMP TeXteiiiiiccicicc e 11
Stamping ONn COPIES......ovvveiieiieicicieieerreeeceee 11
SHAPlE. e, 18,71,76
Staple PoSIion........ccceievrieirieeecieeea 225
Stapling Position.........ccceeereinnneee 76
Storing dat@.......ccuiieieeene e 184
Storing data in the Document Server................... 83
Superimpose (Page Numbering)........c.cccoco.... 223
Superimpose / (Date Stamp)......ccccocvevririninnee 220
Switch to Batch......c.ccviviviiiicccc, 224
SYMbOls. .o 15
T
TOXEoii s 17
Text / Photo Sensitivity.........coevrierrieninnnn. 106, 109
Text/PRoto.....c.ovoeeeeeeeeeeeeeeeeeeeeeeeee e, 17
Thick PAPer. ..o, 47
TRIN PAPET...eeieeieie e 46
Two-Sided Combine.........ccoeveuririnniinireeen. 67
U
Unreadable orientation.........cccoevienininininnnnns 26
User Color......ovriireeceeee e 109
User Stamp......ccccecevrneccinnnnn. 11,132,136, 219
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Web Image Monitor........cccocvvvininininne. 200, 201
Whole Area Repeat........ccceviiuviniecininann. 155,156
Z

ZOOM....oiviieeeeeeeeeeeeeee e 53

239



MEMO

240 EN D041-7631



Copyright © 2008



Type for C9020/MP C2050/LD520C/Aficio MP C2050
Type for C9025/MP C2550/LD525C/Aficio MP C2550

EN DO41-7631

32UdJ9J9Y JanIas Juawnaoq pue Adon suononisuj bunesadp



	Operating Instructions <Copy and Document Server Reference>
	TABLE OF CONTENTS
	Manuals for This Machine
	Notice
	Important

	Available Color Functions
	Color Copying
	Stamping on Copies
	Adjusting Colors
	Adjusting Image Qualities

	How to Read This Manual
	Symbols
	Name of Major Item
	Notes

	Laws and Regulations
	Legal Prohibition

	Functions Requiring Optional Configurations
	Display
	Simplified Display

	1. Placing Originals
	Originals
	Sizes and Weights of Recommended Originals
	Non-compatible originals for the ADF

	Sizes Detectable with Auto Paper Select
	Sizes difficult to detect

	Missing Image Area

	Placing Originals
	Original Orientation
	Left Original Beeper
	Placing Originals on the Exposure Glass
	Placing Originals in the ADF
	Batch Mode
	SADF Mode
	Mixed Sizes Mode
	Specifying Original Sizes
	Regular sizes
	Custom sizes



	2. Basic Copying
	Basic Procedure
	Interrupt Copy
	Auto Start
	Job Preset

	Copying from the Bypass Tray
	Copying onto Regular Size Paper
	Copying onto Custom Size Paper
	Registering a custom size
	Recalling the registered custom size

	Copying onto OHP Transparencies or Thin Paper
	Copying onto Thick Paper
	Copying onto Envelopes

	Reducing or Enlarging Originals
	Preset Reduce/Enlarge
	Zoom
	Specifying the ratio with [+] and [-]
	Entering the ratio with the number keys

	Auto Reduce/Enlarge

	Duplex Copying
	Originals and copy orientation

	Combined Copying
	One-Sided Combine
	Two-Sided Combine

	Finishing
	Sort
	Sample Copy
	Changing the number of sets

	Stack
	Staple
	Punch

	Storing Data in the Document Server
	Managing Jobs
	Job List Screen
	Checking Jobs in the Job List
	Changing the Order of Jobs
	Holding Jobs
	Deleting Jobs
	Checking the Job History

	Registering Frequently Used Settings
	Registering Functions in a Program
	Changing a Stored Program
	Recalling a Stored Program
	Deleting a Stored Program

	Changing the Default Functions of the Copy's Initial Display

	3. Color Copying
	Color Functions
	Selecting a Color Mode
	Convert Colors
	Erase Color
	Color Background

	Adjusting Color and Image Quality
	Color Balance
	Color Balance Program
	Registering the adjusted color balance
	Changing the color balance
	Recalling the color balance
	Deleting the color balance

	Color Adjustment
	Image Adjustment
	Sharp / Soft
	Contrast
	Background Density
	Adjust U.C.R.
	Text / Photo Sensitivity

	User Color
	Adjusting colors based on the selected color
	Creating colors by specifying the density of primary colors with number keys
	Changing the user color name
	Deleting user colors
	Printing a list of user colors



	4. Advanced Copying
	Adjusting Copy Image Density
	Auto Image Density
	Manual Image Density
	Combined Auto and Manual Image Density

	Selecting the Original Type
	Selecting Copy Paper
	Auto Paper Select
	Rotate Copy

	Manual Paper Select

	Advanced Reduce/Enlarge Copying
	Size Magnification
	Directional Magnification (%)
	Specifying the ratio with [+] and [-]
	Entering the ratio with the number keys

	Directional Size Magnification (inch)
	Create Margin

	Stamps
	Background Numbering
	Changing the stamp color

	Preset Stamp
	Changing the stamp color
	Changing the stamp position, size and density

	User Stamp
	Changing the user stamp color
	Changing the user stamp position
	Registering the user stamp
	Deleting the user stamp

	Date Stamp
	Changing the date stamp color
	Changing the format of date
	Changing the date stamp position

	Page Numbering
	Changing the stamp color
	Changing the stamp position
	Specifying the first printing page and start number (“P1,P2...”, “-1-,-2-...”, “P.1,P.2... ”, “1,2... ”)
	Specifying the first printing page and start number (“1/5,2/5...”)
	Specifying the first printing page and start number (“1-1,1-2...”)


	Advanced Copier Functions
	Margin Adjustment
	Erase Center / Border
	Erase Border (same width)
	Erase Border (different width)
	Erase Center
	Erase Center / Border (same width)
	Erase Center / Border (different width)

	Image Repeat
	Whole Area Repeat
	Specified Area Repeat

	Double Copies
	Centering
	Positive/Negative
	Mirror Image
	Series Copies
	Booklet/Magazine
	Covers
	Designate
	Chapters
	Slip Sheet


	5. Document Server
	Relationship between Document Server and Other Functions
	Document Server Display
	Simplified Display
	Preview Display

	Using the Document Server
	Storing Data
	Specifying a User Name
	Specifying a File Name
	 Specifying a Password

	Changing the User Name of a Stored Document
	Changing the File Name of a Stored Document
	Changing the Password of a Stored Document
	Checking the Details of a Stored Document
	Searching for Stored Documents
	Searching by file name
	 Searching by user name

	Printing Stored Documents
	Interrupting a print job
	Changing the number of sets
	Sample Print
	Printing the first page
	Printing a specified page
	Printing a specified range

	Deleting a Stored Document
	Displaying Stored Documents with Web Image Monitor
	Downloading Stored Documents with Web Image Monitor


	6. Copier / Document Server Features
	Accessing User Tools
	Changing Default Settings
	Quitting User Tools

	General Features
	Reproduction Ratio
	Edit
	Stamp
	Background Numbering
	Preset Stamp
	User Stamp
	Date Stamp
	Page Numbering

	Input/Output
	Adjust Color Image
	Administrator Tools

	7. Appendix
	Function Compatibility
	Paper Requirements when Using the Finisher
	Trademarks

	INDEX

