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Advanced Operation Guide

Please read the Operation Guide before using the copier. Keep it close to the copier for easy reference.



This Advanced Operation Guide is for models KM-6030 and KM-8030. In this guide, KM-6030
refers to the 60 cpm (copies per minute) model and KM-8030 to the 80 cpm model.

NOTE: This Advanced Operation Guide contains information that corresponds to using both the
inch and metric versions of these copiers.

The inch versions of these copiers are shown in the screens in this guide. If you are using the
metric version, use the messages provided for the inch version as reference only. In the body
text, only the inch messages are given if these versions differ only in capitalization. When there
is even a slight difference in the message, we have listed the information for the inch version
followed, in brackets, by the corresponding information for the metric version.




Introduction

This Advanced Operation Guide includes the following chapters:

1 Copying Functions

Describes the full-featured copying functions of the copier.

2 Document and Output Management Functions

Explains the copier’s versatile functions for managing original documents and jobs during and
after copying.

3 System Settings

Covers general default settings.

4 Job Accounting

Provides instructions on managing copier use among departments.

Appendix

Lists the copier specifications (mechanical and performance specifications and supported
paper) and intercompatible functions. Includes a glossary.



Guides Included

The following guides are included with this copier. Refer to the proper guide for your needs.

Operation Guide

Describes how to load paper, basic copier operations, and troubleshooting.

Advanced Operation Guide (This Guide)

Covers copying details in depth as well as default settings.

Conventions in This Guide

The following conventions are used depending on the nature of the description.

Convention Description Example
Bold Indicates operation panel keys. Press the Start key.
[Regular] Indicates touch panel keys. Press [Basic].
Italic Indicates touch panel messages. Ready to copy is displayed.
NOTE Indicates supplemental information or

operations for reference. NOTE: -
IMPORTANT Indicates items that are required or

prohibited so as to avoid problems. IMPORTANT: -
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Copying Functions

This chapter explains the following topics.

Paper Source...1-2

Original Size...1-3

Copy Quantity...1-7

Original Orientation...1-8
Offset Mode...1-10
Stapling...1-11

Punching...1-13

Combine Mode...1-15

Margin Mode...1-18

Centering Originals...1-20
Border Erase...1-21

Page Numbering...1-25

Cover Mode...1-28

Form Overlay...1-30

Booklet from Sheets...1-32
Booklets from Facing Pages...1-35
Memo Mode...1-38

Batch Scanning...1-40

Proof Mode...1-41

Repeat Copy...1-42

Backing Sheets for Transparencies...1-46
Auto Rotation...1-48

Output Destination...1-49
EcoPrint Mode...1-50

Inverted Copying...1-51

Mirror Image...1-52

Auto Selection Mode...1-53
Multi-Page Forms...1-56
Programmed Copying...1-57
Assigning Register Keys...1-60
Programming Multi-Part Jobs...1-62
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Copying Functions

Paper Source
Switch the paper supply to the MP tray or different cassettes to select paper of different sizes.

Follow the steps as below to select the paper source.

1 Place the originals in the document Ready to copy. Paper Size
processor or on the platen.

When [APS] is selected, paper matching
the size of the original will be selected

. 2 108" ]
automatically. 1= Recyded

E: Plain
. . 82x11" "
NOTE: You may override the automatic a4 Plain o Pl e

paper selection default. For details,
refer to Selecting Paper on page 3-7.

User choice Function

2 To change the paper size, press the Ready to co
button corresponding to the desired _ Y P

paper size to select that paper source.

z 118"

1) Recyded ]

B MPtray
[ Plain

a 811" 5 11x81"
|=) Plain |=] Plain

/Enlarge

Function

When using the MP tray, specify the
paper size and type. Refer to
Configuring MP Tray on page 3-39.

Paper Type

3 Press the Start key to start copying.
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Copying Functions

Original Size

Specify the size of originals that will serve as the basis for scanning. Be sure to specify the original

size when copying originals of nonstandard sizes.

Choose the original size from the following groups of original size.

+ Standard Size - Standard sizes commonly used.

Inch models: 11 x 17", 8 12 x 14", 11 x 8 12", 8 12 x 11", 5 12 x 8 112", 8 12 x 5 112", 8 172 x 13 112",

8 112 x 13", 11 x 15", B4 and A4

Metric models: A3, B4, A4, A4R, B5, B5SR, A5, A5R, B6, B6R, A6R, Folio, 11 x 15", 11 x 8 12"

and 8 12 x 11"

» Other Standard Size - Standard sizes not commonly used.

Inch models: A3, B4, B5, B5R, A5, ASR, B6, B6R, A6R, Folio, P. Card, OUFUKU, 8K, 16K and

16KR

Metric models: 11 x 17", 8 12 x 14", 5 12 x 8 112", 8 12 X 512", 8 12 x 13 112", 8 12 x 13", P. Card,

OUFUKU, 8K, 16K and 16KR

* Input Size - Non-standard sizes which you enter width and length.

* Custom Size - Non-standard sizes which you enter and register as custom sizes. For
instructions on registering original sizes, refer to Registering Non-standard Sizes for Originals

on page 3-40.
Standard Size
Follow the steps as below to specify the standard size.
Place the originals in the document processor or on the platen.
Press [Function].

Press [Select Orig.Size] ([Select Size

Ready to copy.
Orig.]). Y Py

Paper Size
U118
100%

Select
Paper

2 sided/ Select
Separation Orig.Size

Exposure

A [ Reduce
Mode

.! [ Auto
/Enlarge Selection

Batch
[ Scanning

Margin/
Centering

.! [Page#

.! Form
Overlay

| [Origimage .!
uality

Cover

: [Sorr/ '! IBorder
Offset Erase Mode

] [

Select the original size.

Choose [Auto] to match the size of
placed originals automatically.

Paper Size

| g4

8Vx13Va"

S5Y8Ya"

8Vx13"

[ 8Vx11"

8V512"

M O

|| 182" 11x15"

Press the Start key to start copying.

m 0
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Copying Functions

Other Standard Size

Follow the steps as below to specify the other standard sizes.
Place the originals in the document processor or on the platen.
Press [Function].

Press [Select Orig.Size] ([Select Size

orig ). Ready to copy.

Select

2 sided/
Paper

Separation

——
‘ Select
Orlg Size

) e

Paper Size
118
100%

Exposure .! [Reduce '!
Mode /Enlarge

Auto
Selection

Batch
p | Scanning

) (aw

Orig.Image J Margin/
uality Centering

I Page #

I REENEE BT

Sort/ .! Border .!
Offset Erase

Cover

Basic User choice

Press [Other stand.Size] ([Others

stand.Size]). Ready to copy.

Mode

Paper Slze

8/x14"

8x13V2"

S5Vx8Y2"

8Vx13"

[ 8Vax11"

851"

M O

11x872"

Select the original size.

11x15"

Select
size

Paper Size
B A3

Inputsize

Other
stand.Size

Press the Start key to start copying.

Input Size

OUFUKU
HAGAKI

Follow the steps as below to enter the original size which is not included in the standard sizes.

Place the originals in the document processor or on the platen.
Press [Function].

Press [Select Orig.Size] ([Select Size

R
Orig ]). - eady to copy.

Select
Paper

2 5|ded/
Separation

Select
Orig.Size

) [ Combine

Paper Size

Exposure Reduce
Mode /Enlarge

Auto
Selection

Batch
p; | Saanning

Margin/
Centering

Orig.Image .!
uality

l Page #

.! Form
Overlay

Sort/ Border
Offset

Erase

Cover
Mode

] [

Basic User choice

Fundtion




Copying Functions

4

5

Press [Input size]. Ready to copy. Paper Sl'il;'z;m

| g4 8Yx131s"
W SY8Ys" 8Yax13"
‘ Inputsize ' [8‘/2)(11" 812x512" M 0O

sand.Size 108%2" 11x15" M 0

Press [+] and [] to specify the vertical
size (Y).

X
L
= )|
Set original on platen ai
s scanning range. (Y side,
‘ Inputsize
er

Setting Range
Inch models 2 to 11 58" (in 1/8" increments)
Metric models 50 to 297 mm (in 1-mm increments)

With metric models, you can enter the size directly using the numeric keys after pressing [#-Keys].

Press [+] and [-] to specify the horizontal Ready to co Paper Size

size (X). Y pY- ol
set original on platen al
icanning range. (Y side,

stand.Size

Setting Range

Inch models 2to 17" (in 1/8" increments)

Metric models 50 to 432 mm (in 1-mm increments)

With metric models, you can enter the size directly using the numeric keys after pressing [#-Keys].

Press the Start key to start copying.
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Copying Functions

Custom Size

Follow the steps as below to specify one of the four custom sizes.
Place the originals in the document processor or on the platen.
Press [Function].

Press [Select Orig.Size] ([Select Size
Orig.]).

Ready to copy.

Paper Size
118
100%

Select
Paper

) e

—
'! [ésided/ .!‘ gele%
eparation rig.Size
pa \ g

Exposure
Mode

Auto

.! [ Reduce '!
/Enlarge Seledtion

Batch
p | Scanning

) (aw

Orig.Image J Margin/ I
uality Centering Page #

I REENEE BT

Sort/ Cover

.! Border
Offset

Erase

Select the registered custom size.

8x13va"

SVx8Y2" 8V>x13"

851" M O

M d

I 8Vax11"

11x872"

11x15"

Press the Start key to start copying.




Copying Functions

Copy Quantity
Specify the copy quantity for individual jobs within the range of 1 to 9,999.

Follow the steps as below to specify the copy quantity.
1 Place the originals in the document processor or on the platen.

2 Use the numeric keys on the operation Paper Size
panel to enter the desired copy quantity.

The copy quantity will be displayed at
the top right corner of the touch panel.

()

NOTE: To clear the copy quantity, {1
press the Stop/Clear key. This will ) P [Eposre ) | [See )
4 /Enlarge Mode /Punch

restore the quantity to 1.

Function Program

3 Press the Start key to start copying.
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Copying Functions

Original Orientation

1-8

Specify the original orientation to use these functions.

*  Duplex mode

+  Split mode (separate copies from two-sided originals)
*  Margin mode

+  Centering originals

» Border erase

+  Combine mode

*  Memo mode

+ Page numbering

+ Booklets

+ Stapling (optional feature)

*  Punching (optional feature)

When placing originals on the platen

A

Originals

When placing originals in the document processor

A A =

— — 7
e PV U [V

Originals Rear Left

NOTE: You can change the default setting for the original orientation. Refer to Orientation of
Original Document on page 3-27 for details.

Follow the steps as below to specify the original orientation.

Place the originals in the document processor or on the platen.

Press [Function] and [¥ Down] to move to the second page.



Copying Functions

3

Paper Size

Press [Orig. Set Direction]. Ready to copy. U1 108

(Romion oI prootony | [P )

N Orig. Set Mirror
[ EcoPrint Diredion ') [Invert 4 IImage J [A Up ]

Repeat Select of Staple Multi-Page
Copy )! Output [ { /Punch Form v Down

User choice Function

Press [Top Edge] ([Back Edge]) or [Left
Top Edge] ([Left top corner]) that
matches the direction you customarily
use.

Paper Size Set
1 187"

Select Original Image
Direction.

"Select Original Image Direction." can
be shown at right side of display.
Follow the steps. If setting mode is
wrong, incorrect copy will result.

| Left Toj
Top Edge | Edge P

Press [Close].
Specify the function which original orientation affects, such as Duplex mode.

Press the Start key to start copying.
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Copying Functions

Offset Mode

Deliver the printed copies so that each set is stacked =
perpendicular to the previous set. o=f
0= o0 =fE
o0=F = e
NOTE: Paper of the same size must be loaded in the o= > = L9l il |||| =
different cassettes with portrait and landscape = o=f
orientations. g=pH
The supported paper sizes are 11 x 8 12", A4, B5 and —
16K. Originals Copies
Follow the steps as below for using the Offset mode.
1 Press [Function].
2 Press [Sort/Offset] ([Sort/Group]). Ready to copy. Paper Size

Select 2 sided/ Select "
4 [Separaﬁon 4 j! [Combme

Paper Orig.Size

Exposure Reduce Auto Batch |
Mode /Enlarge Seledion Scanning

Orig.Image Margin/ .! IP # .! Form
(Mity Centering age Overlay

Sort/ Border Cover
Offset Erase l! Mode l! [ Booklet

User choice Fundtion

3 Press [On] ([1 set] or [Output each
page]).

Paper Size
1 118

Ready to copy.

The type of Copy output can be sele]
by choosing either Sort or Group

4 Use the numeric keys to enter the copy quantity.

5 Place the originals in the document processor or on the platen. Press the Start key to start copying.



Copying Functions

Stapling

You can staple sets of copies.

NOTE: Stapling requires the optional document finisher.

The orientations of the original and corresponding staple positions are as follows.

Originals Copies Orientation of Original
Platen Document
Processor
A A A= || a="
* A
= One staple
1A A=
[ [
Two staples (Left/Right)
I S
P ’ 1< H
< IR <
Two staples (Top) /

A A 'A A !
\L_, One staple
A A [
[ [

Two staples (Left/Right)

D_>:

Two staples (Top)

<

Follow the steps as below for stapling.
1 Press [Function] and then [¥ Down].

2 Press [Staple/Punch].

Paper Size

Ready to copy U 108
00

OHP Memo
Backing 4 [Proof(‘opy 4 IPages j!

. Orig. Set Mirror
IEmPrlnt I! Diredion .! [Invert .! lImage .! [A Up ]

Repeat Select of Staple Multi-Page
B ) E (s )ET ) oo )

Basic




Copying Functions

Paper Size

3 Press [1 staple] or [2 staples]. Ready to copy.

Select Original 1
Direction.

| None

3 holes

4 Select the staple position. Staple Mode.
50 :maximum capadty

Staple/Punch

5 Place the originals in the document processor or on the platen and press the Start key.

If the original is placed on the platen, Scan next original(s) will be displayed. Place the next original
and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.



Copying Functions

Punching

Punch holes in sets of finished copies in preparation for binding.

NOTE: Punching requires the optional document finisher and punching unit.

The orientations of the original and corresponding punch positions are as follows.

Originals Copies Orientation of Original
Platen Document
Processor
A
LA A=, A
(o O
N\
Two Holes (LeftRight) 1 -
D | =P [° it
< o< Hi <
Two Holes (Top) - 1

o A A o
— » (o] Oj

Two Holes (Left/Right)

D_>°

Two Holes (Top)

<

NOTE: The inch model provides two-hole and three-hole punching. The metric model provides
two-hole and four-hole punching.

Follow the steps as below for punching.
1 Press [Function] and then [¥ Down].

2 Press [Staple/Punch]. Ready to cop Paper slxlzlems

100%

OHP Memo
Backing 4 [Proof(‘opy 4 Pages j!

i : Orig. Set Mirror
IEmPrlnt I! Diredion .! [Invert .! lImage .! [A Up ]

Repeat Select of Staple Multi-Page
) G J(E ))ErE ) (Yo ]

Basic



Copying Functions

3 Press [2 holes] or [3 holes] for the inch Ready to co Paper Size
model. Press [2 holes] or [4 holes] for Y PY: ]

the metric model.

Select Original 1
Direction.

3 holes

4 Select the hole punch position.

2 staples

5 Place the originals in the document processor or on the platen. Press the Start key to start copying.



Copying Functions

Combine Mode

Images from either two or four originals are reduced and combined onto a single copy. The page
boundary of each original can be indicated by a solid or dotted line.

NOTE: Combine mode is available for the copy paper sizes of A3, B4, A4, A4R, B5, B5R, 11 x 17",
11 x 8 12", 8 12 x 11", 8K and 16K.

2-in-1 Mode

For copying two originals onto a single sheet. This mode can be used with Duplex mode to copy
four originals onto one sheet.

The orientations of the original and corresponding output are as follows.

Originals Copies Orientation of Original
Platen Document
Processor
2 1
1 1—2 2 1
' J) (J)
2 1 2
a o 1
1 ' 2 1 7
@ [—

NOTE: When placing the original on the platen, copy originals in the order of the page.




Copying Functions

4-in-1 Mode

For copying four originals onto a single sheet. This mode can be used with Duplex mode to copy
eight originals onto one sheet.

The orientations of the original and corresponding output are as follows.

Originals Copies Orientation of Original
Platen Document
Processor
= =
3— =
2—
1=

1—
3— 1=
1— /
2=—
—0a
NOTE: When placing the original on the platen, copy originals in the order of the page.
Types of Page Boundary Lines
Choose from the following types of the lines for page boundaries.
1— 2 — 1—12 — 1—l2—
1—= 2—= 1=|2= 1=
— =0 — =0 —_—
3= 4= 3=[4= 3=
p— OE f— OE =O! =\®=
None Solid Line Dotted Line Mark or Cropmark

Follow the steps as below to combine originals.

1 Press [Function].



Copying Functions

2 Press [Combine] ([Merge copy]).

Ready to copy.

Paper Size

Select
Paper

Separation

Select
Orig.Size

Auto
Selection

Exposure

Reduce
Mode /Enlarge

Batch
Scanning

Orig.Image

Page #
uality { age

'! Margin/
Centering

) (G (¥ ]

Border Cover
Erase Mode

] o)

Fundtion

3 Press [2 in 1] ([2-in-1]) or [4 in 1]
([4-in-1]).

Paper Size
118
100%

2 or 4 original pages can combine
one page.

4  Select the desired layout.

5 Select the type of the lines to indicate page boundaries.

Paper Size
118

Border line
Select Original
Direction.

- -Borders

6 Place the originals in the document processor or on the platen and press the Start key.

If the original is placed on the platen, Scan next original(s) will be displayed. Place the next original

and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.



Copying Functions

Margin Mode

4

5

6

You can shift the original image to make space on the copy for binding on the left (right) or top
(bottom) side. The supported margin width is as follows.

Margin Width

Inch models

0 to 3/4" (in 1/8" increments)

Metric models 0 to 18 mm (in 1-mm increments)

Margin on the Back Side
When duplexing, you can also specify the margin on the back side.

Auto - When [Auto] is specified, the left and right margins on the front are reversed on the back. For
example, if the left margin on the front is 1/2" (10 mm), the right margin on the back will be 1/2"
(10 mm). The top and bottom margin widths on the back will match those on the front.

Separate Front/Back Margins - Enables you to specify the front and back settings separately.

NOTE: You can set the default margin width. Refer to Default Margin on page 3-15 for details.

Follow the steps as below to use the Margin mode.

Place the originals in the document processor or on the platen with the top edge facing either the
rear or the left side of the copier.

Press [Function].

Press [Margin/Centering]
([Margin/Imag.Shift]).

Ready to copy. Paper Size

2 sided/
Separation

Select
Paper

Select J [ Combine

Orig.Size

Reduce
/Enlarge

Margin/ l Page #

I!(Centering b ) age
Border Cover
Erase [

Mode
User choice

Auto

Exposure
Seledion

Mode

Orig.Image
uality

Sort/

Offset

) S ) (A ]
) G (Yo ]
] o)

Fundtion

Basic

Press [Margin]. Paper Size

Ready to copy. U 11

Reposition image to left/right or
top/bottom, and also center image
on paper.

Use [A], [ V], [4] and [P] to specify the
margins.

Paper Size
1

When duplexing, press [Back page margin].
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7 Press [Auto] or [Front/Back margin].

[Auto] specifies the margin on the back
side automatically based on the front
margin.

If you choose [Front/Back margin], use
[A], [V], [4] and [P] to specify the
margins.

8 Specify the orientation of placed
originals.

9 Press the Start key to start copying.

Ready to copy. Paper S 16

100%

Select Original
Direction.

If "AUTO" is selected for duplex
copying, rear will have same margin
setting as that for the front page.

-3 Select Original Image
(ﬁ‘f A irection.

R e
El" | Left Top




Copying Functions

Centering Originals

When you copy onto paper larger than the original size, you can center the original image on the

paper.

Follow the steps as below for centering.

1 Place the originals in the document processor or on the platen with the top edge facing either the

rear or the left side of the copier.
2 Press [Function].

3 Press [Margin/Centering]
([Margin/Imag.Shift]).

4 Press [Auto Center] ([Image shift]).

5 Specify the orientation of the placed

originals.

6 Press the Start key to start copying.

1-20

. Ready to copy.

Paper Slze

Select
Paper

Separauon

Select
Orig.Size

) oo

Exposure
Mode

Reduce
/Enlarge

Auto
Seledion

R

Orig. Image
ual |ty

(B2

)IPage#

) ey o (Yoo ]

[ Sort/
Offset

Border
Erase

Cover
Mode

) oo )

User choice

Ready to copy.

Fundtion

[“Program ]

Paper Size
108
0/

[ Shortcut !

Reposition image to left/right or
top/bottom, and also center image
on paper.

Paper Size Set
L 11x874"

Able to center scanned image on paper.

Select Original Image
Direction.
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Border Erase

Use this mode to prevent the appearance of shadows from around the edges of originals.
Choose from the following Border Erase modes.

Sheet Border Erase - Use this mode to erase black borders around the single sheet original.

>
o

Originals Copies

®

Book Border Erase - Use this mode to erase black borders around the edges and in the

middle of the original such as a thick books. You can specify the widths individually to erase the
borders around the edges and in the center of the book.

> =

Originals Copies

Separate Border Erase - Use this mode to specify border widths individually on all sides to
erase.

Originals Copies

In each mode, the range for the widths are as follows.
Width Range

Inch models

0 to 2" (in 1/8" increments)

Metric models 0 to 50 mm (in 1-mm increments)

NOTE: You can set the default width for erasing border. Refer to Erasing Borders on page 3-15 for
details.
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4
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Sheet Border Erase

Follow the steps as below to erase the black borders from around the edges of the single sheet

original.

Place the originals in the document processor or on the platen.

Press [Function].

Press [Border Erase] ([Erase Mode]).

Ready to copy.

Paper Size
118
100%

Select
Paper

2 sided/
Separation

Select .
j! lOrig.Size |! [Oomblne

Exposure
Mode

|

Reduce
/Enlarge

A Auto
Seledtion

Batch
Scanning

Orig.Image
uality

) |

Margin/
Centering

I Page #

J [ Form
Overlay

Sort/
Offset

Cover
Mode

] [

.! GBorder
Erase

User choice

Fundtion

Press [Sheet Erase] ([Border Erase]).

Paper Size
118

Erase the border shadow of origina
or shadow from center of book.

\ndividual
JordrErase

Press [+] and [-] to specify the border
width to erase.

Paper Si]ze

11 118
100%

With metric models, you can enter the
border width directly using the numeric
keys after pressing [#-Keys].

| Individual
BordrErase

Press the Start key to start copying.

Book Border Erase

Follow the steps as below to erase the black borders around the edges of original such as a book.
Place the originals in the document processor or on the platen.
Press [Function].

Press [Border Erase] ([Erase Mode]). Paper Size
118

100%

Ready to copy.

Select
Paper

) |

2 sided/
Separation

Select
Orig.Size

.! [ Combine

)

Exposure
Mode

|

Reduce
/Enlarge

'! Auto
Selection

Batch
Scanning

) (aw

Orig.Image
uality

)

Margin/
Centering

I Page #

‘! Form
Overlay

) (Yo

Sort/
Offset

Border
Erase

'! [Booklet

)

I Cover
Mode

Basic

User choice

Fundtion
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Press [Book Erase].

Press [+] and [-] to specify the border
width to erase.

With metric models, you can enter the
border width directly using the numeric
keys after pressing [#-Keys].

Press the Start key to start copying.

Separate Border Erase

Ready to copy.

Individual

PP — R

[ [ Book
\ |_Erase

Paper Size
1

Erase the border shadow of origina
or shadow from center of book.

Ready to copy.

None

(0~2)

Paper Size
2] 8Yx
100%

(0~ 2)

order |'§ 1

Ly | Center ||>§§q

Y2 |”

Sheet
Erase

Individual
BordrErase

=

S R
tﬁ_ — ]

Follow the steps as below to erase the black borders specifying the width of the borders individually.

Place the originals in the document processor or on the platen with the top edge facing either the

rear or the left side of the copier.
Press [Function].

Press [Border Erase] ([Erase Mode]).

Press [Individual BordrErase]
([Individual Erase Mode]).

Specify the orientation of original.

Ready to copy.

Paper Size
118
100%

Select

2 sided/
Paper

Separation

)

Select
Orig.Size

'! I Combine

Exposure

'! [ Reduce
Mode

/Enlarge

)

[ Auto
Selection

Batch
Scanning

o

Margin/
Centering

| [Orig.Image J
uality

[ Page #

[v Down !

A Form
Overlay

Sort/ Border
Offset Erase

)

Basic User choice

Ready to copy.

Cover
Mode

.! IBODkIet

Fundtion

Paper Size
1

Erase the border shadow of origina
or shadow from center of book.

Vo

[ Shortcut

Vo

Paper Size
L]

Select Original Image
Direction.

[ Top

) [ooom

)

Individual
BordrErase

Vo Vo = ) :
Left I! Right I! Top Edge Iégge:l'op
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6 Select the border for which you will

Ready to copy.
specify the width to erase. Y Py

Paper Size
1 118

Individual |
BordrErase

7 Press [+] or [-] to specify the border
width to erase.

With metric model, you can enter the
border width directly using the numeric
keys after pressing [#-Keys].

\! Select Original ]

Direction.

Paper Size
121 8V2x1
100%

Select Original 1
Direction.

8 Press [Close]. To specify widths of other borders to erase, repeat steps 6 to 8.

9 Press the Start key to start copying.
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Page Numbering

Numbers the multiple pages of original in sequential order. The formats of numbering include: [-1-],
[P. 1], or [1/n]. The format [1/n] prints the total number of pages in the place of [n].

The page number will be centered at the bottom of the page.

»>
>
>

>

L] L]

P.1

A A
B B
> 1/3
— — 2/3
Originals [-1-] [P. 1] [1/n]

Follow the steps as below for page numbering.

1 Place the originals in the document processor or on the platen with the top edge facing either the
rear or the left side of the copier.

2  Press [Function].

3 Press [Page #] ([Page numbering]). Ready to copy Paper Size

Select 2 sided/ Select "
Paper 4 [Separaﬁon 4 [Orig.Size 4 ICombme

Exposure Reduce Auto Batch |
Mode /Enlarge Selection Scanning

Orig.Image'! Margin/ [P # Form .! [ D l
uality Centering age b Overlay v own

] Sort/ Border Cover
[Oﬁ‘set l! IErase l! Mode IBookIet l!

Paper Size

4  Select the numbering format. Ready to copy. i e

Page # can be added on bottom of ¢

5 To start page numbering from the page Paper Size
other than the first page, press [Select
1st page] ([Setting 1st page])).

StartPage #  Start#
1 1
Select ) Select J

1st page start #

Finish Page # Denominator #
Last page Auto

Select ! Sel denom-
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6 Press [+] or [-] to select the starting page Ready to co Paper Size
and press [Close]. y py. U1 108

(1~-10)

Select Original
Direction.

7 To specify the starting a number other than 1, press [Select start #] ([Setting start page]).

8 Press [+] or [-] to select the starting Paper Size
number and press [Close]. o

You can also enter the number with the |t :
numeric keys after pressing [# keys] selectOriginal
([#-Keys]).

9 To specify the page to end numbering, press [Select last page] ([Setting last page]).

10 Press [Manual]. Ready to copy. Paper Sze |

Select Original 1
Direction.

11 Press [+] or [-] to select the ending page
and press [Close].

Follow steps 12 to 14 when specifying !
the denominator for [1/n]. If not, go to - selecOrigina
Step 15 irecion.

12 To specify the total number of pages for the format [1/n], press [Select denominator #] ([Set
Denomin. #]).

13 Press [Manual]. Paper Size
. U 108

Select Original
Direction.
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14

15

16

Press [+] or [-] to select the total number Ready to co Paper Size

of pages and press [Close]. Y Py '11503:/?8
You can also enter the number with the

numeric keys after pressing [# keys] 5 SelectOriginal |
([#-Keys]). :

Specify the orientation of the original.

Select Original Image
1 1 Direction.

Select Select
1st page start #
Finish Page # Denominator #
Last page Auto :

i Select Sel denom- f| Left Top
B | T”E"g

Press the Start key.

If the original is placed on the platen, Scan next original(s) will be displayed. Place the next original
and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.
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Cover Mode

Copies the first page and/or the last page onto colored paper or thick paper which is fed from a
paper source other than the normal paper source.

Front Cover

=

I
2,

sl
=

Originals Copy on front side

Back Cover

I

Copy on front side

Originals

You can select not to print the first page and/or last page so that the cover is blank for both one side
and duplex printing.

Front Cover

—

==l
L

Originals Blank

Back Cover

—

i

I

Z
o

Originals Copy on back side Blank o back cover
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Adding the back cover is optional.

The paper source to supply the paper for the cover is specified using the system menu. Refer to
Specifying Cassette for Cover Paper on page 3-9.

Thick paper or transparencies must be supplied from the MP tray.

IMPORTANT: During one-sided copying, duplexing and copying on the back of covers are not
available even if specified. Only the front side of the cover will be copied.

Follow the steps as below for adding cover.
Place the originals in the document processor or on the platen.
Press [Function].

Press [Cover Model].

Paper Slze

Ready to copy.

Select 2 5|ded/ Select :
Paper )! Separation |! Orig.Size j! lComblne

Exposure Reduce
/Enlarge Selechon Soanmng

Orig.Image '! Margin/ .! Page # Form
: uali Centering Overlay
Border Cover

NES ,;( 1) (oot

Press [Add Cover] and complete the
front cover settings.

No cover

2 sided
copy

Setting Description

[Blank] Both the front and back covers are blank.

[Front copy] Copied on the front cover.

[Back copy] Copied on the back cover.

[2 sided copy] Copied on both the front and back covers.

For the back cover, press [Add Cover] or Paper size

[No cover] as desired.

If you press [Add Cover], complete the
back cover settings.

Front copy (Znssged d Coy (Zns[;ged

Press the Start key.

If the original is placed on the platen, Scan next original(s) will be displayed. Place the next original
and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.
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Form Overlay

Copy the original images onto the form. Once you scan
and register the form, the scanned original is overlayed A

onto the form. 0°Q§ + ﬁ } ﬁ

NOTE: To register the form, refer to Form Box on
page 2-2. Forms Originals  Copies

Follow the steps as below for form overlay.
1 Press [Function].

2  Press [Form Overlay].

Paper Size

Ready to copy. U 108

g::)z—g: .! 2 sided/ .! Select '! [Combine .!

Exposure Reduce Auto Batch AU
Mode /Enlarge Seledtion Scanning P

Separation Orig.Size

Orig.Image.! Margin/ .! lp # '! Form D

uality Centering age QOverla )_ v own
Sort/ Border Cover

Offset .! [Erase A Mode ;! [B°°k"-‘t »

Basic i Function

3 Press [On]. Ready to copy. Paper Sliﬁ i

100%

Use the first scanned image as a for
for copy after second original imagq

4 Press [+] or [-] to adjust the exposure of Paper Size
the form. Choose from ten levels in 10 % oo

increments.

A sample copy image is displayed to the
right.

e S@NNEWfOrm

Form
Selected ;

5 To use forms already registered, press [Form Selected] ([Form Selection]) and proceed to step 6.

To scan new forms, move to step 8.

6 Press [Select Stored Frm] ([Loading
Form]).

Scan new

- Overlay first scanned image onto
StoredFm ], the scanned image or on registered
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7 Select the form from the list and press
[Close].

Form 1200dpi | [ & up ]
BYaxi1"
8yaxi1"
......
€] The arrow means direction of registered form.
Set original and form directions.

8 Place the original for the form on top of the other originals.

When using the platen, place the original for the forms first.

9  Press the Start key.

When the original is placed on the platen, Place originals then press Start key (Set original. Press
Start key) will be displayed. Place the next original and press the Start key.
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Booklet from Sheets

1-32

Creates booklet of two-sided copies with facing pages from one-sided or two-sided originals. A
booklet, such as a magazine, is available by folding at the center like a magazine. You can copy the
cover page onto colored paper or thick paper.

The paper source to supply the paper for the cover is specified using the system menu. Refer to
Specifying Cassette for Cover Paper on page 3-9.

NOTE: The supported paper sizes are as follows.

Supported Paper Sizes
Inch models 11 x 17", 8 12 x 14", 11 x 8 12" and 8 12 x 11"
Metric models A3, B4, A4, AAR, B5 and B5R

If your copier is equipped with the optional document finisher, you can staple the booklet in the
center margin. If the copier is also equipped with a folding unit, you can combine a center margin
with folding at the center. The following paper sizes are supported when stapling the center margin
or combining a center margin with center folding.

Supported Paper Sizes
Inch models 11 x17", 8 12 x 14" and 8 12 x 11"
Metric models A3, B4 and A4R

For binding on the left side

The folded copies can be read from left to right.

Originals Copies

For binding on the right side

The folded copies can be read from right to left.

Originals Copies
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For top binding

The folded copies can be read from top to bottom.

.

Originals

Specifying a booklet cover

When using colored paper or thick paper for front or back covers, you can specify how to copy.

Front Cover

>

A

I\

N

N

e e B =
Originals No copying Copy on Copy on Duplexing
outside inside
Back Cover
" " — —
Originals No copying Copy on Copy on Duplexing
outside inside

NOTE: The figures shown above are an example of binding on the left.

Follow the steps as below for booklet.
Press [Function].

Press [Booklet]. Ready to copy. Paper S|ll|z)})/1x8

Select 2 sided/ Select
Paper Separation Orig.Size

'! I Combine

[E)@osure '! [Reduoe .! Auto '! lBatch.
| Mode /Enlarge Selection Scanning

Form
J [Page# J lOverIav

Cover
.! [Mode .! IBoukIet

Orig.ImageJ Margin/
uality Centering

[ Sort/ '! Border
Offset Erase

Basic User choice

Program
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3 Press [Booklet]. Ready to copy. Paper Size

Edit one or two sided original paged
and output a Book.
Use Book—>Booklet for book original

4 Specify the binding direction of both the Paper Size
originals and finished copies.

If the message It is impossible to copy in
present setting mode. Change setting of
original and finishing mode is displayed, _
confirm that you are selecting the correct 7’

original orientation (shown at the right of

the touch panel) and the proper settings Book S-sided Open from
for the original and finished copies. 2 Booklet_ ]\

off Direction.

5 If the copier is equipped with the optional document finisher, [Saddle Stitch] ([Center Staple]) will be
displayed and you can specify center margin stapling. If the copier is also equipped with a folding
unit, you can specify folding along the center of copies where the center margin is stapled. To
specify center margin stapling or a center margin with center folding, press [Saddle Stitch] ([Center
Staple]) and follow these steps.

To skip these settings, move to step 7.
6 Select [Saddle stitch] or [Bind & Fold] 2 sided mode. Paper suE? "
and press [Close]. Up to 16 sheets 100%
(64 pages) can be created with center
margin stapling or with center margin
stapling and center folding.

—
stitch

Bind &
\ | Fold

7 To set up a cover, press [Stitching Front Cvr] ([Stitching Front cov.]) and move to the next step.

To skip the cover settings, move to step 9.

8 Press [Cover] and specify whether or not
to copy on the front and back covers.

2 sided mode. Paper o8 11

Press [Close].

No cover

Copy onto different media for
front/back cover.
Please spedfy drawer for Cover

9 Place the originals in the document processor or on the platen and press the Start key.

NOTE: When using the platen, be sure to place the originals in page order.

If the original is placed on the platen, Scan next original(s) will be displayed. Place the next original
and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.
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Booklets from Facing Pages

Delivers booklets, such as a magazine, by adding front and back covers (with or without copying).

The paper source to supply the paper for the cover is specified using the system menu. Refer to
Specifying Cassette for Cover Paper on page 3-9.

NOTE: The supported original sizes and paper sizes are as follows.

Original Size Paper Size
Inch models 11 x17"and 8 112 x 11" 11 x 17", 8 12 x 14", 11 x 8 12" and
812 x 11"
Metric models A3, B4, A4R, B5R, A5R and 8K A3, B4, A4, AdR, B5 and B5R

If your copier is equipped with the optional document finisher, you can staple the booklet in the
center margin. If the copier is also equipped with a folding unit, you can combine a center margin
with folding at the center. The following paper sizes are supported when stapling the center margin
or combining a center margin with center folding.

Supported Paper Sizes
Inch models 11 x 17", 8 12 % 14" and 8 112 x 11"
Metric models A3, B4 and A4dR

Copying on covers

The original for the cover is scanned first. When the finished copies are folded, that page will be
copied onto the front and back covers.

AN 4 N\

Originals Copies

Blank covers

When the finished copies are folded, both the front and back covers will be blank.

Originals Copies

Follow the steps as below for this kind of booklet.

1 Place the originals and press [Function].
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2  Press [Booklet].

Paper Size

Ready to copy. 1 118

i .
[Paper .! [Separation .! lOrig.Size J [COITIbII‘IE

Exposure Reduce Auto Batch |
Mode /Enlarge Seledtion Scanning

Orig.Image.! Margin/ .! lp # '! Form
uality Centering age Overlay

Sort/ Border Cover
Offset I! [Erase 4 Mode J [BOOHEt

Basic User choice Function Program

3  Press [Book—>Booklet].

Ready to copy. Paper S8 106

Edit one or two sided original pageq
and output a Book.
Booklet 3 Use Book-+Booklet for book original
Book
% |2 Booklet

4 Specify the binding direction of both the Paper Size
originals and finished copies.

1ixt

Copy front
Set the book o]
top side direct

£

Off

Copy on
front cvr -

None
Saddle
Stitch

5 If the copier is equipped with the optional document finisher, [Saddle Stitch] ([Center Staple]) will be
displayed and you can specify center margin stapling. If the copier is also equipped with a folding
unit, you can specify folding along the center of copies where the center margin is stapled. To
specify center margin stapling or a center margin with center folding, press [Saddle Stitch] ([Center
Staple]) and follow these steps.

To skip these settings, move to step 7.

6 Select [Saddle stitch] or [Bind & Fold] S Paper Size
and press [Close]. Up to 16 sheets Press "Start" key.
(64 pages) can be created with center
margin stapling or with center margin
stapling and center folding.

7 To set up a cover, press [Copy on front cvr] ([Copy on front cov.]) and proceed to the next step.

For a blank cover, move to step 9.

8 Press [On] and then [Close]. Setfirst page. Paper Size

Press "Start" key. 11x1

NOTE: When you copy onto covers, be

sure to sgt the original that you want to Setthe book o
have copied onto the cover first. top side direct
When selecting "ON" for copying on the ‘-

front cover, follow the instruction.
1.Scan front cover book original.
2.Start scan book originals.
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9 Press the Start key to start scanning the original.
Scan next original(s) is displayed. Place the next original and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.
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Memo Mode

Delivers copies with a space for adding notes. You can also copy two originals onto the same sheet
with a space.

NOTE: Memo mode is available for the copy paper sizes of A3, B4, A4, A4R, B5, B5R, 11 x 17",
11 x 8 12", 8 12 x 11", 8K and 16K.

Layout A
Reduces images of each original page for copying onto half of a page, leaving the other half blank
for notes.
A > A— A
o= o)
A=O
A=Op /1 o]
A=O
Originals Copies
Layout B

Reduces images of two original pages for copying onto half of a single page, leaving the other half
blank for notes.

[

Originals Copies

Types of Page Boundary Lines

Choose from the following options for lines to indicate page boundaries.

A A A

o © ©

>

4

-
-
-

-

k<.
i
S

+

i

S
i

.
i

22T

None Solid Line Dotted Line Mark or
Cropmark

Follow the steps as below for Memo mode.

1 Press [Function] and then [¥ Down].
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2

3

4

Press [Memo Pages]. Ready to copy. Paper Size

.! [ProofCopy .! L’Egg )

N Orig. Set Mirror
[ EcoPrint J Direction 4 [Invert 4 Image »

Repeat Select of Staple Multi-Page
Copy )! Output |! { /Punch Form ¥ Down

Fundtion

Press [Layout A] or [Layout B]. Ready to copy. Paper Sliiel N

Memo Pages

Reduce original to create area

for taking notes.
LayoutA
| | LayoutB

Select the layout. Ready to copy. Ppersize

0%

Memo Pages

Select Original
Direction.

Select the page boundary line.

Place the originals in the document processor or on the platen and press the Start key.

If the original is placed on the platen, Scan next original(s) will be displayed. Place the next original
and press the Start key.

After scanning all originals, press [Scanning finished] to start copying.
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Batch Scanning

Scans multiple originals for a single copy job without using the document processor. You can also
prepare single copy jobs if there are too many originals to place at once when using the document
processor. Divide the original into smaller sets and scan each set with the document processor. In
Batch Scanning mode, you can continue scanning originals until you press [Scanning finished].

Follow the steps as below to use batch scanning.

1 Press [Function].

2 Press [Batch Scanning]. Ready to copy. Paper Slilzlenxs

100%

Select 2 sided/ Select
Paper

Exposure .! [Reduce '! Auto J Batch | [AUP l
Mode /Enlarge Seledion Scanning b

Separation Orig.Size

Orig.ImageJ Margin/ A I ‘! Form [ !
uality Centering Page # Overlay . v Down
Sort/ Border Cover

[Offset |! Erase )! IMode p! [B""k'et p!

Basi User choice  #] ]

3 Press [On]. Ready to copy. Paper SEeI e

100%

Copy images from Document Proce:
platen for output as one job.

4 Place the originals in the document processor or on the platen and press the Start key.
Place the next original and press the Start key. Repeat these steps to scan the remaining originals.

After scanning all originals, press [Scanning finished] to start copying.
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Proof Mode

3

Delivers a single copy of a high-volume copy job to check before approving the job. If there are any
problems with the copy, simply cancel the job to avoid wasting paper.

Follow the steps as below to check a single copy in a job.
Press [Function] and then [¥ Down].

Paper Size

H | [ OHP Memo
E Cm"f o '.) B2
[ EcoPrint l!

Press [Proof Copy] ([Test Copy]). Ready to copy.

Orig. Set

Mirror
Direction l! { Invert

| Image

Multi-Page
e | (W oon |

Repeat '!

Select of .! [ Staple .!
Copy

Output /Punch

Press [On].

Paper Size
108

Ready to copy.

Proof copy outputs one set for proof

Place the originals in the document processor or on the platen. Press the Start key to deliver a test
copy.

After delivering the test copy, the
confirmation screen will be displayed.

‘copy.
retry, press "Cancel" key.

to print, press "Start" key.

The copier will remain in standby mode CountiSet Output
until the job is approved or cancelled.
Check the test copy. ] “’
o loom |1|_ 11812" Plain

If it is acceptable, press the Start key to |-+ - 1 3ded e
deliver the specified quantity. n

erhe spectlied quanty i e
To change the copy quantity, press

[Change Preset].

If there is a problem with the copy, press [Cancel] to redo the copy settings.
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Repeat Copy

Enable additional copies in the desired quantity as necessary after a copy job is completed. For
confidential documents, you can set up a pass code for the use of Repeat Copy. In such a case, the
correct pass code must be entered when using Repeat Copy or copies will not be delivered.

NOTE: Repeat Copy job is cleared when the main power switch is turned off.

Repeat Copy cannot be selected when using document management functions or for copies with
form overlay.

Repeat Copy is not available when the copier is equipped with the optional security kit.

Depending on your needs, you can disable repeat copying or specify as the default mode. Refer to
Enabling Repeat Copy on page 3-16.

Preparing a Job for Repeat Copy

Follow the steps as below to prepare a job for repeat copies as needed.
1 Press [Function] and then [¥ Down].

2  Press [Repeat Copy].

Paper Size

Ready to copy. U 108

e, T R RE
: Orig. Set Mirror
IEooPrlnt M | Diredion .! lInvert .! Image .! [A Up ]

Repeat Select of Staple Multi-Page
[Copy l) Output |! /Punch j! Form j! [v Down l

Basic

3 Press [On].

Ready to copy. Paper S8 106

For confidential jobs, press [# keys]
([#-Keys]) and enter the pass code.

NOTE: Enter the pass code from 1to 8

d|g|ts Repeat copy allows sets to be saved
to the HDD.
Using Repeat Copy function,
If you forget the pass code, Repeat jobs can be recalled and output.
. . . Individual passwords can be set.
Copy will be unavailable. Take note if
necessary.

4 Place the originals in the document processor or on the platen. Press the Start key to start copying
and register this job as a Repeat Copy job.
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Outputting Repeat Copy Jobs

1

2

4

Press the Repeat Copy key to list the Repeat Copy jobs and review the list of registered jobs. You
can view, print, and delete registered jobs.

Re-Printing Jobs

Follow the steps as below to output Repeat Copy jobs again.

Press the Repeat Copy key.

Select the job to repeat and press
[Reprint].

The input screen will be displayed if you
have specified a pass code. Use the
numeric keys to enter the pass code and
press [Enter].

Press [+] or [-] or use the numeric keys
to enter the copy quantity.

Press [Printing] to start printing.

ent 9> Repeat Copy

0% Job Build

@& Auto Selection

J (=]

(=]

(=]

\,

J

i Registration

1 0808 09:07

3:07

Norm. Copy

Norm. Copy

I [ Check

Q Reprint g) [ Delete

Details 5

| Repeat Copy f

Clear

HEEE

(Enter by #key)
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Reviewing Jobs

Follow the steps as below to check the registered Repeat Copy jobs.

1 Press the Repeat Copy key.

 p—

bhent E2> Repeat Copy 0 Job Build @ Auto Selection

) C—] C—] (—)
. J

2 Select the job to review and press
[Check Details].

1 1 08me 0207 Normoopy |k ]

I Reprint J I Delete |0 g;_ifhs

¥ 08708 09:08

An input screen will be displayed if you
specified a pass code. Use the numeric
keys to enter the pass code and press
[Enter].

3 Check the job. Press [Print from 1st]
([Head Print]) to print the first page for

reviewing. Item _ Details
Username mmmmmmmemeesee
Jobname ~ mmmmmmmmeemoe- Print
Orig. Page 1 from 1st
Set 1
Print size 8¥ax11"
Input Source Copy
Registration Date 08708 09:07
Output Left Tray
Job 3

4 After reviewing the job, press [Close].

To review other jobs, repeat steps 2 to 4.

5 Press [End] to display the [Basic] screen.
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Deleting Repeat Copy Jobs

Follow the steps as below to delete registered Repeat Copy jobs.

1 Press the Repeat Copy key.

| p—

bhent 2> Repeat Copy 0 Job Build @& Auto Selection

) C—] (—) (—)
\. J

2 Select the job to delete and press
[Delete].

Job H User i Original Set i Registration Type

—————————————— 09:07 Norm. Copy
4 - 1 1 08/08 09:07  Norm. Copy

[ Reprint JO Delete ) [ g::t_::is ﬂ
| _Repeat copy |

3 Press [Yes] to delete the selected job.

To delete other jobs, repeat steps 2 and 3.

4 Press [End] to display the [Basic] screen.
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Backing Sheets for Transparencies

1-46

When two or three transparencies are stacked on top of each other, static electricity may make them
difficult to handle. This mode automatically inserts a backing sheet between transparencies for
easier handling. You can copy the same image onto the backing sheet or make multiple copies from
the original.

NOTE: Always use the MP tray when copying onto transparencies.

When the backing sheets for transparencies mode is selected, the paper type specified to the MP
tray is automatically changed to [Transparency].

When installing the optional document finisher, you may need to specify the output destination for
finished copies. For instructions, refer to Selecting Output Destination on page 3-29.

Copying on Backing Sheets

Copies the same image as the transparency onto the backing sheet. (In the figure, the asterisk
indicates transparencies.)

]

LLLLLLLLI®)

Originals Copies

Blank Backing Sheets

Supplies a blank backing sheet after copying to a transparency. (In the figure, the asterisk indicates
transparencies.)

NI

1

Originals Copies
Follow the steps as below to produce backing sheets for transparencies.

Place the originals in the document processor or on the platen.

Load transparencies in the MP tray.

IMPORTANT: Fan through the transparencies before
loading them.

Up to 25 transparencies can be loaded at one time.

Be sure that paper of the same size and orientation
as the transparencies is loaded.

Press [Function] and then [¥ Down].



Copying Functions

4

5

6

Paper Size
1

Press [OHP Backing] ([OHP Back]). Ready to copy.

OHP , Memo
(Bad(ing b [ProofCopy .! IPages

[EooPrint J Orig. Set [Invert 4 Mirror

Direction [ Image

Repeat Select of Staple Multi-Page
Copy )! Output |! { /Punch Form ¥ Down

Fundtion

Paper Size
u

Press [Copy] or [Blank]. Ready to copy.

OHP Backing

Inserta blank paper between piece|
OHP film, or copy to a OHP back pa

[ Place the OHP film
in the Multipurpose tray.

Press the Start key to start copying.
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Auto Rotation

Automatically rotates the image when the sizes of the original and the loaded paper matches but the
orientations are different. The images will be rotated 90° counter-clockwise prior to copying.

NOTE: You can select Auto Rotation as the default mode. Refer to Selecting Auto Rotation on
page 3-14.

The following paper sizes can be used in Auto Rotation mode.

Supported Paper Sizes

Inch models 11 x 812", 812%11"and 5 12 x 8 12"
Metric models A4, A4R, B5, B5R, A5R, B6R, A6R and 16K

Follow the steps as below for automatic rotation.
1 Press [Function] and then [¥ Down].

2  Press [Auto Rotation].

Ready to copy. Paper Size

OHP Memo
C " JJ | Backing .! lProofCopy J Pages

. Orig. Set Mirror
[ EcoPrint ) Direction 4 lInvert J IImage

Repeat Select of Staple Multi-Page
Copy Output /Punch Form

3 Press [Rotate] to specify automatic
rotation.

Ready to copy.

No Rotate i

When original and paper have diffe}
direction, image will be rotated.
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Output Destination

Particular trays of the document finisher or multi-job tray can be specified as the output destination
for completed copies.

Destination Description

Auto Copies are sent to an empty tray. If multiple trays are empty, copies
are sent to the bottom tray first and higher trays thereafter.

Tray A Sent to the tray A of the document finisher.

Tray B Sent to the tray B of the document finisher. This tray cannot be
specified when the multi-job tray is installed.

Tray 1 Sent to the tray 1 (the first tray) of the multi-job tray.

Tray 2 Sent to the tray 2 (the second tray) of the multi-job tray.

Tray 3 Sent to the tray 3 (the third tray) of the multi-job tray.

Tray 4 Sent to the tray 4 (the fourth tray) of the multi-job tray.

Tray 5 Sent to the tray 5 (the fifth tray) of the multi-job tray.

NOTE: Requires the optional document finisher and multi-job tray.

You can change the default destination for copies. Refer to Selecting Output Destination on
page 3-29 for details.

You can check the record of where completed jobs were sent. Refer to Output Management
Functions on page 2-16 for details.

Follow the steps as below to select the output destination.

1 Press [Function] and then [¥ Down].

2 Press [Select of Output]. Ready to copy. Paper Slilzlenxs

100%

OHP Memo
| [B6ing o] [Prooroom ) [P )
: Orig. Set Mirror
IEcoPrlnt '! Diredion {Invert .! Image J [A Up l

Repeat Select of Staple Multi-Page
H | Copy 1‘ Output /Punch J Form |! [v Down !

3 Select the output destination for finished
copies.

Select proper output tray to avoig
mixing jobs.

You can confirm output tray with
management.

4 Place the originals in the document processor or on the platen. Press the Start key to start copying.
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EcoPrint Mode

Helps reduce the toner used for copies. Use this mode when high-quality copying is not required
(e.g., when making test copies).

NOTE: Copies in this mode are somewhat lighter.

Follow the steps as below for EcoPrint mode.
1 Press [Function] and then [¥ Down].

2 Press [EcoPrint]. Ready to copy. Paper Slilzlenxs

100%
OHP Memo
Backing |! I Proof Copy J [ Pages J

: Orig. Set Mirror
(EooPrmt ) ’ Diredion .! lInvert J Image J [A Up l

Repeat Select of Staple Multi-Page
Copy Output J I/Punch |! Form |! [v Down !

o '

3 Press [On] to activate EcoPrint mode. Paper Size Set
1 11872
00%

EcoPrint
Itis possible to reduce
toner consumption.
[M Image is light.
coPrint mode saves toner.
putput will be lighter.
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Inverted Copying

Inverts black and white portions of the image for copying.

Follow the steps as below for inverted copying.
1 Press [Function] and then [V Down].

2  Press[Invert].

Paper Size
1

Ready to copy.

OHP Memo
Backing .! [ Proof Copy Pages

: Orig. Set Mirror
[ EcoPrint J Direction JqInvert ) ) l Image

Repeat '! Select of .! {Stiple Multi-Page
Copy

Output /Punch | Form

3 Press [On] to specify inverted copying. Ready to copy.

Positive/Negative Reverse
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Mirror Image

Copies the mirrored images of the original.

Follow the steps as below for mirror image copying.
1 Press [Function] and then [¥ Down].

2  Press [Mirror Image].

Ready to copy. Paper Size

OHP Memo
Backing .! lProofCopy J IPages

. Orig. Set Mirror
[ EcoPrint 4 Direction 4 l Invert Jqlmage »

Repeat Select of Staple Multi-Page
Copy Output /Punch Form b

User choice

3 Press [On] to specify mirror image

_ Ready to copy. Paper S8 106
copying.

Creates Mirror Image of document.
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Auto Selection Mode

Using the document processor, scans originals of different sizes for automatic copying onto paper
sizes matching each original.

NOTE: In this mode, up to 30 originals of different sizes can be placed in the document processor at
the same time.

Originals of the Same Width
Place all originals of the same width.

The supported combinations of originals are as follows.

11 x 17" and 11 x 8 12" (A3 and A4)

l:l —— — — | — \
11x17 11 x 8112 11 % 812" 11x17
(A3) (A4) (A4) (A3)
i—— J
=
* 812x%x14"and 8 12 x 11" (Folio and A4R)
] 812x 14" 812 x 11" 81I2X11"-"
(Folio) (A4R) (A4R)D)
« B4andB5
O ==
B4 B5
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Originals of Different Widths

Place all originals of different widths.

NOTE: This setting is only available for metric models.

The supported combinations of originals are as follows.

* A3,B4, Adand B5

l:l — % —zr— — pr—
A3 B4 A4 B5
« B4, A4R and B5
=== ——
B4 A4R B5
. Folio, A4R and B5R
7
] — I
Folio A4R B5R B3RRlo
S

NOTE: Place originals flush against the document width guide toward the back of the copier.

IMPORTANT: When placing the originals of different width, be sure to place the edge of originals

flush against the document width guide toward the back of the copier. Failure to place originals
correctly may result in copying errors.
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Follow the steps as below for automatic paper selection.

1 Place originals in the document processor.

widths, be sure to flip up the original guide on the
document processor.

IMPORTANT: When placing the originals of different Egﬂ g"\

2 Press the Auto Selection key.

PEE———
ment E2> Repeat Copy 0 Job Build Auto Selection
] C—] C—] ()
.
3 Press [Auto selection]. Ready to copy. Paper Size

Scan mixed sized originals
using the Document Processor.
Copy size is same as original.

4 On metric models, press the [Same
Width Original] or [Diff Width Original]
key.

Ready to copy. Paper Sge.

100%

Mixed size originals (Same width)
be copied to same size as origing
using the Document Processor

See the Operation Guide for
usable original sizes and procedi

5 Press the Start key to start copying.

NOTE: When copying the originals of different widths, the reading speed of the document processor
becomes slower than as usual to read the originals accurately.
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Multi-Page Forms

Using the document processor, multiple originals
bound together, such as accounting forms, are
scanned as a single original.

NOTE: Place the original forms one by one in the
document processor.

1
o

Insert originals binding side first in the document
processor.

h

Follow the steps as below to copy multi-page forms.
1 Place an original in the document processor.
2 Press [Function] and then [V Down].

3 Press [Multi-Page Form] ([Multi-Page
Forme]).

Ready to copy. Paper Size

OHP Memo
Backing 4 IPFOOfCODY j! [Pages

2
[Goze ) [mer ) [Tror
|

[ EcoPrint Direction Image

)
Repeat .!

Select of Staple Multi-Page
Copy Qutput /Punch Form

User choice Function

Paper Size

4  Press[On]. Ready to copy. 108

Preferred mode to feed multiple
page forms.

5 Press the Start key.

Place the next original and press the Start key. Repeat these steps to scan the remaining originals.
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Programmed Copying

3

Registers combinations of up to eight copy modes and functions displayed on the operation panel
as a single program. After registering sets of frequently used functions as a single program, you can
simply press the program number as needed to recall those functions. You can also name the

programs to identify them.

Registering Programs

Follow the steps as below to register programs.

Access the copy mode to register (e.g., five sets of copies, Sort mode, or Margin mode) and press

[Program].

Press [Register].

Press a number (1 to 8) for the program
number.

Enter the program name and press
[End].

NOTE: For instructions on entering
characters, refer to Entering
Characters on Touch Panel on
page 3-55.

Press [Yes] to register the program.

Program

Register present setting

1. l No registration 5. [ No registration
2. l No registration . [ No registration
i l No registration 1. [ No registration
4, l No registration 8. [ No registration

Limit:16 letters induding #

)AIIDeI . m

[

Register program.

Program # 1
Program name ~ aht:

The set program is registered. Is it correct?

—

\
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Using Programs to Copy

Follow the steps as below to copy using registered programs.

1 Press [Program].

2 Press the program number (1 to 8) to Ready to co Paper Size
recall the program. Y PY- o

Recall Reg./Delete

2.[ list a B
3.[ list b ?.[ file 1
Change

User choice Function Program

3 Place the originals in the document processor or on the platen and press the Start key to copy using
the program as it was created.

Editing Program Names

Follow the steps as below to rename programs.

1 Press [Program].

2 Press [Change Name]. Paper Size
. L 1181%"

5.[ listd

B.

?.[ file 1

8.[ file 2

Program

3 Press the number (1 to 8) of the program

to rename.
1.[ apc 5.[ list o
2.[ list a E. No registration
3.[Iistb ?.[ file 1
4.[Iistc 8.[ file 2

4 Enter the new program name and press
[End] to register the program with the
new name.

NOTE: For instructions on entering
characters, refer to Entering
Characters on Touch Panel on
page 3-55.
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Deleting Programs

Follow the steps as below to delete programs.
1 Press [Program].

2 Press [Delete]. Paper Slilzclenxs
100%

5.[ list d

&,

?.[ file 1

E.[ file 2

User choice

Fundion ~ #4  Program

3 Press the number (1 to 8) of the program S

to delete' Select the number of program to delete.
W.I abc 5.[ list d
2.| list a E.  No registration
S.I\\Stb 7.[fi|e 1
4.|H5tc 8.[fiI82

4 Press [Yes]to delete the program.

Program # 1
Program name &b

This program will be deleted. Are you sure?

) =1

\
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Assigning Register Keys

Assigns three frequently used functions listed on the [Function] screen to register keys. You can
also assign functions on the [Basic] screen and the [User choice] screen.

Assigning Register Keys

Follow the steps as below to assign register keys.

NOTE: Assigning register keys requires that registered buttons be displayed. Refer to Enabling
[Shortcut] ([Register]) Key on page 3-18.

1 Display the functions you want to assign to keys.

2 Press [Shortcut] ([Register]).

Paper Size

Ready to copy. 1 106
50%

NOTE: Functions for which [Shortcut]
([Register]) is displayed may be
assigned register keys.

3  Press [Register].

4 Press a number (1 to 3) to register the

fU nCtIOﬂ . Select the number of program to registered.

5 Press [Yes]

The registered register keys will be
displayed at the right of the [Basic]
screen. Register No. 1

Register this selecting mode. OK?

P =
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(3]

Deleting Register Keys

Follow the steps as below to delete register keys.

Press a registered register key to display the assigned function.

Press [Shortcut] ([Register]) to display Ready to co Paper Size
Create Shortcut (Register). Y py- e

Layout

- -Borders

Press [Delete].

Press the number (1 to 3) of the function
to delete.

Delete registration

4in1

Margin
Leﬁg

heet
rase

1
¢
3

Register No. 1

Are you sure you want to delete?

( o]

Yes |
_
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Programming Multi-Part Jobs

Using job build, individual sets of originals are scanned in separate steps for a single copy job. In
each step of the scanning process you can specify different settings (such as zooming and border
erase) and you can specify different types of originals. Other examples include inserting a blank
sheet between sets of copies from each step and specifying a front cover page during a duplexing

step.

Job Build Procedure

This procedure describes how to use job build for the following example.

1-62

Example
<Finished Copies>

In the figure, pages with asterisks indicate blank
sheets.

<Originals>

*
j,\? -1
)

B

C

NOTE: For the preparation of this job, colored paper for the cover is loaded in the MP tray and

standard paper is loaded in the cassette 1.

Step 1: Display the Job Build screen

Press the Job Build key.

ment

E9> Repeat Copy

0 Job Build

& Auto Selection

)

(=]

(=]

(=)

\,

y,
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Complete the Settings Common to All Steps
Specify Duplexing and Repeat Copy.

NOTE: Repeat Copy is used to enable additional copies later.

A variety of other settings and functions are available besides those shown in this example. Refer to
Specifying Copy Functions on page 1-67 for details.

Press [1 sided/2 sided]
([1-sided/2-sided]).

Ready to Job build.

Place originals then press Start key.

1 108%2" 1 sided 1 cided Conv
Select Original 1 sided/
Paper 2 sided
1 sided copy-Left
Auto % Finished page #: 1]
. Reduoe Orlg Set
[ Finished /Enlarge é [ Direction
Basic Quality f Edit ;

Press [2 sided Copy] ([2-sided Copy])
and [Open from left] ([Left binding]).
Press [Close] to return to the screen of
step 2.

IIQeady to Job bUI|d

Is ther

Open from
top

Press [Edit]. On the next screen, press Ready to Job build.

[Repeat COpy] Place originals then press Startkey.
Off Auto Off
Border Select Repeat
Erase Orig.Size Copy S —
2 sided copy-Left
None None iray A Finished page #: i

Margin/ Select of
Centering l! [Page# é [Oumut b!

| Basc 4| Quality 4 Edit f

Press [On]. Press [Close] to return to the Ready to Job build.
screen of step 4. Startk

Repeatcopy allows sets to be sav
to the HDD.

Using Repeat Copy function,
jobs can be recalled and output.
Individual passwords can be set.
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7

10

1-64

Complete the settings for original A

Specify the MP tray (for colored paper) for the paper selection setting.

Press [Basic]. On the next screen, press
[Select Paper].

Ready to Job build.

Place originals then press Start key.

I 111 11\R1/ 1 sided 2 sided Copy
gelect J) [ 1O_riginal .!
aper
B Mo 2 sided copy-Left
Auto % Finished page #: 0
Finished Reduce Orig. Set
/Enlarge Direction

Select the MP tray. Press [Close] to

Ready to Job build.
return to the screen of step 6. igi

z 11x8%2"
|=] Recyded
3 117"

=] Plain

4 8Vax11"
|E] Plain

B MP tray
[ Color

Place original A and press the Start key to start scanning.

Step 2: Specify that the back of original A will be left blank.

Press [Print from Front page]. ‘iginal(s).
iginals and press start key.
ning finished" key when starting copy.

This setting leaves the back blank and
starts copying on the next sheet.

1 sided 2 sided Copy Treart
Type -
o .2sidedcopy-Left . Printfrom

I Auto % Rear Finished page #: 1 Front page
% Reduce Orig. Set Next copy page: Rear ]
/Enlarge Direction " 3
e
j uali Edit finished

Step 3: Complete the settings for original B.

Specify the cassette 1 (for standard paper) for the paper selection setting.

Scan next original(s).
Place the originals and press start ke

Press [Select Paper].

I = 11\R1A" 1 sided 2 sided Copy
{ Select { Original .! 5
Paper Type
Auto % Rear Finished page #: i
ini Reduce Orig. Set ..Nextoopy page:Front .
Finished  o& | /Enjarge 4 Direction l!
Basic Qualim ; | Edit ;
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1

12

13

14

15

16

Select the cassette 1. Press [Close] to
return to the screen of step 10.

Scan next original(s).
Place the originals and press start ke
Press "Scanning finished" key when

3 11x17"
] Plain

4 8xx11"
ElPlain

ng cop

Place original B and press the Start key to start scanning.

Step 4: Complete the settings for original C.

Specify the MP tray (for colored paper) for the paper selection setting.

Press [Select Paper].

Select the MP tray. Press [Close] to

return to the screen of step 13.

Scan next original(s).
Place the originals and press start key.
Press "Scanning finished" key when starting copy.

Job Build -
I 11 1 sided 2 sided Copy
Select ) Original
P; Typ g
ecl < 2 sided copy-Left
Auto % Rear Finished page #: 4

 Fini Reduce Orig. Set _Nextcopy page: Front
Finished B [/Enlarge !! Direction b!

Basic

Quality i Edit ;

Scan next original(s).
Place the originals and press start key.

Press "Scanning finished" key when

Select Paper

= m

z 118"
[EJRecyded

3 11x17" ( B MP tray
[ Color.

Elplain

4 8Vxx11"
Plain

Place original C and press the Start key to start scanning.

Step 5: Specify that the back of original C will be left blank.

Press [Print from Front page].

This setting leaves the back blank and

starts copying on the next sheet.

-iginal(s).
iginals and press start key

1 sided 2 sided Copy

;
T :.
= “2sded copy-Lef
Auto % Rear Finished page #:
3 Reduce Orig. Set Next copy page: Rear
/Enlarge Direction

g~ { [Brint from
Front page

Saanning
finished

j Quality f Edit ;
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17

18

19

20

21

22
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Step 6: Complete the settings for original D.

Specify the cassette 1 (for standard paper) for the paper selection setting.

Press [Select Paper].

Scan next original(s).
Place the originals and press start key.

Press "Scanning finished" key when sta

= 1Rl 1 sided 2 sided Copy
gelect J) _?riginal .!
2Py APS 2 sided copy-Left
Auto % Rear Finished page #:
- Reduce Orig. Set Next copy page: Front
Finished 5 | JEnlarge .! Dirasen .!
Basic Quality.. #| Edit.f

Select the cassette 1. Press [Close] to
return to the screen of step 17.

Scan next original(s).
Place the originals and press start key.
Press "Scanning finished" key when

3 11x17"
IE1Plain

4 8>x11"
lain

Place original D and press the Start key to start scanning.

Step 7: Specify blank colored paper for the back cover.
Specify the MP tray (for colored paper) for the paper selection setting.

Press [Select Paper]. Scan next original(s).
Place the originals and press start key.
Press "Scanning finished" key when starting oo

I 11981 1 sided 2 sided Copy
Select Original
Paper 5 ) | Type ]
Auto % Rear
- Reduce Orig. Set ..Nextcopy page: Front
Finished [ /Enlarge b! Direction l!

Quality ? | Edit ;

Select the MP tray. Press [Close] to
return to the screen of step 20.

Scan next original(s).
Place the originals and press start key.

Press "Scanning finished" key when ng copy.

<

2 118"
|E]Recyded

3 1117" (
I=E1Plain

4 8>x11"
lain

B MP tray
[ Color

Press [Insert page] ([Insert blank page]).

nals and press start key.

1 sided 2 sided Copy Tnsert
) ) ==
Type :
. 2 sided copy-Left Print fre
Auto % Rear Finished page #: 8 R;_,'Q} p;’g“g
} [Reduce Orig. Set ..Nextcopy page:Front .
/Enlarge Direction "
iy
FIWEET | = | o
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23

24

All originals have been scanned. Press [Scanning finished] to start the job.

If there are no problems with the accomplished copies, you can use Repeat Copy to produce

additional copies in the desired quantity as needed. Refer to Repeat Copy on page 7-42 for details.

You are now completed programming a copy job with job build.

Specifying Copy Functions
Paper Selection
Select the paper size as follows.

1 On the [Basic] screen, press [Select
Paper].

Ready to Job build.

Place originals then press Start key.

] I 111 11\RIA" 1 sided 2 sided Copy
| [ [ select Original [lsided/ .!
Paper ) | Type 2 sided
Auto % Rear
- Reduce Orig. Set
[ Finished 4 [/Enlarge é [ Direction 4
Basic Quality f Edit ;

Select the MP tray or a cassette and

Ready to Job build.
press [Close].

Place originals then press Start ke!

1 11x8¢
IE] Plain
11x812"
=] Recyded
11x17"
=] Plain

B MP\ray
%= Color

Types of Originals

Select originals that are one-sided or two-sided, have facing pages like books or magazines, or are
like multi-page business forms.

On the [Basic] screen, press [Original
Type].

Ready to Job build.

Place originals then press Start key.

L1 11)(8‘/2 1 Sided 2 sided Copy
Select Orlglnal { 1 sided/ 4
Paper Type 2 sided

AUW 70 ar
- Reduce Or|g Set
[ Finished I! [/Enlarge J Direction l!
Basic Quality f Edit f

Based on the originals to be placed,
select [1 sided] ([1-sided]), [2 sided]
([2-sided]), [Book], or [Multi-Page Form]
([Multi-Page Forme]).

Ready to Job build.

NOTE: When selecting [2 sided]
([2-sided]), check the binding direction
and be sure that the originals are
placed in the correct orientation.

| Mutti-Page
B Form,

When selecting [Book], be sure that the
binding direction is correct.
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3

1-68

Press [Close].
One-Sided Copying or Duplexing
Select one-sided copying or duplexing as follows.

On the [Basic] screen, press
[1 sided/2 sided] ([1-sided/2-sided]).

Ready to Job build.

Place originals then press Start key.

NOTE: The setting for one-sided 1) 1087 1 sided 5 dider Cony
copying or duplexing applies to all Select Original 1 sided/
other steps. Simply complete this i [Typ:um% '!([ﬁ'g—: ,)
setting once as an initial step. — u o,
g p { Finished J [?Eegla?ege l! l girgcﬁsgrg J
___Basic Quality f | Edit f

Press [1 sided Copy] ([1-sided Copy]) or
[2 sided Copy] ([2-sided Copy]) and
select the binding direction.

Ready to Job build.

Place originals then press Start key.

Follow the instructions on the right side iy

of the touch panel and confirm the

orientation of the originals. : | Open from

Open from
top I

NOTE: Failure to place originals
correctly may result in copying errors.

Press [Close].
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Processing of Finished Copies

Specify stacking of accomplished copies as follows. If your copier is equipped with the optional
document finisher, you can also specify stapling or hole punching.

Function Optional Equipment Description
Stacking Document finisher: None Each completed set is rotated 90° before
stacking.
Document finisher: Installed Stacked by the document finisher.
Stapling Document finisher: None Stapling is not available.
Document finisher: Installed Stapling is available.
Center margin Document finisher: None Center margin stapling is not available.
stapling Document finisher: Installed Center margin stapling is available.
Folding unit: None
Document finisher: Installed Center margin stapling as well as center
Folding unit: Installed margin with center folding is available.
Punching Document finisher: None Punching not is available.

Document finisher: Installed
Punching unit: Installed

Punching is available.

On the [Basic] screen, press [Finished].

NOTE: The finishing settings apply to

Ready to Job build.

all other steps. Simply complete this [ e 1 sided 2 sided Copy
setting once as an initial step. | [Select Original Lsided
g P RS =
I — Auto % Rear
- Red Orig. Set
(o= D) ) 322
___Basic Quality. . Edit . d

For finishing, press [On] ([1 set] or
[Output each page]) or [Off]. Refer to
Offset Mode on page 1-10 for details.

Ready to Job build.

Place originals then press Start key.

Direction.

s

Staple Punch
Mode Mode

For stapling, press [Staple Mode] and
complete the settings. Refer to Stapling
on page 7-11 for details.

Ready to Job build.

Place originals then press Start key.

Select Original
Direction.

Limited number of staple pages.
The limitis setin setting mode.

[1] When seledting staple function
the offset can not be combined.
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For hole punching, press [Punch Mode]
and complete the settings. Refer to
Punching on page 17-13 for details.

For center margin stapling, press
[Saddle Stitch] ([Center Staple]) and
complete the settings.

For center margin stapling, press
[Saddle stitch].

For center margin stapling with center
folding, press [Bind & Fold].

Ready to Job build.

Place originals then press Start key.

Select Original 1

Direction.

Ready to Job build.

Place originals then press Start key.

Follow the instructions at the right of the touch panel and confirm the orientation of the placed

originals.

NOTE: Failure to place originals correctly may result in copying errors.

Press [Close].

Reducing/Enlarging

Select the desired magnification as follows.

On the [Basic] screen, press
[Reduce/Enlarge].

Select the desired magnification.

For instructions on reducing/enlarging,
refer to Reducing/Enlarging in Chapter 3
of the Operation Guide for details.

Press [Close].

Ready to Job build.

1 11x8%" 1 sided 2 sided Copy
Select { Original 4 1 sided/ J
Paper Type 2 sided

A1k O/ Rear

. Reduce Orig. Set

Finished g( /Enlarge Direction !l

__Basic §

Ready to Job build.

Place originals then press Start key.

100%

 154%
| 51581,"58y4"

A

81/>x11" >11x17"

649
1]

[ 400%

121%
81/>x14" »11x17"

509
11]

200%
51>815" 311x17"

78%
81>x14" »81/>x11"

259
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Original Orientation

Specify the original orientation as follows.

On the [Basic] screen, press [Orig. Set
Direction].

Ready to Job build.

Place originals then press Start key.

W 108%" 1 sided 2 sided Copy
oA L R
1 sided copy-Left
Auto % boar . Finished page #: ]
[owes ) (e )2 )
Basic Quality f Edit

Based on the original orientation, press
[Top Edge] ([Back Edge]) or [Left Top
Edge] ([Left top corner]).

to Job build.

ials then press Start key.

Select Original Image
Direction.

NOTE: Failure to place originals

correctly may result in copying errors. "Select Original Image Direction." can

be shown at right side of display.
Follow the steps. If setting mode is
wrong, incorrect copy will result.

| Left To)

Press [Close].

Exposure Level

Specify the copy exposure level as follows.

Press [Quality]. On the next screen,

press [Exposure Mode]. Ready t0,J0b build.

Place originals then press Start key.

DNancihy 4
e

Exposure
Mode

Text + Photo off
int

Orig.Image EcoPri
uali

| Basic { 8 E.ﬁﬁ f Edit ;

For automatic exposure adjustment,
press [Auto]. To adjust the exposure
manually, press [Manual]. Next, press
[Lighter] or [Darker] to adjust the
exposure.

Ready to Job build.

Place originals then press Start key.

Manual

Press [Close].
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Original Quality
Specify the Image Quality mode to match the type of original as follows.
1 Press [Quality]. On the next screen, Ready to Job build

press [Orlglmage Quallty] ([Image Place originals then press Start key.
Quality]).

Density 4 Text + Phntn
——

Off
Exposure Orig.Image i
Mode I“ uali ) EcoPrint 'l

2  Select the Image Quality mode from R i
[Text+Photo], [Photo] and [Text]. Ready to Job buid,

Text+Photo:Set this mode to copy g

with mixed text and photo.
Photo: For copying photo and picturg
Text: For copying text pages

3  Press[Close].

EcoPrint

To economize toner, specify EcoPrint as follows.

1 Press [Quality]. On the next screen, Ready to Job build.

Place originals then press Start key.

press [EcoPrint].

NOTE: The setting for EcoPrint applies Density 4 Text + Photo o
to all other steps. Simply complete this Exposure Orig.Image ( EcoPrint
setting once as an initial step. [M'E ﬂ [‘(M"W '! )

2 Press [On] to activate EcoPrint. to Job build.

5 then press Start key.

oPrint
It is possible to reduce
toner consumption.

[ image is light.

oPrint mode saves toner.
putput will be lighter.

3  Press[Close].
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Border Erase

Prevents the appearance of shadows from around the edges of originals.

1 Press [Edit]. On the next screen, press R .
eady to J Id.
[Border Erase] ([Erase Mode]). Placeaogginalsoﬂ'lenop!:r)es? y':.—!rfll(ey.

OFF q
Border Repeat
Erase Orlg Slze
NuIre None Tray A ]

Margin/ Select of
Centering I! [PEQE# !! [Ou&put

| Basic i uali

1 sided copy-Left
Finished page #: 1]

2 Press [Sheet Erase] ([Border Erase]) or .
[Individual BordrErase] ([Individual [¥] Ready to Job buid.

Erase Mode]) and specify the border
width to erase. Refer to Border Erase on
page 71-21 for details.

Place originals then press Start key.

Erase the border shadow of original.
.
C Sheet Individual

BordrErase

3 Press [Close].

Original Size

Specify the original size as follows.

1 Press [Edit]. On the next screen, press
[Select Orig.Size] ([Select Size Orig.]).

Ready to Job build.

Place originals then press Start key.

Aiito i
None NOIE Tray A 1 Finished page #:
i lect of
TR R |
2  Select the original size. Refer to Original Read P

Size on page 1-3 for details. Place ori |na|slhen press Start key.

8>x14" 8Vx1312"

S5Y8Y2" 8Vx13"

Input size [ 8¥ax11" 8Y512" M O

gg"r%.sue I 118%2" 11x15" MoA "

3  Press[Close].
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Repeat Copy

Specify Repeat Copy as follows. Use Repeat Copy to enable the production of additional copies as
needed after a copy job is completed.

Press [Edit]. On the next screen, press
[Repeat Copy].

Ready to Job build.

Place originals then press Start key

NOTE: The Repeat Copy setting off Auto off
applies to all other steps. Simply ey g B & )
complete this setting once as an initial - P ad Bk i
step. EE I )

Basic j Quality f |_EdJ.'r_§

Press [On] to activate Repeat Copy.
Refer to Repeat Copy on page 1-42 for
details.

Ready to Job build.

Place originals then press Start key.

Repeat copy allows sets to be sav|
to the HDD.

Using Repeat Copy function,

jobs can be recalled and output.
Individual passwords can be set.

Press [Close].

Margin Mode and Centering Originals

Specify the Margin mode and centering of originals as follows.

Press [Edit]. On the next screen, press
[Margin/Centering] ([Margin/Imag.Shift]).

Ready to Job build.

@ Place originals then press Start key.

NOTE: The Margin mode and off Auto off ;
centering settings apply to all other Border g sclect .! Iggeat .!
steps. Simply complete this setting -~ ,'“one iray renl jadeg oot i
once as an initial step. ( roin ) | i
P [gsn?eri/ng g) [ Page # b! gﬂéﬁt[)f l!
Basic Quality ? B

Press [Margin] or [Auto Center] ([Image
shift]). For details, refer to Margin Mode
on page 1-18 or Centering Originals on
page 1-20.

Ready to Job build.

Reposition image to left/right or
top/bottom, and also center image
on paper.

Press [Close].
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Page Numbering

Specify page numbering in the sequence of originals as follows.

Press [Edit]. On the next screen, press
[Page #] ([Page numbering]).

NOTE: The page numbering setting
applies to all other steps. Simply
complete this setting once as an initial
step.

For instructions on page numbering,

refer to Page Numbering on page 1-25.

Ready to Job build.

@ Place originals then press Start key.

off Auto off

Border Select. Repeat
Erase Orig.Size Copy

1 sided copy-Left

None Slono Tray A Finished page #:

Margin/ Select of
Cengering J(Page # g) Output b! ]

Page # can be added on bottom ¢

Press [Close] to return to the screen of step 1.

Output Destination

Specify the optional document finisher or multi-job tray as the output destination as follows.

Press [Edit]. On the next screen, press
[Select of Output].

NOTE: The option to select the output
destination is displayed only if the
copier is equipped with the optional
document finisher or multi-job tray.

The output destination setting applies
to all other steps. Simply complete this
setting once as an initial step.

Specify the output destination. Refer to
Output Destination on page 1-49 for
details.

Press [Close].

Ready to Job build.

off Auto off

Border Select Repeat
Erase Orig.Size Copy

None None ME-TAL]

Margin/ Select of
Centering l! [Page# é [Output

—

| Basic i Quality i_Ed.II_

Ready to Job build.
Pl iginals ther Start ke

Select proper output tray to avoid
mixing jobs.

You can confirm output tray with o
management.
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2 Document and Output Management Functions

This chapter explains the functions used for managing original documents as well as jobs during
and after copying.

¢ Document Management Functions...2-2

*  Output Management Functions...2-16
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Document Management Functions

Overview of Document Management Functions

Form Box

2-2

Document management functions enable you to store documents (i.e., scanned images of originals)
on the copier’s hard disk for printing later.

Documents are assigned to different ‘boxes’, the document storage areas, depending on the
functions to be used. Stored documents are accessible from the boxes where they are kept until
deleted.

The following boxes are available.

Box Description Reference
Page
Form Box For storage of forms used for form overlay (refer to 2-2
page 7-30).
Shared Data Box For storage of documents consisting of scanned originals. 2-4
These documents can be printed in the desired quantity as
needed.
Synergy Print Box For storage of documents consisting of scanned originals. 2-8
Up to ten of these documents can be combined into a single
copy job for printing.

Register and store forms used for form overlay (refer to page 7-30) in the Form Box.
Registering Forms

Scan originals as forms to register in the Form Box.

Place the originals to register as forms and press the Document Management key.

Press [Form Reg.] ([Form Registr.]).

08/08/'04 05:34

(a@is
Document Document Document
Printing Input Printing

Box
Editing 2

Press [Change Name] and enter the
form name.

Original
8ax11"
08/0i

Ready to register form(s).

Place originals then press Start key.

For instructions on entering characters,

refer to Entering Characters When Using Form box Auto
Document Management Functions on ::nr;;:s
page 3-58. Auto size 100%

Select Reduce
Regi. Size /Enlarge

Basic

If you prefer not to name the form, go to
the next step.




Document and Output Management Functions

Complete the scanning settings required for the original.

The following functions are available.

Tab Functions

Basic Selection of original sizes, selection of document sizes, zooming, and original
orientation

Quality Exposure level and original quality

Edit Border erase

Press the Start key to start scanning the original. When scanning is complete, the touch panel will
return to the Document Management screen. To register another form, switch the original and
repeat steps 2 to 5.

Reviewing and Renaming Forms

Check the size, registering date and other information on stored forms, and rename forms. You can
also print forms to check them.

Press the Document Management key.

Under Form Box, press [Box Editing].

Synergy Print Box

(ala@
(a@ags
Document Document Document
Printing J [ Input |! Printing g [Reg.

Box Box
Editing | A |Editing

Select the form to be checked and press

[Document Properties] ([Check/Rev.

Details]). Form [Avw ][O )]
8/z><11 08/08/04 (Domment D

NOTE: You can change the sort order Z::ZZ? Z‘Zi zzzzzz : ] [Pm&/

of the forms. Press [Order of indication]

and choose from [Sort by Date] ([New IV Down I [De'ete I

- Old] and [Old = New]) or [Sort by 001/003

Name] ([A - Z] and [Z - A]) Document Management - Form box

Check the displayed selection.

To print the form, press [Print Form]. T 5 Dot
To rename the form, press [Change form bser name e romoos
name] and enter the new form name. Size 81" formhame
Orig. Set Direction Rear

. . . Input Source Copy

For instructions on entering characters, Resolution 1200dpi
i H Registration Date 08/08/'04 02:29 "
refer to Entering Characters When Using print I
Document Management Functions on
Document Management - Formbox - BoxEditing

page 3-58.

After reviewing the form, press [Close]. The touch panel will return to the screen in step 3. To check
other forms, repeat steps 3 to 5.

Press [Close]. The touch panel will return to the Document Management screen.
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Deleting Forms

Delete unnecessary forms.
1 Press the Document Management key.

2 Under the Form Box, press [Box

Editing].
Synergy Print Box Form box
(i@
Document '! Document g Document J [Form
Printing Input Printing Reg. ¥

Box Box
Editing A \ Editing |l

3 Select the form to delete and press

[Delete].
: ” ey
81/2x11 08/08/04
NOTE: You can change the sort order : Formoo2 Spll"  08/08/04 A ] [Eomn&ent
of the forms. Press [Order of indication]  Formool et 08/08/04 v ropaties
and choose from [Sort by Date] ((New | |
- 0Old] and [Old = New]) or [Sort by ¥ oo | (De'ete
Name] ([A = Z] and [Z - A)). 0017003
Document Management - Form box

4 Press [Yes].

To delete other forms, repeat steps 3
and 4.

Form Name _ Form003

This form will be deleted. Do you really want to delete it?

~

G—) =

5 Press [Close]. The touch panel will return to the Document Management screen.

Shared Data Box

Register originals as documents in the Shared Data Box to print them later in the desired quantity as
needed without the originals themselves. It is particularly convenient to register frequently used
documents.

Registering Documents

Register documents in the Shared Data Box as follows. The box can hold up to 100 documents.
1 Place the originals to be registered as documents and press the Document Management key.

2 Under Shared Data Box, press :
[Document Input] ([Document Registr.]). Select function.

ocument Management

Shared Data Box

e fapais
Document Document Document Document Form
Input Printing Input Printing Reg.
Box Box Box
Editing Editing 4 Editing ;
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Press [Change Name] and enter the
document name.

Original
8Yax11"
08/0:

Ready to register document(s).

Place originals then press Start key.

Shared Data Box

For instructions on entering characters,
refer to Entering Characters When Using
Document Management Functions on

1 sided

) )

Documents Select

Orig.Size
Doc001
page 3-58. Auto size 100%
Select .! I Reduce .! [
If you prefer not to name the document, Regi. Size [Enlarge

go to the next step.

Complete the scanning settings required for the original.

The following functions are available.

Tab Functions

Basic Selection of original sizes, selection of document sizes, selection of original
types, zooming, and original orientation

Quality Exposure level and original quality

Edit Border erase, batch scanning

Press the Start key to start scanning the original. When scanning is complete, the touch panel will
return to the Document Management screen. To register other documents, switch the original and
repeat steps 2 to 5.

Printing Documents
Print documents stored in the Shared Data Box as follows.
Press the Document Management key.

Under Shared Data Box, press
[Document Printing].

Select function.

Select the document to be printed and
press [Finish selecting].

Document Data Box I A Up I i(?]lggﬁcgn .!
NOTE: You can change the document A | | [Cowument
sort order. Press [Order of indication] gzzzzi zzzg:zz v ) LR
and choose from [Sort by Date] ([New
- Old] and [Old — New]) o [Sort by

Name] (JA = Z] and [Z = A]).

To verify the content of selected
documents, press [Document
Properties] ([Check/Rev. Details]).
Refer to Reviewing and Renaming
Documents on page 2-6.

Shared Data Box Synergy Print Box Form box
GGE
afzzs YA K’.

Document (
Input

Document
Prlr\tlng

Document
Input

Document
Prlnting

) |

)

Box
Editing

Box
Editing

Box
Editing =

0014003

Document Management -

Shared Data Box
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4

2-6

Complete the function settings as required.

The following functions are available.

Tab Functions

Basic Paper selection, sort/offset, duplexing, and stapling or hole punching

Edit Image compositing, margins, covers, page numbering, booklets, and output
destination

To select other documents, press [Select document].

Use the numeric keys to enter the copy quantity.

Press the Start key to start printing.

Reviewing and Renaming Documents

Check the size, registered date and other information on documents stored in the Shared Data Box,
and rename documents. You can also print the first page of documents for review.

Press the Document Management key.

Under Shared Data Box, press
[Document Printing] or [Box Editing].

Select the document to be checked and
press [Document Properties]
([Check/Rev. Details]).

NOTE: You can change the document
sort order. Press [Order of indication]
and choose from [Sort by Date] ([New
- Old] and [Old = New]) or [Sort by
Name] ([A = Z] and [Z - A)).

Select function.

Shared Data Box

: :Q YO fagaia
Document Document Document Document Form
Input Printing Input Printing Reg.
Box Box Box
Editing Editing Editing |

Synergy Print Box

Document Data Box I A Up l Ocjder of .!
indicati

300003 108/08/04 oo
QDoc002 308/08/04 A ] ‘ [ pooent D
[ADoc001 2 08/08/'04 v ;

I W Down l [ Delete l

not/003
Document Management - Shared Data Box

Check the displayed selection.

To print the first page, press [Print from
1st] ([Head Print]).

To rename the document, press
[Change doc. name] and enter the new
document name.

For instructions on entering characters,
refer to Entering Characters When Using
Document Management Functions on
page 3-58.

Item Details

User name --------

Document Name Doc003

Registration Size 8Yax11" doc.name |

Orig. Set Direction Rear

page # 1

Input Source Copy

Resolution 1200dpi Print

Registration Date 08/08/'04 05:41 from 1st I
Document Management - Shared Data Box - BoxEditing

After reviewing the document, press [Close]. The touch panel will return to the screen from step 3.
To check other documents, repeat steps 3 to 5.

Press [Cancel] or [Close]. The touch panel will return to the Document Management screen.



Document and Output Management Functions

Deleting Documents

Delete unnecessary documents in the Shared Data Box.
Press the Document Management key.

Under Shared Data Box, press [Box
Editing].

Select function.

Shared Data Box

Synergy Print Box

CRiaE
adzaz Fa@sfs
Document Document Document Document Form
[Input 4 Printing J [ Input p! Printing g Reg, J

Box Box Box
Editing Editing i Editing =

Select the document to delete and press
[Delete].

Document Data Box A Up Order of
TJDoc003 108/08/04 l I indication '!
NOTE: You can change the document QD002 308/08/04 A ] [Eomn&ent
. . . ropaties
sort order. Press [Order of indication] [Docoot 208/08/04 v 1 2

and choose from [Sort by Date] ([New

- Old] and [Old - New]) or [Sort by Yoon | ( pelete
Name] ([A = Z] and [Z - A]). 0017003

Document Management - Shared Data Box

Press [Yes].

To delete other documents, repeat steps
3 and 4.

DocumentName: Doc003

This document(s) will be deleted. Do you want to delete it?

o=

Press [Close]. The touch panel will return to the Document Management screen.
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Synergy Print Box

2-8

Register originals as documents in the Synergy Print Box to print later in the desired quantity as
needed without the originals themselves. Up to ten of these documents can be combined into a
single copy job for printing. You can also print out all documents in the Synergy Print Box as a single
job. If the copier is equipped with the optional printer kit, you can also register printing data in the
Synergy Print Box. For further details, refer to the Operation Guides of the printer.

The Synergy Print Box holds 100 individual boxes (numbered 001 to 100). The boxes can be
assigned to each department. The documents registered to each box can be used as shared
documents among departments.

Registering Documents
Register documents in the Synergy Print Box as follows.
Place the originals to register as documents and press the Document Management key.

Under Synergy Print Box, press .
[Document Input] ([Document Registr.]). Select function

Shared Data Box Synergy Print Box
RGRE
e'n o &L gL gL
- .- e
Document Document Document Document Form
Input Printing Input Printing Reg.

Box Box Box
Editing | Editing Editing |

Select the destination box. To enter the
box number, press the key for the box,

Select box No.

or use the numeric keys followed by [o1 08 i e
pressing [Enter]. (002 [TE IE 17
(002 103 e 113
(004 003 014 013
008 110 015 020
v (LY A ]
Document Management -  Synergy Print Box

Press [Change Name] and enter the Ready to register document(s). orignal
document name. Place originals then press Start key. 08/0!
For instructions on entering characters,
refer to Entering Characters When Using Auto 1 sided
B Documents 1qi

Document Management Functions on R [, ) [Guara ]
page 3-58. Auto size 100%

Select .! [Reduoe .! [
If you prefer not to name the document, Regi; Size [Enlarge
go to the next step. I

Complete the scanning settings required for the original.

The following functions are available.

Tab Functions

Basic Selection of original sizes, selection of document sizes, selection of original
types, zooming and original orientation

Quality Exposure level and original quality

Edit Border erase and batch scanning

Press the Start key to start scanning the original. When scanning is complete, the touch panel will
return to the Document Management screen. To register other documents, repeat steps 2 to 6.
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Combining and Printing Documents

Combine and print documents stored in the Synergy Print Box as follows. You can combine up to 10
documents for printing as a single copy job.

Press the Document Management key.

Under Synergy Print Box, press
[Document Printing].

Select function

Shared Data Box Synergy Print Box Form box

a8

rYoeyy fafafs

Document Document Document Document !

Input Printing Input Prlntlng

Box Box Box
Editing ; Editing Editing

Select the box where the documents for
printing are stored. To enter the box

Select box No.

number, press the key for the box, or X e Yy T
use the numeric keys followed by (002 107 012 017
pressing [Enter]. [o03 a0g n1g e
[o04 009 014 018
[o05 ni0 115 020
vs (X 1L A )
Document Management - Synergy Print Box

If a password has been set up for the
box, a screen for password entry will be
displayed. Use the numeric keys to enter
the password and press [Enter].

Stop '

NOTE: For instructions on setting up =
passwords, refer to Specifying Box E.
Passwords on page 2-14. Enter

Select the documents to print in the
desired order and press [Finish

Document Printing

selecting]. You can choose up to 10 001 Select [ I AU I Order of .!
documents. (I Doc005 1 SUN 05:46
[@ Doc004 1 SUN 05:46 A ; Eroooﬁlarrt}%r;t
If you select a document that was [ Doc003 1SUN 05:46 v ]
registered from a computer, press [W/ 0 Doco02 1SUN 05:46 IV I ISelw{ I
. . D

current setting] ([Current setting]) or [W/ b Gance
changed setting] ([Changed setting]). 005 /005

Document Management - Synergy Print Box

NOTE: You can change the document sort order. Press [Order of indication] and choose from [Sort
by Date] ([New — Old] and [Old = New]) or [Sort by Name] ([A = Z] and [Z - A)).

Documents registered from scanned originals are indicated by |] before the document name and
documents registered from a computer are indicated by & before the document name.

To verify the content of selected documents, press [Document Propaties] ([Check/Rev. Details]).
Refer to Reviewing and Renaming Documents on page 2-6.

When selecting multiple documents, choose documents that are all the same size. An error will
occur if you select documents of different sizes.
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2-10

5

Complete the function settings as required.

The following functions are available.

Tab Functions

Basic Paper selection, sort/offset, duplexing, and stapling or hole punching

Edit Image compositing, margins, covers, page numbering, booklets, and output
destination

If you select documents that were registered from a computer and choose [W/ current setting]
([Current setting]), only the settings for paper selection and sort/offset will be available.

To select other documents, press [Select document].
Use the numeric keys to enter the copy quantity.

Press the Start key to start printing.

Batch Printing of Documents

All documents stored in the Synergy Print Box can be printed as a single job using the following
procedure.

Press the Document Management key.

Under Synergy Print Box, press :
[Document Printing]. Select function

ata Box 0X

ynergy

Gas
sisas (afafa

nt Do it Doc! nt nt
Car= ) () (e )G ) )
E ) (B B )
Editing . Editing Editing

Select the source box. To enter the box
number, press the key for the box, or

. Select box No.

use the numeric keys followed by [o1 P, i I

pressing [Enter]. 002 107 e 017
[o03 108 013 I
[004 103 014 013
005 010 015 020

vs LY JL A ]

Document Management -  Synergy Print Box

If a password has been set up for the
box, a screen for password entry will be
displayed. Use the numeric keys to enter
the password and press [Enter].

Stop

NOTE: For instructions on setting up (Cer ]
passwords, refer to Specifying Box = ]
Passwords on page 2-14. Enter
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4

Press [Print once all data] to start
printing.

_seex o) [Avw |G (HEee )
1 SUN 05:46 A .j Eroo%aﬂ%gt
1 SUN 05:46
1 SUN 05:46 L.......!.......j Sale
(oo | ] a—
005/005
lement - Synergy Print Box

Reviewing and Renaming Documents

Check the size, registering date and other information on documents stored in the Synergy Print
Box, and rename documents. You can also print the first page of documents for review.

Press the Document Management key.

Under Synergy Print Box, press
[Document Printing] or [Box Editing].

Select the box to be checked. To enter
the box number, press the key for the
box, or use the numeric keys followed by
pressing [Enter].

If a password has been set up for the
box, a screen for password entry will be
displayed. Use the numeric keys to enter
the password and press [Enter].

NOTE: For instructions on setting up
passwords, refer to Specifying Box
Passwords on page 2-14.

Select function

Document Management

Select box No.

Shared Data Box Synergy Print Box Form box
(22  ——
Document Document Document Document : [Form
Input Printing Input ¥ Printing : |Reg.
Box Box Box
Editing : Editing ¥ Editing
et

[o01 00§

011

0186

[o02 107

012

017

(003 008

013

018

[004 109

014

014

[005 010

015

oz

vs LY 1A ]

Document Management

- Synergy Print Box

Select the document to be checked and
press [Document Properties]
([Check/Rev. Details]).

NOTE: You can change the document
sort order. Press [Order of indication]
and choose from [Sort by Date] ([New
- 0Old] and [Old = New]) or [Sort by
Name] ([A = Z] and [Z - A]).

001/005

o Order of
[ A up l [indication
L Doc005 T SUN 05:46 )
[J Doc0o4 1 SUN 05:46 A ] ( ErOOCplgHee:t .!
[ Doco03 1 SUN 05:46 vy i \
[ Doco02 1 SUN 05:46
[ Docoo1 1 SUN 05:45 [ W Down 1 [ Delete I

Document Management

- Synergy Print Box
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5

Check the displayed selection.

To print the f|r§t page, press [Print from o= o
1st] ([Head Print]). U mame -
Document Name Doc001
X . ) " Change
To rename the document, press Registration Size 8Vad1 '
Orig. Set Direction Rear
[Change doc. name] and enter the new page # 1
document name. ropuLsource P —
) . ) Registration Date 08/08/'04 05:45 AL I
For instructions on entering characters, : -
refer to Entering Characters When Using Document Management - Synergy PrintBox -  BoxEditing

Document Management Functions on
page 3-58.

After reviewing the document, press [Close]. The touch panel will return to the screen from step 4.
To check other documents, repeat steps 4 to 6.

Press [Cancel] or [End]. The touch panel will return to the Document Management screen.

Deleting Documents

Delete unnecessary documents from the Synergy Print Box.

Press the Document Management key.

Under Synergy Print Box, press [Box -
Editing]. Select function.

aszz2 fagais
Document Document Document Document Form
Input Printing Input Printing Reg.

Box ( Box Box
Editing = Editing := Editing H
e

Select the box where the documents to
be deleted are stored. To enter the box

number, press the key for the box, or [o07 . 08 I e
use the numeric keys followed by (002 007 212 017
pressing [Enter]. [o03 108 013 e
[004 103 014 013
005 010 015 020
ve LY )L A ]
Document Management -  Synergy Print Box

If a password has been set up for the
box, a screen for password entry will be
displayed. Use the numeric keys to enter
the password and press [Enter].

Stop

NOTE: For instructions on setting up (Cer 1
passwords, refer to Specifying Box EE.
Passwords on page 2-14. Enter




Document and Output Management Functions

Select the document to delete and press
[Delete].

D1 Avw s )
NOTE: You can change the document A ] [Document .!
sort order. Press [Order of indication] DD;XB | ON 056 v Aot
and choose from [Sort by Date] ([New [ Docoo2 1 SUN 05:46
- Old] and [Old = New]) or [Sort by 0 Docoot 1 SUN 05:45 [V Down 1 ( Deete l)
Name] ([A - Z] and [Z - A]). 001005 A
Document Management - Synergy Print Box

Press [Yes].

To delete other documents, repeat steps
4 and 5.

Document Name: Doc001

This document(s) will be deleted. Do you want to delete it?

) =

Press [End]. The touch panel will return to the Document Management screen.

Deleting All Documents

Delete all documents in selected Synergy Print boxes simultaneously.

Press the Document Management key.

Under Synergy Print Box, press [Box
Editing].

Shared Data Box

s fala@E @
afzss f2eafa
Document Document Document Document Form
Input Printing Input Printing Reg.
Box Box Box
Editing 2 Editing : Editing -
]

Select the box where all documents to
be deleted are stored. To enter the box

number, press the key for the box, or 07 e P T PP
use the numeric keys followed by (002 T u12 017
pressing [Enter]. [o03 008 013 018
[o04 003 014 013
[o05 110 115 020
vs LY 1L A ]
Document Management - Synergy Print Box

If a password has been set up for the
box, a screen for password entry will be
displayed. Use the numeric keys to enter
the password and press [Enter].

Stop {

NOTE: For instructions on setting up =
passwords, refer to Specifying Box .
Passwords on page 2-74. Enter

2-13



Document and Output Management Functions

2-14

4

5

Press [Delete all Data/Box] ([Delete all
box data)).

Press [Yes].

Aw ) CEr (= )

= isovosa ] ¢

1 SUN 05:46 A ; Er%cpg?gt .! | ansxsmrd ]

1 SUN 05:46 v i

1 SUN 05:46

1 SUN 05:45 [V Down ] [Delete 1

001/005

Iment - Synergy Print Box

Document Number: &

All data in the box will be deleted. Do you want to delete?

Are you sure?

[ Yes

D E

Press [End]. The touch panel will return to the Document Management screen.

Specifying Box Passwords

Specify passwords to maintain the confidentiality of documents stored in the Synergy Print Box. The
passwords must be entered to review, print, or delete the documents.

Press the Document Management key.

Under Synergy Print Box, press [Box
Editing].

Select the box to be given a password.
To enter the box number, press the key
for the box, or use the numeric keys
followed by pressing [Enter].

If a password has been set up for the
box, a screen for password entry will be
displayed. Use the numeric keys to enter
the password and press [Enter].

Select function.

Printing Input

Document Document Document
Input

Document
Printing

Form
Reg.

Box
Editing =

Select box No.

( Box
Editing i
e

Box
Editing =

001

06

o

01

[002

n?

0z

07

[o03

nog

a1a

01

[004

noa

014

01

005

o1

015

020

vs LY A ]

Document Management - Synergy Print Box

Stop

Enter
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4

Press [Box Password].

Use the numeric keys to enter the new
password and press [Enter].

NOTE: The password can be from 1 to
8 digits long.

If you prefer not to specify a password,
press [Clear], and, without having
entered any password, press [Enter].

| AU Order of Delete al
S VT - e :Da“’“*
. ; Document Box

1 SUN 05:46 A [ Propaties l! Password ¥/

1 SUN 05:46 v ]

1 SUN 05:46

1 SUN 05:45 [v Down 1 [ Delete I

00171005

ment - Synergy Print Box !

Enter

Press [End]. The touch panel will return to the Document Management screen.
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Output Management Functions

Overview of Output Management Functions

2-16

Output management functions enable you to manage multiple copy jobs in job queue. You can
manage both queued and finished jobs. You can manage print jobs sent from computers using
optional printer functions in the same manner as copy jobs.

Output management functions are convenient in the following situations.

Purpose

Method

You want to know the order in which a job
will be completed when the job is queued.

You can check the status of currently queued jobs on
the [Prt Status] ([Prnt Status]) screen. The jobs will be
completed in the order listed, from the top down,
enabling you to check the order of your job.

You want to know whether a job has been
completed when the job is queued.

You can check the status of completed or canceled jobs
on the [Job History] screen. If the job is not listed on the
[Job History] screen, check the [Prt Status] ([Prnt
Status]) screen. Jobs on the [Prt Status] ([Prnt Status])
screen have not yet been completed.

You want to know the status of jobs sent
from a computer using the copier’s printer
functions.

You can check the status of these jobs just as you would
copy jobs, on the [Prt Status] ([Prnt Status]) screen.
Completed or canceled jobs are listed on the [Job
History] screen. (In the list, copy jobs are indicated by
[, print jobs by &.)

You want to check the content of queued
copy or print jobs.

Access the [Prt Status] ([Prnt Status]) screen to check
the job type, user name, number of original pages, copy
quantity, date and time sent, and status. If you need
more detailed information, select a job and press
[Document Properties] ([Check/Rev. Details]) to display
the job name, output paper size and output destination
(if a destination was specified).

You want to know where finished copy or
print jobs have been sent when using the
document finisher or multi-job tray.

Select the job on the [Job History] screen and press
[Check Details] to check where the finished job was
sent. (It will be displayed in the Output column.)

You want to print a queued copy or print
job immediately.

On the [Prt Status] ([Prnt Status]) screen, select the
high-priority job and press [Move Ahead] ([Move up]).
This will move the job to a higher position in the output
queue. You can also press [Interrupt Print] to pause the
job in progress and print the selected job first.

You want to cancel a queued copy or print
job.

On the [Prt Status] ([Prnt Status]) screen, select the job
and press [Cancel/Delete] to cancel the job.
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Using Output Management Functions

Manage jobs using output management functions from the [Prt Status] ([Prnt Status]) and [Job
History] screens.

Press the Print Management key to
display the [Prt Status] ([Prnt Status])
screen.

To display the [Job History] screen,
press [Job History] below the [Prt Status]
([Prnt Status]) tab.

Move Move Interrupt Cancel/ Document
Ahead Behind Print Delete Properties !’

__PrtStatus __ Job History |

[Prt Status] ([Prnt Status]) Screen

The screen shows queued jobs and the current output status.

—————————————— 50 03/ 09:16 Printing

1 R 1 5 0808 0916 Waiting A 1 | 7
LY 3
2 ["Move I Move I Interrupt I Cancel/ I Document J
| Ahead Behind Print Delete Properties
| presas _f [ —Job History | £ DES0E 0017

9 3 4 5 6

1 Job List: Provides job information. The job currently in progress is listed on top, with
subsequent jobs listed below in the order they will be finished. In the list, copy jobs are
designated by |] and print jobs by .

2 [Move Ahead] ([Move up]): Moves the selected job order higher in the queue so it will be
delivered sooner. You can move jobs up to the second position.

3 [Move Behind] ([Move down]): Moves the selected job order lower in the queue so it will be
delivered later.

4 [Interrupt Print]: Pauses the job in progress and starts printing the selected job, which is then
moved to the top of the list.

5 [Cancel/Delete]: Removes the selected job from the list.
6 [Document Properties]

([Check/Rev. Details]): Displays
the Check/Correct Details Iem ; Details
(Check/Revise Details) screen. ;’;grn;;“;e o
From this screen, you can check Orig. Page 1
the content of the selected job, Print size 8vax1"
: : Input Source Copy
change the print quantity, and so Rowistration Date 0808 0920 —
on. Output Left Tray Preset E
Job 13

[A] and [¥]: Used when selecting jobs.

[End]: Exits the output management functions. Pressing this key displays the [Basic] screen or
shows the current progress.

9 [Job History]: Switches to the [Job History] screen.
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[Job History] Screen

The screen lists completed and/or canceled jobs.

Job User Set | Registration Res.
FR T —— 50 08/08 09:16 Stop
1 P 5 08/08 0816 End A 3 3
5@ e 1 06/6 09:07 End Ly 3 |
i D — 04/ ]

Check
Details

Job History  §

0808 09:24

2

1 Job List: Provides completed job information. The most recent job is listed at the very top of
the list. The older job is low on the list. In the list, D indicates copy jobs and [ indicates print

jobs.

NOTE: Jobs of which are canceled while copy operations are still in progress will not be displayed.

2 [Check Details]: Displays the

Check Details screen. From this
screen, you can check the content Item Details
of the selected job. User name o
Job name
Orig. Page 1
Set 1
Printsize 8Yx11"
Input Source Copy
Registration Date 0a/o08 09.07
Output Left Tray
Job 4

3 [A]and[V¥]: Used to select jobs.
[End]: Exits from the output management functions. The touch panel will return to the [Basic].
5 [Prt Status] ([Prnt Status]): Switches to the [Prt Status] ([Prnt Status]) screen.
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3 System Settings

This chapter covers how to configure various settings of the copier using the menus on the
operation panel. The main configurable settings are as follows.
»  Default Settings for Copying...3-2

*  Common Default Settings...3-20

*  Weekly Timer...3-36

»  Configuring MP Tray...3-39

* Registering Non-standard Sizes for Originals...3-40

»  Setting Document Management Defaults...3-42

¢ Hard Disk Management...3-49

*  Printing Reports...3-50

*  Checking Total Copy Count...3-53

* Refreshing the Drum...3-54

*  Entering Characters on Touch Panel...3-55
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Default Settings

This section explains how to change default settings which are applied when the copier is powered
up or the Reset key is pressed. You can customize the initial state of the copier to meet your needs.

This section has two subsections of Default Settings for Copying and Common Default Settings.

Default Settings for Copying

The following settings are configured for changing the default for copying.

*  Exposure Mode...3-3

»  Exposure Steps...3-4

»  Original Image Quality...3-5

* EcoPrint...3-5

* Adjusting Background Intensity...3-6

* Adjusting Thin Lines...3-6

»  Correcting Fine Black Line...3-7

»  Selecting Paper...3-7

+  Selecting Copy Paper for Zooming...3-8

» Selecting Paper Types for Automatic Paper Selection...3-8
»  Selecting Default Cassette...3-9

»  Specifying Cassette for Cover Paper...3-9

*  Automatic Zoom...3-10

*  Adjusting Auto Exposure...3-11

* Adjusting Automatic Exposure for Scanning Text Documents...3-11
* Adjusting Manual Exposure: Text+Photo Mode...3-12
*  Adjusting Manual Exposure: Text Mode...3-12

*  Adjusting Manual Exposure: Photo Mode...3-13

»  Selecting Default Zoom...3-13

»  Selecting Sorting and Offsetting Output...3-14

»  Selecting Auto Rotation...3-14

»  Default Margin...3-15

+ Erasing Borders...3-15

»  Selecting Maximum Number of Copies...3-16

+ Enabling Repeat Copy...3-16

+ Enabling Job History Display...3-17

+ Enabling [Shortcut] ([Register]) Key...3-18

»  Customizing Basic Functions Screen...3-18

»  Customizing Additional Functions Screen...3-19
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Accessing the Copy Default Screen

Follow the steps as below to begin changing the default settings.
Press the System Menu/Counter key.

Press [Copy Default].

System Menu / Counter

Copy Job
(= Brs ] |
MP tray BOX
Setting i Management by
Machine Document Register
Default Management Orig. Size Report /|

four-digit management code. By default,
the management code is 6000 for 60
cpm model and 8000 for 80 cpm model.

Zgilg;ég/-Defau/tscreen will be |:| |:| |:| |:|

NOTE: For security, it is recommended to change the four-digit management code to any
combination of four digits. Refer to Changing Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for 60 cpm model and 80008000 for 80 cpm model.

Proceed to the following sections to customize individual settings.

Exposure Mode

Exposure mode changes the default for how the copier adjust how dark or light copying is made.
Choose [Auto] or [Manual] as the default. Selecting [Auto] lets the copier to optimize the exposure
depending on the original document. Selecting [Manual] allows manual adjustment of exposure
using the touch panel slider.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Exposure

Mode and press [Change #]. System Menu / Counter

Default menu Setting mode
Exposure Mode Manual m
Exposure Steps 1 step
Original Image Quality Text + Photo m
EcoPrint Off
Background exp. adj. Standard Change # !
System Menu
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3

4

3-4

Select [Manual] or [Auto].

Select default mode of copy exposure, auto or manual.

Manual

Auto

System Menu - Copy Default

Press [Close] to finalize the setting or [Back] to cancel the setting. The touch panel will return to the
Copy Default screen.

Exposure Steps

You can change the number of intermediate steps for manual adjustment of exposure. Selecting
[1 step] provides 7 steps of slider positions. Selecting [0.5 step] provides 13 steps of slider position
for finer adjustment of exposure.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Exposure
Steps and press [Change #].

System Menu / Counter

Default menu i
Exposure Mode Manual

Setting mode

a4 ]

Exposure Steps 1 step

Original Image Quality Text + Photo m
EcoPrint Off 3
Badkground exp. adj. Standard Change #

System Menu

Select [1 step] or [0.5 step].

Select step of copy exposure.

| 1 step

0.5 step

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Original Image Quality

Original image quality optimizes the copied image depending on the content of the original
document - whether it contains mostly text, photo image or both. Specify the default original quality
as follows.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Original Image

Quality and press [Change #]. System Menu / Counter

Default menu Setting mode m
Exposure Mode Manual
Exposure Steps 1 step : l
Original Image Quali Text + Photo
EcoPrint Off
Background exp. adj. Standard Change #
System Menu

Select [Text+Photo], [Text], or [Photo].

Select default mode of original image quality.

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

EcoPrint

EcoPrint enables you to reduce the amount of toner consumed on the page saving the copying cost.
Choose whether to select EcoPrint on or off.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select EcoPrint and
press [Change #].

System Menu / Counter

Default menu Setting mode
Exposure Mode Manual m
Exposure Steps 1 step
Original Image Quality Text + Photo m
EcoPrint Off
Background exp. adj. Standard Change # !
System Menu

Select [On] or [Off].

Select default EcoPrint.

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Adjusting Background Intensity

If the background on copies appears too dark, you can lighten it.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Background
exp. adj and press [Change #].

System Menu / Counter

Default menu Setting mode

Exposure Mode Manual m
Exposure Steps 1 step

Original Image Quality Text + Photo m
EcoPrint Off —

[ Backgroundop.ad, _____ Swndard KNSl )
A N
System Menu

Press [Lighter] or [Darker] to adjust the
intensity.

Able to adjust exposure of paper background.

Lighter Darker]
- (oo

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Adjusting Thin Lines

Depending on the using environment, paper or original, drag marks may appear around horizontal
thin lines in some cases. To eliminate these marks, use the [Thinner] setting in this option.

NOTE: Copies are somewhat lighter in this mode.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Thin Line
adjustment and press [Change #].

System Menu / Counter

Default menu Setting mode m
Exposure Steps 1 step
Original Image Quality Text + Photo
Badkground exp. adj. Standard
Thin Line adjustment 4 | Change # M
System Menu

Press [Thinner] or [Thicker] to adjust the
line thickness.

Make adjustments if thin |ines do not appear dearly
Images may lighten if adjusted to make lines thinner

1 2 3 4 3
K —_— .
=

System Menu - Copy Default
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Press [Close]. The touch panel will return to the Copy Default screen.

Correcting Fine Black Line

Set Fine Black Line correction to reduce the black lines (dragged stains not appearing on the
original) that may occur when copying using the document processor.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Correct. fine
black line and press [Change #].

System Menu / Counter

Default menu Setting mode E
Original Image Quality Text + Photo
EcoPrint off
Background exp. adj. Standard m
Thin Line adjustment 4
Correct. fine black line. Off Change #
System Menu

Select [Off], [On (Low)] or [On (High)].

Suppresses black streaks that may appear on images.
This may deteriorate the way fine lines are reproduced.

NOTE: When suppressing black
streaks, select [On (Low)]. Select [On
(High)] only when the black streaks are
not suppressed with the Low setting.

When fine black line correction is
enabled, the ability to reproduce fine
text characters is reduced. For normal
usage, the default setting ([Off]) is
recommended.

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Paper

Specifies whether the copy paper is automatically selected according to the size of the original
document or the copy paper in the default cassette is forcibly selected.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Select Paper
and press [Change #].

System Menu / Counter

Default menu Setting mode
EcoPrint Off m
Background exp. adj. Standard
Thin Line adjustment 4 m
Correct. fine black line. Off
Select Paper APS Change # ;]
System Menu

Choose [APS (automatic paper
selection)] or [Default drawer] ([Default
cassette]).

System Menu - Copy Default
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Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Copy Paper for Zooming

Automatically specifies the copy paper according to the selected zooming level or according to the
size of the original document.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select APS Setting
and press [Change #].

System Menu / Counter

Default menu Setting mode m
Background exp. adj. Standard
Thin Line adjustment 4
Correct. fine black line. off m
Select Paper APS 3
APS Setting Most Suitable Size Change #
System Menu

Choose [Most Suit Size] to automatically
Copy the Zoomed image OntO the target When APS is used, the paper size selection method
zoom SiZe. ChOOSG [Same as Orlg SiZe] can be chosen even if magnification is changed
to copy the zoomed image on the size
matching the size of the original.

Same as
Orig. Size

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Paper Types for Automatic Paper Selection

Specifies the type of paper when the copier automatically selects the copy paper according to the
size of the original. The type of paper can be specified from the following types of paper supported.

Plain, Transparency, Rough, Vellum, Labels, Recycled, Preprinted, Bond, Cardstock, Color
(Colour), Prepunched, Letterhead, Thick paper, Envelope, High Quality and Custom 1-8

When Plain is selected in the following example, the copier looks for the cassette or MP tray in
which the paper of the matching type (plain) and size (of the original document) is loaded and
begins copying.

NOTE: To assign paper type to the cassette according to the type of the paper loaded, refer to
Selecting Paper Type on page 3-22 for details.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Select paper
type (APS) and press [Change #].

System Menu / Counter

Default menu H Setting mode E
Thin Line adjustment 4
Correct. fine black line. Off
Select Paper APS E
APS Setting Most Suitable Size
Select paper type(APS Plain Change # 1
System Menu




System Settings

3

Press [On] and select the paper to type
for automatic paper selection. Select paper type(s) for AUto Paper Selection.

Thick

Labels Cardstock paper

i Transp- [
m ! arency Recycled Color Envelope
ﬁ i Rough Preprinted Prepunched I:

System Menu - Copy Default

High

Vellum Bond Letterhead Qualtty

Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Default Cassette

Selects the cassette (1 to 5) to be used automatically.

NOTE: The MP tray is not available for the default cassette.

[5th paper] is available when the copier is equipped with an optional side feeder.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Default drawer

(Default cassette) and press [Change #]. System Menu / Counter

Default menu Setting mode m [
Correct. fine black line. Off

Select Paper APS
APS Setting Most Suitable Size m
Select paper type(APS) Plain

Default drawer 1st paper

System Menu

.

m——
Change # ;)!

Select the cassette.

5th paper

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Specifying Cassette for Cover Paper

Specifies the cassette which is automatically selected to feed cover paper during the cover or
booklet mode is used.

NOTE: [5th paper] is available when the copier is equipped with an optional side feeder.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)
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Press [A] or [¥] to select Drawer for
cover paper (Cassette for cover paper)
and press [Change #].

System Menu / Counter

Default menu Setting mode m [
Select Paper APS
APS Setting Most Suitable Size m [
Select paper type(APS) Plain
Default drawer 1st paper ~
( crange # )

System Menu

Select the cassette to use for feeding the
cover paper. Special paper including Select drawer for Cover paper.
transparencies and thick paper must be
loaded in the MP tray.

1st paper

MP tray

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Automatic Zoom

When the sizes of the original document and the copy paper do not match, this determines whether
the original is automatically zoomed to fit onto the copy paper.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Auto %
Priority Setting and press [Change #].

System Menu / Counter

Default menu i Setting mode [I} [
APS Setting Most Suitable Size
Select paper type(APS) Plain m
Default drawer 1st paper
Drawer for cover paper Muttipurpose tray pr—
Auto % Priority Setting Off Change # ;!
System Menu

Select [Off] not to use automatic
Zooming or [On] to use aUtomatiC Select default magnification mode.
zooming.

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Adjusting Auto Exposure

Adjusting the median exposure for Auto Exposure by changing the reference exposure.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Adjust auto
exposure and press [Change #].

System Menu / Counter

Default menu Setting mode m [
Select paper type(APS) Plain

Default drawer 1st paper

Drawer for cover paper Multipurpose tray

Auto % Priority Setting Off o~

Adjust auto exposure. Standard ( Change # ;!

System Menu

Press [Lighter] if you desire to make
COpied images “g hter or [Darker] if you Adjust copy exposure default setting. (Auto)
desire to make copied images darker,
when automatic exposure is selected.

: 1 Il : 1 Il :
(] Lighter a Darker

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Adjusting Automatic Exposure for Scanning Text Documents

This menu allows the adjustment of the scanning exposure when the copier is installed with the
optional scanner. Adjust the exposure so that the best readability is obtained when the scanned
image is printed and processed with an OCR software application.

NOTE: This setting is available only if the copier is equipped with the optional scanner kit.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Adjust auto

M
exposure (OCR) and press [Change #]. System Menu / Counter

Default menu Setting mode [I} [
Default drawer

1st paper
Drawer for cover paper Multipurpose tray
Auto % Priority Setting

o ~XJ ]
Adjust auto exposure. Standard
Adjust auto exposure(OCR) Standard Change # ;!

System Menu

Press [Lighter] to make the scanned
image lighter or [Darker] to make the
scanned image darker.

— ] C
G Lighter a Darkel

System Menu - Copy Default
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Press [Close]. The touch panel will return to the Copy Default screen.

Adjusting Manual Exposure: Text+Photo Mode

Adjust the median value for the manual exposure range. This adjustment optimizes for copying
documents containing both text and photo images.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Adj. Manual
expo.(Mixed) and press [Change #].

System Menu / Counter

Default menu Setting mode m [
Default drawer 1st paper
Drawer for cover paper Multipurpose tray [I} [
Auto % Priority Setting Off
Adjust auto exposure. Standard -
( crange # )

System Menu

Press [Lighter] or [Darker] to adjust the
exposure.

Adjust copy exposure default setting.(Manual, Text+Photo)

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Adjusting Manual Exposure: Text Mode

Adjust the median value for the manual exposure range. This adjustment optimizes for copying
documents containing text.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Adj. Manual
expo.(Text) and press [Change #].

System Menu / Counter

Default menu

Setting mode

Drawer for cover paper
Auto % Priority Setting

Multipurpose tray

Off

Adjust auto exposure. Standard
Adj. Manual expo.(Mixed) Standard ~
Adj. Manual expo.(Text) Standard Change # ;!

System Menu

Press [Lighter] or [Darker] to adjust the
exposure.

L
|

]
' Darker

System Menu

- Copy Default
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Press [Close]. The touch panel will return to the Copy Default screen.

Adjusting Manual Exposure: Photo Mode

Adjusts the median value for the manual exposure range. This adjustment optimizes for copying
documents containing photo images.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Adj. Manual

expo.(Photo) and press [Change #]. System Menu / Counter

Default menu : Setting mode m [
Auto % Priority Setting Off
Adjust auto exposure. Standard
Adj. Manual expo.(Mixed) Standard [I;
Adj. Manual expo.(Text) Standard ~
Adj. Manual expo.(Photo) Standard ( Change # I!

System Menu

Press [Lighter] or [Darker] to adjust the

eXpOSU re. Adjust copy exposure default setting. (Manual, Photo)

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Default Zoom

Chooses whether to use automatic zoom.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select
Reduce/Enlarge and press [Change #].

System Menu / Counter

Default menu Setting mode [I} [
Adjust auto exposure. Standard

Adj. Manual expo.(Mixed) Standard
Adj. Manual expo.(Text) Standard

Adj. Manual expo.(Photo) Standard
Reduce/Enlarge 100% Change # ;!

System Menu

Select [Auto %] or [100%].

Possible to set for Redudtion/Enlargement as default

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Selecting Sorting and Offsetting Output

Chooses sorting and/or offsetting output as the default output.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on

page 3-3.)

Press [A] or [¥] to select Sort/Offset
(Sort/Group) and press [Change #].

System Menu / Counter

Default menu Setting mode E
Adj. Manual expo.(Mixed) Standard
Adj. Manual expo.(Text) Standard
Adj. Manual expo.(Photo) Standard E
Reduce/Enlarge 100%
Sort/Offset Sort:0n/Offset:Off Change # 3
System Menu

Turn Sort and Offset [On] or [Off] as
desired.

Select default mode for Sort/Offset.

Sort Offset

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Auto Rotation

Auto rotation delivers sets of copied documents perpendicular to each other, allowing easy
separation of each set from the others. This mode enables automatic rotation by default.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Auto Rotation
and press [Change #].

System Menu / Counter

Default menu i Setting mode m
Adj. Manual expo.(Text) Standard
Adj. Manual expo.(Photo) Standard
Reduce/Enlarge 100% m
Sort/Offset Sort:On/Offset:Off
Change # 3
System Menu

Select [No Rotate] to disable or [Rotate]
to enable automatic rotation by default.

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Default Margin

Specifies the default margins for copying.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Default margin
width and press [Change #].

System Menu / Counter

Default menu Setting mode E
Adj. Manual expo.(Photo) Standard
Reduce/Enlarge 100% m
Sort/Offset Sort:0n/Offset:Off
Auto Rotation Rotate
Default margin width Left %" 0" Change # 1
System Menu

Press [A], [V], [4] and [P] to specify
the default margin for each side.

Adjust default setting.afma:
Front page

El“’”%) A ]

-(0 = (<]
Leﬁ

System Menu - Copy Default
The range for the margins is as follows.
Setting Range
Inch models 0 to 3/4" (in 1/8" increments)
Metric models 0 to 18 mm (in 1-mm increments)

Press [Close]. The touch panel will return to the Copy Default screen.

Erasing Borders

Specifies the width for erasing borders.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Default erase

System Menu / Counter
width and press [Change #]. Y /

Default menu Setting mode m
Reduce/Enlarge 100%
Sort/Offset Sort:0On/Offset:Off
Auto Rotation Rotate
Default margin width Left ¥4" 0"
Default erase width Border Y " Center 2" Change # ;]
System Menu
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Press [+] and [-] to specify the widths to
erase the borders.

0~2) 0 ~2)
7] lorder|b £l a |" Centerm"
System Menu - Copy Default

The range for the width is as follows.

Setting Range

Inch models 0 to 2" (in 1/8" increments)

Metric models 0 to 50 mm (in 1-mm increments)

Press [Close]. The touch panel will return to the Copy Default screen.

Selecting Maximum Number of Copies

You can limit the maximum number of copies from 1 to 9999.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Preset limit
and press [Change #].

System Menu / Counter

Default menu : Setting mode m
Sort/Offset Sort:0On/Offset:Off
Auto Rotation Rotate
Default margin width Left 2" 0" m
Default erase width Border Ya" Center 2"
Preset limit 5999 Set Change # J

System Menu

Use the numeric keys to enter the
maximum number of copies from 1 to
9999.

( 1~-3399)

Com]-
=1

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Enabling Repeat Copy

Repeat copy allows the printing of original documents which were copied and stored in the copier.
You can enable or disable repeat copy and set it as the default.

NOTE: This menu is not available when the copier is equipped with the optional security kit.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)
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Press [A] or [¥] to select Repeat Copy

System Menu / Counter
and press [Change #]. Y /

Default menu Setting mode m
Auto Rotation Rotate
Default margin width Left v " 0"
Default erase width Border %" Center ¥2" m
Preset limit 0943 Set
Repeat Copy On / Default Off Change #
System Menu

Select [Off] to disable and select [On] to
enable repeat Copy under Function. TO Select ON to activate Repeat Copy or OFF
make repeat copy the default, select to inactivate it

[On] under Default.

Fundion Default

-

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Enabling Job History Display

Enables or disables the [Job History] screen in the output management mode. The [Job History]
screen provides information on the completed jobs in the copier. For details, refer to Output
Management Functions on page 2-16.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Job Queue
Report and press [Change #].

System Menu / Counter

Default menu Setting mode m
Default margin width Left va" o"
Default erase width Border 'a" Center V2" m
Preset limit 9999 Set
Repeat Cop On / Default Off
Job Queue Report On(All job Change # ;]
System Menu

Select [Off] not to display the [Job
History] screen under Print Document
(Refer to Output Management Functions toinactivate it
on page 2-16). Select [On/All job] or
[On/reserved] ([On/Reserv.job]) to
display the [Job History] screen under
Print Document.

Job Queue Report

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Enabling [Shortcut] ([Register]) Key

Enables the [Shortcut] ([Register]) key so that it is displayed while various operations are made on
the touch panel. You can assign up to three frequently used functions listed on the [Function],
[Basic] and [User choice] screens to the preset keys.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Display
register key (Display"Register"key) and
press [Change #].

System Menu / Counter

Default menu Setting mode m
Default erase width Border %" Center Y2"
Preset limit 0009 Set
Repeat Copy On / Default Off m
Job Queue Report On(All job
[ Display register key On Change # ;!
System Menu

Select [On] to have the [Shortcut]
([Register]) key enabled or [Off] to have Sellct One touch key On/OF
the [Shortcut] ([Register]) key disabled Able o use Register key on each screen.

while operating the touch panel. (

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.

Customizing Basic Functions Screen

Allows you to customize the layout of the Basic Functions screen to your preference.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on
page 3-3.)

Press [A] or [¥] to select Customize
(Basic Screen) (Customize (Main
function)) and press [Change #].

System Menu / Counter

Default menu : Setting mode m
Preset limit 9999 Set
Repeat Copy On / Default Off
Job Queue Report On(All job) m
[A] Display register ke On
Customize(Basic Screen) Change #
System Menu

Highlight the menu item that you want to
change the order of appearance using

[A] or [¥]. Press [Move Ahead] or ' Register Mode
[Move Behind] ([Move Backward]) to e | !
move the item back and forth in the T 3 stple Tove
order according to the corresponding User hoice Y o ouaity
number. 8 ¢ § § B Sory/Offset

E 2 8 & 8

Loy —\ (X I A ]

System Menu - Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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Customizing Additional Functions Screen

Allows you to customize the layout of the Additional Functions screen to your preference.

Access the Copy Default screen. (For instructions, refer to Accessing the Copy Default Screen on

page 3-3.)

Press [A] or [¥] to select Customize
(User Choice) (Customize (Add
function)) and press [Change #].

Highlight the menu item on the right-side
pane, that you want to change the order
of appearance using [A] or [¥]. Press
[€] to move the item to the left-side
pane according to the corresponding
number.

System Menu / Counter

Default menu Setting mode
Repeat Copy On / Default Off
Job Queue Report On(All job)

[ Display register key On

Customize(Basic Screen
Customize(User Choice:

Ca ]

LY ]
=)

System Menu

Register Mode Addition Mode
BB 7
8  Border Erase -— Select Paper
i ¥ 9 Combine Original size
10 Page # Combine
1 Booklet Auto Selection
g8 7 12 Cover Batch Scanning
11 12 13
o (¥ J.a ] Ly JL & ]
- Copy Default

Press [Close]. The touch panel will return to the Copy Default screen.
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The following are the settings configured for changing the defaults of the copier.

* Enabling Auto Cassette Switching...3-21

»  Selecting Paper Size...3-22

»  Selecting Paper Type...3-22

»  Enabling Quick Access to MP Tray Settings...3-23
»  Specifying the Paper Weight to the Paper Type...3-23
»  Allowing Duplex Copying for Custom Paper Type...3-24
* Making Copying on Letterhead Paper Easy...3-25
*  Auto Detect Originals...3-26

»  Orientation of Original Document...3-27

»  Setting Sleep Timer Timeout...3-27

+  Setting Low-Power Timer Timeout...3-28

+  Setting Auto Clear Timeout Time...3-28

»  Selecting Output Destination...3-29

» Activating Operation Panel Sound...3-30

» Enabling Silent Mode...3-30

» Adjusting Date and Time...3-31

»  Setting Time Difference (Time Zone)...3-32

+ Changing Management Code...3-32

+ Activating Auto Sleep...3-33

» Activating Auto Clear...3-34

»  Prioritizing Copying Over Printing...3-34

»  Overwriting Hard Disk Contents...3-35

Accessing the Machine Default Screen
Follow the steps as below to begin changing the default settings.
Press the System Menu/Counter key.

Press [Machine Default].

System Menu / Counter

Copy
MP tray
Setting :
Document Register
Management Orig. Size

Machine
Default X

U

Job
Accounting

BOX
Management |
Print

Report
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four-digit management code. By default,
the management code is 6000 for the 60
cpm model and 8000 for the 80 cpm

model. The Machine Default screen will |:| |:| |:| |:|
be displayed.

NOTE: For security, it is recommended to change the management code. Refer to Changing
Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for the 60 cpm model and 80008000 for the 80 cpm model.

Proceed to the following sections to customize individual settings.

Enabling Auto Cassette Switching

If the cassette in use runs out of paper, the copier can continue copying by automatically switching
to another cassette loaded with the paper of the same size and orientation. You can specify not to
switch to the cassette if the paper type differs.

1 Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

2 Press [A] or [¥] to select Auto drawer
switching (Auto cassette switching) and
press [Change #].

System Menu / Counter

Default menu Setting mode m
Auto drawer switching On / All types of paper
Paper size (3rd drawer) 11x17" : l
Paper size (4th drawer) Auto/Inch ——
Paper type (1stdrawer) Plain
Paper type (2nd drawer) Recyded Change #
System Menu

3 Select [On] to enable automatic cassette
switching.

en paper drawer is empty, switch to another one,
set same size/direction paper, and continue copying.

Function Paper Type

System Menu - Machine Default

4 To avoid switching to the cassette loaded with the different paper type, press [Feed same paper
type] under Paper Type.

5 Press [Close]. The touch panel will return to the Machine Default screen.
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Selecting Paper Size

Specifies the paper size for the cassettes 3 and 4. The copier can automatically switch to one of
these cassettes depending on the paper size by specifying [Auto Detection]. Also, select
[Centimeter] or [Inch] as the unit of measurement.

The cassettes 3 and 4 support the following paper sizes.

11 x 17", 8 112 x 14", 11 x 8 112", 8 12 x 11", 5 112 x 8 112", 8 112 X 13 112", 8 112 x 13" (Oficio 2), A3, B4,
A4, AR, B5, B5R, A5R, Folio, 8K and 16K

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to choose Paper size
[3rd drawer] (Paper size [3rd cassette])
or Paper size [4th drawer] (Paper size

[4th cassette]) accordingly. Press

System Menu / Counter

H H : Default menu Setting mode
[Change #] to begin changing settings. P —— On/mwpesogfpaper A ] [
LY ]
it b (==x)
System Menu

When [Auto Detection] is selected,
choose the unit of measurement. When
[Standard sizes] is selected, choose the

paper size. (6 o M o B2 Y
éLelttgaion I |A4 K Bs [ 8Vx14" 8/x13 V2"
Standard f " "
sizes ] I M Wt 18v 873
IAS [ord Folio 811" 8K =
System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Selecting Paper Type
Specifies the paper type to the cassettes 1 to 5.
These cassettes support the following paper types.

Plain, Recycled, Preprinted, Bond, Color (Colour), Letterhead, Thick paper, High Quality and
Custom 1-8

NOTE: 5th drawer (5th cassette) is available when the copier is equipped with the optional side
feeder.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to choose from Paper
type [1st drawer] (Paper type [1st
cassette]) through Paper type [5th

System Menu / Counter

drawer] (Paper type [5th cassette])
accordingly. Press [Change #] to begin Default menu Sefting mode
. g y . [ g ] g Paper size (4th drawer) Auto/Inch m

changing settings. CY )
Paper type (2nd drawer) Recyded
Paper type (3rd drawer) Plain
Paper type (4th drawer) Plain Change # 3

System Menu




System Settings

3

3

Select the paper type.

Select and display paper type.
Thick
paper Custom 1 Custon]
[ Recyded Color ] Custom 2 Custon]
{ Preprinted { Custom 3 Custon]
[ Bond Letterhead High I Custom 4 Custon]
Quality
System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Enabling Quick Access to MP Tray Settings

Check MP tray sizing allows quick access to the MP tray Setting screen when the MP tray is
selected for copying. This allows to quickly configure the MP tray settings by changing paper size,
etc.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Check MP

tray sizing and press [Change #]. System Menu / Counter

Default menu Setting mode m
Paper type (1st drawer) Plain
Paper type (2nd drawer) Recyded
Paper type (3rd drawer) Plain m
Paper type (4th drawer’ Plain
Check MP tray sizing On Change #
System Menu

Select [On] to enable or [Off] or disable
quick access to the MP tray settings.

Select "On" when using custom size or changing paper type.

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Specifying the Paper Weight to the Paper Type
Assigns one of the following paper weights to the paper type.

Extra Heavy, Heavy3, Heavy2, Heavy1, Normal3, Normal2, Normal1 and Light (Thin)

NOTE: Refer to the following paper types and weights (g/m?).

*  Extra Heavy - OHP sheet *  Normal3 - from 91 g/m? to 105 g/m?

* Heavy3-from 171 g/m? to 200 g/m? *  Normal2 - from 76 g/m? to 90 g/m?

*  Heavy?2 - from 136 g/m? to 170 g/m? *  Normalf - from 60 g/m? to 75 g/m?

*  Heavy1 - from 106 g/m? to 135 g/m? »  Light (Thin) - from 45 g/m? to 64 g/m?

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)
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Press [A] or [¥] to select Paper Type
(paper weight) and press [Change #].

System Menu / Counter

Default menu i Setting mode m
Paper type (2nd drawer) Recyded
Paper type (3rd drawer) Plain
Paper type (4th drawer) Plain m
Check MP tray sizing On
Paper Type (paper weight) Change # ;!
System Menu

Press [A] or [¥] to select the paper type
to specify the weight. Press [Change #].

Default menu Setting mode
Color Normal2
Prepunched Normal2 m [
Envelope Heavy2
Cardstock Heavy2 m [
Thick paper Heavy3
High Quality Normal2 ~
( crange # ]

System Menu - Machine Default

Select the paper weight and press
[Close]. The paper type is assigned with
the weight.

IE'TQHE) Heavyl

Normall Heavy2

Extra
Heavy

Normal3

System Menu - Machine Default - Paper Type (paper weight)

Press [Close]. The touch panel will return to the Machine Default screen.

Allowing Duplex Copying for Custom Paper Type

You can determine whether duplex copying is allowed to custom paper type. Up to 8 custom paper
types are configurable.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Select paper
type(2sided) and press [Change #].

System Menu / Counter

Machine Default
Default menu i Setting mode m

Paper type (3rd drawer) Plain

Paper type (4th drawer) Plain

Check MP tray sizing On m
Paper Type (paper weight)

Select paper type(2sided) Change # ;!

System Menu

Press [A] or [¥] to choose from Custom
1 through Custom 8. Press [Change #].

Select paper type(2sided)

paper typel
Defauft menu Setting mode

Custom 1 On

Gt o aJ |

Custom 3 On

Custom 4 On

G d x A

Custom 6 On =

Custom 7 On Change # l!

System Menu - Machine Default
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Select [On] to allow duplex copying or
[Off] to prohibit duplex copying to the
custom paper type.

System Menu - Machine Default - Select paper type(2sided)

Press [Close].

Press [Close]. The touch panel will return to the Machine Default screen.

Making Copying on Letterhead Paper Easy

Copying the original onto letterhead paper requires that the orientation of the original and the target
paper match with each other. By switching [Adj(usting). Print Direction] on, the copier correctly prints
the original onto the letterhead paper when the original and the letterhead paper are aligned with
each other in the same orientation on the platen and in the paper cassette.

This function also applies to prepunched and preprinted paper.

Place the original and the letterhead paper as shown below.

Portrait
Asc Asc —
— — — = ] _Li
Original Paper Finished Cassette MP tray
Copy
LTndscape — Asc T Asnc
1= P
Original Paper Finished Cassette MP tray
Copy

NOTE: Load paper in the cassette with the printing side facing down. When loading paper in the MP
tray, load it with the printing side facing up.

Copying with [Adj. Print Direction] activated may be slightly slower.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [ V] to select Special paper
action mode (Specif. paper action mode)
and press [Change #].

System Menu / Counter

Default menu Setting mode m
Paper type (4th drawer) Plain
Check MP tray sizing On
Paper Type (paper weight) m
Select paper type(2sided) —
Spedial paper adion mode Adjust print direction Change #
System Menu
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3 Select [Adj. Print Direction] or, to switch
this feature off, select [Speed Priority]. Possie to set acton of the paper
[Speed Priority] lets copying revert to the (Prepunched, Preprinted, Letterhead)
normal copying speed.

System Menu - Machine Default

4 Press [Close]. The touch panel will return to the Machine Default screen.

Align the original and the target letterhead paper as diagrammed above before starting copying.

Auto Detect Originals

Allows you to predetermine what paper size is selected for printing when copying an original
document of non-standard sizes (Refer to below.). This feature is applicable when the size of the
original is either cardstock, A4R, B4R or Folio. The menu also provides the means to determine
whether 11 x 15" is recognized as a standard size.

NOTE: This setting is only available for metric models.

1 Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

2 Press [A] or [¥] to select Org. Auto
Detect Setting and press [Change #].

System Menu / Counter

Default menu H Setting mode m
Check MP tray sizing On
Paper Type (paper weight)
Select paper type(2sided)

Spedal paper acion mode Adjust print direction
Org. Auto Detect Setting Change # 3

System Menu

3 Press [A] or [¥] to select the paper size

to set Up. PI"ESS [Change #] Possible to set when using Original Auto Detection

When the size of the original document Default menu Setting mode

is cardstock or A6R, choose [Cardstock] Card Siod(/A6 o A o

to copy it onto cardstock size or [A6] to T o (a ] [

copy it on A6R size. Ly ] [
—

When the size of the original document Change #

is B4R or Folio, choose [B4] to copy iton o e o ot

B4R size or [Folio] to copy it on Folio

size.

When the size of the original document is 11 x 15" (computer form), you can choose whether the
original document is automatically zoomed to the currently selected paper ([On]) or the copier halts
and prompts you to investigate the size of the original document ([Off]).

4 Press [Close]. The touch panel will return to the Machine Default screen.
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Orientation of Original Document

Specifying the orientation of the original document on the platen. This is accomplished by telling the
copier the direction to which the top side of the original faces.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Orig. Set

Direction and press [Change #]. System Menu / Counter

Default menu Setting mode

Check MP tray sizing On
Paper Type (paper weight)
Select paper type(2sided)

Spedial paper adion mode Adjust print direction
Orig. Set Diredtion Rear Change # I!

System Menu

<t

Select [Top Edge] ([Back Edge]) when
the top of the original is facing towards
the rear side of the copier or [Left Top Rear or Left top cormer.
Edge] ([Left top corner]) when the
original is facing towards the left side of W

the copier —
" Left Top
Edge

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Setting Sleep Timer Timeout

The Sleep timer conserves energy when there is no operation on the operation panel or no data is
received. This predetermines the period of time before the copier enters sleep mode.

The Sleep timer can be set from 1 to 240 minutes in 1-minute increments.

NOTE: If the copier is used frequently, we recommend using a longer timeout. If it is used
infrequently, use a shorter timeout.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Sleep mode

S System Menu / Counter
changing time and press [Change #].

Default menu Setting mode

Paper Type (paper weight)
Select paper type(2sided)

H

Spedal paper action mode Adjust print direction

Orig. Set Direction Rear

Sleep mode changing time 90 Minute Change # 1
System Menu
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3

Use [+] to increase the time or [-] to
decrease the time from 1 to 240
minutes. e s e et

Ll

N—

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Setting Low-Power Timer Timeout
Specifies the period of time before the copier enters Low-Power mode.

The Low-Power time can be set from 1 to 240 minutes in 1-minute increments.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Low power
mode chng. time and press [Change #].

System Menu / Counter

Machine Default

Default menu Setting mode E
Select paper type(2sided)
Spedal paper action mode Adjust print direction
Orig. Set Direction Rear m
Sleep mode changing time 90 Minute
Low power mode chng. time 15 Minute Change # 3
System Menu

Use [+] to increase the time or [-] to
decrease the time from 1 to 240

ging me 1o
minutes. after last setting,or,

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Setting Auto Clear Timeout Time

Automatically clears all temporary settings on the operation panel when no operation is made.
Those settings revert to the default settings after the predetermined period of time. You can specify
the period after copying before the copier automatically clears the previous settings.

The auto clear timeout can be set from 10 to 270 seconds in 10-second increments.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)
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Press [A] or [¥] to select Auto Clear

System Menu / Counter
Time Setting and press [Change #]. Y /

Default menu Setting mode m
Spedial paper action mode Adjust print direction
Orig. Set Direction Rear m
90 Minute

Sleep mode changing time |
Low power mode chng. time 15 Minute
Auto Clear Time Setting 90 Seconds Change #

System Menu

Use [+] to increase or [-] to decrease the
auto clear timeout from 10 to 270
seconds.

me 1o automatally return

'ossibDle 1o set
default status after & speration

¢ “~-a70)

Second
=]

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Selecting Output Destination

You can specify the default destination for finished copies.

Destination Description

Auto Copies are sent to the empty tray. If multiple trays are empty,
copies are sent to the bottom tray first and higher trays thereafter.

Tray A Tray A of the document finisher.

Tray B Tray B of the document finisher. This tray is not available if the
multi-job tray is installed.

Tray 1 Tray 1 (the first tray) of the multi-job tray.

Tray 2 Tray 2 (the second tray) of the multi-job tray.

Tray 3 Tray 3 (the third tray) of the multi-job tray.

Tray 4 Tray 4 (the fourth tray) of the multi-job tray.

Tray 5 Tray 5 (the fifth tray) of the multi-job tray.

NOTE: This menu is available when the copier is equipped with the optional document finisher.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Select Copy

System Menu / Counter
output mode and press [Change #].

Default menu Setting mode
Orig. Set Direction Rear E
Sleep mode changing time 90 Minute
Low power mode chng. time 15 Minute m
Auto Clear Time Setting 90 Seconds
Select Copy output mode Tray A Change # |!
System Menu
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Select the desired output destination for
finished copies.

il

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Activating Operation Panel Sound

Activates the sound for confirmation when the operation panel keys are pressed.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Key sound
ON/OFF and press [Change #].

System Menu / Counter

Default menu : Setting mode E
Sleep mode changing time 90 Minute
Low power mode chng. time 15 Minute m
Auto Clear Time Setting 90 Seconds
Select COH ouiut mode Trai A
Key sound ON/OFF On Change # 3
System Menu

Select [Off] to deactivate or [On] to
activate the key sound.

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Enabling Silent Mode

The silent mode lets the copier deactivate the ventilating fans for quieter operation.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Silent Mode
and press [Change #].

System Menu / Counter

Machine Default

Default menu ; Setting mode E
Low power mode chng. time 15 Minute
Auto Clear Time Setting 90 Seconds
Select Copy output mode Tray A m
Key sound ON/OFF On
Silent Mode Off Change # 1

System Menu
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Select [On] to enable or [Off] to disable

the Silent mOde- Use this mode if you are distracted by moter sounds.

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Adjusting Date and Time

Specifies the date and time.

IMPORTANT: Before proceeding to adjust the date and time, complete Setting Time Difference
(Time Zone) on page 3-32.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Date/Time
and press [Change #].

System Menu / Counter

Default menu Setting mode m
Auto Cear Time Setting 90 Seconds
Select Copy output mode Tray A
Key sound ON/OFF On m
Silent Mode Off —
Date/Time 08/08/'04 06:59 Change #
System Menu

Use [+] or [-] to specify Year, Month, Day
and Time. To specify summertime
(daylight saving), press [On].

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.
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Setting Time Difference (Time Zone)

Specifies the time zone in reference to Greenwich Mean Time.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Time
difference and press [Change #].

System Menu / Counter

Default menu : Setting mode m [
Select Copy output mode Tray A
Key sound ON/OFF On m
Silent Mode Off
Date/Time 08/08/'04 07:00 -
Time difference GMT+09:00 Change # ;!
System Menu

Press [+] and [-] to select the time zone.

GMT+09:00

i

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Changing Management Code

You can change the management code.

IMPORTANT: Be sure to make a note of the management code when it is changed.

NOTE: The default management code is 6000 for the 60 cpm model and 8000 for the 80 cpm
model.

The new management code must be a number comprising of four digits from 0000 to 9999.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for 60 cpm model and 80008000 for 80 cpm model. The new
management code must be a number comprising of eight digits from 00000000 to 99999999.

Avoid using an administrator code that is easily determined, such as ‘11111111’ or *12345678’.
Enter the following menu to make changes.

- Default Settings for Copying

- Common Default Settings

- Job Accounting

- Weekly Timer

- Setting Document Management Defaults

- Hard Disk Management

- Printing Reports

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)
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w

H

Press [A] or [¥] to select Management
code change (Change MGMT code with
#) and press [Change #].

System Menu / Counter

Default menu i Setting mode m [
Key sound ON/OFF On
Slent Mode off m [
Date/Time 08/08/'04 07:01
Time difference GMT+09:00 :
Management code change Bo00 ( Change # ;!

-

System Menu

Use the numeric keys to enter the new
management COde- Able to change management code. (# key)

I

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Activating Auto Sleep

Activates the Sleep mode. To adjust the timeout time for the Sleep mode, refer to Setting Sleep
Timer Timeout on page 3-27.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Auto sleep
and press [Change #].

System Menu / Counter

Default menu i Setting mode [I} [
Silent Mode Off
Date/Time 08/08/04 07:02 m
Time difference GMT+09:00
Management code change 000 ~
crange # |
System Menu

Select [On] to activate or [Off] to

deaCtlvate the Sleep mOde- Autom. turns into sleep mode if no oper. within a set ime
after last setting,or when copying is done.

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.
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Activating Auto Clear

When this setting is activated, the copier reverts to the state after warm-up if no copies are made.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Auto Clear
and press [Change #].

System Menu / Counter

Default menu Setting mode m
Date/Time 08/08/'04 07:03
Time difference GTM+09:00 m
Management code change 8000

Auto sleep On
Auto Clear On | Change #
A N

System Menu

Select [On] or [Off].

Returns to Default automaticalyy after copying is done
or when the set time is passed after the last operation.

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.

Prioritizing Copying Over Printing

You can assign a higher priority to processing copying jobs than printing jobs.

NOTE: Copy Job Priority is displayed when installing the optional printer kit.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Copy Job
Priority and press [Change #].

System Menu / Counter

Default menu ; Setting mode m
Time difference GTM+09:00
Management code change goo0
Auto sleep On m
Auto Clear On
Copy Job Priority Off Change # ;!
System Menu

Select [On] or [Off].

Copy Job Priority

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.
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Overwriting Hard Disk Contents

If the copier is equipped with the optional security kit, you can specify the method for overwriting the
contents of the hard disk.

NOTE: For details on methods of hard disk overwriting, refer to the security kit Operation Guide.

This setting is available only if the copier is equipped with the optional security kit.

Access the Machine Default screen. (For instructions, refer to Accessing the Machine Default
Screen on page 3-20.)

Press [A] or [¥] to select Hard Disk
Overwrite and press [Change #].

System Menu / Counter

Default menu : Setting mode m [
Management code change o000
Auto Clear On
Copy Job Priority Off ~
Hard Disk Overwrite "Once Overwrite" Method Change # l!

System Menu

Press [Once Overwrite] or [3-time
Overwrite]. Select the hard disk overwrie.

System Menu - Machine Default

Press [Close]. The touch panel will return to the Machine Default screen.
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Weekly Timer

3-36

The copier will automatically turn on and off at the specified times on the specified weekdays. This
feature enables you to make copies immediately in the morning and frees you from the task of
turning it off at night.

NOTE: When using the Weekly Timer, leave the copier plugged in even when it is not in use. Keep
the Main Power Switch on ( | position).

For the Weekly Timer to work correctly, the time zone and date and time must be set correctly. For
further details, refer to Setting Time Difference (Time Zone) on page 3-32 and Adjusting Date and
Time on page 3-31.

The weekly timer includes the following menus to adjust.

Mode Description Reference
Page
Weekly Timer Specifies the time to turn on and off the copier for each page 3-37
day of the week.
Temporarily Cancel the Temporarily cancels the Weekly Timer for the specific page 3-37
Weekly Timer days. This feature may be useful when you want to turn
off the copier during holidays, etc., without losing the
Weekly Timer settings.
Weekly Timer On/Off Activates or deactivates the Weekly Timer. page 3-38

Accessing the Weekly timer (Week timer) Screen

Follow the steps as below to begin adjusting the Weekly Timer by accessing the Weekly timer
(Week timer) screen.

Press the System Menu/Counter key.

Press [Weekly timer] ([Week timer]). n Menu / Counter

Job Week|
) = (e
MP tray BOX Counter
Setting Management Check ¥
Document Register Print User
Management Orig. Size Report Adjustment

four-digit management code. By default,
the management code is 6000 for the 60
cpm model and 8000 for the 80 cpm

model. The Weekly timer (Week timer)
screen will be displayed. I:I I:' I:I I:'

NOTE: For security, it is recommended to change the management code. Refer to Changing
Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for the 60 cpm model and 80008000 for the 80 cpm model.

Proceed to the next section to make settings for the Weekly Timer.
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Weekly Timer

Specifies the time to turn the copier on and off for each day of the week.

Access the Weekly timer (Week timer) screen. (For instructions, refer to Accessing the Weekly timer

(Week timer) Screen on page 3-36.)

Select the day to program the timer.
Press [Change #].

To turn on and off the copier at a specific
time of day, press [Select work time].
Specify the time to turn on the copier in
SW ON. Specify the time to turn off the

copier in SW OFF. évglreﬁ]me Swon SWOrF E
To turn on the copier all the time for the
day, press [All day-ON]. . =1 =1
L Lt un/Off mode is set at same time, main SW will turn off.
To turn off the copier all the time for the S v —

day, press [All day-OFF].

Weekly timer

Day of the week Setting mode m
Monday 08:00-ON  17:00-OFF
Tuesday 08:00-ON 17:00-OFF v [ ]
Wednesday 08:00-ON 17:00-OFF LY ] [¥oom
Thursday 08:00-ON  17:00-OFF
Friday 08:00-ON  17:00-OFF Change # 1

System Menu

By selecting

Set the timer to turn on main SWon/off in a day.

"Cancel", settime is invalided once.

Press [Close]. The touch panel will return to the Weekly timer (Week timer) screen.

To program the timer for the other days, repeat steps 2 to 4.

Temporarily Canceling the Weekly Timer

Temporarily cancels the Weekly Timer for the specific day. The timer resumes on the following day.

Access the Weekly timer (Week timer) screen. (For instructions, refer to Accessing the Weekly timer

(Week timer) Screen on page 3-36.)

Select the day to cancel the Weekly
Timer (For example. Monday). Press
[Change #].

Under Cancel, press [On] cancel the
timer on that day.

Weekly t

imer

Day of the week Setting mode m
Monday 08:00-ON  17:00-OFF
Tuesday 08:00-ON 17:00-OFF v [ ]
Wednesday 08:00-ON 17:00-OFF LY ] [¥oom
Thursday 08:00-ON  17:00-OFF
Friday 08:00-ON  17:00-OFF Change # 1

System Menu

AN SV ( ! Y.
g "Cancel", settime is invalided once.

Pff mode is set at same time, main SW will turn off.
- Weekly timer

Press [Close]. The touch panel will return to the Weekly timer (Week timer) screen.

To cancel the Weekly Timer for other days, repeat steps 2 to 4.
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Weekly Timer On/Off

3-38

Activates and deactivates the Weekly Timer.

Access the Weekly timer (Week timer) screen. (For instructions, refer to Accessing the Weekly timer
(Week timer) Screen on page 3-36.)

Select [On] to activate or [Off] to
deactivate the Weekly Timer.

k Setting mode

08:00-ON 17:00-OFF v
08:00-ON 17:00-OFF
08:00-ON  17:00-OFF
08:00-ON  17:00-OFF Change #

¥ pown

i

Il

Press [Close].

Press [End]. The touch panel will return to the [Basic] screen.
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Configuring MP Tray

The following sections explain how to specify the size and type of the paper loaded in the MP tray.

Selecting Paper Size for MP Tray

The following table explains the options available for specifying the paper size and the paper sizes

for the MP tray.

For instructions on specifying paper size, refer to Chapter 2 of the Operation Guide.

Menu Unit Paper Sizes Supported
Auto Detect Inch 11 x17", 812 %x 14", 11 x 8 12", 8 12 x 11" and 5 12 x 8 112"
Centimeter A3, B4, A4, AdR, B5, B5R, A5R, B6R, A6R and Folio

Other Standard Sizes

ISO B5, Envelope DL, Envelope C5, Envelope C4, Comm. #10,
Comm. #9, Monarch, Executive, OUFUKU (Return postcard),
YOUKEI 2, YOUKEI 4, 8 112 x 13 12", 8 112 x 13" (Oficio 2), 8K
and 16K

Input Size

Inch models
Vertical (Y): 3 78to 11 58" (in 1/8" increments)
Horizontal (X): 5 78 to 17" (in 1/8" increments)

Metric models
Vertical (Y): 98 to 297 mm (in 1-mm increments)
Horizontal (X): 148 to 432 mm (in 1-mm increments)

Selecting Paper Type to MP Tray

The MP tray supports the following paper types.

Plain, Transparency, Rough, Vellum, Labels, Recycled, Preprinted, Bond, Cardstock, Color
(Colour), Prepunched, Letterhead, Thick paper, Envelope, High Quality and Custom 1-8

For instructions on specifying paper type, refer to Chapter 2 of the Operation Guide.
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Registering Non-standard Sizes for Originals

You can register up to four non-standard sizes for the original documents of non-standard size.
These non-standard sizes are displayed on the touch panel as the options for paper sizes.

1 Press the System Menu/Counter key.

2 Press [Register Orig. Size]

System Menu / Counter

Copy Job
MP tray BOX
Setting ¥ Management

Machine Document Register Print
Default Management Orig. Size K Report :

3 Select one of the four custom sizes
available (1 to 4). Press [Change #].

System Menu / Counter

Default menu : Setting mode E
Original size (custom 1) 22"
Original size (custom 2) 22" E
Original size (custom 3) 22"
Original size (custom 4) 22"
Change # 3
System Menu

4 Press [On] to start entering the

. Original size (custom 1)
non-standard size.

System Menu - Register Orig. Size

5 Press [+] or [-] to specify the vertical size

(Y) as the height.
(2 ~18/g) (2 ~17)
=

System Menu - Register Orig. Size

6 Press [+] or [-] to specify the horizontal
size (X) as the width.

(2 ~ 11/g)
(=
=]

(2 ~ 17)

X |l 20"

System Menu - Register Orig. Size
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7  Press[Close].

8 Press [Close]. The touch panel will return to the System Menu screen.
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Setting Document Management Defaults

3-42

These settings help you work with the Form Box, Shared Data Box and Synergy Print Box. The
following settings are available.

*  Print Document List...3-43

* Resetting Document Box...3-45

»  Specifying Name and Password to Document Box...3-45
+ Deleting All Documents in Box...3-46

»  Specifying the Period to Store Documents...3-47

Accessing the Document Management Screen
Follow the steps as below to access the Document Management screen.
Press the System Menu/Counter key.

Press [Document Management].

System Menu / Counter

Copy Job

Default :- Accounting
MP tray BOX
Setting Management |

Default A Management Orig. Size Report

four-digit management code. By default,
the management code is 6000 for the 60
cpm model and 8000 for the 80 cpm

model. The Document Management |:| I:‘ |:| I:‘
screen will be displayed.

NOTE: For security, it is recommended to change the management code. Refer to Changing
Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for the 60 cpm model and 80008000 for the 80 cpm model.

Proceed to the next sections to complete document management.



System Settings

Print Document List

You can print a list of documents in the Form Box, Shared Data Box and Synergy Print Box.

Document List, Form Box

Document List, Shared Data Box
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Document List, Synergy Print Box

NOTE: Before printing lists, be sure that the cassette is loaded with 11 x 8 12" (or A4) paper.

1 Access the Document Management screen. (For instructions, refer to Accessing the Document
Management Screen on page 3-42.)

2 Press [Print the list] under the specific
data box. The list for the data box is
printed.

Document Management

Shared Data Box Synergy Print Box l Form box

g
Print Print Box Print
the list | the list Editing the list
Reset Reset Document Reset
Box | Box

save term Box
System Menu

3 When printing is finished, the touch panel will return to the Document Management screen.
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Resetting Document Box

Deletes all documents in the Form Box, Shared Data Box or Synergy Print Box, so that the box is
reset to the initial, clean state. Before initializing, be sure that the box does not contain any
documents that should not be deleted.

1 Access the Document Management screen. (For instructions, refer to Accessing the Document
Management Screen on page 3-42.)

2 Press [Reset Box] for the box to be

o Document Management
initialized.

Shared Data Box Synergy Print Box Form box

Print Box Print
the list i the list Edrting the list
Reset Reset Document Reset
Box Box save term Box
k

System Menu

3 Press [Yes] to reset the box to the clean
state. All documents contained in the
box are deleted.

The touch panel will return to the Shared Data Box
Document Management screen.

Reset this Box. Do you really want to reset?

=) ]

Specifying Name and Password to Document Box

You can name the document boxes in the Synergy Print Box and specify a password. Once a
password is specified, printing or deleting a document in the Synergy Print Box prompts you to enter
the password.

1 Access the Document Management screen. (For instructions, refer to Accessing the Document
Management Screen on page 3-42.)

2 Under Synergy Print Box, press [Box
Editing].

Document Management

Shared Data Box Synergy Print Box

Form box
Print Print ox Pnnt
the list the list rtlng the list
Reset Reset Document Reset
Box Box save term Box

System Menu

3 Select the box to specify a password. To
select the box, directly press the touch
panel key, or enter the number on the 07 " P e
numeric keys followed by [Enter]. (102 e 0

017
[o03 103 113 013
[o04 003 014 013
[o05 110 115 020

ve (LY A ]

System Menu - Document Management
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4 To name the box, select Box name and
press [Change #].

Default menu Setting mode
Password (No register) m
(Change # W ’
System Menu - Document Management - Box Editing

5 Enter the box name and press [End].

For instructions on entering characters, refer to Entering Characters When Using Document
Management Functions on page 3-58.

6 Specify the password to the box. Select
Password and press [Change #].

Default menu Setting mode
Box name
Password (No register) m
(Change # ,
System Menu - Document Management - Box Editing

7 Use the numeric keys to enter the
password and press [Close].

NOTE: The password should be a
number up to 8 digits. Password |:| (Enter by #key)

If you prefer not to specify a password,
press [Clear]. Press [Enter].

- Document Management - Box Editing - 001

8 Press [Close]. The touch panel will return to the screen as shown in step 3 above. To specify a
name and a password for the other boxes, repeat steps 3 and 8.

9 Press [Cancel]. The touch panel will return to the Document Management screen.
Deleting All Documents in Box
You can delete all documents in the Synergy Print Boxes at once.

1 Access the Document Management screen. (For instructions, refer to Accessing the Document
Management Screen on page 3-42.)

2 Under Synergy Print Box, press [Box
Editing].

Document Management

Shared Data Box Synergy Print Box
P

Print Print Box Print

the list the list Editing the list

Reset Reset Document Reset

Box Box save term

Box
System Menu

Form box
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3 Select the box containing the documents
to be deleted. To select the box, directly

press the touch panel key, or enter the (007 = P e 76
number using the numeric keys followed (002 107 012 117
by [Enter]. (003 108 013 018
[004 109 014 019
[005 010 015 020
ve (¥ A ]
System Menu - Document Management

4  Press [Reset Box].

It menu Setting mode

.

— ] I
(Horegisen [a ] =

T

- Document Management - Box Editing

5 Press [Yes].

All documents in the box will be deleted.

BoxNo.: 01
Box name:

Reset this Box. Do you really want to reset?

Yes No I

6  Press [Close].

7 Press [Cancel]. The touch panel will return to the Document Management screen.

Specifying the Period to Store Documents

By specifying the period to store the documents in the Synergy Print Box, the documents can be
automatically deleted after the period. You can choose the period of storing the documents from 1 to
7 days.

1 Access the Document Management screen. (For instructions, refer to Accessing the Document
Management Screen on page 3-42.)

2 Under Synergy Print Box, press
[Document save term] ([Document
saving]).

Shared Data Box Synergy Print Box Form box

Box Print
_Editing the list

P =
Document . | Reset
save term f Box

Print Print
the list the list
Reset Reset
Box Box

System Menu
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3
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Press [Set saving term] ([Set save
period]). Use [+] or [-] to specify the
period to store the documents from 1 to
7 days.

To indefinitely store the documents,
press [No time limit].

Press [Close]. The touch panel will return to the Document Management screen.

Set saving term for documents in synergy print box.

{1~-72
+ ]
=]

tSet saving |

No time
limit

System Menu - Document Management
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Hard Disk Management

The HDD Management screen allows you to check the free space on the hard disk or delete the
unwanted data to free up space. Follow these steps.

1 Press the System Menu/Counter key.

2 Press [BOX Management] ([Hard Disk
Management]).

System Menu / Counter

Copy Job
Default 1 _Aooounung )
MP tray BOX
Setting = Management
Machine Document Register Print
Default Management Orig. Size Report

)

four-digit management code. By default,
the management code is 6000 for the 60
cpm model and 8000 for the 80 cpm
model. The HDD management mode I:‘ |:| |:| I:‘
(HDD management) screen will be

displayed.

NOTE: For security, it is recommended to change the management code. Refer to Changing
Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for the 60 cpm model and 80008000 for the 80 cpm model.

4 To check the free space on the hard disk
and the total capacity, press [On] under
Check Hard Disk capacity (on the left
side of the touch panel).

lanagement mode

k capacity Delete invalid data
pace and capacity Delete invalid data in the Hard Disk.

To delete the unwanted data, press [On]
under Delete invalid data (on the right

side of the touch panel). C)

5 Press [Close]. The touch panel will return to the System Menu screen.
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Printing Reports
You can print the following reports using the operation panel.

Copy status report
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Toner coverage report

The toner coverage report indicates the number of copying volume that has been made. It also
shows the black toner coverage in percentage for individual paper sizes including the following.

« Total toner coverage

»  Toner coverage for copying

«  Toner coverage for printing

The copying volume as calculated from information indicated on toner coverage reports will not
match the guaranteed volume given on toner containers exactly. The actual copying volume

supported depends on conditions of use (such as the content of copies and the frequency of single
or consecutive copies), as well as environmental factors (temperature and humidity).

NOTE: Before printing reports, be sure that the cassette is loaded with 11 x 8 12" (or A4) paper.

Press the System Menu/Counter key.

Press [Print Report]. System Menu / Counter

Copy Job
Default i Accounting b [
MP tray BOX
Setting i Management

I
[

Machine Document Register Print
Default Management Orig. Size Report (|
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four-digit management code. By default,
the management code is 6000 for the 60
cpm model and 8000 for the 80 cpm

model. The Print Report Menu screen |:| |:| |:| |:|
will be displayed.

NOTE: For security, it is recommended to change the management code. Refer to Changing
Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for the 60 cpm model and 80008000 for the 80 cpm model.

4  Press the appropriate key that you want Print Report
to print the report. The report is printed.

Copy Toner
Report coverage
Machine

Report

System Menu

5 Press [Close]. The touch panel will return to the System Menu screen.
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Checking Total Copy Count

You can read the total copy count on the operation panel. You can also print this information as a
counter report.

Counter report

NOTE: Before printing reports, be sure that the cassette is loaded with 11 x 8 12" (or A4) paper.

1 Press the System Menu/Counter key.

2  Press [Counter Check].

n Menu / Counter

Job Weekl
) e )| [ ) [
MP tray BOX Counter
Setting ; Management i || | Check ¥
Document Register Print User
Management Orig. Size Report Adjustment

3 The touch panel will display the total
count for copying and scanning.

i . i opy Printer Total
To print the total count information, press 18,719 i 18,718
[Print Report].

Press [Close]. The touch panel will

return to the System Menu screen. A o

Print
Report

S R
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Refreshing the Drum

Refreshing the drum is recommended if images on copies appear blurred, warped, or if blank areas
appear. The process takes approx. one minute.

1 Load the paper of size 11 x 8 12" (or A4) or 11 x 17" (or A3) in the MP tray.
2 Press the System Menu/Counter key.

3 Press [User adjustment].

Job Weekly
) R
MP tray BOX Counter
Setting : Managementh || | Check ¥
Document Register Print User
Management Orig, Size Report Adjustment

i

4 Press [Drum refresh]. System Menu / Counter

System Menu

5 Press [On] to start refreshing the drum.
Please wait approx. one minute until this
process is finished.

b drum when image blur or white dots appear
ge.

- User adjustment a

6 When the drum has been refreshed, press [Close].

7 Press [Close]. The touch panel will return to the System Menu screen.
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Entering Characters on Touch Panel

To enter characters on the touch panel such as department names (for job accounting) or copying
programs, etc., use the following procedures.

Input Screen

Inch Models

Keyboard

Character display: Displays the characters entered.

[Capital]: Press this key to enter capital letters.

[Letter]: Press this key to enter lowercase letters.

[Num./Sym.]: Press this key to enter numbers and symbols.

[Space]: Press this key to enter a space.

[AliDel.]: Press this key to delete all characters entered.

[<1[—]: Press these keys to move the cursor left and right.

[Del. prev]: Press this key to delete the character to the left of the cursor.
[Stop]: Press this key to return to the previous screen.

= O 00 N O 0 b WON =

0 [End]: Press this key to confirm the characters you entered.
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Capital keyboard

¥ y Limit:32 letters induding #
| |""'A'i'ii5'e'i.'”"' S S T

Metric Models

Keyboard

© 0 N O g A~ WODN =

— -
- O

Character display: Displays the characters entered.
[Capital]: Press this key to enter capital letters.

[Letter]: Press this key to enter lowercase letters.

[Symbol 1]: Press this key to enter numbers and symbols.
[Symbol 2]: Press this key to enter other symbols.

[Space]: Press this key to enter a space.

[AllDel.]: Press this key to delete all characters entered.
[<1[—]: Press these keys to move the cursor left and right.
[Del. prev]: Press this key to delete the character to the left of the cursor.
[Stop]: Press this key to return to the previous screen.
[End]: Press this key to confirm the characters you entered.
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Capital keyboard
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Press [Capital] and press [A] on the

Symbol 1 keyboard
keyboard.

Symbol 2 keyboard

Press [Letter].

1
2

Entering Characters
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3

4

Press [b], [c], [d] and [e] in order.

| AllDel. « ]

When entering all characters are complete, press the [End] key.

Entering Characters When Using Document Management Functions
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Enter text as follows for form names, document names, and so on.

Input Screen

Character display: Displays characters entered.

[<1[—]: Press these keys to move the cursor left or right.

[Back] key: Press this key to delete the character to the left of the cursor.

[Stop] key: Press this key to stop entering text and return to the previous screen.

[Del.] key: Press this key to delete all characters to the right of the cursor at once.

[Shift] key: Press this key to toggle between entry of capital letters and lowercase letters.
[Space] key: Press this key to enter a space.

0 N O g A~ WODN =

[End] key: Press this key to confirm your entry. The touch panel will return to the previous
screen.

NOTE: Use the numeric keys to enter numbers.

Entering Characters

The following is an example of how to enter ‘abcde’ using the keyboard.

Press the [Shiff key to select lowercase
letters.

1 Limit:16 letters induding #
| | [« 1+ ]
g u/ & r t ¥ u ; N - = :

a s i f q W i " | ]
oo ) L Jdo o I e e J L 1]
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Press the [a], [b], [c], [d] and [e] keys in
this order. The character display field will
show abcde.

Press the [End] key.

Enter name.
poacl | Limit:16 letters induding #
+ l + ]
! ; §# ;m 3% l& i E( !) 1+ !— 1= i
q t ¥ i o
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4 Job Accounting

This chapter explains how to manage job accounting on copier use shared among various
departments.

*  Overview of Job Accounting...4-2

* Managing Accounts...4-4

*  Copy Count per Department...4-14

« Activating and Deactivating Job Accounting...4-18

* Job Accounting Default Settings...4-19

*  Copying with Job Accounting ON...4-28
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Overview of Job Accounting

4-2

You can manage accounting the copy count incurred by individual departments by assigning a
unique ID code to each department.

Job accounting helps the following activities in business organizations.

* Integrated management of optional printing and scanning statistics through the use of an
identical department ID code.

* Manageability of up to 1,000 individual departments.

»  Availability for department ID codes with as many as eight digits (between 0 and 99999999) for
security.

»  Tracking the copy volume for each department and for all departments combined.
» Restricting the copy count per department in one-page increments up to 999,999 copies.
* Resetting the copy counter for each department or for all departments combined.

* Accessing the departmental copy counter for reference without entering the management code.

IMPORTANT: To restrict the number of copies, printouts or scanned images using job accounting,
you must switch the Copy Job Accounting from [Off] to [On] as the default. If the copier is equipped
with the optional printer kit or scanner kit, also activate Printer Job Accounting and Scanner Job
Accounting as the default. Refer to Job Accounting Default Settings on page 4-19 for details.

Job accounting includes the following functions for managing printing counts.

Menu Description Reference
Page
Manage Accounts New Account: Specifies new ID codes and restrictions page 4-4
for usage. Up to 1,000 department ID codes can be
registered.

Delete Account: Deletes the registered departments.

Change Restrictions on Usage: Specifies restrictions on
usage for individual departments.

Departmental Copy Total Copy Volume: For reading the total copy counts of  page 4-14
Volume all departments, printing job accounting reports and
resetting the copy counter.

Copy Volume by Department: For reading copy counts of
various departments and resetting the copy counters.

Activating and Deactivating Activates [On] or deactivates [Off] job accounting. page 4-18
Job Accounting

Job Accounting Default Changes the defaults for job accounting. page 4-19
Settings
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Accessing the Job Accounting Screen

Set up job accounting from the Job Accounting screen. Follow these steps to access the Job
Accounting screen.

Press the System Menu/Counter key.

Press [Job Accounting].

System Menu / Counter

Copy

MP tray
Setting |

Job
Accounting
BOX
Management ly
Machine Document Register Print
Default Management Orig. Size Report /|

four-digit management code. By default,
the management code is 6000 for the 60
cpm model and 8000 for the 80 cpm

model. The Job Accounting screen will |:| |:| |:| |:|
be displayed.

NOTE: For security, it is recommended to change the management code. Refer to Changing
Management Code on page 3-32.

When installing the optional security kit, enter the eight-digit management code. By default, the
management code is 60006000 for the 60 cpm model and 80008000 for the 80 cpm model.

Proceed to the following section to customize job accounting menus.
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Managing Accounts

New Account

3

4

5

6

You can add and delete departments and define restrictions to copy count as needed.

Follow these steps to create new accounts by entering an account ID code (of up to eight digits),
account name, and restrictions on usage as desired.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

Press [Management Edit].

Press [Register].

Select Account ID and press [Change #].

Use the numeric keys to enter the

department ID code from 0 to 99999999.

Press [Close].

Job Accountg T Register/Sett.
pr—
Management Each Mgt. Management Job Accntg
Total Total Edt Def. Set. P
System Menu

ID-Code Order of
m— [ A v I indication I!
11111111 1st sales division
22222222  2st sales division Mgt. Inf.
_______ ETC [—----é—-—-j Correction
Ly ]
[—j |
000 1/ 0003 Regster g
System Menu - Job I

(0~ BH0a5050)

Setting Item Value
Account ID No register’ m
Name to display (No register)
v |
Change #
System Menu - Job - Management Edit

Job Accounting - Management Edit - New register
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7

10

1

12

Select Name to display and press
[Change #].

Enter the department name and press
[End].

For instructions on entering characters,
refer to Entering Characters on Touch
Panel on page 3-55.

When all entries are complete, press
[Next].

IMPORTANT: An error will occur if you
do not complete Account ID and Name
to display. You will not be able to
proceed to the next screen. Be sure
that you have completed the entries.

An error will occur if you attempt to
enter an existing department ID code.
You will not be able to proceed to the
next screen. Use a different ID code or
name.

Specify restrictions on copying as
desired.

For instructions on restricting copier
usage, refer to Restricting Usage Copier
on page 4-6.

Press [Registr.] to finalize settings.

Setting Item i Value
Account ID 33333333
Name to display (No register) m
v i
g
( Change # !l '
System Menu - Job - Management Edit

hg Item Value
Account ID
y 3st sales division m
—)
J
- Job - Management Edit ]

33333333 3st sales division

Setting Item Value
Copy Permitted
Printer Permitted m
Output limitation No limit
Saanner transmission No limit m
System Menu - Job - Management Edit

To make settings on another department, press [Register] and repeat steps 4 to 11.

Press [Close]. The touch panel will return to the Job Accounting screen.

4-5



Job Accounting

Restricting Usage Copier

4-6

You can restrict the use of the copier functions depending on the department.

Different functions can be restricted depending on the job accounting default settings (specifically,
depending on whether you select [All] or [Each] for Copy/Printer Output Management). Refer to
Copy/Printer Output Management on page 4-23 for details.

Restricting a copier function includes the following configurations.

Restricting copying:

[AI Available settings: [Permitted] and [Is not permitted] ([Is not permited]) (Refer to
page 4-6)
[Each] Available settings: [No limit], [Counter limit] and [Is not permitted] ([Is not permited])

(Refer to page 4-9)

Restricting printing:

[AI Available settings: [Permitted] and [Is not permitted] ([Is not permited]) (Refer to
page 4-7)
[Each] Available settings: [No limit], [Counter limit] and [Is not permitted] ([Is not permited])

(Refer to page 4-10)

Restricting number of copies to copy and print:

[AI Available settings: [No limit] and [Counter limit] (Refer to page 4-7)

Restricting transferring scanned image:

[All/Each]  Available settings: [No limit], [Counter limit] and [Is not permitted] ([Is not permited])
(Refer to page 4-8)

Restricting Copying ([All])

Specify whether copying is authorized.

NOTE: Turn Copy Job Accounting [On] in the job accounting default settings to use this function.

Refer to steps 1 to 11 of New Account on page 4-4 and display the usage restriction screen.
Set [Copy/Printer Output Management:] to [All] on page 4-23.

Select Copy and press [Change #].

33333333 3st sales division
Setting Item Value

Copy Permitted

Printer Permitted m

Output limitation No limit ;

Scanner transmission No limit v

‘ Change # )

System Menu - Job - Management Edit




Job Accounting

Press [Permitted] to allow copying or [Is
not permitted] ([Is not permited]) to
prohibit copying.

Copy Back

I

Job Accounting

Press [Close]. The touch panel will return to the usage restriction screen.

Restricting Printing ([All])

Specify whether printing is authorized when the copier is equipped with the option printer kit.

NOTE: Turn Printer Job Accounting [On] in the job accounting default settings to use this function.

Refer to steps 1 to 11 of New Account on page 4-4 and display the usage restriction screen.
Set [Copy/Printer Output Management:] to [All] on page 4-23.

Select Printer and press [Change #].

33333333 3st sales division
Setting Item Value
Copy Permitted
La ]
Output limitation No limit i
Scanner transmission No limit A
System Menu - Job - Management Edit
Press [Pgrmltted] to allow prlntlng or[ls F— —
not permitted] ([Is not permited]) to
prohibit printing.

‘ Permitte:

\ |.permitted

Job Accounting

Press [Close]. The touch panel will return to the usage restriction screen.

Restricting Number of Copies to Copy and Print

Restricts the number of copies to copy and print. When the copier is installed with the optional
printer kit, the restricted number of copies apply to the sum of the copies copied and printed.

Refer to steps 1 to 11 of New Account on page 4-4 and display the usage restriction screen.

Set [Copy/Printer Output Management:] to [All] on page 4-23.
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3 Select Output limitation and press

[Change #].
Setting Item Value
Copy Permitted
Printer Permitted m
]
Scanner transmission No limit Y
=)
System Menu - Job - Management Edit
4  Press [Counter limit] to restrict thg Output Iritation
number of copies. Use the numeric keys
to enter the number of pages from 1 to
999999. {1~093, 939}
Limited value 999, 999

Job Accounting

5 Press [Close]. The touch panel will return to the usage restriction screen.

Restricting Transmissions Scanned Image

You can prohibit or restrict the number of scanned pages to transfer or e-mail to PC. This function is
available when the copier is equipped with the optional scanner kit.

NOTE: Turn Scanner Job Accounting [On] in the job accounting default settings to use this function.

1 Refer to steps 1 to 11 of New Account on page 4-4 and display the usage restriction screen.

2 Select Scanner transmission and press

[Change #]. =
33333333 3st sales division
Setting Item Value
Copy Permitted
Printer Permitted m
QOutput limitation No limit ;
M
=)
System Menu - Job - Management Edit
3 Toprohibit scanning image, press [Is not e taremeon
permitted] ([Is not permited]).

| No limit

Counter
limit

permitted

Job Accounting
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To restrict the number of copies for
scanning, press [Counter limit] and use
the numeric keys to enter the number of
copies from 1 to 999999.

Restricting Copying ([Each])

You can limit the copying volume.

Scanner transmission

Counter
[

Is not
permitted

(1~-999 999)

Limited value 999, 999

Job Accounting

Press [Close]. The touch panel will return to the usage restriction screen.

NOTE: Turn Copy Job Accounting [On] in the job accounting default settings to use this function.

1 Refer to steps 1 to 11 of New Account on page 4-4 and display the usage restriction screen.

2 Set [Copy/Printer Output Management:] to [Each] on page 4-23.
3 Select Copy and press [Change #].
33333333 3st sales division
Setting Item : Value
r o im m
Scanner transmission No limit m
Change # l!
System Menu Job - Management Edit
4 To restrict copying, press [Is not Copy
permitted] ([Is not permited]).
No limit
limit
Job Accounting
Or, to restrict the number of copying, c C oo |
press [Counter limit] and use the i =
numeric keys to enter the number of
copies from 1 to 999999. (1~999 999)
Job Accounting
5 Press [Close]. The touch panel will return to the usage restriction screen.
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Restricting Printing ([Each])

Prohibiting printing is applicable to the copier when it is equipped with the optional printer kit.

NOTE: Turn Printer Job Accounting [On] in the job accounting default settings to use this function.

1 Refer to steps 1 to 11 of New Account on page 4-4 and display the usage restriction screen.
2 Set [Copy/Printer Output Management:] to [Each] on page 4-23.

3 Select Printer and press [Change #].

33333333 3st sales division

Setting Item Value

Copy No limit

Printer No limit m
Scanner transmission No limit v i

System Menu - Job - Management Edit

4 To restrict printing, press [Is not
permitted] ([Is not permited]).

Printer Back

No limit

Counter

limit
Is not
permitted |

Job Accounting

Or, to restrict the number of prints, press orimer C oo
[Counter limit] and use the numeric keys

to enter the number of prints from 1 to
999999. {1~093. 939}

Limited value 099, g9

Counter
limit

Is not
permitted

Job Accounting

5 Press [Close]. The touch panel will return to the usage restriction screen.
Deleting Account
You can delete the department accounts registered.

1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

2  Press [Management Edit].

Job Accountg T Register/Sett.

Management Each Mgt. Management Job Accntg
Total Total dt Def. Set, P

System Menu
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5

Select the department ID code to delete
and press [Delete].

NOTE: To change the order of the
departments displayed by sorting,
press [Order of indication]. Choose
[Sort by Code] ([1 - 9] to sort in
ascending order and [9 - 1] to sort in
descending order) or [Sort by Name]
([A = Z] to sort in ascending
alphabetical order and [Z = A] to sort in
descending alphabetical order).

To delete the ID code, press [Yes].

To delete other ID codes, repeat steps 3
and 4.

ID-Code

22222222 2st sales division
------- ETC

11111111 1st sales division

oot/ o003

[A Up

Order of
indication

N

Correction

La ]
LY ]

¥( Delete
e )

Register

System Menu

- Job

AccountID: 11111111
Name to display: 1st sales division

Are you sure you want to delete this Account ID?

& =

Press [Close]. The touch panel will return to the Job Accounting screen.

Editing Department Information

3

Changes the name and ID code registered for the department.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

Press [Management Edit].

Select the department ID code to edit
and press [Mgt. Inf. Correction].

Job Accountg T

Register/Sett.

Management Each Mgt. Management Job Accntg
Total Total P

System Menu

ID-Code Order of
m— [ A U l [lndlcatlon I!
11111111 1st sales division
22222222 2st sales division
_______ ETC [........é.......j ( Correctlon )
Ly ]
v Down

System Menu
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4

8
9

To change the ID-code, select Account
ID and press [Change #].

Press [Clear] to blank the current entry.
Use the numeric keys to enter the new
ID code (up to eight digits).

Press [Close].

To edit the department name, select
Name to display and press [Change #].

Press [AlIDel ] to blank the current entry.
Enter the new name.

Press [End].

For instructions on entering characters,
refer to Entering Characters on Touch
Panel on page 3-55.

Press [Close].

Press [Close]. The touch panel will return to the Job Accounting screen.

Changing Restrictions on Usage

You can change the restriction on copying and printing per individual department.

4-12

Department inform. edit

Setting Item

Value

Account ID
Name to display

11111111

1st sales division

System Menu

- Job Accounting - Management Edit

Accourt ID
(0~99999999)
AccountID | TTTT11111
Job Accounting - Management Edit
Department inform. edit

Setting Item

Value

Account ID
Name to display

11111111

1st sales division

it

(@]
3
|
H*
h—_—

System Menu

- Job Accounting - Management Edit

F 1stsales divisiorl

Limit:32 letters induding #

IMPORTANT: To restrict the number of copies, printouts, or scanned images during job accounting,
turn Copy Job Accounting from [Off] to [On] in the job accounting default settings. Refer to Job
Accounting Default Settings on page 4-19 for details. If the copier is equipped with the optional
printer kit and/or the scanner kit, activate Printer Job Accounting and Scanner Job Accounting in the

job accounting default settings.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)
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2

3

Press [Management Edit].

Select the department ID code to
change and press [Limit in use].

Select the restriction on copying as
desired.

For details on restricting copier usage,
refer to Restricting Usage Copier on
page 4-6.

Press [Close].

Job Accountg T

Register/Sett.

Total

Management Each Mgt.
Total

Management Job Accntg
Edit Def. Set.

System Menu

Order of
| — [ A U l indication I!
2st sales division ; Mgt. Inf. Limit
ETC A Correction in use
hd
e
00010063
- Job i

Limitin use

11111111 1st sales division

Setting Item Value
Copy Permitted
Printer Permitted m
Output limitation No limit
Saanner transmission No limit m
System Menu - Job - Management Edit

Press [Close]. The touch panel will return to the Job Accounting screen.
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Copy Count per Department

You can read the overall copy count or the count per individual department. The copy count can be
reset to 0 as desired.

Total Copy Count

Tracks the total copy counts of all departments. You can print the total in the form of job accounting
reports. The total copy count can be reset as necessary.

1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

2 Press [Management Total].

Job Accountg T Register/Sett.

—

Management Each Mgt. Management Job Accntg
Total Total Edit Def. Set.

System Menu

3 The total copy count is displayed for
your reference.

Copy Printer Total
Press [Print Report] and choose the et

report type to print this information as a
copy management report.

Counter
Press [Report by Function] to count a list scanner : -

of reports by function. Regort g ’]
||

Press [Report by Size] in the total count  fu.ientcid

by size setting of the job accounting

default settings for a list of reports by copy paper size. For details, refer to Total Count by Size, 1-5
on page 4-26.

Sample: Job Accounting Reports

By function: copying and printing managed together ([All] is selected)

4-14



Job Accounting

5

6

By function:

copying and printing managed separately ([Each] is selected)

By paper size

NOTE: Specify which type of report is printed in the Copy/Printer Output Management of the job
accounting default settings.

To reset the copy volume, press
[Counter clear].

Copy Printer Total
o 0

Counter
Clear

scanner 1

7777777 Print
Report ]
- Job Accounting !

Press [Yes].

The counted number for this ID-code will be deleted
Are you sure?
 pr—

) 1

Press [Close]. The touch panel will return to the Job Accounting screen.

4-15



Job Accounting

Copy Count by Department

4-16

3

Tracks the copy count per individual department. The copy count per department can be reset as
necessary.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

Press [Each Mgt. Total].

Job Accountg T Register/Sett.

Management Each Mgt. Management Job Accntg
Total Total Edt Def. Set. P

System Menu

Select the ID-code of the department
and press [Total].

Order of
I — [‘ up ’ indication l! [Total 4 |
1 1stsalesdivision
2 2stsales division
3 3stsales division m
o )

000170004

- Job

NOTE: In the list, ---ETC indicates the number of printouts delivered without entering an ID-code.
The printouts include the following documents:

- Various reports
- Reports for printing errors

- Printouts from computers of which the department ID-codes are not specified (if Printing from
Unregistered Sources (Printer) is authorized in the job accounting default settings.)

You can change the department sort order. Press [Order of indication] and choose either of [Sort by
Code] ([1 = 9] and [9 - 1]) or [Sort by Name] ([A = Z] and [Z = A]).

The copy count of the selected
department is displayed for your
reference.

Number print.

Black & White: 1 e 1

NOTE: The copy limitation per

department is given in parentheses Scan. Transm.
after the current volume, as in 1,234 Soan # pocges: semer .
(999,999).
System Menu - Job Accounting 11111111 1st sales divig

To reset the copy count, press [Counter
clear].

i Number in( )
o 1 Printer _____ Total ] is limit value

Counter E
Clear 3
scanner

- Job Accounting 11111111 1st sales division g
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6  Press[Yes].

The count value of this ID-code will be deleted
Are you sure?

7 Press [Close].

8 Press [Close]. The touch panel will return to the Job Accounting screen.
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Activating and Deactivating Job Accounting

Turn job accounting on or off as necessary.

Setting Description
On Job accounting is activated.
Off Job accounting is deactivated.

1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

2  Select [On] or [Off].

Register/Sett. Job Accountg

Each Mgt. Management Job Accntg
Total Edit Def. Set.

‘Off

3 Press [Close].

4  Press [End].
When you select [On], the screen for the department ID-code entry is displayed.

When you select [Off], the [Basic] screen is displayed.
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Job Accounting Default Settings

You can specify the default job accounting settings as below.

*  Copy Job Accounting...4-19

*  Printer Job Accounting...4-20

* Reports on Printing Errors...4-21

*  Printing from Unregistered Sources (Printer)...4-22
»  Copy/Printer Output Management...4-23

*  Scanner Job Accounting...4-23

* Response to Unauthorized Requests...4-24

»  Default of Copy Limitation...4-25

+ Total Count by Size, 1-5...4-26

Copy Job Accounting

3

4

5

Activate or deactivate job accounting for copy jobs.

Setting Description

On Copy Job Accounting is activated.
Off Copy Job Accounting is deactivated.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

Press [Job Accntg Def. Set.].

Job Accountg T Register/Sett.
Management Each Mgt. Management Job Accntg
Total Total Edit Def. Set. P

System Menu

[Change #]. .

Setting Item Value
Copy Job Accounting O [I}
Print. Job Accounting On
Printer error report Off v ;
Others Mgt. Reg. (print) Off
Copy/Printer output mgt. All Change #
Scanner Job Accounting On
Excess of limit Setting Stop after job done
System Menu - Job Accounting - Job Accounting Def set.

Selec [On]or 011

Copy Job Accounting can be set up.

Off

i]l

System Menu - Job Accounting - Job Accounting Def set.

Press [Close].

4-
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6

Press [Close]. The touch panel will return to the Job Accounting screen.

Printer Job Accounting

3

4

5

6

4-20

Activate or deactivate job accounting when the copier is used as a printer.

Setting Description
On Printer Job Accounting is activated.
Off Printer Job Accounting is deactivated.

NOTE: This setting is displayed only if the copier is equipped with the optional printer kit.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

Press [Job Accntg Def. Set.].

Job Accountg T Register/Sett.

Management Each Mgt. Management Job Accntg

Total Total Edit Def. Set. P
System Menu

[Change #].

Setting Item Value
Copy Job Accounting On
Print. Job Accounting On E
Printer error report Off v I
Others Mgt. Reg. (print) Off
Copy/Printer output mgt. All Change # )
Scanner Job Accounting On
Excess of limit Setting Stop after job done 4
System Menu - Job Accounting - Job Accounting Def set.
Print. Job Accounting Bac|
Select [On] or [Off]. o =

Printer Job Accounting can be set up.

Off

System Menu - Job Accounting - Job Accounting Def set.

Press [Close].

Press [Close]. The touch panel will return to the Job Accounting screen.
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Reports on Printing Errors

When using job accounting to manage printing, you can specify whether or not an error report is
printed in case that users attempt to print using incorrect department codes.

Setting

Description

On

Prints an error report.

Off

Does not print an error report.

NOTE: This setting is displayed only if Printer Job Accounting is [On].

1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

2  Press [Job Accntg Def. Set.].

3 Select Reports for Printer error report

and press [Change #].

4  Select [On] or [Off].

5  Press [Closel.

Job Accountg T Register/Sett.

Management Each Mgt. Management Job Accntg
Total Total Edt Def. Sef. P

System Menu

Job Accounting Def set.

Setting Item Value
Copy Job Accounting On m
Print. Job Accounting On
Printer error report Off v i
Others Mgt. Reg. (print) Off
Copy/Printer output mgt. All Change #
Scanner Job Accounting On
Excess of limit Setting Stop after job done
System Menu - Job Accounting - Job Accounting Def set.

Printer error report

Error report is output.at the time of Account ID mismatch.

System Menu - Job Accounting - Job Accounting Def set.

6 Press [Close]. The touch panel will return to the Job Accounting screen.
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NOTE: When the user attempts to print
using the incorrect department ID code,

Account ID mismatch will be displayed [ it ot
and the job will not be printed. When the E
user presses [Cancel], an error report
will be printed. B MP tray
R L —
=)
Job 1 Stopping print

Printing from Unregistered Sources (Printer)
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4

5

If you use job accounting to manage printing, you can authorize or prohibit printing from computers
with printer drivers that do not support job accounting.

Setting Description

On Users can print from computers with printer drivers that do not support
job accounting.

Off Users cannot print unless their printer driver supports job accounting.

NOTE: This setting is displayed only if Printer Job Accounting is [On].

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

Press [Job Accntg Def. Set.].

Job Accountg T Register/Sett.

Total Total

~
Management Each Mgt. Management Job Accntg
Edit Def. Set. P

System Menu

Seec Orers . e, (g nd

press [Change #].

Setting Item Value

Copy Job Accounting On m

Print. Job Accounting On

Printer error report Off v ]

Others Mgt. Reg. (print) Off

Copy/Printer output mgt. All Change # )

Scanner Job Accounting On )

Excess of limit Setting Stop after job done g
System Menu - Job Accounting - Job Accounting Def set.

Selet (Or] o [0f)

Output. of print. is possible for unspecif.Account ID

System Menu - Job Accounting - Job Accounting Def set.

Press [Close].
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6 Press [Close]. The touch panel will return to the Job Accounting screen.

Copy/Printer Output Management

You can choose whether copying and printing are managed together or separately.

NOTE: Changing this setting affects which setting items are available in the usage restriction
screen. Refer to Restricting Usage Copier on page 4-6 for details.

1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen
on page 4-3.)

2  Press[Job Accntg Def. Set.].

Job Accountg T Register/Sett.
Management Each Mgt. Management Job Accntg
Total Total Edit Def. Set.

P —"}

System Menu

3 SoletConyPrtruput mgtand

press [Change #].

Setting Item Value

Copy Job Accounting On m
Print. Job Accounting On
Printer error report Off ;
Others Mgt. Reg. (print) Off v
Copy/Printer output mgt. All Change # )
Scanner Job Accounting On
Excess of limit Setting Stop after job done

System Menu - Job Accounting - Job Accounting Def set.

4 seect Al or [Eacr

Copy/Printer output management method setting.

System Menu - Job Accounting - Job Accounting Def set.

5 Press [Close].

6 Press [Close]. The touch panel will return to the Job Accounting screen.

Scanner Job Accounting

Activate or deactivate job accounting when the copier is used for scanning.

Setting Description
On Scanner Job Accounting is activated.
Off Scanner Job Accounting is deactivated.

NOTE: This setting is displayed only if the copier is equipped with the optional scanner kit.
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1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

2  Press [Job Accntg Def. Set.].

3 Select Scanner Job Accounting and

press [Change #].

4  Select [On] or [Off].

5  Press [Close].

Job Accountg T Register/Sett.
~
Management Each Mgt. Management Job Accntg
Total Total Edit Def. Set. P
System Menu

Job Accounting Def set.

Setting Item Value
Copy Job Accounting On
Print. Job Accounting On
Printer error report Off
Others Mgt. Reg. (print) Off
Copy/Printer output mgt. All
Scanner Job Accounting On Change #
Excess of limit Setting Stop after job done

System Menu - Job Accounting - Job Accounting Def set.

Scanner Job Accounting

[

Scanner Job Accounting can be set up.

System Menu - Job Accounting - Job Accounting Def set.

6 Press [Close]. The touch panel will return to the Job Accounting screen.

Response to Unauthorized Requests

Specify the actions when users attempt to copy in excess of the specified copy limitation.

Setting

Restriction

Stop job immediately

The requested function cannot be used. No output is delivered.

Stop after job done

The current job is completed, but the next job is prohibited.

Only warning

Only a warning message is displayed.

1 Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

2  Press [Job Accntg Def. Set.].
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Job Accountg T Register/Sett.
~
Management Each Mgt. Management Job Accntg
Total Total Edit Def. Set. P
System Menu
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Select Excess of limit Setting and press
[Change #].

Press [Stop job immediately], [Stop after
job done] or [Only warning].

Press [Close].

Job Accounting Def set.

Setting Item i Value
Pt 200 Accanting on La]
Gt ik R, ) o v
& =)
Excess of limit Setting Stop after job done

System Menu - Job Accounting - Job Accounting Def set.

Excess of limit Setting
Select proper setting when limit exceeded.

Stop job
immediatly

Stop after
| job done

System Menu - Job Accounting - Job Accounting Def set.

Press [Close]. The touch panel will return to the Job Accounting screen.

Default of Copy Limitation

Specify the default of copy limitation when registering a new department.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

Press [Job Accntg Def. Set.].

Select Def. Val. of coun. Limit and press
[Change #].

Use the numeric keys to enter the
number of pages from 1 to 999,999.

Job Accountg T

Register/Sett.

Management Each Mgt.
Total Total

Management Job Accntg
Edit Def, Set.

System Menu

Job Accounting Def set.

Setting Item ; Value
Print. Job Accounting on m
Printer error report Off
Others Mgt. Reg. (print) Off v i
Copy/Printer output mgt. All
Scanner Job Accounting on -
Excess of limit Setting Stoy r job done Change #
Def. Val. of coun. Limit

System Menu - Job Accounting - Job Accounting Def set.

Def. Val. of coun. Limit

Default value of counter limit can be set.

{1~999. 999)

Limited value 999, 999

System Menu - Job Accounting - Job Accounting Def set.
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5

6

Press [Close].

Press [Close]. The touch panel will return to the Job Accounting screen.

Total Count by Size, 1-5

You can register specific paper sizes to monitor so that you can check the copy count. You can also

3

4

5
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register types of paper.

NOTE: Up to five different paper sizes can be registered for keeping track of the copy count.

If you do not specify the paper type, the registered paper size will be counted regardless of the type.
However, if you register a size without specifying the type as the first entry and register the same
size with a type as the second entry, the copy count for the first entry will not include the count of the

second entry.

Access the Job Accounting screen. (For instructions, refer to Accessing the Job Accounting Screen

on page 4-3.)

Press [Job Accntg Def. Set.].

Select Total size 1-5 and press [Change

#).

Press [On].

Press [Select size].

Job Accountg T Register/Sett.

Management Each Mgt. Management Job Accntg

Total Total Edit Def. Set. P
System Menu

Job Accounting Def set.

Setting Item Value

Excess of limit Setting Stop after job done
o ater La ]

Def, Val. of coun. Limit

Total size 1 11x17" No spedif. ;
Total size 2 8¥2x14"  No spedif. v
Total size 3 8¥x11"  No spedf. r )
Total size 4 118%"  No spedf. Change #
Total size 5 5%28%2"  No spedf.

System Menu - Job Accounting - Job Accounting Def set.

Can set totals of paper size and type.

T

System Menu - Job Accounting - Job Accounting Def set.

Can set totals of paper size and type.

Paper Size Paper Type

11x17" ) With no

Select spedif.

System Menu - Job Accounting - Job Accounting Def set.
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6

Select a paper size and press [Close].

Select size

Back

I A3 B4 I 11x17"
I A B5 812x14"
I A5 Folio 812x11"
5V8Y,"
Job Accounting-  Job Accounting Def set. - Total size 1

To specify a paper type, press [Select

Paper Type]. his of paper size and type.
Paper Size

117"

Select
- | size y

Paper Type

With

no

spedif.

——,
(Select

Paper Type W
N————

- Job Accounting - Job Accounting Def set.

Select the paper type and press [Close].

Skt e Tpe
Labels Cardstock Eg; Custom 1
Trans
[ arencyp- Recycled Color Envelope Custom 2
{ Rough Preprinted Prepunched Custom 3
Velum Bond Letterhead | Hioh Custom 4
Quality
Job Accounting - Job Accounting Def set. - Total size 1

Press [Close].

Press [Close]. The touch panel will return to the Job Accounting screen.

NOTE: You can include the registered copy count of the paper when printing reports on copy count
per department. Refer to Total Copy Count on page 4-14 for details.
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Copying with Job Accounting ON

When job accounting is activated, users must enter their department ID-code on the numeric keys
to use the copier.

IMPORTANT: After copying, be sure to press the Job Accounting key to display the initial screen
so that the next user can enter his or her department ID-code.

1 Use the numeric keys to enter the
department ID code and press [Enter].
The touch panel will return to the [Basic]

screen. Each Mat.

NOTE: If you enter the code (Cer ]
incorrectly, press [Clear] to reenter the (o
correct code. ( Enter

Entering an invalid department ID-code
will trigger an error alarm. Use the
numeric keys to enter the correct code.

You can review the department’s copy
count by pressing [Each Mgt. Total]
after entering your department
ID-code.

2 Complete the copy job as usual.

3 After copying, be sure to press the Job Accounting
key to display the initial screen so that the next user

can enter his or her department ID-code. (%2R | dobaccouting _[interrupt _Energy Saver

@ @) T
DO @

() (a) ()

w@
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The appendix covers the following topics.

«  Paper...Appendix-2
»  Specifications...Appendix-9
* Intercompatible Functions...Appendix-12

*  Glossary...Appendix-16
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Paper

Basic Paper Specifications

Appendix-2

This copier is designed to print on standard copy paper as used in regular (‘dry’) copiers and page
printers such as laser printers. It also supports a variety of other types of paper that conform to the
specifications given in this appendix.

Be careful when choosing paper. Paper unsuitable for the copier may cause jams or may be
wrinkled.

For transparencies, labels, envelopes, and similar types of paper, use the MP tray.

NOTE: Some recycled paper does not meet requirements for use with this copier as listed in the
Basic Paper Specifications shown below, such as moisture or pulp content. For this reason, we
recommend purchasing a small amount of recycled paper as a sample for testing prior to use.
Choose recycled paper that gives the best copying results and contains low levels of paper dust.

We are not responsible for problems that occur from the use of paper that does not conform to our
specifications.

Supported Paper

Use standard copy paper for regular copiers or laser printers. The copy quality will be affected by
the quality of paper. Poor quality paper may result in unsatisfactory output.

Basic Paper Specifications

The following table lists the specifications of paper that is supported with this copier. Refer to the
subsequent sections for further details.

Criteria Specifications
Weight Cassettes: 60 to 160 g/m?
MP tray: 45 to 200 g/m?
Thickness 0.086 to 0.110 mm
Dimensional accuracy +0.7 mm
Squareness of corners 90° +0.2°
Moisture content 4t06 %
Grain direction Long grain (paper supply direction)
Pulp content 80 % or more
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Choosing the Appropriate Paper

This section describes guidelines for choosing paper.

Condition

Avoid using paper with bent corners or that is curled, dirty, or torn. Do not use paper that has a
rough surface or paper fiber lint, or that is especially delicate. Use of paper in any of these
conditions will not only deliver poor copies but may also cause jams and shorten the useful life of
the copier. Choose paper with a smooth and even surface; however, avoid coated paper or paper
with a treated surface as it may damage the drum or fusing unit.

Ingredient

Do not use paper such as paper that has been coated or surface-treated or paper that contains
plastic or carbon. These types of paper may produce harmful fumes from the heat of copying and
may damage the drum.

Be sure to use standard paper that contains at least 80 % pulp, i.e., not more than 20 % of the total
paper content consists of cotton or other fibers.

Supported Paper Sizes
Paper of the following sizes is supported by the cassettes and MP tray.

Measurements in the table take into account a +0.7-mm dimensional accuracy for length and width.

Corner angles must be 90° +0.2°.

MP Tray

Cassette or MP Tray

B6R (128 x 182 mm)

A3 (297 x 420 mm)

Postcard (100 x 148 mm)

B4 (257 x 364 mm)

Return postcard (148 x 200 mm)

A4 (297 x 210 mm)

Executive (7 14 x 10 1.2")

A4R (210 x 297 mm)

Envelope DL (110 x 220 mm)

B5 (257 x 182 mm)

Envelope C5 (162 x 229 mm)

B5R (182 x 257 mm)

Envelope C4 (229 x 324 mm)

A5R (148 x 210 mm)

ISO B5 (176 x 250 mm)

Folio (210 x 330 mm)

Comm. #10 (4 18 x 9 112") 11 x17"
Comm. #9 (3 7/8 x 8 7/8") 8 12 x 14"
Monarch (3 78 x 7 12") 11 x 8 12"
YOUKEI 2 (114 x 162 mm) 812 x 11"
YOUKEI 4 (105 x 235 mm) 512 % 812"
Input size 812 x 13"
(378%x578"to 1158 % 17") 812 %13 12"

(98 x 148 to 297 x 432 mm)

8K (273 x 394 mm)
16K (273 x 197 mm)
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Appendix-4

Smoothness

The paper surface should be smooth, but it must be uncoated. With paper that is too smooth and
slippery, several sheets may accidentally be supplied at once, causing jams.

Basis Weight

In countries that use the metric system, basis weight is the weight in grams of one sheet of paper
one square meter in area. In the United States, basis weight is the weight in pounds of one ream
(500 sheets) of paper cut to the standard size (or trade size) for a specific grade of paper. Paper that
is too heavy or too light may be supplied incorrectly or cause paper jams, which may cause
excessive wear to the copier. Mixed paper weight (i.e., thickness) may cause several sheets to be
supplied at once accidentally and may also cause blurring or other copying problems if the toner
fails to adhere correctly.

The recommended basis weight is between 60 and 160 g/m? (16 and 42 Ib/ream) for the cassettes
and between 45 and 200 g/m? (12 and 53 Ib/ream) for the MP tray.

Thickness

Avoid using paper that is too thick or thin. Signs that paper may be too thin include frequent
problems with paper jams or with several sheets being supplied at once. Paper jams may also
indicate that the paper is too thick. The proper thickness is between 0.086 and 0.110 mm.

Moisture Content

Paper moisture content is the ratio of moisture to dryness expressed as a percentage. Moisture
affects how the paper is supplied, the electrostatic chargeability of the paper, and how the toner
adheres.

Paper moisture content varies depending on the relative humidity in the room. High relative humidity
causes paper to become damp, making the edges expand so it appears wavy. Low relative humidity
causes paper to lose moisture, making the edges tighten and weakening copy contrast.

Wavy or tight edges may cause the paper to slip when it is supplied. Try to keep the moisture
content between 4 to 6 %.

To maintain the right level of moisture content, bear in mind the following considerations.

«  Store paper in a cool, well-ventilated place.

»  Store paper flat and unopened in the package. Once the package is opened, reseal it if the
paper is not to be used for a while.

»  Store paper sealed in the original package and box. Put a pallet under the carton to keep it
raised above the floor. Especially during rainy seasons keep the paper a sufficient distance
away from wooden or concrete floors.

+ Before using paper that has been stored, keep it at the proper moisture level for at least 48
hours.

* Do not store paper where it is exposed to heat, sunlight, or dampness.
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Paper Grain

Paper is cut into sheets either with the grain running parallel to the length (long grain) or with the
grain parallel to the width (short grain). Avoid using short-grain paper because it may be supplied
incorrectly; use long-grain paper.

Other Paper Specifications
Porosity: The density of the paper fibers.
Stiffness: Paper must be stiff enough or it may buckle in the copier, causing jams.

Curl: Most paper naturally tends to curl in one direction after the package is opened. When paper
passes through the fixing unit, it curls upward slightly. To deliver flat printouts, load the paper so that
the curl faces towards the bottom of the paper tray.

Static electricity: During copying, paper is electrostatically charged so that the toner adheres.
Choose paper that can be discharged quickly so that copies do not cling together.

Whiteness: Paper whiteness affects copy contrast. Use whiter paper for sharper, brighter copies.

Quality: Copier problems may occur if sheet sizes are not uniform or if corners are not square,
edges are rough, sheets are uncut, or edges or corners are crushed. In order to prevent these
problems, be especially careful when you cut the paper yourself.

Packaging: Choose paper that is properly packaged and stacked in boxes. Ideally, the packaging
itself should have been treated with a coating to inhibit moisture.

Specially treated paper: We do not recommend copying onto the following types of paper, even if it
conforms to the basic specifications. When you use these kinds of paper, purchase a small amount
first as a sample to test.

*  Glossy paper

*  Watermarked paper

»  Paper with an uneven surface

*  Perforated paper
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Special Paper

Appendix-6

This section describes copying onto special paper and copy media.

The following paper and media can be used.

* Transparencies

*  Preprinted paper

* Bond paper

* Recycled paper

*  Thin paper (from 45 g/m? to less than 60 g/m?)
+ Letterhead

+ Colored paper

*  Prepunched paper

*  Envelopes

» Postcards

»  Thick paper (from 106 g/m? to 200 g/m? or less)
* High-quality paper

When using these paper and media, choose that are designed specifically for copiers or page

printers (such as laser printers). Use the MP tray for transparencies, thin or thick paper, envelopes,
and postcards.

Choosing Special Paper

Although special paper that meets the following requirements can be used with the copier, copy
quality will vary considerably due to differences in the construction and quality of special paper.
Thus, special paper is more likely than regular paper to cause copying problems. Before purchasing
special paper in volume, try testing a sample to ensure the copy quality is satisfactory. General
precautions when copying onto special paper are given below. Note that we are not responsible for
any harm to the user or damage to the copier caused by moisture or specifications of special paper.

Transparencies
Transparencies must be able to withstand the heat of copying. We recommend the following types.
3M PP2500 (available in Letter and A4 sizes)

Transparencies must meet the following conditions.

Criteria Specifications

Heat resistance Must withstand at least 190 °C.
Thickness 0.100 to 0.110 mm

Material Polyester

Dimensional accuracy +0.7 mm

Squareness of corners 90° +0.2°

To avoid problems, use the MP tray for transparencies and load transparencies with the long side
facing the copier.

If transparencies jam frequently, try pulling the leading edge of sheets gently as they are ejected.
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Postcards

Before loading postcards into the MP tray, fan them
and align the edges. If the postcard paper is curled,
straighten it before loading. Copying onto curled

postcards may cause jams.
Rough
Do not use perforated return postcards. edge

Some postcards may still have rough edges on the

back side caused by a paper cutter. Remove any such
rough edges by placing the postcards on a flat surface
and rubbing the edges gently a few times with a ruler.

Envelopes
Use the MP tray for envelopes.

Due to the structure of envelopes, copying evenly over the entire surface may not be possible in
some cases. Thin envelopes in particular may be wrinkled by the copier in some cases as they pass
through it. Before purchasing envelopes in volume, try testing a sample to ensure the copy quality.

Storing envelopes for a long period may cause them to become wrinkled. Thus, keep the package
sealed until you are ready to use them.

Keep the following points in mind.

Do not use envelopes with exposed adhesive. In addition, do not use the type of envelope in which
the adhesive is exposed after the top layer is peeled off. Serious damage may be caused if the
paper covering the adhesive comes off in the copier.

Do not use envelopes with certain special features. For example, do not use envelopes with a
grommet for winding a string to close the flap or envelopes with an open or film-covered window.

If paper jams occur, load fewer envelopes at once.

To prevent paper jams when copying onto multiple envelopes, do not allow more than ten envelopes
to remain in the output tray at once.

Thick Paper

Before loading thick paper in the MP tray, fan it and align the edges. Some thick paper may still have
rough edges caused by a paper cutter on the back side. Remove any such rough edges just as with
Postcards by placing the paper on a flat surface and rubbing the edges gently a few times with a
ruler. Copying onto paper with rough edges may cause jams.

NOTE: If the paper is not supplied correctly even after P
it is smoothed, load the paper in the MP tray with the <
leading edge raised a few millimeters as shown in the

figure. [~
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Colored Paper

Colored paper must conform to the specifications listed on the page 2 of the Appendix. In addition,
the pigments in the paper must be able to withstand the heat of copying (up to 200 °C or 392 °F).
Preprinted Paper

Preprinted paper must conform to the specifications listed on the page 2 of the Appendix. The
colored ink must be able to withstand the heat of copying. It must be resistant to silicone oil as well.
Do not use paper with a treated surface such as glossy paper used for calendars.

Recycled Paper

Recycled paper must conform to the specifications listed on the page 2 of the Appendix; however,
its whiteness may be considered separately.

NOTE: Before purchasing recycled paper in volume, try testing a sample to ensure that the copy
quality is satisfactory.
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Specifications

NOTE: These specifications are subject to change without notice.

Copying System

Indirect electrostatic system

Originals Supported Sheets, books, and three-dimensional objects (maximum size: A3)
Copy Sizes
Cassettes 1 and 2 11 x 8 12" and A4
Cassette 3 and 4 11 x 17", 8 12 x 14", 11 x 8 112", 8 172 x 11", 5 172 x 8 112", 8 172 x 13",
8 12 x 13 12", A3, B4, A4, A4R, B5, B5R, A5R, Folio, 8K and 16K.
MP Tray 512 % 812" to 11 x 17", A5R to A3, B6R, ABR, Folio, 8K, 16K,
YOUKEI 2 and YOUKEI 4
Duplexing 512 x 812" to 11 x 17", A5R to A3

Non-Copying Margin:

0.5t0 5.5 mm

Supported Paper

For details on the supported paper, refer to the Paper on page 2 of the
Appendix.

Paper Supply Capacity

Cassettes 1 and 2
Cassettes 3 and 4
MP Tray

1,500 sheets (80 g/m?) x 2 cassettes
500 sheets (80 g/m?) or 525 sheets (75 g/m?) x 2 cassettes
100 sheets (80 g/m?)

Output Tray Capacity

250 sheets (80 g/m?)

Warm-up Time

30 sec

Recovery from Low-Power mode: 10 sec
Recovery from Sleep mode: 30 sec

(At room temp.: 73.4 °F/23 °C, 50 % RH)

Memory
Bitmap 128 MB
Image Storage 40 GB

Operating Environment
Temperature 10t0 32.5°C
Humidity 151080 %
Altitude 2,000 m maximum

Power Source

120 VAC, 60 Hz, 16 A
220 to 240 V AC, 50/60 Hz, 9.5 A

Dimensions 26 3/4 x 30 13/16 X 46 7/8"
(W) x (D) x (H) 680 x 783 x 1,190 mm
Weight Approx. 413.6 Ibs./Approx. 188 kg

Space Required for Copier

(W) x (D)

58 114 x 30 13/16"
1,480 x 783 mm
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Copying Performance

Copying Speed

Platen (1:1) 60 cpm model 11 x 17"/A3: 31 sheets/min
8 12 x 14"/B4: 37 sheets/min
11 x 8 12"/A4: 60 sheets/min
8 12 x 11"/A4R: 43 sheets/min
B5: 60 sheets/min
B5R: 47 sheets/min

80 cpm model 11 x 17"/A3: 40 sheets/min

8 12 x 14"/B4: 50 sheets/min
11 x 8 12"/A4: 80 sheets/min
8 12 x 11"/A4R: 54 sheets/min
B5: 80 sheets/min
B5R: 58 sheets/min

Document Processor 60 cpm model 11 x 8 12"/A4: 60 sheets/min

(1:1) 80 cpm model 11 x 8 12"/A4: 80 sheets/min
First Copy Time 60 cpm model 3.6 secorless (1:1, 11 x 8 12"/A4, from the platen)
80 cpm model 2.9 secorless (1:1, 11 x 8 12"/A4, from the platen)
Resolution Scanning: 600 x 600 dpi
Copying: Equivalent to 1,800 x 600 dpi
Continuous Copying 1 to 9,999 sheets
Zoom Level Any level from 25 to 400 % in 1 % increments

With the document processor: 25 to 200 %
Includes preset zoom levels

Optional Side Feeder

Paper Supply Method Pneumatic supply system; capacity: 4,000 sheets (80 g/m?)
Paper Size 11 x 8 12", A4 and B5
Supported Paper Weight: 60 to 160 g/m?

Paper Types: Standard, recycled, and colored paper
Dimensions 14 58 x 23 3116 x 27 5/16"
(W) x (D) x (H) 371 x 589 x 693 mm
Weight Approx. 90.2 Ibs. or less/Approx. 41 kg or less
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Optional Document Finisher

Number of Trays

Supported Paper Sizes

Trays A (Without
stapling)

Trays B

11 x 17", 8 112 x 14", A3, B4 and Folio: 1500 sheets

11 x 812", 812 % 11", 5 12 x 8 12", A4, A4R, B5, B5R, A5R, B6R and A6R:
3000 sheets

11 x 17", 8 12 x 14", 11 x 8 12", 8 112 x 11", 5 112 x 8 112", A3, B4, A4, A4R,
B5, B5R, A5R, B6R and A6R: 200 sheets

Supported Paper
Weight

Trays A and B: 45 to 200 g/m?
When stapling: 60 to 200 g/m?
When punching (optional feature): 45 to 200 g/m?

Maximum Sheets for

11 x 17", 8 12 x 14", A3 and B4: 30 sheets; 11 x 8 12", 8 12 x 11", A4, A4R

Stapling and B5: 50 sheets (using paper up to 80 g/m?)
Dimensions 31 5116 % 25 3/16 % 42 178"

(W) x (D) x (H) 796 x 640 x 1,070 mm

Weight Approx. 160.6 Ibs./Approx. 73 kg

Environmental Specifications

Noise emission

During standby 61 dB or less (L wa)

During copying 60 cpm model 71 dB or less (L wad)

80 cpm model 72 dB or less (L wad)

Power consumption

During copying (with full optional equipment) 1500 wh

During standby 60 cpm model 349w
80 cpm model 399 w

During the Low Power mode 60 cpm model 126 w
80 cpm model 204 w

Recovery from Low-Power mode 10 sec

During the Off mode (default settings, copier 8 w

only)

During the Sleep mode (with optional printer) 24 w

Time until Low-Power mode (default) 60 cpm model 10 min
80 cpm model 15 min

Time until Sleep mode (default) 60 cpm model 60 min
80 cpm model 90 min

During the Plugged-In mode 0.4 wh

Duplexing

Standard

Paper Supply Capability

Supports recycled paper made from
100 % recycled pulp

NOTE: Consult your Dealer or Service Representative for recommended paper types.
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This is a full-featured copier with an array of different functions. Many features can also be combined for more efficient

copying.
Intercompatible features are given in the following charts.

Intercompatible Functions
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Auto paper selection

One-sided copying

Duplex mode: 1-sided - 2-sided
Duplex mode: 2-sided - 2-sided
Duplex mode: Book - 2-sided

Split mode: 2-sided - 1-sided

Split mode: Book - 1-sided

Original size selection: Standard sizes
Original size selection: Input size
Original size selection: Auto detect
Original size selection: Custom sizes
Combine mode

Auto Exposure mode

Manual Exposure mode

Actual size (100 %)

XY zoom

Auto zoom

Manual zoom

Auto Selection mode: Same width
Auto Selection mode: Different widths
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Offset mode

Border erase: Sheet erase
Border erase: Book erase
Border erase: Separate border erase
Cover mode

Booklet from sheets

Booklets from facing pages

Auto rotation

Backing sheets for transparencies
Proof mode

Memo mode

EcoPrint

Specifying the original orientation
Inverted copying

Mirror image

Repeat copy: Setting up a job
Output destination selection
Stapling

Punching

Multi-page forms

Interrupt mode
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gﬁcument management: Registering originals for the NIYINININIYIYIYIYIYIYINIYIYIYIYIYIYININIYIYIYIYININ
ared Data Box
Document management: Registering originals for the
c |Synergy Print Box NIYINININ|IY[Y|Y YIYIY NIY|Y Y Y|Y Y NIN|Y| Y| Y|Y| NN
_g gg;:umentmanagement: Printing from the Shared Data YIYIYININININININININININININININININININININININTY
2]
g gg)(:umentmanagement: Printing from the Synergy Print YIYIYININININININININININININININININININININININTY
[T
>, |Output Management N|IN[N|N|NIN[N|{N/N/N|N/NIN|[N|N/N[N|[N|NIN|N|NIN|N|N|N
1=}
@ |Repeat copy: Outputing a job N{NIN[N|[NIN[N|N/N|[N|[NIN|N|{NIN|[N|{NIN|N|N|/N|N|NIN|N/|N
g Programming multi-part jobs: Step 1 YIYIY[Y|IYIY|YIY|YYIYNIY[Y Y Y|Y Y NNN|Y|Y|YIN|Y
Q. |Programming multi-part jobs: Step 2 and thereafter Y YINININIY[Y|Y YIYIY NIYIY Y Y|YY NIN/IN|Y|Y|Y|N|IN
Scanner functions: Send to computer NIYININ/INIY[Y|Y|IY|Y|YIN|YIYIYIN|YIN|IYY|IY Y Y|Y|Y|N
Scanner functions: Send email NIYINININ|IY[Y|Y Y[YIY NIY|Y Y NIYNY|IY|Y YINIY|Y|N
Scanner functions: TWAIN NIYINININIY[Y|Y YIYIY NIY|Y Y NIYNYIYINY|Y|Y|Y|N
Scanner functions: Connect to database NIYINININIY[Y|Y YI[YIY NIY|Y Y NIYNY|IY|Y|Y|Y|Y|Y|N

Y: Can be combined
N: Cannot be combined

1 When the image quality is set to Photo, Auto Exposure mode is not available. Thus, choose
Text+Photo, Text, or Manual Exposure mode.

Only auto zoom is available and so must be chosen.

Only auto paper selection is available and so must be chosen

Margin mode cannot be used with Booklet modes.

Margin mode cannot be used with Combine mode.

Border erase is not available when the original size is selected via user entry.
Border erase cannot be combined with Auto Selection mode.

Border erase (book erase) is not available when making booklet from sheets.

© 00 N O g A~ ODN

Not available because originals with facing pages must be placed with the top edge toward the
rear of the platen.

10 When Duplex mode or Split mode is selected, Booklet modes are given secondary priority.
11 Backing sheets for transparencies are not available with Duplex mode.

12 Cannot be combined with Auto Selection mode.

13 Duplex mode cannot be combined with inverted copying.

14 The original size selection cannot be selected when using originals with facing pages.

15 Split mode (Book — 1-sided) cannot be used with Combine mode.

16 Split mode (Book — 1-sided) cannot be used when producing backing sheets for
transparencies.

17 Booklet copying cannot be combined with Offset mode.

18 Since a cover can be selected in Booklet modes, Cover mode cannot be combined with Booklet
modes.

19 Cover mode is not available when producing backing sheets for transparencies.
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Secondary Function

Inverted copying
Interrupt mode

Document management: Registering originals for the
Form Box

Z | Z |Page numbering

Z | =z |Sort mode

Z | =z |Cover mode

Z | Z |Booklets from facing pages

Z | Z |Backing sheets for transparencies
Z | Z |EcoPrint mode

z z

Z | Z |Repeat copy: Setting up a job

Z | Z |Output destination selection

Z | Z [Punching

z z

Document management: Registering originals for the
Shared Data Box

z

z

< | < | =< |Border erase: Sheet erase

P4

Document management: Registering originals for the
Synergy Print Box

=z
z
=z
P4
z
P4
P4

Document management: Printing from the Shared Data
Box

Document management: Printing from the Synergy Print
Box

Output Management
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Booklet modes are not available when the original size is selected via user entry.

The secondary function is given priority and corrections are made so as to select 'auto detect.'
Not available with punching.

Booklet modes cannot be used with Combine mode.

Cover mode is not available when the original size is selected via user entry.

Cover mode cannot be used with Combine mode.

Cover mode is not available with inverted copying.

The secondary function is given priority and the primary function is canceled.

Backing sheets for transparencies are not available with inverted copying.

Backing sheets for transparencies are not available when the original size is selected via user
entry.

Backing sheets for transparencies are not available with Offset mode, stapling, or punching
copies.

The selected paper setting will be canceled so that auto paper selection can be used.
Combine mode is not available when the original size is selected via user entry.

Not available with batch scanning.

Not available with Interrupt mode.

Not available with form overlay.

Multi-page forms will be made into single-sided copies.

Not available with Offset mode.

Auto Selection mode cannot be combined with centering originals.
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Auto Low-Power Mode

A mode designed to conserve electricity, activated when the copier is left unused for a specific
period. In Low-Power mode, the copier consumes less power than in standby mode.

Auto Sleep Mode

A mode designed for electrical power saving, activated when the copier is left unused for a specific
period. In Sleep mode, power consumption is kept to a minimum.

CPM (copy per minutes)

The number of A4-sized copies (printouts) that can be delivered in one minute.

dpi (dots per inch)

A unit for resolution, representing the number of dots printed per inch (25.4 mm).

EcoPrint Mode

A copying mode that helps conserve toner. Copies made in this mode are thus lighter than normal.

MP Tray

The paper supply tray on the right side of the copier. Use this tray instead of the cassettes when
copying onto envelopes, postcards, transparencies, or labels.
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