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Thank you for selecting the ApeosPort-VI C7771/C6671/C5571/C4471/C3371/C3370/
C2271, DocuCentre-VI C7771/C6671/C5571/C4471/C3371/C3370/C2271 (hereafter
referred to as "the machine”).

This guide describes how to operate the machine and the precautions you should follow
during operation. To get the most out of the machine and to use it effectively, be sure to
read this guide before use.

The guide assumes that you are familiar with a personal computer and that you are
knowledgeable of computer networks. When you need additional information, refer to the
manuals provided with the personal computer, operating system, and network products.

For information on how to configure your network environment, refer to the Administrator
Guide.

After reading this guide, be sure to keep it handy for quick reference. It will be useful in case
you forget how to perform operations or if a problem occurs with the machine.

Warning:
This equipment will be inoperable when mains power fails.

When you use this machine, we recommend that you change the system administrator’s user ID
and passcode immediately after installing the machine.For more information on changing the
user ID and passcode, refer to "Tools" > "Authentication/Security Settings” > "System Administrator
Settings” in the Administrator Guide.




Types of Manuals

Types of Manuals

The following guides are provided with the machine.
Accompanying Manuals

B User Guide
The guide describes all the necessary steps for copy, print, scan, and fax.

This manual is included in the Media (Software/Product Manual).

B Administrator Guide

The guide is intended for system administrators, and describes how to configure network
and how to solve problems that may occur with the machine. This guide also describes daily
maintenance and the system settings procedures. This manual is included in the Media
(Software/Product Manual).

B Quick Reference Guide (Booklet)

The guide describes the basic operations of the machine, as well as daily management and
maintenance.

B Security Function Supplementary Guide

The guide is intended for the manager and system administrator of the organization where
the machine is installed, and describes the setup procedures related to security.

This manual is included in the Media (Software/Product Manual).

M Print Driver Help

The help describes the print features and operations.

B CentreWare Internet Services Help

The help describes how to change various settings of the machine using a web browser, and
how to import scanned data to a computer from the machine.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the Internet. The communication fee shall be borne by you.
Guides for Optional Components
Optional components are available for the machine. Some of them come with user guides.

The guides for optional components describe all the necessary steps for using the optional
components and installing the software.

15
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Using This Guide

Organization of This Guide

This guide consists of the following chapters:

N 1 Before Using the Machine
Describes how to use this guide, as well as safety notes, legal notices, and other important
information you should read before using the machine.

M 2 Product Overview

Describes the basic information of the machine, such as the names of components, how to
use the touch screen, how to switch the machine on and off, and how to exit the Power
Saver mode.

N 3 Copy

Describes the basic operations and features for the Copy service.

M4 Fax

Describes the basic operations and features for the Fax services.

Note
® LINE 2 (Line 2), LINE 3 (Line 3), and SIP are optional.

* The Fax services are not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

H 5 Scan

Describes the basic operations and features for the Scan services.

Note
® The Scan services are not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

B 6 Send from Folder

Describes the basic operations and features to use folders.

Note

* The Send from Folder service is not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

B 7 Job Flow Sheets
Describes the operations to use a job flow created on a remote system.

Job Flow Sheets is a service that allows you to register transfer settings for scanning data,
such as a transfer method and destination, to simplify data-transfer tasks.

Note

* Job flow sheets targeting scanned documents and print files are supported only by the ApeosPort series
models.

M 8 Stored Programming

Describes the Stored Programming service that enables you to store customized job
settings.

16
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B 9 Web Applications

Describes the operations to connect to web applications.

Note
*® This service is supported only by the ApeosPort series models.

* This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

B 10 Media Print (Text and Photos)

Describes the basic operations and features of Media Print that allows you to print image
data and document files.

Note
*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

N 11 Job Status

Describes how to check job status and how to delete jobs.

B 12 Computer Operations

Describes operations performed from a computer, such as printing documents, importing
scanned files, using Direct Fax, and operating CentreWare Internet Services.

Note

* Some models do not support the features described in this chapter. An optional component is required. For
more information, contact our Customer Support Center.

* The computer screen images shown in this chapter are as of June 2015.
* The procedures in this chapter may vary depending on the driver and utility software being used due to the
upgrades.
H 13 Appendix

Contains a glossary of terms used in this guide.

Conventions

* The screen shots and illustrations used in this guide vary depending on the machine
configuration and optional components installed. Some of the items in the screen shots
may not be displayed or available depending on your machine configuration.

* The procedures in this guide may vary depending on the driver and utility software being
used due to the upgrades.

* In this guide, "Computer” refers to a personal computer or workstation.

* The following terms are used in this guide:

Important
* Important information that you should read.

Note

* Additional information on operations or features.

* The following symbols are used in this guide:

* A cross-reference included in this guide.

* Names of media,features, touch screen messages and input text.
[ 1 * Folders, files, applications, button or menu names displayed on the

touch screen.
* Names of menus, commands, windows, or dialog boxes displayed on
the computer screen and their buttons and menu names.

17
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< > button

* Hardware buttons on the control panel.
* Keys on the keyboard of the computer.
* Path to a certain item within a procedure on the control panel.

For example: When you see the procedure “select [Tools] >[Setup] >
[Create Folder]", this means that you need to select [Tools], select
[Setup], and then select [Create Folder].

Path to a certain item within a procedure on a computer.

For example: When you see the procedure "to search for files and
folders, click [Start] > [Search] > [For Files or Folders]", this means
that you need to click [Start], click [Search], and then click [For Files
or Folders] to search for files and folders.

Cross-reference

For example: "Refer to "Tools" > "Common Service Settings” > "Audio
Tones" in the Administrator Guide.” The sentence above means that
it is recommended to refer to the section "Audio Tones", in
"Common Service Settings” in chapter "Tools" of the Administrator
Guide.

* Orientation of documents or paper is described in this guide as follows:

f'],[J, Long Edge Feed (LEF): Loading the document or paper in portrait orientation when
viewed from the front of the machine.

¢, [J, Short Edge Feed (SEF): Loading the document or paper in landscape orientation
when viewed from the front of the machine.

LEF Orientation

A
<

Paper feed direction

SEF Orientation

A

<

Paper feed direction




Safety Notes

Safety Notes

Before using this product, read "Safety Notes"carefully for safety use.

This product and recommended supplies have been tested and found to comply with
strict safety requirements including safety agency approvals and compliance with
environmental standards. Follow the following instructions for safety use.

/\WARNING

Any unauthorized alteration including an addition of new functions or connection
to external devices may not be covered by the product warranty. Contact your
local Fuji Xerox representative for more information.

Follow all warning instructions marked on this product. The warning marks stand for
the followings:

Used for item that if not followed strictly, can lead death or severe
ADANGER or fatal injuries and the possibility to do it is comparatively high.

Used for items that if not followed strictly, can lead to severe or
AWARNING fatal injuries.

Used for items that if not followed strictly, can cause injuries to
ACAUTION user or damages to machine.

/\:A symbol for items to pay attention to when handling machine. Follow instructions
carefully to use machine safely.

VNN SN

Caution Flammable Explodable Electric Heated Moving Pinched
shock surface object fingers

® : A symbol for prohibited items. Follow instructions carefully to avoid any dangerous

OORO®O O

Prohibited No fire Do not Do not use in Do not tear Keep away Nevertouch with
touch bathroom down from wet wet hand

. : A symbol for items that must be performed. Follow instructions carefully to carry out
these essential tasks.

Instructions Unplug Ground/
Earth

19
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Electrical Safety

AWARNING

This product shall be operated by the power source as indicated on the product’s
data plate. Consult your local power company to check if your power source meets
the requirements.

only into an earthed electrical outlet. This is a safety feature. If the plug doesn’t
fit to the outlet, contact an electrician to replace the outlet to avoid risk of
electric shock. Never use an earthed adapter plug to connect the product to the
electrical outlet that has no earth connection terminal.

Improper connection of a grounding conductor may cause electric shock.

Plug the power cord directly into a grounded electrical outlet. To prevent
overheat and a fire accident, do not use an extension cord, a multi-plug adaptor
or a multiple connector. Consult your local Fuji Xerox representative to check if an
outlet is grounded.

Connect this product to a branch circuit or an outlet that has larger capacity than
the rated ampere and voltage of this product. See the data plate on the rear
panel of this product for its rated ampere and voltage.

0
0

WARNING: Connect this product to a protective earth circuit.
9 This product is supplied with a plug that has a protective earth pin. The plug fits

Never touch the power cord with wet hands. It may cause electric shock.

® Do not put an object on the power cord.

Always keep the plug connection free of dust. The dusty and damp environment
may bring about minute electric current in a connector. It may generate heat and
eventually cause a fire accident.

ACAUTION

When cleaning this product, always switch off and unplug it. Access to a live
machine interior may cause electric shock.

a live connector may deform the plug and generate heat, and eventually cause a
fire accident.

Hold the plug not the cord when unplugging this product, or it may damage the
cord and cause electric shock or a fire accident.

® Do not unplug or re-plug this product with the switch on. Plugging and unplugging

20



Safety Notes

&N

Switch off and unplug the product when it (i.e., fax function) is not used over
weekends or long holidays. Please note that it cannot receive fax message during
switch-off.

Once a month, switch off this product and check if

* the power cord is plugged firmly into an electrical outlet;

* the plug is not excessively heated, rusted or bent;

* the plug and electrical outlet are free of dust; and

* the power cord is not cracked or worn down.

Once you notice any unusual condition, switch off and unplug this product first
and contact your local Fuji Xerox representative.

21
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Before Using the Machine

Machine Installation

AWARNING

L~

ACAUTION

22
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Do not locate this product where people might step on or trip over the power cord.
Friction or excessive pressure may generate heat and eventually cause electric
shock or a fire accident.

Never locate this product in the following places:

* Near radiators or any other heat sources

* Near volatile flammable materials such as curtains

* In the hot, humid, dusty or poorly ventilated environment
* In the place receiving direct sunlight

* Near cookers or humidifiers

Keep away the packing materials of machine from small children. The thin film
may cling to nose and mouth and prevent breathing.

Locate this product on a level and sturdy surface that can withstand its weight.
Otherwise, if tilted, the product may fall over and cause injuries.

Locate this product in a well-ventilated area. Do not obstruct ventilation openings
of the product.

Keep the minimum clearance as follows for ventilation and an access to the power
plug. Unplug the product if an abnormal condition is noted.

* With Duplex Automatic Document Feeder B1-PC

100
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1299 (Unit: mm)

*: Clearing paper jams



Safety Notes

* With Duplex Automatic Document Feeder C1-PC
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* With Finisher B1 (optional) and Side Tray

100

70

......................

1767 *

50

400

*: Clearing paper jams

1887

23

i auiyoop ay3 buisn aloyog



Before Using the Machine

! auiyoop ay3 buisn aloyog

* With Duplex Automatic Document Feeder C1-PC, C3 Finisher with Booklet

Maker (optional) and Side Tray
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*: Clearing paper jams
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* With Duplex Automatic Document Feeder C1-PC, C3 Finisher with Booklet

Maker (optional), Folder Unit CD1 (optional), and Side Tray
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Safety Notes

0

* With Duplex Automatic Document Feeder C1-PC, C3 Finisher with Booklet

Maker (optional), Folder Unit CD1 (optional), HCF B1 (optional), and Side Tray

'
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(Unit: mm)
*: Clearing paper jams

Do not incline the product at more than 10 degree angle. Otherwise, it may fall
over and cause injuries.

0

L

Always lock the wheels of this product after installation. Otherwise, it may fall
over or slide and cause injuries.

To bundle wires and cables, always use the cable ties and spiral tubes that Fuji
Xerox supplies. Otherwise, it may cause some defects.

25
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Before Using the Machine

Others

To keep this product in a good performance and condition, always use it in the
following environment:

¢ Temperature: 10 - 32°C

* Humidity: 15-85%

When the product is left in a chilly room and the room is rapidly warmed up by
heater, dew condensation may form inside the product and cause a partial deletion
on printing.

0

26



Safety Notes

Operational Safety

AWARNING

The operator’s product maintenance procedures are described in the customer
documentation supplied with this product. Do not carry out any other
maintenance procedures not described in the documentation.

This product features safety design not to allow operators access to hazard areas.
The hazard areas are isolated from operators by covers or protectors which
require a tool to remove. To prevent electric shock and injuries, never remove
those covers and protectors.

To avoid the risk of electric shock and a fire accident, switch off and unplug the
product promptly in the following conditions, then contact your local Fuji Xerox
representative.

* The product emits smoke or its surface is unusually hot.

* The product emits unusual noise or odor.

* The power cord is cracked or worn down.

* A circuit breaker, fuse or any other safety device becomes activated.

* Any liquid is spilled into the product.

* The product is soaked in water.

* Any part of the product is damaged.

i auiyoop ay3 buisn aloyog

Do not insert any object into slots or openings of this product.

Do not put any of the followings on the product:

* Liquid container such as flower vases or coffee cups

* Metal parts such as staples or clips

* Heavy objects

If liquid is spilled over or metal parts are slipped into the product, it may cause
electric shock or a fire accident.

%,

Do not use conductive paper such as origami paper, carbonic paper or
conductively-coated paper. When paper jam occurs, it may cause short-circuit and
eventually a fire accident.

When cleaning this product, use the designated cleaning materials exclusive to it.
Other cleaning materials may result in poor performance of the product. Never
use aerosol cleaners to avoid catching fire and explosion.

If you need to pull out a tray to remove paper jam, contact your local Fuji Xerox
representative. Do not pull out a tray, otherwise it may cause injuries.

When you play the media (e.g., CD-ROM, DVD) supplied with the product, always
use said media-enabled device. Otherwise, large sound may damage its speakers
or your ears.

QPO

ACAUTION

Keep electrical and mechanical safety interlocks active. Keep the safety
interlocks away from magnetic materials. Magnetic materials may
accidentally activate the product and cause injuries or electric shock.

2,
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A ground fault interrupter is embedded in this product. If current leakage
occurs, the ground fault interrupter automatically cuts off power circuit to
prevent electric shock and a fire accident.

The ground fault interrupter is normally ON. Check once a month if the ground
fault interrupter works properly in accordance with the following procedures:

1. Switch the power off.

2. Make sure that the touch screen is blank and the <Power Saver> button
does not light up.

3. Open the front cover.

4. Ppress the main power switch to the [O] position to switch the main power
off.




Safety Notes

5. Press the <RESET> button to the reset position. The button will be
depressed even after the pushing force is released.

<RESET> button

6. Press the <TEST> button lightly with a sharp edge such as a pen tip. The
depressed <RESET> button will stick out again. This is the end of the check
procedure.

<TEST> button

7. Pressthe <RESET> button back to the depressed position. If the circuit does
not work properly, contact your local Fuji Xerox representative.

Do not attempt to remove a paper deeply jammed inside the product,
particularly a paper wrapped around the fusing unit or the heat roller.
Otherwise, it may cause injuries or burns. Switch off the product immediately
and contact your local Fuji Xerox representative.

Never touch the paper output area of the finisher during operation. It may
cause injuries.

,-\ Be careful in removing jammed staples.

Waste staples may come out with output paper. Be careful not to get injured
by the staples.

Never touch safety interlocks. When a front cover is open, safety

interlocks become activated to stop the machinery. Do not apply pressure on
safety interlocks with a coin or screwdriver. Otherwise, the machinery

may become activated and cause injuries.

29
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Before Using the Machine
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Ventilate well during extended operation or mass copying. It may affect the
office air environment due to odor such as ozone in a poorly ventilated room.
Provide proper ventilation to ensure the comfortable and safe environment.

Do not staple punched holes of paper. Sharp points of a staple may cause
injuries.

Do not apply excessive force to hold thick document on the document glass. It
may break the glass and cause injuries.

To move this product to another location, contact your local Fuji Xerox
representative.

When you use earphones, adjust the volume. Loud sound may cause hearing
loss.



Safety Notes

Consumable

AWARNING

OO0 @@

ACAUTION

e e

Store all consumables in accordance with the instructions given on its package or
container.

Never use a vacuum cleaner for spilled toner and residual toner in this product,
toner cartridge or toner bottle.

It may catch fire by electric sparks inside a vacuum cleaner and cause explosion.
Use a broom or a wet cloth to wipe off the spills. If you spill a large volume of
toner, contact your local Fuji Xerox representative.

Never throw a toner cartridge into an open flame. Remaining toner in the
cartridge may catch fire and cause burn injuries or explosion.

If you have a used toner cartridge no longer needed, contact your local Fuji Xerox
representative for its disposal.

Never throw a waste toner container into an open flame. Toner may catch fire
and cause burn injuries or explosion.

If you have a used waste toner container no longer needed, contact your local Fuji
Xerox representative for its disposal.

Keep drum cartridges and toner cartridges out of the reach of children. If a child
accidentally swallows toner, spit it out, rinse mouth with water, drink water and
consult a physician immediately.

When replacing drum cartridges and toner cartridges, be careful not to spill the
toner. In case of any toner spills, avoid contact with clothes, skin, eyes and mouth
as well as inhalation.

If toner spills onto your skin or clothing, wash it off with soap and water.

If you get toner particles in the eyes, wash it out with plenty of water for at least
15 minutes until irritation is gone. Consult a physician if necessary.

If you inhale toner particles, move to a fresh air location and rinse your mouth
with water.

If you swallow toner, spit it out, rinse your mouth with water, drink plenty of
water and consult a physician immediately.

31
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Before Using the Machine

Location of Warning and Caution Labels

To avoid the risk of burn injuries and electric shock, never touch the area with the

Always follow all warning instructions marked on or supplied with this product.
"High Temperature” or "High Voltage™ marks on.
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Regulation

Regulation

Radio Frequency Emissions (Class B)

ACAUTION

digital device, pursuant to the International Standard for Electromagnetic

Interference (CISPR Publ. 22) and Radiocommunications Act 1992 in Australia/

New Zealand.

These limits are designed to provide reasonable protection against harmful

interference in a residential installation. This product generates, uses and can

radiate radio frequency energy and, if not installed and used in accordance with

the instructions, may cause harmful interference to radio communications.

However, there is no guarantee that interference will not occur in a particular

installation. If this product does cause harmful interference to radio or television

reception, which can be determined by turning this product off and on, the user is

encouraged to try to correct the interference by one or more of the following

measures:

* Reorient or relocate the receiving antenna.

* Increase the separation between this product and the receiver.

* Connect this product into an outlet on a circuit different from that to which the
receiver is connected.

* Consult the dealer or an experienced radio/TV technician for help.

Changes and modifications to this product not specifically approved by Fuji Xerox

may void the user’s authority to operate this product.

0 This product has been tested and found to comply with the limits for a Class B

Regulatory Information for RFID

This product contains Radio Frequency Identification system device (RFID) and it is
certified in compliance with applicable local laws and/or regulations.

Product Safety Certification (CB)

This product is certified by the following agency using the safety standards listed.
Agency Standard

[TUV Rheinland IEC60950-1:ed. 2]

Other

AWARNING

0

This product emits weak electromagnetic waves. If you have a medical device
implanted (e.g., a cardiac pacemaker) and get out of shape, keep away from this
product immediately and consult a physician.

33
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Before Using the Machine

Environment

* For environmental protection and efficient use of resources, Fuji Xerox reuses
returned toner cartridges and drum cartridges to make recycle parts, recycle
materials or energy recovery.

* Proper disposal is required for toner cartridges and drum cartridges no longer
needed. Do not open toner cartridges and drum cartridges. Return them to your
local Fuji Xerox representative.

34



Legal Notice

Legal Notice

Copying or printing certain documents may be illegal in your country. Penalties of
fines or imprisonment may be imposed on those found guilty. The following are
examples of items that may be illegal to copy or print in your country.

Currency

Banknotes and checks

Bank and government bonds and securities

Passports and identification cards

Copyright material or trademarks without the consent of the owner

Postage stamps and other negotiable instruments

This list is not inclusive and no liability is assumed for either its completeness or
accuracy. In case of doubt, contact your legal counsel.

35
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Before Using the Machine
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Product Overview

Machine Components

38

The following describes machine components and their functions.

B 2 Tray Module Model and HCF B1 (optional)

Document cover
Holds a document in place.

Document glass
Load a document here.

Push-button power switch
Switches the power of the machine on and off.

Reference
* Refer to "Power Source" (P.49).

Control panel
Consists of operation buttons, LED indicators, and the touch screen.

Reference
® Refer to "Control Panel" (P.59).

Exit 2 Tray
Outputs are delivered here by separating the center tray into two levels.

Lower Center tray (output tray)
Copies and prints are delivered here, facing down.

Front cover
Open this cover to replace the consumables.



Machine Components

10

11

12

13

14

15

16

Tray 1,2, 3,4
Load paper here.

Locking casters
Lock these casters after moving the machine to its installation site.

Tray 6 (HCF B1) (optional)
Load paper here.

Tray 6 top cover
Open this cover to clear paper jams after moving Tray 6 to the left.

Tray 5 (bypass tray)
Used for loading non-standard paper, such as thick-stock paper and other special media,
that cannot be loaded in Trays 1 to 4, and 6.

Smart WelcomEyes (SWE) pyroelectric sensor
The SWE pyroelectric sensor works consistently, and when it detects human presence in the
detectable areq, the SWE reflection sensor starts working.

Smart WelcomEyes (SWE) reflection sensor

When the SWE pyroelectric sensor detects human presence, the SWE reflection sensor
starts working, and when it also detects human presence, the machine exits the Power
Saver mode.

While the SWE reflection sensor detects human presence, the machine will neither reset the
settings automatically nor enter the Power Saver mode.

Smart WelcomEyes (SWE) Access Lamp
The Access Lamp lights up while the SWE reflection sensor detects human presence.

Side tray
Copies and prints are delivered here, facing up.

B Tandem Tray Module Model

1

2

Tray 4
Load paper here.

Tray 3
Load paper here.

39
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H Left side and rear views of the machine
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Upper left cover
Open this cover by lifting up the release lever to clear paper jams.

Bottom left cover
Open this cover to clear paper jams. When Tray 6 is installed, open this cover after moving
Tray 6 to the left.

Adjusting foot
Prevents the machine from toppling over. Move the machine to its installation site and then
rotate this adjuster in clockwise direction until it touches a floor.

RESET button
Automatically switches the machine off when a current leakage is detected.

Rear right cover
Make sure that this cover is attached. Open this cover when connecting an interface cable.

Ethernet interface connector
Connects to a network cable.

USB 3.0 interface connector
Connects a USB memory cable for printing.

USB 2.0 interface connector
Connects to the cable of the Memory Card Reader or a USB memory device.

Note
* The Memory Card Reader and a USB memory device cannot be connected to the machine at the same time.
The machine will recognize the one that is connected first.

Secondary Ethernet connector (optional)
Connects to a network cable.



Machine Components

H Inside

6
1
2
7 3
4
5

Handle
Unlock this handle when replacing a drum cartridge.

Toner cartridges
Contains Black (K), Cyan (C), Magenta (M), and Yellow (Y) toner (image forming powder).

Main power switch
Switches the main power on/off of the machine. Always follow the instructions by the
system administrator.

Important
* Always switch the power off before switching the main power off. Refer to "Power Source” (P.49).

Waste toner container (R5)
Collects waste toner.

Conveyance box
Remove this box when replacing a drum cartridge or cleaning the interior of the machine.

Drum cartridges (R1, R2, R3, R4)
Contains photoconductors R1, R2, R3, and R4.

Fusing unit (R8)
Fuses toner on paper. Do not touch this unit as it is extremely hot.

41
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H Telephone line connectors
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Enables you to connect the machine to a telephone device.
Do not connect any device (fax system) other than a telephone.

2 LINE 1 (Line 1)
Use this connector to connect to a telephone line.

3 LINE 2 (Line 2)
Use this connector to connect to a telephone line.

4 LINE 3 (Line 3)
Use this connector to connect to a telephone line.

Note
* Line 1, Line 2 or Line 3 in parentheses is the name displayed on the touch screen.

* The Fax feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

* LINE 2 (Line 2) and LINE 3 (Line 3) are optional.
¢ ISDN connection is not available.

* When you talk into the external telephone receiver connected to TEL, only the line connected to LINE 1 is
available. (LINE 2 and LINE 3 are not available.)



Machine Components

B Duplex Automatic Document Feeder B1-PC

1 Confirmation indicator
Lights up when a document is loaded correctly.

2 Lever
Turn this lever to clear paper jams.

3 Left cover
Open this cover to clear paper jams.

4 Document guides
Use these guides to align the edges of documents.

5 Document feeder tray
Load documents here.

6 Document stopper
Prevents outputs from falling off.

7 Document output tray
Scanned documents are delivered here.

8 Side 2 constant velocity transport glass
Scans Side 2 of the loaded document.

9 Side 1 constant velocity transport glass
Scans Side 1 of the loaded document.

Note
* In this guide, "document feeder" means both the Duplex Automatic Document Feeder B1-PC and the Duplex
Automatic Document Feeder C1-PC unless expressly restricted to one of them.

43

ﬂ MIIAIDAQ JONpold



! MBIIAIDAQ JONpolid

Product Overview

B Duplex Automatic Document Feeder C1-PC

1 Confirmation indicator
Lights up when a document is loaded correctly.

2 Left cover
Open this cover to clear paper jams.

3 Top cover
Open this cover to clear paper jams.

4 Document guides
Use these guides to align the edges of documents.

5 Document feeder tray
Load documents here.

6 Document stopper
Prevents outputs from falling off.

7 Document output tray
Scanned documents are delivered here.

8 Side 2 constant velocity transport glass
Scans Side 2 of the loaded document.

9 Side 1 constant velocity transport glass
Scans Side 1 of the loaded document.

Note
* In this guide, "document feeder" means both the Duplex Automatic Document Feeder B1-PC and the Duplex
Automatic Document Feeder C1-PC unless expressly restricted to one of them.
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Machine Components

H Finisher A2 (optional)

TR, saaaaaawer—
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1 Center tray
Copies or prints are delivered here.

2 Extension tray
Prevents outputs from falling off.

Important
* Extend the extension tray for landscape outputs.

3 Finisher A2
Staples copies or prints.

4 Staple cartridge
Contains staples. Remove this cartridge when replacing or adding staples, or clearing staple

jams.

5 Front cover
Open this cover when replacing staples or clearing staple jams.

6 Top cover
Open this cover to clear paper jams.

Note
® The Finisher A2 is optional. The common features of the Finisher A2, Finisher B1, and C3 Finisher described in

this guide are referred to as the "finisher".
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B Finisher B1 (optional)

14
13

12

1

<U

Tray attachment
Install this attachment when delivering A4[ ) or B5[,) paper to the finisher tray without
stapling.

Reference
* For more information, refer to "Installing the Tray Attachment on the Finisher B1" (P.78).

Booklet unit (optional)
Staples creased outputs.

Booklet unit side cover
Open this cover when replacing the booklet staple cartridge.

Booklet staple cartridge
Contains staples. Remove this cartridge when replacing or adding staples, or clearing staple
jams.

Top cover
Open this cover to clear paper jams.

Finisher tray
Stapled or creased outputs are delivered here.

Creaser unit
Creases outputs in half.

Staple cartridge
Contains staples.

Front cover
Open this cover when clearing paper jams or replacing staples.



Machine Components
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11

12

13

14

Finisher B1
Staples copies or prints.

Front transport cover
Open this cover when discarding punch scraps.

Note

* Open the front cover of the machine before opening the cover.

Hole-punch waste container
Collects scraps from the puncher.

US 2/3 Hole Punch Kit (optional)
2/4 Hole Punch Kit (optional)
Hole-punches outputs.

Note
* The distance between the two holes made with the US 2/3 Hole Punch Kit (US standard) is 70 mm, which is
different from the 80 mm distance made with the 2/4 Hole Punch Kit.

Center tray (Top cover of the finisher transport)
Copies and prints are delivered here when they are unable to be delivered to the finisher
tray. Pull the cover upward when clearing paper jams.

Note

* Remove outputs delivered to the center tray constantly.

Note
® The Finisher B1 is optional. The common features of the Finisher A2, Finisher B1, and C3 Finisher described in

this guide are referred to as the "finisher".

* The power cord connected to the Finisher B1 is a connecting cord dedicated to the machine. Do not connect
this cord to any other devices than the machine.

B C3 Finisher (optional), C3 Finisher with Booklet Maker (optional), and Folder Unit CD1
(optional)

12 11 10 9 8

1 Tri-fold output tray button (When the optional Folder Unit CD1 is installed)

Press this button to open the tri-fold output tray.

47
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10

11

12

Hole-punch waste container
Collects punch scraps from the puncher. Remove this container when discarding the scraps.

Output tray
Outputs are delivered here.

Finisher tray
Outputs are delivered here.

Staple cartridge
Staples are stored in this cartridge. Pull out this cartridge to replace staples or clear staple
jams.

Booklet tray
Bound booklets are delivered here.

Finisher front door
Open this door to clear paper or staple jams, replace staples, or discard punch scraps.

Booklet unit
This unit is for folding outputs in half and stapling the folded outputs.

Booklet staple cartridge
Two staple cartridges for booklet creation. Take out the cartridges when clearing stapled
jams, or when replacing them with new ones.

Tri-fold output tray (When the optional Folder Unit CD1 is installed)
Tri-folded outputs are delivered here.

Folder Unit cover (When the optional Folder Unit CD1 is installed)
Open this cover to clear paper jams.

Finisher transport center tray (Top cover of the finisher transport)
Copies and prints are delivered here when they are unable to be delivered to the output
tray or finisher tray. Pull the cover upward when clearing paper jams.

Note
* Remove outputs delivered to the center tray constantly.

Note
* The C3 Finisher and the C3 Finisher with Booklet Maker are optional. The common features of the Finisher
A2, Finisher B1, and C3 Finisher described in this guide are referred to as the "finisher".



Power Source

Power Source

The machine is provided with the power switch and the main power switch.

=\ — =L h |
: Power switch

[

:Main power switch

B Power switch
To use the machine, press the push-button power switch to switch its power on. You can

start operations after the machine warms up.
H Main power switch

Press the main power switch to the [O] position. The <Main Power> indicator goes out on
the right side of the control panel, and the machine powers off. Do not switch the main
power off except when you connect a cable to the machine or clean the machine. Switching
off the main power may erase the data in the memory when using the Fax service.

Switching the Main Power On
The following describes how to switch the main power on.
Important

* Do not switch off the main power immediately after switching on the main power. This may damage the
hard disk and the memory or cause a machine malfunction.

T Make sure that the power cord is plugged in correctly.

2 Open the front cover.

49
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3 Press the main power switch to the [ |] position to switch the main power on.

The <Main Power> indicator lights up on the control panel.

4 Close the front cover.

Switching the Power On

50

The following describes how to switch the power on.

The machine takes approximately 30 seconds to warm up and to be ready to copy or print
after switching the power on. This may take more time depending on your machine
configuration.

Switch the power off at the end of the day or when not using the machine for an extended
period of time.

You can also use the Power Saver feature to save power consumption while the machine is
not in use.

Reference
* Forinformation on the Power Saver feature, refer to "Power Saver Mode" (P.56).

Important
* If the power is switched off, all the services of the machine will stop. When using the machine throughout the
day for jobs such as receiving faxes, do not switch the power off.



Power Source

T  Press the push-button power switch to switch the power on.
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Note
* The “Please wait...” message indicates that the machine is warming up. The machine is not available during
warming up.

* If the machine does not power on, check the following:
* The power cord is plugged in.
* The main power is switched on.

® The <RESET> button is in the depressed position.

<RESET> button

Switching the Power Off
The following describes how to switch the power off.

Important
* If the power is switched off, all the services of the machine will stop. When using the machine throughout the
day for jobs such as receiving fax, do not switch the power off.

Note
* You can set the machine to be switched off automatically at the same time every day. For more information,
refer to "Tools" > "Common Service Settings" > "Power Saver Settings” > "Scheduled Power Off" in the
Administrator Guide.

1 Before switching the power off, make sure that the machine has completed all copy or print
jobs. Then, make sure that the <Data> indicator does not blink.

Important
* Do not switch the power off in the following situations. If the power is switched off, the processing data may
be erased.

* While data is being received
* While a job is being printed
* While a job is being copied
* While a job is being scanned

* When switching the power off, wait 5 seconds after outputs have been delivered.
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2 Press the push-button power switch to switch the power off.
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Important
* Power off processing is performed internally on the machine for a while after the power is switched off.
Therefore, do not switch the main power off immediately after switching the power off.

Note

* When powering the machine on after it has been switched off, wait until the flash of the <Power Saver>
button ends after the touch screen has gone dark.

Switching the Main Power Off
The following describes how to switch the main power off.
Important
* Do not switch the main power off when a screen is displayed on the touch screen or while the <Power Saver>

button is blinking. Switching off the main power under such circumstances may damage the hard disk and
the memory or cause a machine malfunction.

* Switch the main power off first when unplugging the power cord. Unplugging the power cord with the main
power on may damage the hard disk and the memory or cause a machine malfunction.

T Make sure that the power is switched off.

2 Make sure that the touch screen is blank and the <Power Saver> button does not light up.

3 Open the front cover.
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4 Press the main power switch to the [O] position to switch the main power off.

The <Main Power> indicator goes out on the control panel.

5 Close the front cover.

Switching the Power Off from Remote Location
The following describes how to switch the power off from remote location.
Note

* Auser ID and passcode are required to switch the power off. Ask your system administrator for the user ID
and passcode.

T From your computer, access to CentreWare Internet Services.

Reference
* Forinformation on how to access to CentreWare Internet Services, refer to "Starting CentreWare Internet Services" (P.538).

2  Click [Power Off].

CentreWare £ Local User|Help .

Internet Services
\ Jobs. Print Scan Address Book Properties Support

General

Trays

Consumables
» Counters
Total Runtime

Status:Ready

Power Saving Status
Refresh ‘ I Reboot Machine I { Power Off
BFuji Xerox Co. Ltd. 2013
FUJI XErOX @)
.,
CentreWare Intemet Services for, g 5 Version 1.8

EFuji Xerox Co., Ltd. ™

Note
* If there are any jobs in process, the request for powering off the machine will not be processed.
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Click [OK].

| Are you sure you want to power off the machine?

Message from webpage @

OK | [ Cancel

CentreWare
Internet Services

G oG T oG T s
| Jobs Print Sean i Support

Trays

Consumables
b Counters
Total Runtime

tem Administrator - Logout| Help

Address Book ~ Properties

Your request was successfully processed.

FUJI Xerox g,

CentreWare Intemet Services for pummmm Version 1.8

©Fuji Xerox Co., Ltd. 7%




Circuit Breaker

Circuit Breaker

The machine is provided with a circuit breaker.

In the event of a current leakage, the circuit breaker will automatically cut off the power
circuit to prevent fire from occurring.

Check that the circuit breaker works properly at least once a month.

Be sure to establish a ground for the machine. Without a proper ground, the circuit breaker
may be disabled, causing a risk of electric shock.

If you have any problems with the circuit breaker, contact our Customer Support Center.

Reference
* Forinformation on how to check if the ground fault interrupter is working, refer to "Safety Notes" (P.19).
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Power Saver Mode

The machine is equipped with the Power Saver mode that saves electricity by reducing
power consumption.

The Power Saver feature has two modes: Low Power mode and Sleep mode.

B Low Power Mode

In this mode, the power to the control panel is lowered to save power.

Note
* When the machine enters the Low Power mode, the power supply to the fusing unit is suspended.

H Sleep Mode

In this mode, the power supply to devices such as hard disk drive is suspended and the
power is lowered more than in the Low Power mode.

Entering the Power Saver Mode

When the machine enters the Power Saver mode, the touch screen is lit off and the <Power
Saver> button on the control panel is lit on.

The machine enters the Power Saver mode by the following instances:
* Pressing the <Power Saver> button

* The machine is not operated, data is not received, or a job is not processed until the
machine enters the Power Saver mode.

* Smart WelcomEyes does not detect human presence until the machine enters the Power
Saver mode.

Reference
* For how to change the interval for entering the Power Saver mode, refer to "Before Using the Machine" > "Power Saver Mode" >
"Changing the Interval for Entering Power Saver Mode" in the Administrator Guide.
Note
* When the machine displays an error such as paper jams, it does not enter the Power Saver mode.

* When the machine enters the Power Saver mode while a user is authenticated, the machine exits the
authentication mode.

* During operation of the Warmer mode, the machine does not enter the Sleep mode.
* When the <Power Saver> button is pressed, the machine enters the Power Saver mode after 5 seconds.

* When you press the <Power Saver> button soon after the touch screen is lit off and when the machine does
not enter the Power Saver mode completely, it may take time to exit the mode. Wait a few seconds until the
machine is ready to exit the Power Saver mode and push the <Power Saver> button again.

* The machine will not enter the Power Saver mode when [Skip Blank Pages] is enabled. For information on
[Skip Blank Pages], refer to "Tools" > "Fax Service Settings” > "Fax Control" > "Skip Blank Pages” in the
Administrator Guide.

* Sufficient distance from the machine is required to keep the power saving state after pressing the <Power
Saver> button. When the specified period of time elapses after pressing the button, the human motion
sensor of the machine starts to detect human presence and then releases the Power Saver mode.

Exiting the Power Saver Mode

The machine exits the Power Saver mode by the following instances:
* Pressing the <Power Saver> button on the control panel

* Receiving jobs such as print and fax
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* Selecting [Apply] in CentreWare Internet Services

* Setting a document in the document feeder

* Opening the document cover

* Detecting human presence by the Smart WelcomEyes of the machine

* Opening the front cover

Note
* When the machine is in the Sleep mode, it takes longer time to exit the Power Saver mode than when the
machine is in the Low Power mode.

When the following device is connected to the machine and a user performs the following
operation, the Low Power mode can be deactivated without pressing the <Power Saver>
button.

* Touching the IC Card Reader (optional) with a card

Note
* The Sleep mode cannot be deactivated by the operation. When the above device is connected to the
machine, you can make the machine exit the Power Saver mode without pressing the <Power Saver> button
by setting longer time to elapse until the machine enters the Sleep mode.

* When the machine enters the Sleep mode with the IC Card Reader (optional) connected, it may take longer
time to exit the Power Saver mode.

Making devices necessary to activate the machine exit the Power Saver mode

The machine is equipped with the feature to save electricity by supplying power only to the
devices necessary to activate the machine when the machine exits the Power Saver mode.

When the <Power Saver> button is pressed, the touch screen is lit on, but the document
feeder and the output devices do not exit the Power Saver mode. Afterwards, by selecting a
service on the touch screen, the machine supplies power only to the devices necessary to
activate the service.

Note
* When the machine receives jobs such as print and print fax, the touch screen is not lit on and only the output
devices exit the Power Saver mode and start to print.

* When the machine receives jobs such as stored print (Secure print, Delayed print, Charge print, and Private
charge print), direct fax, and fax using folder receive, and when you access a folder of the machine using
CentreWare Internet Services, the touch screen is not lit on and only the hard disk exits the Power Saver
mode.

The machine cannot load papers and replace consumables appropriately when the
machine is in the Power Saver mode. Press the <Power Saver> button and then <Machine
Status> button to load papers and replace consumables.

Smart WelcomEyes

The machine provides human detection feature called Smart WelcomEyes. When Smart
WelcomEyes detects human presence within the range of approximately 35 cm from the
machine front, it operates as follows:

* Deactivation of the Power Saver mode without pressing the <Power Saver> button

When the sensor detects human presence, the Power Saver mode is released and then
exited.

* Prohibition of entering the Power Saver mode

While the sensor is detecting human presence, the machine does not enter the Power
Saver mode.

* Deactivation of timer control
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While the sensor is detecting human presence, timer-controlled operations, such as Auto
Clear and Auto Job Release, do not work.

When the sensor detects human presence, the indicator of Smart WelcomEyes is lit on.

Note
* Tosuspend a part of entire feature of Smart WelcomEyes, refer to "Tools" > "Common Service Settings” >
"Power Saver Settings” >"Smart WelcomEyes" in the Administrator Guide.

¢ If you wear the cloth which reflects light such as a lame clothing and a sequin clothing, the feature may not
work properly.

® The detectable range of Smart WelcomEyes can be changed up to approximately 60 cm. For more
information, contact our Customer Support Center.
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Control Panel

The following describes the names and functions of components on the control panel.

—_ OO0
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26

1 <Services Home> button
Press this button to display the Services Home screen.

Reference

* You can change the services displayed on the Services Home screen. For more information, refer to "Before Using the Machine” »

"Customizing the Control Panel” > "Customizing the Button Layout” > "Services Home" in the Administrator Guide.

2 Touch screen

Displays messages required for operation, and buttons for various features. You can directly

touch the touch screen to instruct operations and set features.

3 <Log In/Out> button
Lights up when a user is authenticated in the System Administration mode, the
Authentication mode, or the Accounting mode.
Displays the User ID entry screen for entering the System Administration mode, the
Authentication mode, or the Accounting mode.
Press this button to exit these modes.

4 <Job Status> button

Press this button to check or cancel the current job, to check or print stored jobs, or to check

completed jobs.

5 <Machine Status> button
Press this button to check the machine status and meters, to check the status of
consumables, and to print reports.

6 <Power Saver> button

When the machine is not used for a while, it enters the Power Saver mode to reduce power
consumption. When the Power Saver mode is active, the <Power Saver> button lights up.

Press this button to enter or exit the Power Saver mode.
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Push-button power switch
Switches the power of the machine on and off.

Reference
* Refer to "Power Source" (P.49).

<Interrupt> button

Press this button to suspend a copy or print job in progress to have the machine process
another job. During the Interrupt mode, the <Interrupt> button lights up. Pressing the
<Interrupt> button again exits the Interrupt mode and resumes the suspended job.

Reference
* For notes and restrictions on the Interrupt mode, refer to "Appendix” > "Notes and Restrictions” > "Notes and Restrictions on the
Interrupt Mode" in the Administrator Guide.
<Clear All> button
Returns the settings you made to the default values. The machine returns to the same state
as when it is powered on.

<Stop> button
Press this button to pause the current job or communications.

<Start> button
Press this button to start scanning a document.

<Main Power> indicator
Lights up when the main power is switched on.

Note
* If the main power is not switched on, the machine will not be powered on even when the power is switched
on.
<Error> indicator
Blinks if a system error occurs.
This indicator lights up when a problem other than a system error occurs with the machine,
including paper jams and running out of paper or toner.

Reference
* If the <Error> indicator blinks, contact our Customer Support Center.

* If the <Error> indicator lights up, refer to "Problem Solving” > "Machine Trouble" in the Administrator Guide.

<Data> indicator

Blinks when the machine is sending or receiving data to or from a client.

This indicator lights up when data is stored in the machine's memory, when received faxes
are waiting to be printed, or when faxes are stored in a folder.

Reference
* You can check stored scan files in a Folder List. For information on the Folder List, refer to "Machine Status" > "Machine
Information” > “Print Reports” > "Folder List" in the Administrator Guide.

* You can check stored fax files in a Stored File List. For information on the Stored File List, refer to "Machine
Status” > "Machine Information” > "Print Reports” > "Job Status/Activity Report” > "Stored File List" in the
Administrator Guide.

* You can change the lighting pattern of the <Data> indicator. For more information, refer to "Tools" >
"Common Service Settings” > "Other Settings” > "Data Indicator” in the Administrator Guide.
<Speed Dial> button
Press this button to specify a recipient with an address number when sending a fax or e-
mail.

<C (Clear)> button
Press this button to cancel a numerical value you have entered with the numeric keypad.

<Dial Pause> button
Press this button to insert a pause into a destination number.
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Numeric keypad
Use the numeric buttons on the keypad to enter the number of copies, passcodes, and
other numerical values.

<Custom Button 1> (Copy)
"Copy" is assigned to this button by default.
Press this button to display the [Copy] screen.

Reference

* Forinformation on how to assign a service to the button, refer to "Before Using the Machine" > "Customizing the Control Panel" >
"Assigning Services to the Custom Buttons” in the Administrator Guide.

<Custom Button 2> (Fax)
"Fax” is assigned to this button by default.
Press this button to display the [Fax] screen.

Note

* The Fax Kit (optional) must be installed to use this button for Fax service.

Reference

* Forinformation on how to assign a service to the button, refer to "Before Using the Machine” > "Customizing the Control Panel” >
"Assigning Services to the Custom Buttons” in the Administrator Guide.

<Custom Button 3> (Review)

"Review" is assigned to this button by default.

On the [Review] screen, you can check a list of the status of Copy, Fax, and Scan services
whose settings have been changed from the defaults. You can also check the details of fax
and e-mail recipients.

Reference

* Forinformation on how to assign a service to the button, refer to "Before Using the Machine" > "Customizing the Control Panel" >
"Assigning Services to the Custom Buttons” in the Administrator Guide.

USB memory slot
Insert a USB 2.0 memory device directly here.

Important
* Amemory card reader cable or a USB memory device cable cannot be directly connected to the machine. Use
the USB Hub (optional) to connect a memory card reader or a USB memory device cable.

Note
*® This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

Paper clip tray

Used for placing paper clips and staples.

One-touch panels (Only available for machines with the Fax service)

Contains the one-touch buttons.

Turn over the panels to display buttons 1 - 70, MO1, and MO2.

There are two ways in which address numbers and stored programs are assigned to the
one-touch buttons. Select either of the following:

* [Type1]
The buttons 1 to 70 are used for address numbers and they correspond to the registered
address numbers 0001 to 0070, while the buttons MO1 and M02 are used for stored
programs and they correspond to the registered stored programs 1 and 2.

* [Type 2]
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The buttons 1 to 60 are used for address numbers and they correspond to the registered
address numbers 0001 to 0060, while the buttons 61 to 70, MO1, and M02 are used for
stored programs and they correspond to the registered stored programs 1 to 12.

Note
* By default, [Type 1] is selected.

* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

Reference

* Forinformation on how to change the settings registered to the one-touch buttons, refer to "Tools" > "Common Service Settings" >
"Screen/Button Settings” in the Administrator Guide.

25 One-touch buttons (Only available for machines with the Fax service)
Allows you to specify a recipient with the simple press of a button. You can use the buttons
for the Fax, Internet Fax, Scan (E-mail), and Scan to PC jobs.
Turn over the panels to display buttons 1 - 70, M01, and MO2.
There are two ways in which address numbers and stored programs are assigned to the
one-touch buttons. Select either of the following:

* [Type1]
The buttons 1 to 70 are used for address numbers and they correspond to the registered
address numbers 0001 to 0070, while the buttons MO1 and MO2 are used for stored
programs and they correspond to the registered stored programs 1 and 2.

* [Type 2]
The buttons 1 to 60 are used for address numbers and they correspond to the registered
address numbers 0001 to 0060, while the buttons 61 to 70, MO1, and MO2 are used for
stored programs and they correspond to the registered stored programs 1 to 12.

Note
* By default, [Type 1] is selected.

* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

Reference

* Forinformation on how to change the settings registered to the one-touch buttons, refer to "Tools" > "Common Service Settings" >
"Screen/Button Settings” in the Administrator Guide.

26 IC Card Reader (optional)
Used to authenticate a user using a smart card.
When you touch the smart card to the IC Card Reader, the machine reads the user
information registered on the smart card and authenticates the user.

Note
* An optional component is required to use this feature. For more information, contact our Customer Support
Center.

* When the machine is in the Power Saver mode, touching the smart card to the IC Card Reader deactivates
the Power Saver mode. However, this operation does not deactivate the Sleep mode. For more information,
refer to "Exiting the Power Saver Mode" (P.56).
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Large Size Color UI
The following describes the names and functions on the Large Size Color UI.

Note
* The Large Size Color UI does not have a one-touch panel and does not support specifying recipients with one-
touch buttons.
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1 Touch screen
Displays messages required for operation and buttons for various features. You can directly
touch the touch screen to instruct operations and set features.

2 <Data> indicator
Blinks when the machine is sending or receiving data.
This indicator lights up when data is stored in the machine's memory, when received faxes
are waiting to be printed, or when faxes are stored in a folder.

Reference

* You can check stored scan files in a Folder List. For information on the Folder List, refer to "Machine Status" > "Machine
Information” > "Print Reports” > "Folder List" in the Administrator Guide.

* You can check stored fax files in a Stored File List. For information on the Stored File List, refer to "Machine
Status" > "Machine Information” > “Print Reports" > "Job Status/Activity Report" > "Stored File List" in the
Administrator Guide.

* You can change the lighting pattern of the <Data> indicator. For more information, refer to "Tools" >
"Common Service Settings” > "Other Settings” > "Data Indicator” in the Administrator Guide.
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<Error> indicator

Blinks if a system error occurs.

This indicator lights up when a problem other than a system error occurs with the machine,
including paper jams and running out of paper.

Reference
* Ifthe <Error> indicator blinks, contact our Customer Support Center.

¢ If the <Error> indicator lights up, refer to "Problem Solving” > "Machine Trouble” in the Administrator Guide.

<Main Power> indicator
Lights up when the main power is switched on.

Note
¢ If the main power is not switched on, the machine will not be powered on even when the power is switched
on.

<Custom Button 1> (Copy)
"Copy" is assigned to this button by default. Press this button to display the [Copy] screen.

Reference

* Forinformation on how to assign a service to the button, refer to "Before Using the Machine" > "Customizing the Control Panel” >
"Assigning Services to the Custom Buttons” in the Administrator Guide.

<Custom Button 2> (Fax)
"Fax” is assigned to this button by default. Press this button to display the [Fax] screen.

Note
* The Fax Kit (optional) must be installed to use this button for Fax service.

Reference

* Forinformation on how to assign a service to the button, refer to "Before Using the Machine" > "Customizing the Control Panel" >
"Assigning Services to the Custom Buttons” in the Administrator Guide.

<Custom Button 3> (Review)

"Review" is assigned to this button by default.

On the [Review] screen, you can check a list of the status of Copy, Fax, and Scan services
whose settings have been changed from the defaults. You can also check the details of fax
and e-mail recipients.

Reference

* Forinformation on how to assign a service to the button, refer to "Before Using the Machine” > "Customizing the Control Panel" >
"Assigning Services to the Custom Buttons” in the Administrator Guide.

<Log In/Out> button

Lights up when a user is authenticated in the System Administration mode, the
Authentication mode, or the Accounting mode.

Displays the User ID entry screen for entering the System Administration mode, the
Authentication mode, or the Accounting mode.

Press this button to exit these modes.

<Clear All> button
Returns the settings you made to the default values. The machine returns to the same state

as when it is powered on.

<Power Saver> button

When the machine is not used for a while, it enters the Power Saver mode to reduce power
consumption. When the Power Saver mode is active, the <Power Saver> button lights up.
Press this button to enter or exit the Power Saver mode.
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<Interrupt> button

Press this button to suspend a copy or print job in progress to have the machine process
another job. During the Interrupt mode, the <Interrupt> button lights up. Pressing the
<Interrupt> button again exits the Interrupt mode and resumes the suspended job.

Reference

* For notes and restrictions on the Interrupt mode, refer to "Appendix” > "Notes and Restrictions” > "Notes and Restrictions on the
Interrupt Mode" in the Administrator Guide.

<Stop> button
Press this button to pause the current copy job or communications.

<Start> button
Press this button to start scanning a document.

Numeric keypad
Use the numeric buttons on the keypad to enter the number of copies, passwords, and
other numerical values.

<Speed Dial> button
Press this button to specify a recipient with an address number when sending a fax or e-
mail.

<C (Clear)> button
Press this button to cancel a numerical value you have entered with the numeric keypad.

<Dial Pause> button
Press this button to insert a pause into a destination number.

<Machine Status> button
Press this button to check the machine status and meters, to check the status of the
consumables, and to print reports.

<Job Status> button
Press this button to check or cancel the current job, to check or print stored jobs, or to check
completed jobs.

<Services Home> button
Press this button to display the Services Home screen.

Note
* You can change the services displayed on the Services Home screen. For more information, refer to "Before
Using the Machine” > "Customizing the Control Panel” > "Customizing the Button Layout” > "Services Home" in
the Administrator Guide.

Screens and Buttons Displayed

You can register or change the services and buttons displayed on the touch screen. You can
customize the following screens:

Note
* The following settings may have been changed by the system administrator. Use the machine according to
the changes that have been made.

Setting the Initial Screen

You can set the screen displayed after switching the power on or exiting the Power Saver
mode.

Setting the Screen Displayed after Auto Clear

You can select [Last Selection Screen] or [Services Home] for the screen to be displayed
after Auto Clear.

65

ﬂ MIIAIDAQ JONpold



! MBIIAIDAQ JONpolid

Product Overview

Assigning Services to the Custom Buttons
You can assign services to the custom buttons on the control panel: Custom 1 to Custom 3.
By assigning frequently-used services to the custom buttons, you can switch to the services
without returning to the Services Home screen.

Note
* By default, "Copy” is assigned to the <Custom Button 1>, "Fax" is assigned to the <Custom Button 2>, and
"Review" is assigned to the <Custom Button 3>.

Customizing the Services Home Screen
You can customize the layout of services and buttons on the Services Home screen that is
displayed when you press the <Services Home> button on the control panel.

Reference

* Forinformation on how to customize the Services Home screen, refer to "Before Using the Machine" > "Customizing the Control
Panel” > "Customizing the Button Layout” > "Services Home" in the Administrator Guide.
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About the Services Home Screen

This section describes the fields and buttons on the Services Home screen, which is
displayed by pressing the <Services Home> button.

Reference
* Forinformation on how to drag or flick, refer to "Touch Screen” (P.74).

| «®
E-mail

Message field

Fex/ Internet Fax

Service buttons ‘m‘

Additional feature buttons

Simple Copy Simple Fax Scan to PC

Store to Folder Send from Folder Help

Network Scanning Store & Send Link

< [Ed HE |
= Q

Media Print Media Print
-Text -Photos

WSD,

Store to WSD

Store to USB

=

Job Flow Sheets

Stored
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Web Applications

Note
* When operations such as flick and double-tap are disabled, the following home screen appears. In this case,

you can switch pages by selecting the [ & 1 [ W ] button.
For information on how to disable flick or double-tap, refer to "Tools" > "Common Service Settings" > "Screen/
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Button Settings” in the Administrator Guide.

Message field Login information field
Language
Screen
Brightness
Setup
Additional feature buttons
Service buttons Calibration
Activity Report
Fax Receiving
Mode
Print Mode
A
Language
Screen
Brightness
Calibration
Activity Report
Fax Receiving
Mode
Print Mode
Language
Screen
Brightness
Calibration
Activity Report
Fax Receiving
Mode
Print Mode

Message Field

* WSD stands for Web Services on Devices.

Displays a message.

Login Information Field

Select this field in the upper right corner of the touch screen to display the User ID entry
screen for entering the System Administration mode, the Authentication mode, or the
Accounting mode.

When a user is authenticated, the login information is displayed in this field.

Note
* You can also press the <Log In/Out> button on the control panel to enter the Authentication mode.

* To exit the Authentication mode, press the <Log In/Out> button on the control panel. You can also select the
login information field in the upper right corner of the touch screen and select [Logout]from the pop-up
menu to exit the Authentication mode.

Reference

* Forinformation on the Authentication or Accounting mode, refer to "Authentication and Accounting Features” in the
Administrator Guide.

Service Buttons

68
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H Copy
You can set the features for the Copy service.

Reference
* For more information, refer to "Copy" (P.79).

B Fax/Internet Fax

You can set the features for the Fax service.

Reference
® For more information, refer to "Fax" (P.185).

H E-mail
You can scan documents and send the scanned data as an e-mail attachment.

Reference
® For more information, refer to "E-mail" (P.320).

B Simple Copy

You can set the features for the Copy service. Selecting [Simple Copy] allows you to easily
specify the basic copy features on a single screen.

Reference
* For more information, refer to "Simple Copy” (P.90).

B Simple Fax

You can set the features for the Fax service. Selecting [Simple Fax] allows you to easily
specify the basic fax features on a single screen.

Note
* This service does not appear on the screen when the Server Fax service is enabled.

Reference
* For more information, refer to "Simple Fax" (P.219).

B Scan to PC

You can scan documents and send the scanned data to a network computer via the FTP or
SMB protocol.

Reference
® For more information, refer to "Scan to PC" (P.359).

B Store to Folder
You can scan documents and save the scanned data in a folder of the machine.

Reference
* For more information, refer to "Store to Folder" (P.374).

B Send from Folder

You can operate files stored in a folder of the machine.

Reference
* For more information, refer to "Send from Folder" (P.413).
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H Help
You can learn how to use the machine, and by selecting [Search] > [Error Code], you can see
the details of an error code appearing on the touch panel.

Note

* When you use this button for the first time, enter the system administration mode and accept the license
agreement.

B Network Scanning
You can scan documents after specifying a file (job template) saving scanning conditions,

information on the forwarding destination server, and others.

Reference
* For more information, refer to "Network Scanning” (P.356).

H Store & Send Link

After you scan documents, the machine temporarily saves the scanned data and sends you
e-mail attached with two URLs: one is for the location to retrieve the scanned data, and the
other is for the location to delete the data.

Reference
* For more information, refer to "Store & Send Link" (P.384).

Note

* This service appears on the screen when the Authentication feature is enabled.

Reference
* Forinformation on how to display [Store & Send Link] on the Services Home screen, refer to "Before Using the Machine" >

"Customizing the Control Panel” in the Administrator Guide.
M Store to USB
You can scan documents and save the scanned data to a USB memory device.

Reference
* For more information, refer to "Store to USB" (P.376).

Note

* This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

M Job Flow Sheets
You can scan documents using a job flow sheet.

Job Flow Sheets is a service that allows you to set a flow of transfer settings for scanning
data to enable efficient routine transfer.

Note

* This service is supported only by the ApeosPort series models.

Reference
* For more information, refer to "Job Flow Sheets" (P.435).
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B Media Print - Text

You can print document files (PDF, TIFF, XML Paper Specification (XPS), XDW (XBD), and
JPG (JFIF)) after retrieving the files from a CompactFlash card or a USB memory device.
You can also print the scan data stored with the Store to USB service.

Reference
* For more information, refer to "Media Print - Text" (P.469).

Note
*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

B Media Print - Photos
You can print image data (DCF1.0) taken with a digital camera. You can retrieve the data
only from a CompactFlash card.

Reference
® For more information, refer to "Media Print Photos" (P.475).

Note
* This service is not available for some models. An optional component is required. For more information,

contact our Customer Support Center.

N Store to WSD

You can scan documents set on the machine and save the scanned data by operating from
a computer on the network. Also, you can save the scanned data to a computer on the
network.

Reference
® For more information, refer to "Store to WSD" (P.387).

Note
* WSD stands for Web Services on Devices.

N Stored Programming
You can operate stored programs.
Stored Programming is a service that allows you to store settings that you expect to use

frequently and call them with a single button operation.

Reference
* For more information, refer to "Stored Programming” (P.443).

B Web Applications

You can access web applications via a network using the browser on the machine in order to
display and store data.

Reference
* For more information, refer to "Web Applications” (P.455).

Note
* This service is not available for some models. An optional component is required. For more information,

contact our Customer Support Center.

*® This feature is supported only by the ApeosPort series models.

B Custom Services

When custom services are installed on the machine, their icons are displayed. For more
information on the custom services, contact our Customer Support Center.
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Additional Feature Buttons

Allows you to set the additional features that are not related to jobs.

B Language
You can select the language to be displayed on the touch screen.

The setting here will be reset when the power is switched off and on.
Important
* When you select [English], only ASCII characters can be used.

* When you set [Language] to [English] on the Services Home screen and an address book entry or contents of
[Details] of Job Flow Sheets is entered in double-byte characters, the characters may not be displayed
properly. When you use CentreWare Internet Services to import a CSV file* that includes double-byte
characters other than a selected language, the characters in the file may be garbled or the import may fail.

* :CSV (Comma Separated Values) is a file format that is often used for saving data by  spreadsheets and
database programs.

Note
* Under [Default Language] in the System Administration mode, you can select the standard language
displayed on the touch screen when the power is switched on. For more information on how to set [Default
Language], refer to "Tools" > "Common Service Settings” > "Screen/Button Settings” > "Default Language” in
the Administrator Guide.
B Screen Brightness

You can adjust the screen brightness of the touch screen.

B Lock Out Printer/Release Printer

You can set the machine to temporarily enable printing during the printer lockout period or
to temporarily disable printing while [Release Printer] is displayed.

Reference
* You can assign this button when [Printer Lockout] is set to [On] under [Tools] > [Common Service Settings] > [Machine Clock/

Timers] and the [Allow User to Lock Out] check box is selected. For information on how to assign the feature to the button, refer to
"Tools" > "Common Service Settings” > "Screen/Button Settings” in the Administrator Guide.

N Setup

You can create or update folders, job flows, and the Address Book.

Reference
* For more information, refer to "Tools" > "Setup” in the Administrator Guide.

H Calibration

The machine can automatically calibrate colors when the reproducibility of density or color
in copies and prints deteriorates.

Reference
* For more information, refer to "Maintenance" > "Executing Calibration” in the Administrator Guide.

B Activity Report
You can print an Activity Report to check if a transmission is successfully completed.

Reference
* Forinformation on the contents listed in the Activity Report, refer to "Appendix” > "Activity Report” in the Administrator Guide.

72



About the Services Home Screen

B Fax Receiving Mode

You can specify a mode for receiving faxes.

Reference
* For more information, refer to "Machine Status" > "Machine Information” > "Fax Receiving Mode" in the Administrator Guide.

H Print Mode

You can register a print mode and change its settings.

Reference
* For more information, refer to "Machine Status" > "Machine Information” > "Print Mode" in the Administrator Guide.
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Touch Screen

On the touch screen of the machine, you can switch pages and scroll a list by the following
operations.

Note
* The touch screen of the control panel used in the machine is pressure-sensitive. Adjust the power to touch the

screen.

* You can set whether to enable flick and double-tap or not. For more information, refer to "Tools" > "Common
Service Settings” > "Screen/Button Settings” in the Administrator Guide.

Drag
Slide your finger to the position desired with your finger touched the touch screen.
Drag the touch screen from side to side to switch pages.

Drag the touch screen up and down to scroll a list.

Note
* During drag, scrolling stops when you move your finger away from the touch screen.

8 Local User

To begin, select a Service.

Simple Copy Simple Fax

ed
Famming

Local User
Job Status ]
Active Jobs Completed Close
| Jobs &More |
Group Parent Jobs
File/ Job Type Remote Terminal Status Result
00007 -Store to Folder Folder 001 Completed 1
Y 4
00006 -Store to Folder Folder 001 Completed 1 *
- -Copy A4:100% Completed ”n

- -Copy A4:100% Completed Error ”n

- -Copy A4:100% Completed ”n
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Flick
Slide your finger quickly to the position desired and release it.
Flick the touch screen from side to side or up and down to switch pages.

Flick the touch screen up and down to scroll a list.

Note
* During flick, scrolling continues for a while even after you move your finger away from the touch screen.

g Local User
To begin, select a Service.

M

E-mail

Y

Simple Copy Simple Fax Scan to PC

Local User
Job Status 8

Active Jobs Completed Secure Print
] Jobs s&M

Group Parent Jobs

File/ Job Type Remote Terminal Status Result

00007 -Store to Folder Folder 001 Completed 1 ”

00006 -Store to Folder Folder 001 Completed 1 %‘
- -Copy A4:100% Completed ”n

- -Copy A4:100% Completed Error ”n

- -Copy A4:100% Completed ”n
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Tap

Touch the touch screen and move your finger away from the screen quickly. To tap the
same position of the screen twice is called double-tap.

Double-tap a previewed image to enlarge the image.

Tap the preview area to switch the thumbnail bar to be displayed or not.

Note
* The operation of pinch in or pinch out (moving two fingers inward or outward) to zoom in or out screens is not

supported.

8 Guest

- 1 Rotate View <7 Close
26062013165138
26/6/13 16:51

Delete
Change
= File Name...
1.~ Change
2 Print Settings...

Tap a desired thumbnail on the thumbnail bar to display the thumbnail.

8 Guest

‘8 Rotate View J <7 Close

26062013165138

26/6/13 16:51

Delete
Change

& File Name...

% Change
2 Print Settings...
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Entering Text

During operations, a screen for entering text sometimes appears. The following describes

how to enter text.

#%|Folder Name [x Cancel ][0 Save ]

EnDoonoonnos

[ Delete Text |
K ‘

Shift Iz X cHt] v b n m i " e

(
L ) S G S ) G S G G S
[ More Characters V Space ‘[i}” » |

You can enter the following characters: numerals, alphabets, and symbols.

Item

Description

Entering alphabets and
numerals

To enter uppercase letters, select [Shift]. To return to
the lowercase letters, select [Shift] again.

Entering symbols

Select [More Characters].

Note
* Depending on the keyboard, you can select a symbol

from the pull-up options displayed on the bottom left of
the screen.

Entering a space

Select [Space].

Deleting characters

Select [Backspace] to delete one character at a time.
Select [Delete Text] to delete all characters.
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Installing the Tray Attachment on the Finisher B1

Setting the tray attachment on the finisher tray may help you deliver and stack A4ld and
B5LJ sheets without staples more neatly on the finisher tray of Finisher B1.

T Remove the tray attachment from the rear of the finisher tray.

2 Install the tray attachment onto the middle of the finisher tray as shown in the diagram.
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Copying Procedure

This section describes the basic copy procedures.

Step 1 Loading Documents
The following two methods are available to load documents

B Document Feeder
* Single sheet
* Multiple sheets

B Document Glass
* Single sheet
* Bound documents, such as books

Note
* The maximum number of pages that the machine can scan is 999 pages per job. If the number of pages
scanned by the machine exceeds the maximum, follow the instructions of the message displayed on the

screen to print the already-scanned data or cancel the job.
In the case the following features are selected, the machine will not print the already scanned data.

* "Covers (Attaching Covers to Copies)” (P.143)
* "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.149)

* "Watermark (Printing Control Numbers on the Background of Copies)” (P.156)
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Document Feeder
The document feeder supports single and multiple sheet documents with sizes from 125 x

85 mm (Standard size: A5, A5C]) to 297 x 432 mm (Standard size: A3, 11 x 17%).

Note
* When Duplex Automatic Document Feeder C1-PC is installed, the minimum supported size for the original

document is 84 x 139.7 mm (Standard size: A6).
The document feeder automatically detects standard size documents. For non-standard
size documents, enter the size on the [Original Size] screen.

Reference
* Forinformation on document sizes that can be detected automatically and how to enter a non-standard document size, refer to

"Original Size (Specifying the Scan Size for the Document)” (P.127).

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the
System Administration mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service
Settings” > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

The document feeder accepts the following number of sheets.

Document Type (Weight) Number of Sheets
Duplex Automatic Duplex Automatic
Document Feeder Document Feeder
B1-PC C1-PC
Lightweight paper (38 - 49 gsm) 130 sheets 250 sheets
Plain paper (50 - 80 gsm) 130 sheets 250 sheets
Heavyweight paper (81 - 128 gsm) 85 sheets 150 sheets
Heavyweight paper (129 - 200 gsm) 100 sheets

Important

* To avoid paper jams, use the document glass for folded or wrinkled documents, cut-and-pasted documents,

curled paper, or back carbon paper.
* The lightweight paper of 38 - 49 gsm cannot be scanned 2 sided.

Reference
* Forinformation on how to copy mixed sized documents, refer to "Mixed Size Originals (Scanning Different Size Documents

Simultaneously)" (P.128).

T Remove any paper clips and staples before loading a document.
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2 Load the document face up (when the document is 2-sided, load the front side up) in the

center of the document feeder.

Note
* The Confirmation indicator lights up when the document is loaded correctly. If the indicator does not light,

load the document again.

3 Adjust the document guides to match the size of the document loaded.
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Document Glass
The document glass supports a single sheet, a book, or other similar documents with sizes

from 15 x 15 mm to 297 x 432 mm (Standard size: A3, 11 x 17").

Important
* Always close the document cover after using the document glass.

The document glass automatically detects standard size documents. For non-standard size
documents, enter the size on the [Original Size] screen.

Reference
* Forinformation on document sizes that can be detected automatically and how to enter a non-standard document size, refer to

"Original Size (Specifying the Scan Size for the Document)” (P.127).
* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the
System Administration mode. For information on the paper size settings, refer to "Tools" > "Common Service
Settings” > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

/\CAUTION
Do not apply excessive force to hold thick document on the document glass. It

may break the glass and cause injuries.

ﬂ o

1 Open the document cover.

Important
* Make sure that the touch screen is active, and then load a document. Otherwise, the machine may not

properly detect the document size.
2 Load the document face down, and align it against the top left corner of the document

glass.

3 Close the document cover.

Note
* When astandard size document is loaded on the document glass, the size of the document is displayed in the

message field.
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Step 2 Selecting Features

The following two services are available to copy documents.

B Simple Copy

Allows you to only select basic features to copy documents.

H Copy
Allows you to make detailed settings to copy documents.

The following describes how to select features on the [Copy] screen.

Reference
* Forinformation on Simple Copy, refer to "Simple Copy" (P.90).

Note
* The features displayed on the screen depend on the configuration of your machine.

* When the Authentication or Accounting feature is enabled, a user ID and passcode may be required. Ask your
system administrator for the user ID and passcode.

1 Press the <Services Home> button.

2 Select [Copyl.

L
-

Store to Folder Send from Folder

L 12 |

3 If the previous settings still remain, press the <Clear All> button.

4 Select each tab, and configure features as necessary.

B Copy Image Quality rayout Output Format | Job Assembly

Reduce /Enlarge Paper Supply Output Color = 2 ided Copying
100%| =+ || Autoselect (@ Auto Detect 111 Sided
1-A4 "
| B 100% e @) color Copy Output
Auto

2i=A3 L
I8 Auto (e &3 Block&White | |Center Tray
70% A3-A4, O 3=/8K Dual Color Pages per Side
B4-B5 Plain Red / Black loff
141% A4—A3, 5= Auto Detect | | & Single Color %J
B5-B4 Plain ~ Red Darken Lighten

A more.. More.. (P More.. Eﬁﬂlg

The following shows the reference section for each tab.

Reference
* "Copy" (P.96)

* "Image Quality” (P.112)

* "Layout Adjustment” (P.120)
* "Output Format” (P.138)

* "Job Assembly” (P.173)

84



Copying Procedure

Step 3 Entering a Quantity

You can enter up to 999 sets.

1 Enter the number of copies using the numeric keypad.

The number of copies entered appears on the upper right of the touch screen.

2 If you have entered an incorrect value, press the <C (Clear)> button and then enter the
correct value.

Step 4 Starting the Copy Job

1 Press the <Start> button.

Important
* If the document has been loaded in the document feeder, do not hold down the document while it is being

conveyed.

* Copies cannot be made if a copy protection code is detected. For information on copy protection codes, refer
to "Secure Watermark (Managing Document Security)” (P.160).

Note

* If a problem occurs, an error message appears on the touch screen. Follow the instructions of the message to
solve the problem.

* You can set the next job during copying.

BIf you have more documents

If you have more documents to copy, select [Next Original] on the touch screen while the
current document is being scanned. This allows you to scan the documents as a single set of

data.

2 Select [Next Original] while scanning is in progress.

@Copy File 01379 [@close ]
Quantity: 0/30 ‘ s
x elete

—

Black & White . (= NextOriginal |
= Bﬁ Next Original
100% = ‘ ‘
Collated =
Note
* When using the document feeder, load the next document after the machine has finished scanning the first
document.

* When [Next Original] is displayed on the screen and no operation is performed for a certain period of time,
the machine automatically assumes that there are no more documents.

* You can change the number of copies by selecting [Change Quantity] that is displayed after selecting
[Delete].
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3  Load the next document.

4 Press the <Start> button.

If you have more documents, repeat steps 3 and 4.

5 When all documents have been scanned, select [Last Original].

[T copy File 01380 ‘ x
Quantity: 1/30 e
| Delete
Pages: 414 ( x
Originals: 6
(A4 ) ~ [ Last Original |
Black & White E Next Original
w2 A4D
100% S~
Collated tart

(=) ch |
& qlaney.. |

Step 5 Confirming the Copy Job in Job Status

If copies are not output after you start the copy job, the job may be in pending status. Use
the following procedure to confirm the job status.

71 Press the <Job Status> button.

2 Confirm the job status.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
[ (=, All Jobs |
E= M
L=
File/ Job Type Remote Terminal Status Progress
00111-Print AB Printing 22| 4
{
02222-Copy 11x22mm:3% Copying 55/66
v
i

* Select [ A]toreturn to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).
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Operations during Copying

This section describes available operations during copying.

Stopping the Copy Job

To cancel a copy job in progress, use the following procedure.

T Press either the <Stop> button on the control panel or [Delete] on the touch screen.

mCopy File 01379 [@ Close ]
Quantity: 0/30
[ x Delete
E
> o

Black & White - ‘W 9
100% = ‘ =]
Collated = <

2 Select [Delete].
ECopy File 01379 ‘ X
Quantity: 1/30
(
Pages: 1/1 ‘ x Delete
Originals: 4
(a4 1)

Black & White

w2 A4D

100% T S —

Collated Stait

[=y cn |
| El Qlimtny..

BIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

2 Select the job to cancel.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
[ (=, All Jobs |
E= M
L=
File/ Job Type Remote Terminal Status Progress
]
02222-Copy 11x22mm:3% Copying 55/66| A
02223 - Print 11x22mm:3% Print Wait 66
v
J

* Select [ A] to return to the previous screen or [ ] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).
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3  Select [Delete].

mCopy File 01379 [@ Close
Quantity: 0/30
[ x Delete

-

Black & White - (= Nextoriginal |
< @ ginal

100% = : g
Collated =

4 Select [Delete].

File 01379 ‘ x

[ilcopy

Quantity:

1/30
1171
Originals: 4

(A4 )

[ x Delete

Pages:

Black & White L
w2 A4D

100%

Collated

L]

( Start

(=) ch
& qlaney.. |

Changing the Number of Copies

To change the number of copy sets during scanning or copying, use the following
procedure.

1 Press either the <Stop> button on the control panel or [Delete] on the touch screen.

mCopy File 01379 [@ Close ]
Quantity: 0/30
[ x Delete

-

Black & White - (= Nextoriginal |
< @ ginal

100% = : g
Collated =

2 Select [Change Quantity].

[ilcopy

File 01379

Quantity:
Pages:

Originals:

Black & White
=2 A4D0
100%
Collated

1/30
11

(A4 )

/
L]

(=) ch
& qlaney.. |

[ x Delete

( Start

3 Specify the number of copy sets with the numeric keypad.

The new quantity must include the number of copies that have already been printed. You
cannot enter a number less than the number of copies that have already been printed.
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4  Press the <Start> button.

Note
* If you enter the same value as the number of copies that have already been printed, the machine will not
execute a copy job even when you press the <Start> button.

Interrupting the Copy Job
You can temporarily stop the copy job to have the machine process another job.

Important
another job while it is scanning the documents, or when [Next Original] has been selected.

® Press the <Interrupt> button only after all the documents have been scanned. The machine does not accept
* Even when the <Interrupt> button is pressed, the machine may not accept another copy job if 10 sets or less

are being copied using the document glass.
T Press the <Interrupt> button.
The <Interrupt> button lights up to indicate that the machine is in the Interrupt mode.
2 Load a document and set features if necessary.
3 Specify the number of copy sets with the numeric keypad.
4 Press the <Start> button.

5 After you have finished making the interrupt copy, press the <Interrupt> button.
The <Interrupt> button goes out to indicate that the Interrupt mode is exited.

Note
* If you used the document glass to copy the document, remove the document from the document glass

6  Press the <Start> button.
The suspended copy job is resumed.

ﬂ o
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Simple Copy

You can select [Copy] or [Simple Copy] on the Services Home screen to set the features for

the Copy service.
This section describes the features you can select on the [Simple Copy] screen. [Simple
Copy] allows you to use only basic features to easily copy documents.

T Select [Simple Copy] on the Services Home screen.

2 Select a feature on the [Simple Copy] screen.

% Simple Copy

@ Auto

@ Paper Supply » =k
Auto Select )
EP[7 1-2Sided @) Color

E Reduce /
Enlarge » g¢>? 2-2 Sided

100%

Darken Lighten

[ ol - |

{ 1 Staple ]

5 2 Pages per
d> Sideg 7

Paper Supply (Selecting the Paper for Copying)

90

This feature allows you to select the paper tray for copying.

1 Select [Paper Supply].

% Simple Copy
@ Paper Supply » [
Auto Select

o @? 1-2 Sided
E educe
Enlarge » g¢>? 2-2 Sided

100%

Darken Lighten

[ ol - |

{ 1 Staple ]

5 2 Pages per
d> Sideg 7
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2 Select a paper tray to be used.

% Simple Copy

|  Paper Supply . Auto Select [ :EJH o

Auto Select

D 11—/ A4 @ 5 = Bypass

E Reduce / ‘ Plain Auto Detect |
100;:nlurge 4 O 2|=/A3 0 5= Bypass
(St | Ly ) 100x148mm
Darken Lighten 3|=/8K 6lJA4
[—‘ 7 ﬁ L] Plain D Plain T

< g -

e L J

W Auto Select

Automatically determines the tray holding the appropriate paper, based on the document
size and the specified copy ratio.

Note
® This cannot be selected together with [Auto %] under [Reduce/Enlarge].

B Trays 1 to 4, and Tray 6 (optional)
Allows you to directly select the desired tray.

B Tray 5 Bypass Auto Detect
Automatically detects the size of paper loaded in the bypass tray.

Checking the Remaining Amount of Paper in a Tray

The icons displayed in each tray allows you to check the remaining amount of paper loaded

in the tray.

% Simple Copy

| ¢ Paper Supply 7 Auto Select [J :EJH BS J

Auto Select

D 11—/ A4 @ 5 = Bypass

8 Reduce/ [ _Pin AutoDetect J You can view the icons to check
100;2nlurge » —2l=a3 0 5 = Bypass the remaining amount of paper in
el ) Plain 100x148mm atray

Darken Lighten = 3|=/8K D 6| A4 W

) Plai Plai

m - ain ain
L 1 2

|=||=||=| * Indicates that the remaining amount of paper is 25 to 100 % .
9 pap
| * Indicates that the remaining amount of paper is 25 % or less.

E. * Indicates that the tray has run out of paper, or no paper is loaded in the tray.

Reduce/Enlarge (Making Enlarged/Reduced Copies)

This feature allows you to select a copy ratio to enlarge or reduce the size of copies.
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71 Select [Reduce/Enlarge].

% Simple Copy

@ Paper Supply © = 1-1Sided Auto 1
>
Auto Select

EP[7 1-2Sided @) Color

E Reduce/
Enlarge Y | ST 2525ided 43 Black & White

1100%

Darken Lighten

[ ol - |

{ 1 Staple ]

2 Pages per
d> Side

2 Select a copy ratio.

% Simple Copy

: >
Paper Suppl
{@ RS L A 86% :Z:gg ﬁ

|Auto Select

B4-A3
A Auto% S 115% e

; A3-AL A4-BA4
H70%  pils U122% G Tpe

Darken Lighten BA->A4 A4-A3

| TIIII B Her% e 1% g e T

\ LD - - :
H100%

Copies at the same image size as the original document.

B Auto %

Automatically determines the copy ratio based on the document size and the paper size
specified in [Paper Supply], and copies the document to fit into the paper.

Note
® This cannot be selected together with [Auto Select] under [Paper Supply].

H Ratios

Allows you to select from preset copy ratios.

2 Sided Copying (Making 2 Sided Copies)

This feature allows you to copy 1-sided and 2-sided documents on one side or both sides of
paper.

1 Select any option.

% Simple Copy

@ Paper Supply © = 1-1Sided Auto 1
>
Auto Select

EP[7 1-2Sided @) Color

E Reduce/
Enlarge Y | ST 2525ided 43 Black & White

1100%

Darken Lighten

[ ol - |

B 1 - 1Sided

Makes a copy of a 1-sided document on one side of the paper.

{ 1 Staple ]

2 Pages per
d> Side

92



Simple Copy

H1- 2Sided
Makes a copy of a 1-sided document on both sides of the paper.

B2 - 2 Sided
Makes a copy of a 2-sided document on both sides of the paper.

Auto/Color/Black & White (Selecting the Color for Copying)

This feature allows you to select a color mode.

1 Select [Auto], [Color] or [Black & White].

% Simple Copy
\

[
=P =] 121 Sided @ Auto

{ @ Paper Supply »

|Auto Select )
— |[Ep[7 1-25ided @) Color

WT
Enlarge Y | ST 2525ided 43 Black & White

100%

Darken Lighten

7 { ¢2.Pugesper }{1St 1
‘4 b‘ Side H. aple |

H Auto
The machine automatically determines the colors of the original document and makes
copies in full color if the original document is colored, and in single color (black) if the

document is black-and-white.

Note
* If a color document is in one of the following conditions, the machine may copy the document in black and

white.

* The colored area is too small.

* The colors are too light.
In that case, change a level from the five levels which is used for the machine to recognize color. For more

information, refer to "Tools" > "Common Service Settings” > "Image Quality Adjustment” > "Image Quality”
> "Output Color Recognition” in the Administrator Guide.

B Color
Copies in full color.

B Black & White
Copies in black and white regardless of the colors in the original document.

Note

* If the use of certain colors is not allowed, the available colors will be restricted. For more information, refer to
“Tools" > "Accounting” > "Create/View User Accounts” > "Service Access” in the Administrator Guide.

Lighten/Darken (Adjusting the Copy Density)

This feature allows you to select a copy-density level from seven levels.
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1 Use[«]and[»]to set adensity level.

% Simple Copy

( )
{@ Paper Supply N ‘ =R=] 121 Sided @ Auto
\Auto Select J
— [Ee[7 1-25ided @ Color
WT
1oos§nlmge ’ | LRI 2-2ided 43 Black & White
L

Darken Lighten

7 { ¢2.Pugesper }{1St 1
‘ < > | ‘ Side H. aple

2 Pages per Side (Copying Two Pages onto One Sheet)

This feature allows you to copy two pages of a document together onto one side of a single
sheet of paper.

When you select [2 Pages per Side], [Auto %] is automatically selected in [Reduce/Enlarge].
The machine automatically sets the copy ratio and makes copies of the images so that they
fit on the selected paper.

Note
* When you deselect [Auto %] in [Reduce/Enlarge] (when you select another copy ratio), image loss may occur
depending on the image size of the document.

¢ Select a tray other than [Auto Select] in [Paper Supplyl. When you select [Auto Select], the tray containing A4
paper is selected. If no tray contains A4 paper, the machine selects a tray based on the [Auto Paper Off]
setting. For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings" > "Copy Control" >
"Auto Paper Off" in the Administrator Guide.

* When you copy both sides of the 2-sided document to one side and the document size is bigger than A4, the
orientation of the copied images may not be appropriate. To achieve the copy result with the correct
orientation, scan Side 1 and Side 2 separately in different orientations, using the document glass.

Reference
* Forinformation on how to copy four or eight pages of a document together onto one side of a single sheet of paper, refer to "Pages
per Side (Copying Multiple Pages onto One Sheet)" (P.110).

1 Select [2 Pages per Side].

1 Staple
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% Simple Copy

[ |
‘ D Paper Supply > ¢> 1-1 Sided @ Auto
|Tray 1 A4
— |[ER[7 1-25ided @) Color
g}q Reduce /
' Enlarge » N v ;
Auto% Lp[T 252 Sided 49 Black & White
Darken Lighten
P p—
< j@ > | [ERLLISEESES ([ 1 stopte
L ( J

This feature allows you to select whether to staple copied outputs at the top left corner.

The number of sheets that can be stapled is 2 to 50 (when 80 gsm paper is used). Available
paper types are: Bond, Plain, Recycled, Plain Reload, Lightweight, Heavyweight,
Heavyweight Reload, Extra Heavyweight (170 to 220 gsm), Extra Heavyweight (170 to 220



Simple Copy

gsm) Reload, Gloss, Gloss Reload, Heavyweight Gloss (170 to 220 gsm), Heavyweight Gloss
(170 to 220 gsm) Reload, Punched, and Custom Paper 1 to 5.

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

1 Select [1 Staple].

% Simple Copy
‘ || Paper Supply > =R=] 191 Sided @ Auto 1
|Tray 1 A4
P77 1-2Sided @) Color

e |
Enlarge » . ] ] P
|Auto % ¢ £¢>\7 2-2 Sided %mmm !

Darken Lighten

E ﬁl B W D 1 Staple
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Copy

You can select [Copy] or [Simple Copy] on the Services Home screen to set the features for
the Copy service.

This section describes the features you can select on the [Copy] screen.

Reference

* You can customize the layout of the features displayed on the [Copy] screen. For more information, refer to "Tools" > "Copy Service
Settings” > "Copy Tab - Features Allocation” in the Administrator Guide.

T Select [Copy] on the Services Home screen.

Simple Copy Simple Fax Scan to PC

B 3 e

Store to Folder Send from Folder

L 12 |

2 Select a feature on the [Copy] screen.

= i Layout
Copy Image Quality |, oo | outputFormat | Job Assembly
Reduce / En[large‘ 1 Paper Supply Output Color = 2 sided Copying
9
100%] - + || Jauoselest | | (P AutoDetect 1-1 Sided
1285 =
[ 100 Plain @) color Copy Output
Auto
2i=lA4 ) .
A Auto ek - Right Top Tray
= Pages per Side
70% A3-A4, 3=A4 Dual Color =[] iges p
B4—B5 Plain Red / Black off
141% A4-A3, [ 5=AuoDeea || &) single Color -
B5-B4 4 Plain ' Red Darken Lighten
2 < mmiv -
A more.. More.. (P More..

Reduce/Enlarge (Making Enlarged/Reduced Copies)

This feature allows you to select a copy ratio to enlarge or reduce the size of copies.

1 Specify a copy ratio. You can use the numeric keypad to specify a value, or [+] and [-] to
specify reduction/enlargement ratios directly.

= i Layout
Copy Image Quality |, oo | outputFormat | Job Assembly
Reduce / En[large‘ 1 Paper Supply Output Color = 2 sided Copying
9
100%] - + || Jauoselest | | (P AutoDetect 1-1 Sided
1285 =
[ 100 Plain @) color Copy Output
Auto
2i=lA4 ) .
A Auto ek - Right Top Tray
= Pages per Side
70% A3-A4, 3=A4 Dual Color =[] iges p
B4—B5 Plain Red / Black off
141% A4-A3, [ 5=AuoDeea || &) single Color -
B5-B4 4 Plain ' Red Darken Lighten
2 < i -
A more.. More.. (P More..
o,
H100%

Copies at the same image size as the original document.
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B Auto %

Automatically determines the copy ratio based on the document size and the paper size
specified in [Paper Supply], and copies the document to fit into the paper.

Note
* This cannot be selected together with [Auto Select] under [Paper Supply].
H Ratios (3rd and 4th buttons)

Displays preset copy ratios.

Reference
* You can change the copy ratio associated with each button. For information on the settings, refer to "Tools" > "Copy Service

Settings” > "Preset Buttons” > "Reduce/Enlarge - Button 3 - 4" in the Administrator Guide.
B More
Displays the [Reduce/Enlarge] screen on which you can set [Proportional % ], [Independent
X-Y %], and [Calculator %].

Reference

* Forinformation on the settings on the [Reduce/Enlarge] screen, refer to "When [Proportional %] is Selected” (P.97), "When
[Independent X - Y%] is Selected" (P.98), or "When [Calculator %] is Selected” (P.99).

When [Proportional %] is Selected

You can select a ratio from the standard copy ratios, or can enter a ratio directly.

71 Select a copy ratio, or specify a value.

| Reduce /Enlarge [R Cancel ][<7 Save
Variable % Preset %
— |
i 250400% [ | 86% A3-B4,

B proportional% | ° e 100% pote |
depends ‘-1 20 ‘ [ — |

g Independent | | [ 115% B4-A3,
X-Y% L ‘A”“’% | B5A4 |
| | |

q 50% A3-AS, 122% A4-BA,

() Calalotor® | B4-BS | AS-B5 |
[70% A3-na, [141% A4z, ‘
|B4-B5 | B5-B4 |

SlightReduction | 81% B4-A4, | 200% AS>A3, ‘
(ImprovesFit) | B5~AS | B6B4 |

B Variable %

Specify a ratio in the range from 25 to 400 % in 1 % increments. To specify a value, use the
numeric keypad or [+] and [-]. Specifying “100 % " allows you to make copies at the same
image size as the original document.

When you make enlarged/reduced copies from standard sized documents on standard
sized paper, the following copy ratios will be applied.

Copy A6 B6 A5 B5 A4 B4 A3
/
Original

A6 100% 122% 141% 173 % 200% 245%" 283%"
B6 81% 100 % 115% 141 % 163% 200%" 230%"
A5 70% 86 % 100 % 122% 141 % 173%" 200%"
B5 57% 70% 81% 100 % 115% 141%" 163%"
A4 50% 61% 70% 86% 100% 122% 141 %

97

ﬂ o



Copy

When [Independent X - Y%] is Selected

98

Copy A6 B6 A5 BS A4 B4 A3
/
Original
B4 40 % 50% 57% 70% 81% 100 % 115%
A3 35% 43% 50% 61% 70% 86 % 100%

* :Load a document in landscape orientation (_]) to match the paper orientation loaded in the tray.

Reference

* How to load a document depends on the size and orientation of a document. For more information, refer to "Step 1 Loading

Documents” (P.80).
* Forinformation on paper that can be loaded, refer to "Paper and Other Media" > "Paper Types" in the

Administrator Guide.

B Preset %
Select a copy ratio from the following options.

¢ 100%
Copies at the same image size as the original document.

¢ Auto %

Automatically determines the copy ratio based on the document size and the paper size
specified in [Paper Supply], and copies the document to fit into the paper.

Note

* This cannot be selected together with [Auto Select] under [Paper Supply].

@ Preset ratios

Select from the preset ratios.

Reference

* You can change the copy ratio associated with each button. For information on the settings, refer to "Tools" > "Copy Service
Settings” > "Reduce/Enlarge Presets” in the Administrator Guide.

B Slight Reduction (Improves Fit)
Select this check box to slightly reduce the specified copy ratio to copy the complete image

onto the paper.

Important

* If you select [Slight Reduction (Improves Fit)] and you do not want to erase the edges of the document, set

the amount of edge erase to 0 mm. Note that if the amount is set to 0 mm, the edges of the copied

document may get dirty. You can set [Edge Erase] on the [Layout Adjustment] screen. For more information

refer to "Edge Erase (Erasing Edges and Margin Shadows of the Document)” (P.129).

You can specify reduction/enlargement ratios for the width and length individually.
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1 Select any option.

E Reduce / Enlarge [x Cancel ” < Save }
Variable % ; TS r—
(P — 250400% [ | fus
[ Proportional % ‘W‘ + rgnd;z;j ng;
X - :100%
Independent —J -
X-Y% Width - X% iy Auto X -Y%
25 © 400%

Fit Image to

(et 900 | fuecws oo
|
=

Width: 50%
Length: 100%
L J
Width: 70%
| Length: 100%

B Variable %
& Width - X%, Length -Y%

Allows you to specify reduction/enlargement ratios for the width and length in the range
from 25 to 400% in 1% increments. Use [+] and [-] or the numeric keypad to specify a
ratio.

MLlock X-Y%

Allows you to make the same ratio adjustment for the width and length at the same time.

M Preset %

€ 100%

Copies at the same image size as the original document.

®AutoX-Y%

Automatically determines the reduction/enlargement ratios for the width and length so
that the document image fits in the paper.

# Fit Image to Paper Size X-Y%

Automatically determines the reduction/enlargement ratios for the width and length so
that the document image fits in the paper, and then slightly reduces the ratios so that the
complete image is copied onto the paper.

& Width: XX% Length: XX %

Allows you to specify the preset reduction/enlargement ratios.

When [Calculator %] is Selected
You can specify values for the length and width individually.

If you specify both the original document size and the desired copy size, the copy ratios for
the length and width are calculated automatically in the range from 25 to 400 % according
to the values that you entered.

Note
¢ Selecting [Calculator %] allows you to set copy ratios. The values entered in [Original Size] and [Copy Size] are
used to calculate ratios, and do not reflect a scan size for the document or the paper size. Be sure to specify a
scan size for the document. Also, select a paper tray if necessary.

Reference

* Forinformation on how to specify a scan size for the document, refer to "Original Size (Specifying the Scan Size for the Document)”
(P.127). For information on how to select a paper tray, refer to "Paper Supply (Selecting the Paper for Copying)" (P.100).
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1 Enter the width of the original document in [Original Size] of [Width - X% ] using the

numeric keypad.

E Reduce / Enlarge [xCancel H<75ave
‘ [ Proportional % | ‘ ‘ ‘ ‘ I
Independent Original Size Original Size b
[ ——
(L .
2 Enter the width of the output copy in [Copy Size] of [Width - X % ] using the numeric keypad.
3 Inthe same way, enter the length for [Original Size] and [Copy Size] of [Length - Y % ].

B Width - X% / Length - Y%
Displays the ratios that are automatically calculated using the values set in [Original Size]

and [Copy Size].

M Original Size
Allows you to enter the width and length of the original document, in the range from 1 to

999 mm in 1 mm increments.
H Copy Size
Allows you to enter the width and length of output copies, in the range from 1 to 999 mm

in 1T mm increments.

Paper Supply (Selecting the Paper for Copying)

This feature allows you to select the tray that holds the paper you want to use.

T Select a paper tray.

Layout Output Format | Job Assembly

Copy Image Quality |, oYOu
Reduce/Er;large  Paper Supply ‘Output Color : (5= 25ided copying |
100%] - [+ | R , ;
4 uto Select L Auto Detect 1-1 Sided
oo - [+ ] I I |
1285 y =
’ 1} 100% ‘ | piain | @) color | [ ] copy output
f I | Auto
. 21=A4 : !
| Auto % IEEx | &3 Block &White | |Right Top Tray J
[@g| -
' 70% a3ons, | [ 3284 | Dual Color | B pagesperside |
B4-B5 || - Plain | | W Red/Black | off
141% A4SA3, | ‘ 5 Auto Detect | | g SingleColor |
| & B5->4 | |14 Plain || Red | Dorken Lighten
| [§ I I k2 ]
&) y < [l >
More... | More... [ More.
s I | @ BE s

B Auto Select
Automatically determines the tray holding the appropriate paper, based on the document

size and the specified copy ratio.

Note
® This cannot be selected together with [Auto %] under [Reduce/Enlarge].
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H Trays (2nd to 5th buttons)
Allows you to directly select the desired tray.

Reference
* You can change the paper tray associated with each button on the [Copy] screen. For information on the settings, refer to "Tools" >
"Copy Service Settings” > "Preset Buttons" > "Paper Supply - Button 2 - 5" in the Administrator Guide.
N More
Displays the [Paper Supply] screen.

Reference
* Refer to [Paper Supply] Screen(P.101).

Checking the Remaining Amount of Paper in a Tray
The icon displayed in a tray allows you to check the remaining amount of paper loaded in

Copy Image Quality | ot | output Format | Job Assembly
ReducelEr;large‘ 1 Paper Supply Pt [T 25ued opying |
100%)[ = [ + | [ -
) Auto Select (P Auto Detect 11 Sided
[eox] - [+ @ | |
15085 \ F=EE
’ 5 r00% ‘ Plain | ‘@/ el | [ copyoutput |
| 1 | Auto
. 20ip4 . t
| Auto % || L] b | Black&White | |Right Top Tray J
g :
[[m 70% As>As, | [ ] 3=A4 | @3 bual color || B Pagespersive |
B4->B5 || - plain || RedsBlack | off
[ 141% A4on3, | ‘ 52 AutoDetect | | g SingleColor | L
| 1 B5-Ba | |2 plain || Red | Darken Lighten
[ | [ | [ Il ]
=) < | >
More... | More... () More... 1M
E 1 @ o -

|=||=| =] * Indicates that the remaining amount of paper is 25 to 100 %.
12 * Indicates that the remaining amount of paper is 25 % or less.

| * Indicates that the tray has run out of paper, or no paper is loaded in the tray.

[Paper Supply] Screen
This screen allows you to select a paper tray from all trays available on the machine.

1 Select a paper tray.

Note
* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

flick, refer to "Touch Screen” (P.74).

Paper Supply [x Cancel ][0 Save
Tray  %Full size Type Color Size Detection

2= 75% A3 CPlain White Auto Detect A

3= 50% 8K CPlain White Auto Detect

4= 100% B5 [JPtain White Auto Detect

5= Bypass Auto Detect Ploin

6L 25% A4 [JPtain White Auto Detect

Auto Select
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H Tray
Allows you to select a paper tray. When [Bypass] is selected, the [Tray 5] screen is displayed
where you can specify a paper type other than plain paper, and non-standard size paper.

Reference
* For more information, refer to "[Tray 5] Screen” (P.102).

Note
* Tray 6 is optional.

H % Full
Displays the remaining amounts of paper loaded in trays.

M Size
Displays paper sizes.

H Type
Displays paper types.

H Color
Displays paper colors.
* Forinformation on how to set [Paper Color], refer to "Tools" > "Common Service Settings" > "Paper Tray Settings” > "Paper Tray

Reference
Attributes" in the Administrator Guide.

M Size Detection
Displays how the machine detects a paper size.

Note

* The fixed paper sizes are set for Tray 3 and Tray 4. To change the paper sizes for Tray 3 and Tray 4, contact
our Customer Support Center.

Reference
* Forinformation on how to set [Size Detection], refer to "Tools" > "Common Service Settings" > "Other Settings” > "Paper Size

Settings" in the Administrator Guide.

[Tray 5] Screen
Set the paper loaded in Tray 5.

The [Tray 5] screen appears when you load paper in Tray 5.

Reference
* Forinformation on paper that can be loaded in Tray 5, refer to "Paper and Other Media" > "Paper Types" in the Administrator

Guide.

M Paper Type & Paper Weight
Select a paper type and paper weight.

B Adjust Paper Curl

Reference
* Forinformation on [Adjust Paper Curl], refer to “Paper and Other Media" > "Changing Paper Settings” in the Administrator Guide.
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B Alignment Adjustment

Reference
* Forinformation on [Alignment Adjustment], refer to "Paper and Other Media" > "Changing Paper Settings” in the Administrator

Guide.

B Adjust Fold Position

Reference
* Forinformation on [Adjust Fold Position], refer to "Paper and Other Media” > "Changing Paper Settings” in the Administrator

Guide.

1 Select a paper size and a paper type.

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

flick, refer to "Touch Screen” (P.74).
* [Auto Detect] is available only when standard sized paper is loaded.

Tray 5 (Reancel  J[Psme ]

Paper Size
Auto Detect Ploin (64-70 gsm)
Bond (83-105 gsm)

[ ] standard size

Paper Type

Recycled (64-105 gsm)

[ custom Size
) Plain Reload (64-82 gsm)

Punched (64-82 gsm)

Letterhead (64-82 gsm)

M Paper Size
Select from [Auto Detect], [Standard Size], and [Custom Size].

When you select [Auto Detect], the paper size is identified automatically.

Reference
* When you select [Standard Size] or [Custom Size], refer to "When [Standard Size] is Selected” (P.103) or "When [Custom Size] is

Selected” (P.104), respectively.

B Paper Type
Select a paper type.

When [Standard Size] is Selected
Select [Standard Size], and from the lists displayed, select a paper size and then a paper

type.

ﬂ o
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T Select a paper size and a paper type.

Note
* Select [ A] to return to the previous screen or [ W] to move to the next screen.

* Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

[R Cancel ][0 Save

Tray 5

Paper Size Paper Type

‘ | 4 Auto Detect SRA3 & Plain (6470 gsm)
|| standard size Ao Bond (83-105 gsm)

Recycled (64-105 gsm)

A4D

[ custom Size
Plain Reload (64-82 gsm)

Punched (64-82 gsm)

A6 D v Letterhead (64-82 gsm) |

When [Custom Size] is Selected
Enter the width and length of the original document on the fields displayed after selecting

[Custom Size].
Specify the X (width) in the range from 98 to 483 mm, and the Y (length) in the range from

89 to 320 mm in 1T mm increments.

Important
¢ If the X (width) of non-standard size paper is less than 140 mm, documents may not be copied properly.

* When copying on both sides of non-standard size paper, specify the size in the range from 140 to 483 mm for
the X (width) direction and from 128 to 320 mm for the Y (length) direction.

1 Entera paper size using [+] and [-] or the numeric keypad.

Tray 5 [R Cancel ][0 Save

Paper Size 895320mm Paper Type
f )
[ 4 Auto etect @ “ Plain (64-70 gsm)
}—{ =P L)
+ | | Bond (83-105 gsm)
[ ] standard size
981200mm 1 | | pecycled (64-105 gsm)

[ =
—J Plain Reload (64-82 gsm)
+

[—
( Punched (64-82 gsm)

L )

Letterhead (64-82 gsm) v |

2 Select a paper type.
Note

* Select [ A]to return to the previous screen or [ W] to move to the next screen.
* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

Output Color (Selecting the Color for Copying)

This feature allows you to select copy colors.

Note
¢ If the use of certain colors is not allowed, the available colors will be restricted. For more information, refer to

"Tools" > "Accounting” > "Create/View User Accounts” > "Service Access" in the Administrator Guide.

104



Copy

1 Select a color mode.

& SngleColor |

|
[ m 141% A4on3, | ‘ 5=/ Auto Detect | |
| ] B5-B4 | |- Plain | Red | Darken Lighten
[
[

Copy Image Quality | ot | output Format | Job Assembly
ReducelEr}large‘ ‘\ Paper Supply ‘Output Color ‘ \ﬁ?zsmedmpying |
100%)[ = [ + | [ , -
4 uto Select L Auto Detect 1-1 Sided
oo [+) 3 I I |
1285 5 =
l 5 r00% 1 ‘ Plain | @) color ‘A CopyOutput |
n 21 A4 5 Lo
| Auto % || L] b | &3 Block &White | |Right Top Tray J
[@g| -
[ m 70% A35m4, | [ 3=A4 | Dual Color | B9 pagesperside |
B4-B5 Plain | Red/ Black | off
|
|
|
J

Il I 1
= y
|| [ more.. (P More.. | 3 [ > |

: A more..

B Auto Detect

The machine automatically determines the colors of the original document and makes
copies in full color if the original document is colored, and in single color (black) if the

document is black-and-white.

Note

* If a color document is in one of the following conditions, the machine may copy the document in black and

white.
* The colored area is too small.

® The colors are too light.
In that case, change a level from the five levels which is used for the machine to recognize color. For more

information, refer to "Tools" > "Common Service Settings” > "Image Quality Adjustment” > "Image Quality”

> "Output Color Recognition” in the Administrator Guide.

H Color

Copies in full color.

B Black & White
Copies in black and white regardless of the colors in the original document.

B Dual Color Red/Black

Copies color documents using two colors.

Reference
* You can change the two colors. For more information, refer to "Tools" > "Copy Service Settings" > "Copy Defaults” > "Dual Color -
Target Area Color” and "Dual Color - Non-target Area Color” in the Administrator Guide.

H Single Color Red

Copies color documents using one color.

Reference
* You can change the red color to another one on the screen displayed after selecting [More] > [Single Color] > [Color]. For more
information, refer to "Tools" > "Copy Service Settings” > "Copy Defaults" > "Single Color" in the Administrator Guide.

B More
Displays the [Output Color] screen.

Reference
* For more information, refer to “[Output Color] Screen” (P.105).

[Output Color] Screen
This screen allows you to make settings for full color, dual color, and single color.
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1 Select [More].

Lighten
)

Copy Image Quality | ot | output Format | Job Assembly
Reduce/Er;large‘ ‘\ Paper Supply ‘Output Color : ‘ﬁ?zsmedmpying )
100%| =  + Auto Select (P Auto Detect i
3 ! 1-1 Sided
\ I J ‘ i ® i
1285 5 =
’ 1} 100% ‘ | piain | @) color | [ ] copy output
I 1 | Auto
. 21=A4 : !
| Auto % || L] b | &3 Block &White | |Right Top Tray
[@g| -
70% A35A4, || [ 3=A4 | Dual Color | B pagesperside |
B4-B5 || - Plain | | W Red/Black | off
[ 141% A4on3, | ‘ 5 Auto Detect | | g SingleColor |
| B5-B4 | | # Plain || Red | Darken
| [§ I 1 ( K2
=) [ < [
‘ A more.. || [ more.. [l P More.. | |m J

2 Select the desired output color mode.

Qj Output Color [x Cancel

][0 Save

[ @ Mo Detet
@ @

&> Black & White
24

O Dual Color

& Single Color
L J

M Auto Detect

Automatically determines the color of the original document and makes copies in full color
if the original document is colored, or in single color (black) if the document is black-and-

white.

H Color

Copies in full color using all the four colors of toner: yellow, magenta, cyan, and black.

H Black & White

Copies in black and white regardless of the colors in the original document.

H Dual Color

Separates the colors of your document into the source colors and the other colors, and then
copies the document using two colors. Selecting [Dual Color] allows you to set the following:

@ Source Color

Displays the [Source Color] screen on which you can select one or more colors from your

document to define them as source colors.

Reference
® Refer to "[Source Color] Screen” (P.107).

@ Target Area Color

Displays the [Target Area Color] screen on which you can select the target color to be used
in place of the selected source colors.

Reference
® Referto "[Target Area Color] Screen” (P.108).
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@ Non-target Area Color
Displays the [Non-target Area Color] screen on which you can select the color to be used in
place of the colors other than the selected source colors.

Reference
* Referto "[Non-target Area Color] Screen” (P.109).

M Single Color
Copies in one specified color regardless of the color of the document.

Selecting this option displays [Color] on the screen. Select a color on the [Output Color -
Color] screen which is displayed after selecting [Color].

Reference
* Refer to "[Output Color - Color] Screen” (P.109).

[Source Color] Screen
This screen allows you to select one or more colors from your document to define them as

source colors.

1 Select [Dual Color].

{49 Output Color [x Cancel ][<7 Save
Dual Color Dual Color allows you to separate the colors
‘ | (0. SourceColor | | ©f the original into two groups of colors for
@ Auto Detect //’Q copying.
. Cthegthcrblack The "Source Color” wil be extracted from
Q) Color L )| the original and replaced by the "Target Area

— S ool coe
| ¢ Targetarea || et of the colors will b replaced by the
Red

v ) Black & white “Non-target Area Color” you define.

L
O Dual Color —
| ©.# Non-target Area |
25 color
& Single Color Black

L J

2 Select [Source Color].

(4P Output Color [x Cancel ][0 Save
Dual Color Dual Color allows you to separate the colors
( | (5 SourceColor | | ©f the originalinto two groups of colors for
r\b Auto Detect % copying.
Other thn Black The "Source Color” will be extracted from

the original and replaced by the "Target Area

Q) Color
Color".

e
[ aetared The rest of the colors will be reploced by the

|
v ) Black & white i “Non-target Area Color” you define.

| J
O Dual Color ,
| ©.# Non-target Area |
25 color
& Single Color Black
| J

3 Select [Other than Black] or [Color].

_ Source Color [x Cancel ]
[ @ Other than Red Cyan
Black
[
D Blue
D Yellow
D Magenta
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B Other than Black

The colors other than black will be the source colors.

H Color
Allows you to select one or more source colors from six preset options.

[Target Area Color] Screen

This screen allows you to select the target color to be used in place of the source colors
specified in [Source Color]. You can select one color from seven preset and six custom

options.

Reference
* Forinformation on how to set custom colors, refer to "Tools" > "Copy Service Settings” > "Custom Colors" in the Administrator
Guide.

1 Select [Dual Color].

[e]
©
<
(4P Output Color [x Cancel ][0 Save
3 el @efler Dual Color allows you to separate the colors
( | (7 e of the originalinto two groups of colors for
@ o Detect X PTG

(el imCles The "Source Color” will be extracted from

%‘ Celor L J theoriginaland replaced by the "Target Area
— 5% rareensal ) Color
[ aetared The rest of the colors will be reploced by the
Red

v ) Black & white “Non-target Area Color” you define.

| J
O Dual Color ,
| ©.# Non-target Area |
25 color
& Single Color Black

L J

2 Select [Target Area Color].

(4P Output Color [x Cancel ][0 Save
Dual Color Dual Color allows you to separate the colors
( | (5 SourceColor | | ©f the originalinto two groups of colors for
@ o Detect K PTG

(el imCles The "Source Color” will be extracted from

@ © L theoriginal and replaced by the Target Area
— S ool coe
[ aetared The rest of the colors will be reploced by the
Red

v ) Black & white “Non-target Area Color” you define.

| J
O Dual Color ,
| ©.# Non-target Area |
: 25 color
&, Single Color Black

L J

3 Select any color.

/}Q Target Area Color [x Cancel ][0 Save

O Red Yellow
@ Green O Magenta

[ |
| |
[ |
| |
[ |
L J

6 Black
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[Non-target Area Color] Screen
This screen allows you to select the color to be used in place of the colors other than the
selected source colors. You can select one color from seven preset and six custom options.

Reference
* Forinformation on how to set custom colors, refer to "Tools" > "Copy Service Settings" > "Custom Colors" in the Administrator

Guide.

1 Select [Dual Color].

(4P Output Color [x Cancel ][<7 Save
Dual Color Dual Color allows you to separate the colors
( | T of the original int6 two groups of colors for
@ Auto Detect [ 'Y copying.
. (el imCles The "Source Color” will be extracted from
") Caltes the original and replaced by the "Target Area
Color'.
TS [ Twgetarea % faserire The rest of the colors will be replaced by the
v ) “Non-target Area Color” you define.
%J
@ Dl colr
[ Non-target Area ‘
K Coter
& Single Color Black
J L )

2 Select [Non-target Area Color].

ﬂ o

@ Output Color

[x Cancel

][0 Save

{

Dual Color
( @ Auto Detect | [ % Source Color
}—{ Other than Black
® Color
}—{ » Target Area Color”.
= Black & White Color
%J
© Dual Color
[@ # Non-target Area ‘
25 Color
& Single Color Black

J J

Dual Color allows you to separate the colors
of the originalinto two groups of colors for
copying.

The "Source Color” will be extracted from

the original and replaced by the "Target Area

The rest of the colors will be replaced by the
“Non-target Area Color” you define.

3 Select any color.

% Non-target Area Color

[x Cancel

][0 Save

( | |
@ Red Vellow

| | | |

| | | |
@) Green @ Magenta | ‘

|

I T i
@ ble @ om | |

|

[Output Color - Color] Screen
This screen allows you to specify the color to be used for single-color copying regardless of

the colors in the original document.
You can select one color from six preset and six custom options for [Single Color].

Reference
* Forinformation on how to set custom colors, refer to "Tools" > "Copy Service Settings" > "Custom Colors" in the Administrator

Guide.
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1 Select [Single Color].

Qj Output Color [x Cancel ][<7 Save

Single Color

( | [©y color
@Aulo Detect [ X

() Color \Red
=

& Black & White
|
© Dual Color

£ Single Color

2 Select [Color].

Qj Output Color [x Cancel ][<7 Save

Single Color

( | [©y color
@Aulo Detect [ X

}—{ Red
@ © |

& Black & White
|
© Dual Color

£ Single Color

3 Select any color.

//’Q Output Color - Color

O Red Yellow I |

| |

|~ Gree |~ Magent I I

o e |
Blu cyon

le | @ | I

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen.

Reference
* For more information, refer to "2 Sided Copying (Making 2 Sided Copies)” (P.120).

Copy Output (Specifying Finishing Options)

This feature is the same as [Copy Output] on the [Output Format] screen.

Reference
* For more information, refer to "Copy Output (Specifying Finishing Options)” (P.165).

Pages per Side (Copying Multiple Pages onto One Sheet)

This feature is the same as [Pages per Side] on the [Output Format] screen.

Reference
* For more information, refer to "Pages per Side (Copying Multiple Pages onto One Sheet)" (P.145).
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Lighten/Darken (Adjusting the Copy Density)

This feature allows you to select a copy-density level from seven levels.

Note
* [Lighten/Darken] on the [Copy], [Image Quality] and [Simple Copy] screens is the same.

T Use[«]and [P ]to select from seven density levels.

Copy Image Quality | ot | output Format | Job Assembly
ReducelEr}large‘ 1 Paper Supply Pt [T 25ued opying |
100%] - [+ | R -
) Auto Select (P Auto Detect 11 Sided
[eox] - [+ It I |
15085 \ F=EE
’ 5 r00% ‘ | piain | @) color | [£] copy output
| 1 | Auto
. 20ip4 . t
| Auto % || L] b | &3 Block &White | |Right Top Tray J
g :
70% A35A4, || [ ] 3=IA4 | Dual Color | B9 pagesperside |
| @1 Baobs || - plain || RedsBlack | off
141% A4SA3, | ‘ 52 AutoDetect | | g SingleColor | L
B5->B4 | |2 plain || Red | Darken Lighten
[ 1] | | = ]
=) < | >
More... | More... () More. 1M
s I I N
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Image Quality

The section describes the features you can select on the [Image Quality] screen.

T Select [Copy] on the Services Home screen.

Simple Copy Simple Fax Scan to PC

Send from Folder Help

Store to Folder

172 |

2 Select a feature on the [Image Quality] screen.

E@ Copy I Image Quality [ rayout Ioutput Formatl Job Assembly -
) mage Enhancement...

iG] original Type... @ Image options...

Photo & Text Lighten / Darken: Normal
‘ ‘ Sharpness: Normal ‘

Auto Suppression
‘ Contrast: Normal

\
) colorshift.. ‘
\

| Printed Original
‘ Saturation: Normal

Color Effects... Color Balance...

off Normal Normal

Note
* If the color reproduction is unsatisfactory, perform calibration. For information on calibration, refer to
"Maintenance” > "Executing Calibration” in the Administrator Guide.

Original Type (Selecting the Document Type)
This feature allows you to select the type of documents, such as text and photos. By
selecting a document type, you can make copies at optimum image quality.

1 Select [Original Type].

Original Type... @ Image options...

Auto Suppression
‘ Contrast: Normal

Lighten / Darken: Normal

Photo & Text
| Sharpness: Normal |

E@ Copy I Image Quality [ rayout Ioutput Formatl Job Assembly -
) mage Enhancement... ‘

| Printed Original

‘ ‘ ‘ Saturation: Normal
Color Effects... Color Balance... @) colorshift..
off Normal Normal
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2 Select any option.

Original Type [x Cancel ” < Save

Photo Type Auto selects the best original type based on

( v settings made in System Administration mode.
B auto Printed Originol

Photo & Text
Text

|

[

Photo
0 map
e

Photo & Text is the best setting for most
originals. It handles both common photos and
text originals.

Photograph

[
L
| Text performs best on Black text.
{

ﬁ Photocopied
ongingl Photo is best for photographs, printed photos,
and xerographic copies of pictures.

Map makes the best copies of maps and other
intricate drawings.

H Auto

Automatically sets the document type based on the setting made in the System
Administration mode and the setting made in [Output Color] on the [Copy] screen.

B Photo & Text

Select this option when the document contains both text and photos. The machine
automatically distinguishes the text and photo areas of the document and sets the
appropriate image quality for each area. To process photo areas, select the photo type
from [Printed Original], [Photograph], and [Photocopied Original].

# Printed Original
Select this option when the document contains printed photos, such as a brochure.

@ Photograph

Select this option when the document contains pasted photos. This option prevents the
copy from being reproduced bluish.

@ Photocopied Original

Select this option when the document is a copy or print made with a color copying machine
such as this machine. This option prevents the copy from being reproduced faintly.

H Text

Select this option to copy text areas of the document sharply. This option is suitable for
graphs and illustrations.

4 Normal Text

Select this option for printed documents, or for documents written with ink.

4 Light Text

Select this option for text that requires enhancement, such as handwritten pencil text.

@ Text on See-Through Paper
Select this option to reduce blurs of tracing-paper documents or to suppress background
shadows of lightweight documents.

Reference
* [Text on See-Through Paper] may not be displayed depending on the setting in the System Administration mode. For information

on how to display [Text on See-Through Paper], refer to "Tools" > "Copy Service Settings" > "Copy Control" > "Original Type - See-
Through Paper” in the Administrator Guide.
H Photo

Select this option to make copies of photos. Select the photo type from the same options as
[Photo & Text]: [Printed Original], [Photograph], and [Photocopied Original].
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H Map
Select this option to make copies of documents that have text placed on color backgrounds,

such as maps.

Image Options (Adjusting Copy Density/Sharpness/Saturation of

Images)
This feature allows you to adjust the copy density, sharpness, and saturation levels.

Note
* [Lighten/Darken] under [Image Options] is the same as [Lighten/Darken] on the [Copy] screen.

* If [Lighten/Darken], [Sharpness], or [Saturation] is set concurrently with [Color Effects], the setting made in

[Color Effects] will be cleared.

T Select [Image Options].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [

Original Type... | @ Image options... | ) mage Enhancement...
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrat: Normal

| | saturation: Normal J | J

I ( (

Color Effects.. | ] cotorBatance... | @) colorshift..

Normal

off Normal

2 Adjust options.

[x Cancel H < Save

O Image Options

Saturation

shapen ()

Lighten / Darken Sharpness
1 =  vivid

Lighten

Pastel

Darken Soften TH |

M Lighten/Darken
Allows you to select from seven copy density levels between [Lighten] and [Darken].

Selecting an upper cell on the bar makes the copy density lighter, and selecting a lower cell

makes darker.

B Sharpness
Allows you to select from five sharpness levels between [Sharpen] and [Soften].

Selecting an upper cell on the bar makes the contours of images sharper, and selecting a

lower cell makes softer.

B Saturation
Allows you to select from five saturation levels between [Vivid] and [Pastel].

Selecting an upper cell on the bar makes colors brighter, and selecting a lower cell makes

less bright.
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Image Enhancement (Erasing the Background Color of Documents/
Adjusting Contrast)

This feature allows you to suppress the background color of documents, such as newspaper
and colored paper. You can also adjust the contrast.

Note
* [Image Enhancement] is not available when [Original Type] is set to [Photo].

* If [Suppress Background] or [Contrast] is set concurrently with [Color Effects], the setting made in [Color

Effects] will be cleared.

1 Select [Image Enhancement].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [
Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original Sharpness: Normal Contrat: Normal
\ | | Saturation: Normal J
I ( (
Color Effects.. | ] cotorBatance... | @) colorshift..
off Normal Normal

2 Set [Suppress Background] and [Contrast].

[x Cancel H < Save

i Image Enhancement

Suppress
Background

does not work when
Photo is selected as
the Original Type.

Suppress Background  Contrast
o
|

o huto
Suppression

§ Auto controst
|

|l
Manual
o Auto Contrast
automatically
chooses the best
Image Quality
settings for your job.

B Suppress Background

& Off
Scans document backgrounds with no filtering.

@ Auto Suppression
When [Output Color] is set to [Black & White], the background of a document printed on
colored paper, such as newspaper, will be suppressed.

When [Output Color] is set to [Color], [Dual Color], or [Single Color], the color element on
white-color paper such as the blot, the print on the other side which is seen through and so

on will be suppressed.

Note
* When [Output Color] is set to [Color], you can change the level of background suppression. For more

information, refer to "Tools" > "Copy Service Settings" > "Copy Control" > "Background Suppression (Photo &
Text)" and "Background Suppression Level (Text)" in the Administrator Guide.
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B Contrast
4 Auto Contrast
Automatically adjusts the brightness and hue of the original document to sharpen the

image.

Note
* [Auto Contrast] is not available when you use the document feeder.

¢ Manual Contrast
Allows you to select from the five levels between [More] and [Less].

Selecting an upper cell on the bar makes the difference between light and dark areas
greater; light areas become lighter and dark areas darker. In contrast, selecting a lower cell

on the bar makes the difference between light and dark areas smaller.

Color Effects (Selecting an Image Quality)
If you set this feature, the [Image Enhancement], [Image Options], [Color Shift], and [Color
Balance] settings are automatically adjusted and copies are made at the specified quality.

Important
* When the [Color Effects] feature is used, Auto Contrast is not available.

Note
¢ If other image-quality settings are made after you set [Color Effects], the setting made in [Color Effects] will

be cleared.

1 Select [Color Effects].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [

Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrat: Normal

L | | Saturation: Normal J 1 J
I— ( (

Color Effects.. | ] cotorBatance... | @) colorshift..

off Normal Normal

2 Select any option.

Color Effects [x Cancel ][<7 Save
This feature offers preset color options which
\ ically set image quality related
off Warm ‘ features to create desirable color effects.
— i || Theimage quality related affected features
Lively Cool )
| | | ion, Color Shift,
I ) I || Color Balance, Lighten / Darken,
t Bright ! E grgsxsio" | pockground Suppression.and Contrast.

m Off
Copies with the [Image Enhancement], [Image Options], [Color Shift], and [Color Balance]

settings at their defaults.

M Lively
Reproduces fresher, livelier images with increased color saturation.
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H Bright
Reproduces brighter images with enhanced contrast. This option is suitable for documents
that are intended to attract people’s attention, such as posters.

B Warm
Reproduces brighter, warmer, more reddish images. This option is suitable when skin tones
are to be reproduced more pinkish or when subdued images are to be reproduced more

warmly.

H Cool
Reproduces clearer blue colors. This option is suitable for water and sky images, and is also
suitable when smoky blue colors are to be reproduced more clearly.

B Shadow Suppression
Suppresses the colors on the reverse side of the original document from being reproduced

in the copy.

Color Balance (Adjusting Color Balance)
This feature allows you to adjust the color balance of the four CMYK toner colors (cyan,
magenta, yellow and black). You can select from seven levels for each density level:
Highlights, Midtones, and Shadows.

The Color Balance feature finely adjusts the density level for each toner color to fine-tune
the color balance, such as a reddish or bluish tint, while the Lighten/Darken feature adjusts

the overall density level of the four colors.

Note
* If [Color Balance] is set concurrently with [Color Effects], the setting made in [Color Effects] will be cleared.

1 Select [Color Balance].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [

Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrat: Normal

| | saturation: Normal J | J

I ( (

Color Effects.. | ] cotorBatance... | @) colorshift.. |
off Normal Normal

2 Select any option.

m Color Balance [x Cancel ” < Save
This feature allows you to adjust the output color of your job.
Normal When Basic Color is selected, you can adjust the density of the
basic colors.
[T Basic color When Advanced Color is selected, you can adjust the Highlights,
Midtones, and Shadows of the basic colors.

17 Advanced color
L J
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H Normal
Always copies a document with the density balance set to "0" for the four toner colors:

yellow, magenta, cyan, and black.

M Basic Color
Allows you to adjust the density level for each toner color: yellow, magenta, cyan, black.

m Color Balance

| @Y Normat
| "} Basic Color
\ 17 Advanced color

B Advanced Color
Allows you to adjust the density level for each toner color (yellow, magenta, cyan, black)
which is divided to [Highlights], [Midtones], and [Shadows].

m Color Balance
Yellow
N Balance

[
i | Normal
e

[T Basic color Gyan

Advanced Color }T
L E— Balance

H Highlights
Allows you to adjust the color strength of low-density areas.
Example: If low-density yellow is printed darker, adjust the color strength in the minus (-)

direction under [Yellow Balance] > [Highlights].

B Midtones
Allows you to adjust the color strength of medium-density areas.
Example: If medium-density yellow is printed lighter, adjust the color strength in the plus

(+) direction under [Yellow Balance] > [Midtones].

B Shadows
Allows you to adjust the color strength of high-density areas.
Example: If high-density yellow is printed lighter, adjust the color strength in the plus (+)

direction under [Yellow Balance] > [Shadows].
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Color Shift (Adjusting the Color Tone)

This feature allows you to adjust the tone of the colors to be reproduced in copies, by a
maximum of two levels in two directions.

On the screen, the [Original Color] slider represents the color tone of the original document,
and the [Copy Color] slider represents the color tone of output copies. Selecting a button on
the screen moves the [Original Color] slider to adjust the tone of the colors.

When the [Original Color] slider is moved to the left, the Y (yellow) cell on the [Original
Color] slider becomes closer to the R (red) cell on the [Copy Color] slider, and thus a yellow
fruit appears more reddish and riper-looking. At the same time, the tone of all the other
colors changes. The red color appears more magentish, and the green color appears more
yellowish.

Conversely, when the [Original Color] slider is moved to the right, the Y (yellow) cell on the
[Original Color] slider becomes closer to the G (green) cell on the [Copy Color] slider, and
thus a yellow fruit appears more greenish. At the same time, the tone of all the other colors
changes. The magenta color appears more reddish, and the red color appears more

yellowish.

Note
* Ensure that [Output Color] is set to [Color] on the [Copy] screen. [Color Shift] is not available when [Output

Color] is set to [Black & White].
* If [Color Shift] is set concurrently with [Color Effects], the setting made in [Color Effects] will be cleared.

1 Select [Color Shift].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [

Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrat: Normal
L | | Saturation: Normal J 1 J
I ( (

Color Effects.. | ] cotorBatance... | @) colorshift.. |
off Normal Normal

2 Select a button to adjust the color tone.

&) Color Shift (#cancel [ save

Yellow Cyan Magenta

Red Green Blue

Copy Color ITNN/NICNN| v [N o [MSCH T |
Original Color " WK Wl e [ wm

Minus Normal Plus
1 I C] [ 1 I
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen.

T Select [Copy] on the Services Home screen.

Simple Copy Simple Fax Scan to PC

Store to Folder Send from Folder Help

172 |

2 Select a feature on the [Layout Adjustment] screen.

Copy I Image Quality ] Layout [Output Formatl Job Assembly -

7 7 y 2Sided
A B
[T 25sided Copying... 48] Book Copying... RS
1-1 Sided off off
|3 original Size... Mixed Size Originals... Edge Erase..
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/ Right: 2mm / 2mm
Center. omm B
Image Shift... Invert Image... Original Orientation...
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

S Copy I Image Quality ] Cayoul [Output Formatl Job Assembly -

Image Rotation...
On during Auto

| Staple Position

2/2

Note
* Select [ A] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

2 Sided Copying (Making 2 Sided Copies)

This feature allows you to make copies of 1-sided and 2-sided documents on one side or
both sides of paper.
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1 Select [2 Sided Copying].

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
( 7 7 Il y | (| 25Sided
2 A B
[T 25sided Copying... 48] Book Copying... RS
1-1 Sided off off
[ J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
[ J | J | Center: omm )| v
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[ J | J |

2 Select any option.

7% 2 Sided Copying (Beancd  [[Fsave |
Originals 2 Copies Original Orientation
; == 151 Sided ; = Head to Head = Head to Head Upright Images w
[ E|d>ﬁ‘ 1-2 Sided | 1 (E‘rl Head to Toe J 1 (E‘rl Head to Toe J 1 Eﬁ ?imd:;lgsys J
ﬂ¢ﬁ‘ 2-2 Sided
S0/ 21 Sided
( e J

B 1 - 1Sided
Makes a copy of a 1-sided document on one side of paper.

B 1 - 2Sided
Makes a copy of a 1-sided document on both sides of paper.
Select this option when you copy 1-sided documents on both sides of paper.

B2 - 2 Sided
Makes a copy of a 2-sided document on both sides of paper.

B2 - 1 Sided
Makes a copy of a 2-sided document on one side of paper.

M Originals
This option is displayed when you select [2 = 2 Sided] or [2 = 1 Sided].

4 Head to Head
Select this option when the front and back sides of the document are in the same
orientation.

4 Head to Toe
Select this option when the front and back sides of the document are in opposite
orientations.

H Copies
This option is displayed when you select [1 = 2 Sided] or [2 = 2 Sided].

4 Head to Head
Select this option when you want the orientation of the front and back sides of the copy to
be the same as that of the document.
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@ Head to Toe
Select this option when you want the orientation of the front and back sides of the copy to

be the opposite of that of the document.

M Original Orientation

Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
4 Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images
Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the

document is placed facing the left side (horizontal text).

Book Copying (Copying Facing Pages onto Separate Sheets)

122

This feature allows you to copy facing pages of a document on separate sheets of paper in

page order.
This is useful when you need to make separate copies of facing pages of a bound

document such as a booklet.

Note
* You cannot use the document feeder with this feature.

* Anon-standard size document or undetectable-size document may not be separated into two accurately.

Original document Set the original document on
the document glass. —

1 D2=|ccead

Original document

Set the original document on
the document glass.

ceesd ceesd
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T Select [Book Copying].

&5/ Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
[ [T 25sided Copying... | [ (4] Book Copying.. I ;:l(l‘(egopying... |

11 Sided off off

L J J J

Original Size.. Mixed Size Originals... Edge Erase...
\ \ @
Auto Detect off Top /Bottom: 2mm / 2mm | 1/2
Left /Right: 2mm / 2mm ||

( J ) | Center: Omm J| v
B tmage shift... i tnvert image... i@ original Orientation.. |
[ \ B

Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image

L J J J

2 Select any option.

[4 2/ Book Copying [x Cancel ][0 Save

Book Copying allows scanning of facing pages.

off Both Pages copies the left and right pages of a book with a single press
of Start. Left Page Only copies only the left page.

E2 hfg" P'ggﬁl Select Left Page then Right, etc. to control reading order.

Ado>

Right Page
L tpen et

Top Page
thenBottom | A Bl N A

w

m Off

Does not copy as a bound document.

N Left Page then Right
Copies the left page and then the right page of facing pages.

4.8/ Book Copying [x Cancel ][<7 Save ]
Binding Edge Erase Place original on the
( ) Document Glass
off (a3 Both Pages w as shown.
~ | LeftPage [\a |LeftPagenly | 0o50mm
then Right } } ‘E” NG
Right Page RightPageOnly | L~
o La =
| then Left I ) - |
| = TopPoge | LJ
=J then Bottom

H Right Page then Left
Copies the right page and then the left page of facing pages.

[4 2/ Book Copying [x Cancel ][0 Save ]

Place original on the
Document Glass

[ | (5.2 Both Pages a5 shown.
| |
[ - Leftpage || 5| LeftPageonly |
= 0o50mm
B2 % EJ Semeresmere IR N
then Right } } ‘E” 0
Right Page | RightPage Only | | J
U then Left “-ﬂ J yT‘\
=] Top Page R
=J then Bottom
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B Top Page then Bottom
Copies the top page and then the bottom page of facing pages.

[4 2/ Book Copying [x Cancel ][0 Save ]

Binding Edge Erase

@ Both Pages l HfJ
|
|
|
J

off

0<50mm

ﬂ Top Page Only

~ - LeftPage

B tnenright
Right Page

L tpen et

=] Top Page

-

L EEE

Bottom Page
5§ only

B

=J then Bottom

H Both Pages
Copies both pages in page order.

M Left Page Only
Copies the left page only. You can select this option when [Left Page then Right] or [Right

Page then Left] is selected.

H Right Page Only
Copies the right page only. You can select this option when [Left Page then Right] or [Right

Page then Left] is selected.

B Top Page Only
Copies the top page only. You can select this option when [Top Page then Bottom] is

selected.

H Bottom Page Only
Copies the bottom page only. You can select this option when [Top Page then Bottom] is

selected.

H Binding Edge Erase
Erases the shadow from the center section of the document. You can set the binding erase
width in the range from 0 to 50 mm in 1 mm increments.

2 Sided Book Copying (Making 2 Sided Copies of Facing Pages)

This feature allows you to assign pages when making copies of facing pages in a bound
document such as a booklet so that pages face each other in the same way as the
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document. You can also specify the starting and ending pages from the left and right of
facing pages.

Note
* Anon-standard size document or undetectable-size document may not be separated into two accurately.

* Use the document glass to load a document.

Original document

S— Set the original document
on the document glass. Ce :
cee
I
— Blank page Blank page
BeSe
B | ==

[2 Sided Book + Stapling feature
Copying]

T Select [2 Sided Book Copying].

&5/ Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
7 7 g 25ided
( [T 25sided Copying... ‘ [1A8] Book Copying... ‘ (Lo s ‘
11 ided off off
( J{ J{ J
( |3 original Size... ‘ | 1] Mixed Size Originas.. ‘ [ Edge Erase... ‘
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left / Right: 2mm / 2mm
| I =% Iy
.
Image Shift... ‘ [ Invert Image... ‘ [ Original Orientation... ‘
Side 1: Off Normal Image Upright Images
Side 2: OFf Positive Image
J U J
2 Select any option.
L_J2 Sided Book Copying (cance [ save
Binding Edge Erase Place original on the
po e Document Glass
{Eﬂ Ending Page... asshowny
LLen Page
| LeftPage Right Page
- then Right .
T 2!
Right Page -
L godnieit
=] TopPage
=1 then Bottom

m Off
Disables this feature.
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H Left Page then Right
Scans the left page and then the right page of facing pages, to make 2-sided copies.

B Right Page then Left
Scans the right page and then the left page of facing pages, to make 2-sided copies.

B Top Page then Bottom
Scans the top page and then the bottom page of facing pages, to make 2-sided copies.

B Starting & Ending Page
Displays the [Starting & Ending Page] screen.

Reference
® Refer to "[Starting & Ending Page] Screen” (P.126).

H Binding Edge Erase
Erases the shadow from the center section of the document. You can set the binding erase
width in the range from 0 to 50 mm in 1 mm increments.

[Starting & Ending Page] Screen

This screen allows you to set the starting and ending pages to be copied.

1 Set [Starting Page] and [Ending Page].

= Starting & Ending Page

Starting Page ©Ending Page
) LeftPoge w ‘@] Left Page
| |
" | :
B Right Page [ Right Page J
J

[
L

M Starting Page

@ [Left Page] / [Right Page]

You can select these options when [Left Page then Right] or [Right Page then Left] is
selected.

@ [Top Page] / [Bottom Page]

You can select these options when [Top Page then Bottom] is selected.

N Ending Page
@ [Left Page] / [Right Page]
You can select these options when [Left Page then Right] or [Right Page then Left] is
selected.
@ [Top Page] / [Bottom Page]
You can select these options when [Top Page then Bottom] is selected.
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Original Size (Specifying the Scan Size for the Document)

This feature allows you to specify the scan size for a document.

Use this feature when a document is a non-standard size, or when you want to copy a
document at a size different from the original size. You can also add margins, or delete
unnecessary margins using this feature.

1 Select [Original Size].

&5/ Copy I Image Quality ] Cayoul [Output Formatl Job Assembly -

2 Sided

[ [T 25sided Copying... | [ (4] Book Copying.. I e cahat

1-1 Sided off off

L J J J

[ |3 original Size... | [ =0 Mixed size originats... | | [ Edge Erase... |

Auto Detect off Top /Bottom: 2mm /2mm | 1/2

Left / Right: 2mm / 2mm 1
( J | | Center: Omm | v

\ Image Shift... | \ Invert Image... | | B originat ortentation.. |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

J { J { )

2 Select the size of the document. If you select a non-standard size, specify values for the X
and Y directions.

|1/ Original Size [x Cancel ][<7 Save ]
1§®297mm
Auto Detect A6 0 1Mx17"a “
x> f N )
A3 0 B4aa 85x14"a e

15¢432mm

I |

| |

| |
| | |
1 1 (I "
‘ BS o ‘ 85x13" 0 ‘ ‘ Auto ‘ .
| | | T 1

gl

1 i 1 ‘
| | J

85x11"a
L )

H Auto Detect

Detects the document size automatically. The following table shows the document sizes
that can be detected automatically.

Document Feeder Document Glass

/Suto-detectsﬂble B6, BS, B5('], B4, A6, A5, A5 ] A4, | B6, B6(], BS, BSL], B4, A6, A5, AS(],
oS

OCUMENT SIZES | A4 A3,85x 11" 85x 111D, 11x | A4, A4 A3, 85x 11, 11 x 17"
17", 16K, 8K

* :Detectable only when the Duplex Automatic Document Feeder C1-PC s installed.

Note
¢ If the document size cannot be detected automatically, a screen to enter the document size appears.

Reference

* The document sizes that can be automatically detected depend on [Paper Size Settings] in the System Administration mode. For
more information, refer to "Tools" > "Common Service Settings" > "Other Settings” > "Paper Size Settings” in the Administrator

Guide.
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B Standard Size
Select a document size from preset options.

Reference
* You can change the sizes displayed on the screen. For information on the settings, refer to "Tools" > "Copy Service Settings" >

"Original Size Defaults” in the Administrator Guide.

B Variable Size
Enter the desired scan size when scanning a non-standard size document or when making
copies at a size different from the original document size. You can specify a value in the
range from 15 to 432 mm for the width (X), and a value in the range from 15 to 297 mm
for the length (Y), in 1 mm increments. To help you specify values, use the scales attached
on the upper and left edges of the document glass.

Important
* When the document is loaded in the document feeder, the base point in the Y (length) direction is the center

of the edge. If you specify 100 mm, the scan length will be from 50 mm above to 50 mm below the center of
the document.

Mixed Size Originals (Scanning Different Size Documents

Simultaneously)

You can scan documents of various sizes simultaneously and make copies of the
corresponding sizes or of one selected size. To use this feature, load the documents in the

document feeder.
Important
* Load documents in landscape orientation. However, always load A5 documents in portrait orientation.

* When loading B5 documents together with A3 documents loaded in landscape orientation or A4 documents
loaded in portrait orientation, load B5 documents in portrait orientation.
* If the top left corners of the documents are not aligned properly, the documents may not be scanned

correctly.
* The recommended document size combinations are A4 portrait and A3 landscape, or B5 portrait and B4
landscape. If another combination of document sizes is used, the documents can be fed at an angle and may

not be copied properly.

T Select [Mixed Size Originals].

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
( 7 7 Il y | (| 25Sided
2 A B
[T 25sided Copying... 48] Book Copying... RS
1-1 Sided off off
J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
[ J | J | Center: omm )| v
( ( ( at
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[ J | J |

128



Layout Adjustment

2 Select [On].

|_I| Mixed Size Originals [x Cancel ” < Save }

- Align the top-left comers of your Originals Original Orientation

and load them in the Document Feeder

198 o | asshown. Upright Images

Adjust the Guides to just touch the

largest si ;
ok argest size paper. = —
-Load 5.5 x 8.5" and A5 originals in portrait [ Images
orientation.
%

m Off
Select this option when copying documents of the same size.

HOn
When documents of different sizes are copied, the machine automatically detects the size

of each document.

H Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note
* The [Original Orientation] setting is based on the orientation of the first page of a document. Load the

second and subsequent pages of the document based on this setting.

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

4 Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images
Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

Edge Erase (Erasing Edges and Margin Shadows of the Document)

When you copy a document with the document cover open or when you copy a book, the
edges and center margin of the document may be printed as black shadows. The Edge

Erase feature allows you to erase such shadows.

Note
* For 2-sided originals, the same edge erase amounts are set for the front and back sides.

* If you set [Reduce/Enlarge], the edge erase amounts will be reduced or enlarged in proportion to the ratio you
specified.
* The binding shift specified in [Booklet Creation] will not affect the edge erase amounts.

* If the original document is placed on the document glass and [1-2 Sided] is selected when using 2 Sided
Copying feature, symmetrical edge erase amounts on both sides are not applied to output even if [Individual
Edges] is specified and [Mirror Side 1] is selected as [2 Sided Original - Side 2] option. To apply symmetrical
edge erase amounts on both sides, select [2—>2 Sided] for 2 Sided Copying operation.

Reference

* Even when the edge erase amount is set to 0 mm, full page copying cannot be made. For information on the areas that can
actually be printed, refer to "Appendix” > "Printable Area” in the Administrator Guide.
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T Select [Edge Erase].

IImageQuality] Cayoul [Output Formatl Job Assembly -

[ [ [ {
[T 25sided Copying... | [ (4] Book Copying.. I ;::l‘(egopying... |
1-1 Sided off off
[ J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
J | J | Center: omm )| v
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[ J | J |

2 Select any option.

Tosee

Edge Erase [x Cancel
Erase Value 0 & 50mm Original Orientation
a0 o
AllEdges All Edges Center g Sdevars
[2] [ =—"—
Individual _—J __—J
Edges (e T
parallelEdges | L J
L J
H Normal

The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

H All Edges

Erases the shadows of the four edges of a document, as well as the shadow in the center of
the document if it is a bound document or a booklet. You can specify values for [All Edges]

and [Center] individually.

M Individual Edges

Erases the shadows of the top, bottom, left, and right edges of a document, as well as the
shadow in the center of the document if it is a bound document or a booklet. You can
specify values for [Top], [Bottom], [Left], [Right], and [Center] individually.

M Parallel Edges

Erases the shadows of the top and bottom edges, and left and right edges of a document,
as well as the shadow in the center of the document if it is a bound document or a booklet.
You can specify values for [Top & Bottom], [Left & Right], and [Center] individually.

B Erase Value
Allows you to specify values to erase the edges of a document.

@ All Edges

Erases the shadows of the four edges of the document according to the orientation of the
loaded document. You can specify the edge width you want to erase in the range from 0 to

50 mm in 1 mm increments.

4 Top & Bottom (Top/Bottom)

Erases the shadows of top and bottom edges of the document according to the orientation
of the loaded document. You can specify the edge width you want to erase in the range
from 0 to 50 mm in 1 mm increments.
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@ Left & Right (Left/Right)

Erases the shadows of left and right edges of the document according to the orientation of
the loaded document. You can specify the edge width you want to erase in the range from

0 to 50 mm in 1 mm increments.

¢ Center

Erases the shadow in the center of facing pages of a bound document or a booklet. You can
set the binding erase width in the range from 0 to 50 mm in Tmm increments.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.
@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.
4 Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

B 2 Sided Original - Side 2
You can select this option when [Individual Edges] is selected. Set whether the same value
is set to the edge erase amount of Side 1 and Side 2.
€ Same as Side 1
The same value is set to the edge erase amount of Side 1 and Side 2.

@ Mirror Side 1
The edge erase amounts of Side 1 and Side 2 are set symmetrically.

Image Shift (Adjusting the Image Position)

This feature allows you to shift the position of document images so that the images are
placed on the left, right, top, bottom, or center of paper. You can also adjust the amounts of
the left, right, top, and bottom margins. If you make 2-sided copies, you can adjust the
image positions for Side 1 and Side 2 individually.

Note

* The image shift amount is set in accordance with the paper, and does not affect the setting made in
[Reduce/Enlarge].

1 Select [Image Shift].

&5/ Copy I Image Quality ] levens [Output Formatl Job Assembly -

[ [ [ {
[T 25sided Copying... | [ (4] Book Copying.. I ;::l‘(egopying... |
1-1 Sided off off
[ J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
[ J | J | Center: omm )| v
( ( ( at
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[ J | J |
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2 Select any option.

%7 Image Shift (Beancd  [[Fsave |
Original Orientation
‘Oﬂ | ‘ Side 1... | ‘ Side2... | Upright Images
Auto Cent Sid
Mirror Side 1
m Off

Does not shift the position of document images.

B Auto Center
Shifts document images so that they are placed in the center of paper.

® Margin Shift
Allows you to specify the amounts of the top and bottom, and left and right margins in the
range from O to 50 mm in 1 mm increments.

& Side 1
Displays the [Image Shift - Side 1] screen.
Reference
* Refer to "[Image Shift - Side 1] Screen” (P.132).
@ Side 2

Displays the [Image Shift - Side 2] screen.

Reference
* Refer to "[Image Shift - Side 2] Screen” (P.133).

@ Mirror Side 1
Select this check box when you want the positioning of Side 2 to match the positioning of

Side 1.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images
Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

[Image Shift - Side 1] Screen
This screen allows you to set the image shift for Side 1.
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1 Select any option.

Image Shift - Side 1 [x Cancel ][0 Save ]
Up/Down
50 & 0 & 50mm
( 1 ) I F 3
ot .s o]
B Ka) [ )
Auto Center ol
L J
Corner Shift (4 ) Left /Right
A = 50 & 0 © 50mm
Margin Shift ‘E‘
( J ——
~ T o -+
£ 1+
LY ¥ 2

m Off

Does not shift the position of document image.

B Auto Center
Shifts document images so that they are placed in the center of paper.

Specify the amounts of the top and bottom, and left and right margins in the range from O
to 50 mm in 1 mm increments.

H Corner Shift

Shifts document images so that they are placed at an edge or corner of paper. You can
select from 8 shift directions.

Specify the amounts of the top and bottom, and left and right margins in the range from 0
to 50 mm in 1 mm increments.

H Margin Shift

Allows you to specify the amounts of the top and bottom, and left and right margins in the
range from 0 to 50 mm in 1 mm increments.

[Image Shift - Side 2] Screen
This screen allows you to set the image shift for Side 2.

1 Select any option.

Image Shift - Side 2 [x Cancel ][0 Save

50 ¢ 0 < 50mm

Ul [ °]
Auto Center T
o et

| L J

Corner Shift
| 50 ¢ 0 < 50mm

Margin Shift ‘ 0 ‘
T

+
L J

m Off
Does not shift the position of document image.

B Auto Center
Shifts document images so that they are placed in the center of paper.

Specify the amounts of the top and bottom, and left and right margins in the range from 0
to 50 mm in 1T mm increments.
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B Corner Shift
Shifts document images so that they are placed at an edge or corner of paper. You can

select from 8 shift directions.
Specify the amounts of the top and bottom, and left and right margins in the range from 0

to 50 mm in 1 mm increments.

® Margin Shift
Allows you to specify the amounts of the top and bottom, and left and right margins in the
range from O to 50 mm in 1 mm increments.

Invert Image (Making Reversed Copies of Images)

This feature allows you to reverse the left and right sides of the document image or to
create a negative image of the document when making copies.

Note
* When [Output Color] is set to [Black & White] or [Single Color], the black color on the document is inverted to

white, and the white color to black.
* When [Output Color] is set to [Color], the colors are inverted to their complementary colors.

* When [Negative Image] and [Edge Erase] are set simultaneously, the edge erase area turns to white.

1 Select [Invert Image].

IImageQuality] Cayoul [Output Formatl Job Assembly -

| = | 2 Sided
amfookcopsing | L3 e opying.
off

off

Copy

[
[T 25sided Copying...
1-1 Sided

[ [
| [ =0 Mixed size originats... | Edge Erase...

¥
Original Size...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
J | J | Center: omm )| v
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image
J

2 Select any option.

[x Cancel ”vj Save

Invert Image
Negative Image

Mirror Image
)

( ) ( o
’F‘ Normal Image ’F‘ Positive Image

H Mirror Image
Reverses the left and right sides of the document image.

B Negative Image
Creates a negative image of the document.
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Original Orientation (Specifying the Orientation of Loaded Documents)

This feature allows you to specify the orientation of a document so that the machine can
identify the top of the document.

Note

detect the top of the document correctly.

T Select [Original Orientation].

&5/ Copy I Image Quality ] levens [Output Formatl Job Assembly -

Top / Bottom: 2mm / 2mm

[ [ [ {
[T 25sided Copying... | [ (4] Book Copying.. I ;::l‘(egopying... |
1-1 Sided off off
J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |

Auto Detect off
Left/ Right: 2mm / 2mm
[ J | J | Center: omm
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not

2 Select [Upright Images] or [Sideways Images] according to the orientation of the

document loaded.

Original Orientation

[x Cancel H < Save

Upright Images
or place it on the Document Glais.

Creation.

Original Orientation is used to inform the
system of your original’s orientation on the
paper as you load it in the Document Feeder

L] iz Sideways This information is used by the system to make
Imoages decisions about how to accurately place
images on paper when using features such as
Image Shift, Edge Erase, Pages per Side,
Repeat Image, Annotation, and Booklet

B Upright Images

Select this option when placing the top edge of the document against the top side of the

document glass or document feeder.

B Sideways Images

Select this option when placing the top edge of the document against the left side of the

document glass or document feeder.

Image Rotation (Changing the Orientation of Images)

If the orientation of the paper currently loaded in the tray differs from that of the
document loaded, the machine automatically rotates the document image so that the
orientation of the image matches that of the paper. You can also select a reference

position for image rotation if documents are of mixed orientations.

This feature is available only when you make copies on A4, 8.5 x 11", or smaller size paper.
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71 Select [Image Rotation].

IImageQuality] Cayoul [Output Formatl Job Assembly -

Copy

[
(=) 1mage Rotation...

On during Auto
Staple Position
A

2/2

2 Select any option.

= ! Image Rotation [x Cancel ” < Save

On during Auto provides automatic rotation
| | of theimage on your original to fit correctly
on your selected copy paper when Auto Select

| o or Auto % is selected.
==l ==

0On during Auto I
When Auto

When Auto is selected
is not selected

| [ Rotation
< Direction...
Staple Position

m Off
Copies documents as they are, even if the orientation of the images does not match that of
the paper.
H Always On
Automatically rotates document images so that the orientation of the images matches
that of the paper.

M On during Auto
Automatically rotates document images so that the orientation of the images matches

that of the paper only when [Auto %] is selected in [Reduce/Enlarge], or when [Auto Select]

is selected in [Paper Supply].

H Rotation Direction
Displays the [Image Rotation - Rotation Direction] screen.

Reference
* Refer to "[Image Rotation - Rotation Direction] Screen” (P.136).

[Image Rotation - Rotation Direction] Screen
This screen allows you to set the reference position for rotation.
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1 Select any option.

[x Cancel H < Save

Image Rotation - Rotation Direction
Staple Position rotates the image to match the stapling edge when

originals of different sizes are placed in the Document Feeder.

Staple Position

Portrait Original
LeftEdge
Portrait Original
| -Right Edge
Rl » [
1 : o~

M Staple Position
This option is displayed when the finisher is installed. If documents are of mixed
orientations, the images will be rotated to match the stapling edge specified in the settings

of the Staple feature.

ﬂ o

M Portrait Original - Left Edge
If documents are of mixed orientations, the images will be rotated so that the top edge of
landscape documents is aligned with the left edge of portrait documents.

M Portrait Original - Right Edge
If documents are of mixed orientations, the images will be rotated so that the top edge of
landscape documents is aligned with the right edge of portrait documents.

137



Copy

Output Format

This section describes the features you can select on the [Output Format] screen.

T Select [Copy] on the Services Home screen.

- -
Mjﬁ gEtness

Fax/ Internet Fax

Send from Folder

Store to Folder
[ w2 |

2 Select a feature on the [Output Format] screen.

I Image Quality I rayout ] Output Format [ Job Assembly -

[ 25ided Copying... Booklet Creation... I covers..
11 Sided off off
Pages per Side... 2% poster.. [7] Repeat mage...
off off off 172
[ 4] Annotations... [ ] watermark... Secure Watermark
off off off
S Copy I Image Quality I rayout ] Output Format [ Job Assembly -
Preset Repeat Image... Copy Output... ID Card Copy...
off Auto off
‘ ‘ ‘CemerTray ‘ ‘ ‘
272

Note
* Select [ A]to return to the previous screen or [ ¥ ] to move to the next screen.
¢ Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

flick, refer to "Touch Screen” (P.74).

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen.

Reference
* For more information, refer to "2 Sided Copying (Making 2 Sided Copies)” (P.120).
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Booklet Creation (Creating a Bound Booklet)

This feature lays out pages so that booklets are formed when the output sheets are folded
in half. You can also set the binding shift and attach a cover when making booklets.

When the Booklet Maker Unit for Finisher B1 (optional) is installed, you can also crease the
output sheets in half, or staple the creased output sheets.

When the C3 Finisher with Booklet Maker (optional) is installed, you can also fold the
output sheets in half, or staple the folded output sheets.

Important
* Ensure that the actual orientation of the original document matches the [Original Orientation] setting on the

[Layout Adjustment] screen.
* When theFinisher B1 is installed, do not remove outputs from the finisher tray until all the output sheets have
been delivered.

Note
* The machine copies four pages of the document onto one sheet of paper. If the number of pages in the

booklet is not a multiple of four, the remaining pages will be output as blank pages.

* If [Auto Select] is selected in [Paper Supply], a tray specified in [Auto Paper Off] is automatically selected.
Change the setting if necessary. For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings"
> "Copy Control" in the Administrator Guide.

*® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

ﬂ o

1 Specify the orientation of the document in [Original Orientation] on the [Layout
Adjustment] screen.

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
7 7 y 2Sided

[ [T 25sided Copying... | [ (4] Book Copying.. I e cahat |

1-1 Sided off off

L J J J

[ |3 original Size... | [ =0 Mixed size originats.. | | ] EdgeErase...

Auto Detect off Top /Bottom: 2mm /2mm | 1/2

Left/Right: 2mm/ 2mm | ——

L J 1 J | Center: Omm JiR 4
\ Image Shift... | \ Invert Image... | | B2 originat ortentation... |

Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image

L J J J

2 Select [Booklet Creation] on the [Output Format] screen.

&5/ Copy image Quality | iUt | output Formatl Job Assembly -
|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers...

1-1 Sided off off

L J J J

Pages per Side... B¥ poster... Repeat Image...

| || || |

off off off 172
L J J | v

‘ i = || [ securewatermark |
off off off

L J J J
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3 Select any option.

@ Booklet Creation [x Cancel ” < Save
[
Covers [ ] Binding Shift...
] | lomm
off off
( ‘
{8 Fold &staple...
—| Create Left/Top
S Boundbookiet” | | | Blank Cover Loff
=) CreateRight S T
‘ [ | ‘ (it emBeth ||| £ Papersupply..
[ 1T 1 —_—
&2 1Sided Covers .
== copy Booklet BE ; Covers:
( ) copy J L\j Print Outside 5= Auto Detect Plain
Last Page Main Body:
on Back Cover 1LJA4 B Plain

m Off

Disables this feature.

N Create Left/Top Bound Booklet

Copies are made to enable left binding or top binding.

H Create Right Bound Booklet

Copies are made to enable right binding.

H Copy Booklet

You can output the copies of scanned documents as they are by specifying [Fold & Staple].
Select this option when you do not need a document to be copied in booklet page order.

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

H Covers

You can attach covers to a booklet.

& Off

No cover is attached.

@ Blank Cover
A blank sheet of paper is attached as the cover.

@ Print on Both
The first and second pages of the document are copied on both sides of the cover.

4 1 Sided Covers Print Outside
The first and the last pages of the document is copied on the front side of the cover.

@ Last Page on Back Cover

Select this check box to copy the image of the last document page onto the last page of the
copy sheets as a back cover. When you use [Divide Output] to divide a booklet into subsets,
the image of the last document page will be copied onto the last page of the last subset.

Note
* Depending on the number of pages in the original document, a blank page may be inserted before the last

page of a booklet.
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H Binding Shift
Displays the [Booklet Creation - Binding Shift] screen.

Reference
® Refer to "[Booklet Creation - Binding Shift] Screen” (P.141).

H Divide Output
Displays the [Booklet Creation - Divide Output] screen.

Reference
* Refer to "[Booklet Creation - Divide Output] Screen” (P.1471).

H Fold & Staple
Displays the [Booklet Creation - Fold & Staple] screen.

Reference
* Refer to "[Booklet Creation - Fold & Staple] Screen” (P.142).

Note
*® This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

B Paper Supply
Displays the [Booklet Creation - Paper Supply] screen.
Select the tray to be used for body pages from [Main Body Tray], and the tray for cover
pages from [Cover Tray]. Select the same size of paper for [Main Body Tray] and [Cover
Tray], and also select the trays with paper loaded in landscape orientation ([5).

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5] Screen” (P.102).

[Booklet Creation - Binding Shift] Screen
This screen allows you to specify the binding shift value in the range from 0 to 50 mm in 1

mm increments.

71 Use [+] and [-] or the numeric keypad to specify a binding shift value.

| | Booklet Creation - Binding Shift

[Booklet Creation - Divide Output] Screen
When you have a large number of originals, the originals are divided to create subsets to

reduce the thickness of each booklet. The machine folds copies in half, and piles them up to

form a booklet.
You can specify the number of sheets in the range from 1 to 50 in 1 sheet increments.

Note
* When you specify the stapling feature, specify the dividing number of sheets in the range from 1 to 15.

ﬂ o

141



Copy

1 Select [On].

@ﬂ Booklet Creation - Divide Output [x Cancel ][0 Save

Shests per Subset
1650

Ko | |
a
B

2 Specify the number of sheets in each subset, using [+] and [-] or the numeric keypad.

[Booklet Creation - Fold & Staple] Screen
When the Booklet Maker Unit for Finisher B1 (optional) is installed, [Fold Only]] and [Fold &
Staple] become available.
When the C3 Finisher with Booklet Maker (optional) is installed, [Fold Only] and [Fold &
Staple] become available.

71 Select any option.

i8] Booklet Creation - Fold & Staple [2 Cancel H < save ]
Output will be delivered at the arrow shown.
( ) =
o T 14
Fold Only B 7
Fold & Staple e
\ : B2

m Off
No finishing is carried out.

H Fold Only

This option is displayed when the Booklet Maker Unit for Finisher B1 (optional) or the C3
Finisher with Booklet Maker (optional) is installed.

The copies are folded in half. The number of copies that can be folded is up to 5 (when
90gsm paper is used). When the number is more than 5, the document is output by every 5

sheets.

H Fold & Staple
This option is displayed when the Booklet Maker Unit for Finisher B1 (optional) or the C3
Finisher with Booklet Maker (optional) is installed.

The number of copies that can be folded and stapled is 2 to 16 (when 90gsm paper is
used).

H Crease
This option is displayed when the Booklet Maker Unit for Finisher B1 (optional) is installed.

The copies are creased in half. The number of copies that can be creased is up to 5. When
the number is more than 5, the document is output by every 5 sheets.
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H Crease & Staple
This option is displayed when the Booklet Maker Unit for Finisher B1 (optional) is installed.

The copies are creased in half and stapled at the center. The number of copies that can be
creased and stapled is 2 to 15.

Covers (Attaching Covers to Copies)

This feature allows you to attach covers to copies.

You can use different types of paper (such as colored paper and heavyweight paper) as the
front and back covers of copies.

71 Select [Covers].

I Image Quality I rayout ] Output Format [ Job Assembly -

[ [ [
T 2sided Copying.. || [/ Booklet Creation... | I covers..
1-1 Sided off off

[ [ [

Pages per Side... | Poster... | /[ ] Repeat image...

off off off 172
—

\

] Aota IE

off off off

[
| | & secure Watermark

2 Select any option.

[x Cancel H < Save

@ Covers

Front Cover

Back Cover The Covers feature simplifies the process of

adding front and back covers to your copied
o } s

or |

Covers can contain images and can be printed
on different paper than the rest of your job.

[ Blonk cover [ Blonk cover

[7 Printon side 1 [7 Printon side 1

|
|
|
|

[/ printon side2
|
|

[/ printon side2

[7 PrintonBoth [7 PrintonBoth

H Front Cover
Attaches a front cover to the copies.

& Off
No front cover is attached.
4 Blank Cover

Blank sheets of paper are attached as front covers.

@ Print on Side 1
The first page of the document is copied on the front side of the front cover.

@ Print on Side 2
The first page of the document is copied on the back side of the front cover.

4 Print on Both
The first and second pages of the document are copied on the front and back sides of the
front cover.
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B Back Cover

Attaches a back cover to the copies.

& Off
No back cover is attached.

4 Blank Cover
Blank sheets of paper are attached as back covers.

@ Print on Side 1
The first page of the document is copied on the front side of the back cover.

@ Print on Side 2
The first page of the document is copied on the back side of the back cover.

@ Print on Both
The first and second pages of the document are copied on the front and back sides of the
back cover.

M Paper Supply

Displays the [Covers - Paper Supply] screen.
Select a tray to be used.

@ Front Cover Tray

Select the tray used for front covers.

@ Back Cover Tray

Select the tray used for back covers.

4 Main Body Tray
Select the tray used for the body pages of the document.

Reference
* When you use the bypass tray, select [Bypass] on the [Covers - Paper Supply] screen. When [Bypass] is selected, the [Tray 5] screen
is displayed. For more information, refer to "[Tray 5] Screen” (P.102).

Note
* If [Covers] is set, [Auto Detect] cannot be selected in [Tray 5].

¢ If other than [Off] is selected in [Covers], [Auto Detect] cannot be selected in [Tray 5].

B Front Cover Quantity

This option is displayed when you select [Blank Covers] in [Front Cover]. Specify the number
of blank sheets to be used as front covers.

B Back Cover Quantity

This option is displayed when you select [Blank Covers] in [Back Cover]. Specify the number
of blank sheets to be used as back covers.
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Pages per Side (Copying Multiple Pages onto One Sheet)

This feature allows you to copy two, four, or eight pages of a document together onto a
single sheet of paper.

When you set [Pages per Side], [Auto %] is automatically selected in [Reduce/Enlarge]. The
machine automatically sets the copy ratio and makes copies of the images so that they fit
on the selected paper.

Note
* When you deselect [Auto %] in [Reduce/Enlarge] (when you select another copy ratio), image loss may occur

depending on the image size of the document.

* When [Image Shift] is set, the image shift amounts are applied to the whole document. For this reason,
image loss may occur depending on the image size of the document.

* When [Edge Erase] is set, the edge erase amounts are applied to each document page.

* Select a tray other than [Auto Select] in [Paper Supply] on the [Copy] screen. If [Auto Select] is selected in
[Paper Supply], a tray specified in [Auto Paper Off] is automatically selected. Change the setting as necessary.
For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings” > "Copy Control" > "Auto Paper

Off" in the Administrator Guide.

T Select [Pages per Side].

&5/ Copy I Image Quality I Lot ] Output Format [ Job Assembly -

[
[T 25sided Copying...
1-1 Sided

[
|| BJ Booklet creation...
off

[
Pages per Side...
off

[
| Poster...
off

[
|| covers... |

off
J { J

[
| [7] Repeat mage... |

off 172

—

J | v

|

UD

off

off

[
| | & secure Watermark
off

2 Select any option.

Pages per Side

[x Cancel H < Save }

Reading Order

[ | 1) LeftoRight/
[ off Top->Bottom
i |
2 Pages Right->Left
L J

4Pages

8 Pages
L J

Original Orientation

Upright Images

Eﬁ Sideways
| 52 1mages

m Off

Disables this feature.

B 2 Pages

Copies two document pages onto one side of a single sheet of paper.

H 4 Pages

Copies four document pages onto one side of a single sheet of paper.

H 8 Pages

Copies eight document pages onto one side of a single sheet of paper.

ﬂ o
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B Reading Order
Allows you to select how to lay out images on a page.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
4 Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.
@ Sideways Images
Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

Poster (Making Enlarged Copies Spread over Multiple Sheets)

An enlarged copy of a document can be made spread over multiple sheets.

This feature allows you to create a large poster by pasting together the copies spread over
multiple sheets. Copied sheets are provided with a paste margin so that they can be pasted

together. The paste margin is fixed to 10 mm.

Important
* Ensure that the actual orientation of the original document matches the [Original Orientation] setting on the

[Layout Adjustment] screen.
Note

* You cannot use the document feeder with this feature.

1 Select [Poster].

Image Quality

Layout
Adjustment | Output Format | Job Assembly

Copy

[
[T 25sided Copying...
1-1 Sided

[
|| BJ Booklet creation...
off

[
| ([ covers. ‘
off

[
Pages per Side...
off

[
| Poster...
off

[
| [7] Repeat mage... |
off 172
—

\

[ [] Annotations...

off

[
|| ] watermark...
off

[
| | & secure Watermark
off

2 Select any op

tion.

Poster

[x Cancel H < Save

BO

s

|| Tray1

Output Size

A0

A4D
| Plain

|H Enlargement 5
L J

B1

‘Off ‘
f
L
;
|
[
L

Al
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m Off
No enlarged copies are made.

B Output Size
Allows you to select the paper size.
B Enlargement %
Reference
* Refer to "When [Enlargement %] is Selected" (P.147).

B Paper Supply
Displays the [Paper Supply] screen.

Select the paper tray to be used.

Note
* When you use the bypass tray, select [Bypass] on the [Paper Supply] screen.

ﬂ o

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5] Screen” (P.102).

When [Enlargement %] is Selected
This screen allows you to specify a different ratio for the width and length.

1 Use[+]and[-]to specify the copy ratios for the width and length.

[x Cancel H < Save

Poster
Length - Y%
100 © 400%
( 1 — | @
o T “ Paper Supply...
Y =—— Tray 1
X | A4D
T + | Uncoated

Output Size
J
Width - X%

E Enlargement % 100 « 400%
100 | [ Jumecs
71
+

J

B Width - X%/Length - Y%
Allows you to specify the copy ratios for the width and length in the range from 100 to
400% in 1% increments.

HLock X-Y%
Allows you to make the same ratio adjustment for the width and length at the same time.
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Repeat Image (Making Multiple Copies on One Sheet)

This feature allows you to copy a document image on one sheet of paper repeatedly for a

specified number of times.
When [Reduce/Enlarge] is set to [Auto %], the repeated copies of the image are reduced to
fit on the selected paper. You can also specify how the repeated copies of the image are

arranged.

Note
* When making copies at the same size as the document image, the number of repeats is specified so that the

copies fit on the paper.
* If [Auto Select] is selected in [Paper Supply], a tray specified in [Auto Paper Off] is automatically selected.
Change the setting if necessary. For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings"

> "Copy Control" > "Auto Paper Off" in the Administrator Guide.

T Select [Repeat Imagel.

&5/ Copy I Image Quality I Lot ] Output Format [ Job Assembly -
[ [ [
T 2sided Copying.. || [/ Booklet Creation... | I covers.. |
11 Sided off off
{ J { J {
[ [ [
Pages per Side... | Poster... | /[ ] Repeat image...
off off off 172
—
{ J { J { Iy
( ( ( =
Annotations... | [ ] watermark... | SecureWatermark |
off off off
{ J { J {

2 Select any option.

D Repeat Image [x Cancel ][0 Save ]

Columns Rows Image Layout

133 123

[ 1
off — — 1 Evenly Spaced
a L) L] -
Auto Repeat C T C T @ Side by Side

e + 2
) ) L J

Variable
Repeat —
oo

=

m Off
Disables this feature.

M Auto Repeat
Automatically determines the number of the repeated copies according to the document
size, paper size, and copy ratio, and then repeatedly copies the document image onto the
paper.

Note
* Copies cannot be made when the document image is larger than the specified paper size.

B Variable Repeat
Allows you to specify how many copies to place along each of the long and short edges of
paper. You can specify a value between 1 and 23 in the Y direction, and a value between 1

and 33 in the X direction.
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B Image Layout

@ Evenly Spaced
The specified number of images are evenly arranged on the paper.

@ Side by Side
The specified number of images are arranged with no space on the paper.

Annotations (Adding a Comment/a Date/Page Numbers to Copies)

This feature allows you to add a comment, date, and page numbers onto copies.
You can select a comment, date, and page numbers, and their print positions from preset

formats.
Note
® The setting in [Reduce/Enlarge] does not affect the annotation image and text sizes.
* If you specify a comment, date, and page numbers together, make sure that their print positions do not
overlap before making copies.
* When [Pages per Side] is set, an annotation is added to the combined image.
* When [Repeat Image] or [Booklet Creation] is set, an annotation is added to each copy image.

* If alayout template is specified in [Apply Layout Template to Copy/Print Jobs] under [Force Annotation] in
the System Administration mode, the comment, date, and page number specified here are overlapped with
the text on the layout template when printed. For information on [Force Annotation], refer to "Tools" >
"Common Service Settings” > "Force Annotation” in the Administrator Guide.

1 Select [Annotations].

&5/ Copy I Image Quality I Lot ] Output Format [ Job Assembly -

[ [ [
T 2sided Copying.. || [/ Booklet Creation... | I covers.. |
1-1 Sided off off

[
Pages per Side...
off

[
| Poster...
off

[
| [7] Repeat mage... |
off 172
—
v

UD

|

off

off

J

; J

| | & secure Watermark |
off

2 Select any option.

Annotations

[x Cancel H < Save

)

‘% .. .
off

off

| ¥ pate.. |

off

P

off

Original Orientation

Upright Images

Eﬁ Sideways
| 52 1mages

H Comment

Displays the [Comment] screen.

Reference

® Refer to "[Comment] Screen" (P.150).
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H Date
Displays the [Date] screen.

Reference
® Refer to "[Date] Screen" (P.151).

B Page Numbers

Displays the [Page Numbers] screen.

Reference
* Refer to "[Page Numbers] Screen” (P.152).

H Bates Stamp
Displays the [Bates Stamp] screen.

Reference
® Refer to "[Bates Stamp] Screen” (P.154).

M Original Orientation

Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note

¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

4 Upright Images

Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

[Comment] Screen
This screen allows you to select a comment style and its position.

150

1 Select any option.

% o [x Cancel H < Save
Stored Comments
. ) (
$¢ o CONFIDENTIAL Asplyilon
AllPages
Copy Prohibited ( )
<7 on ———————
(
URGENT [ =] position...
Selected Comment: Top Right
CONFIDENTIAL IMPORTANT |sameasSide1 |
. \7\
Circulate 7%, Format & Style...
- Size: 48 Points
Ignore Side 2 | | Font Color: Black

No comment is added.

HOn
A comment is added.
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B Stored Comments
Allows you to select comment text from eight preset options, or text set in the System

Administration mode.

Reference
* Forinformation on how to register text, refer to "Tools" > "Common Service Settings" > "Watermark" > "Custom Watermark 1 to 3"

in the Administrator Guide.

H Apply To
Displays the [Apply Comment To] screen.
You can select whether to add a comment onto the first copy page only, or onto each copy

page.
B Position
Displays the [Comment - Position] screen.

You can select a comment position from nine options.
For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

B Format & Style
Displays the [Comment - Format & Style] screen.

You can select a comment size from three options, or can directly specify the size in the
range from 6 to 64 points in 1 point increments. You can also select a comment color from

seven options.

Note
* When both [Date] and [Page Numbers] are set, or when [Force Annotation] is set, a comment color is set to

[Black].

[Date] Screen
This screen allows you to add a date onto copies. The date shows when you started copying

the document.

Reference
* You can change the date format. For more information, refer to "Tools" > "Common Service Settings” > "Watermark” > "Date

Format" in the Administrator Guide.

1 Select any option.

Date (®cancel  |[c7 save

Format

» 5 _—_—
‘ 02/06/2010 Apply To...

8 or
. g AllPages
‘

Date allows you to place today's date in the
<7 on margins of your copies. —
(
[ =] position...

Bottom Right
| Mirror Side 1 J

X FontsSize...

10 Points
L

m Off
No date is added.

HOn
A date is added.
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H Apply To
Displays the [Apply Date To] screen.
You can select whether to add a date onto the first copy page only, or onto each copy page.

H Position
Displays the [Date - Position] screen.
You can select a date position from six options.

For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

H Font Size
Displays the [Date - Font Size] screen.

You can select a date size from three options, or can directly specify a size in the range from
6 to 24 points in 1 point increments.

[Page Numbers] Screen
This screen allows you to select a page-number style and its position.

1 Select any option.

Page Numbers [x Cancel ” < Save
Style
( p \
38 oft 1,23 1N, 2/N, 3N Apply To...
‘ | . | |1 LastPage
AN 2N, |startat1
< on J ‘717, ok i | .
i | | =
Page 1, Page 2, Page 1N, [ =] position...
[ Page3 | Page 2IN,... Bottom Center
| Mirror Side 1
| 1 [
=] Total Pages (N). | | 7 Fontsize...
Auto 10 Points
J |

m Off
No page number is added.

HOn

Page numbers are add onto copies.

H Style
¢1,23
Adds page numbers only.
®-1-,-2-,..
Adds page numbers, and hyphens before and after each page number. (Example: -1-, -2-)
4 Page 1, Page 2, Page 3
Adds page numbers, and the text "Page” before each page number. (Example: Page 1, Page
2)
€ 1/N, 2/N, 3/N

Adds page numbers, and the total number of pages to the right of each page number.
(Example: 1/50, 2/50)

When you select [1/N, 2/N, 3/N], the value specified in [Total Pages (N)] is used.
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4 -1/N-, -2/N-, -3/N-

Adds page numbers followed by the total number of pages, and hyphens before and after
the numbers. (Example: -1/50-, -2/50-)

When you select [-1/N-, -2/N-, -3/N-], the value specified in [Total Pages (N)] is used.

4 Page 1/N, Page 2/N

Adds page numbers followed by the total number of pages, and the text "Page” before each
page number.

When you select [Page 1/N, Page 2/N], the value specified in [Total Pages (N)] is used.
4 Total Pages (N)

Displays the [Total Pages (N)] screen.

* Auto

Automatically calculates the total number of pages.

* Enter Number

Allows you to specify the total number of pages in the range from 1 to 999.

H Apply To
Displays the [Apply Page Numbers To] screen.

Reference
* Refer to "[Apply Page Numbers To] Screen” (P.153).

M Position
Displays the [Page Numbers - Position] screen.
You can select a page-number position from six options.

For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

H Font Size
Displays the [Page Numbers - Font Size] screen.

You can select a page-number size from three options, or can directly specify a size in the
range from 6 to 24 points in 1 point increments.

[Apply Page Numbers To] Screen

This screen allows you to specify a page range to add page numbers.

T Select any option.

Apply Page Numbers To [2 Cancel H P Save ]
Starting Page Ending Page Starting Number
16999
BN ) (- .
Starting + |
Page Number J

Ending
Page Number

Start & End Include Covers /
| Page Numbers | Separators

H All Pages
Adds page numbers to all copy pages.
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B Starting Page Number
Allows you to specify the start page to add a page number, in the range from 1 to 999.

Note
* Use [+] and [-], or the numeric keypad to enter the start page number.

H Ending Page Number
Allows you to specify the end page to add a page number, in the range from 1 to 999. The
start page is fixed to "1".

Note
* Use [+] and [-], or the numeric keypad to enter the start and end page numbers.

B Start & End Page Numbers
Allows you to specify the start and end pages to add page numbers, in the range from 1 to
999.

Note
* Use [+] and [-], or the numeric keypad to enter the start and end page numbers.

M Include Covers/Separators
This option is available when you select [All Pages]. Select this check box to include covers

and separators.

M Starting Number
Allows you to specify a starting page number to add page numbers, in the range from 1 to

999.

Note
* Use [+] and [-], or the numeric keypad to enter a starting page number.

[Bates Stamp] Screen
This screen allows you to add prefix text and page numbers onto copies.

1 Select any option.

Bates Stamp [x Cancel ” < Save
Prefix
( ) _——
9 off ‘ ‘ Apply To...
: . 1 Last Page
| Startat 1 |
<7 on Cataife
(
e o P [ =] position...
Digits... Bottom Center
| Auto Assign | Same as Side 1
( )
X, Font Size...
10 Points

Does not add prefix text and page numbers onto copies.

HOn
Adds prefix text and page numbers onto copies.

M Prefix
Allows you to enter prefix text with up to 16 characters, using the displayed keyboard.
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B Number of Digits
Displays the [Bates Stamp - Number of Digits] screen.

You can select [Auto Assign] or [Manual Assign]. When you select [Manual Assign], you can
specify the number of digits to be used for page numbers in the range from 1 to 9 in 1 digit
increments.

H Apply To
Displays the [Apply Bates Stamp To] screen.

Reference
* Refer to "[Apply Bates Stamp To] Screen” (P.155).

M Position
Displays the [Bates Stamp - Position] screen.
You can select a prefix and page-number position from six options.

For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

H Font Size
Displays the [Bates Stamp - Font Size] screen.

You can select a prefix and page-number size from three options, or can directly specify a
size in the range from 6 to 24 points in 1 point increments.

[Apply Bates Stamp To] Screen
This screen allows you to specify a page range to add prefix text and page numbers.

T Select any option.

|| Apply Bates Stamp To [x Cancel H < Save ]

Starting Page Ending Page Starting Number
16999999999

All Pages ‘ 1 ‘ Last

Starting +

Page Number J
e — |

Ending

Page Number

Start & End Include Covers /
| Page Numbers Separators

H All Pages
Adds prefix text and page numbers to all pages.

B Starting Page Number
Allows you to specify the start page to add prefix text and a page number, in the range
from 1 to 999.

Note
® Use [+] and [-], or the numeric keypad to enter the start page number.

H Ending Page Number

Allows you to specify the end page to add prefix text and a page number, in the range from
1 to 999. The start page is fixed to "1".

Note
® Use [+] and [-], or the numeric keypad to enter the end page number.
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B Start & End Page Numbers
Allows you to specify the start and end pages to add prefix text and page numbers, in the
range from 1 to 999.

Note
* Use [+] and [-], or the numeric keypad to enter the start and end page numbers.

B Include Covers/Separators
This option is available when you select [All Pages]. Select this check box to include covers

and separators.

M Starting Number
You can specify a starting page number in the range from 1 to 999999999 when you do
not set [Number of Digits], or can specify a starting page number of up to the allowable
number of digits specified in [Number of Digits].

Note
* Use [+] and [-], or the numeric keypad to enter the starting page number.

Important
* If the page number exceeds the specified value (999999999 when [Number of Digits] is not set) during

copying, the copy job will be canceled.

Watermark (Printing Control Numbers on the Background of Copies)

This feature allows you to faintly print a sequential control number in the background of

each copy page.

If you set "1" as the starting number, "1" is printed on each page of the first copy set and "2"
is printed on each page of the second set.

To prevent, for instance, the duplication of confidential documents that are to be
distributed at a conference, you can use this feature to add sequential numbers to the
copies, and associate the numbers with the conference members.

Note
¢ If alayout template is specified in [Apply Layout Template to Copy/Print Jobs] under [Force Annotation] in

the System Administration mode, the watermark specified here is overlapped with the text on the layout
template when printed. For information on [Force Annotation], refer to "Tools" > "Common Service Settings" >

"Force Annotation” in the Administrator Guide.

* When [Force Watermark - Copy] is set to [On], [Watermark] is fixed to [On], which cannot be changed. For
more information on Watermark, refer to “Tools" > "Common Service Settings” > "Watermark” in the

Administrator Guide.

1 Select [Watermark].

&5/ Copy I Image Quality I Lot ] Output Format [ Job Assembly -
[ [ [
T 2sided Copying.. || [/ Booklet Creation... | I covers..
1-1 Sided off off
J L J L J
[ [ [
Pages per Side... | Poster... | /[ ] Repeat image... |
off off off 172
—
L J L J I 4
( ( ( -
Annotations... | [ ] watermark... | SecureWatermark |
off off off
L J L J L
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2 Select any option.

D Watermark

[x Cancel ][<7 Save

]

| Control
Number...
| Do Not Add

|| User Account
Number...
| (Do NotAdd

| Do Not Add

| Do Not Add

| Stored
Watamarts..
|off J

| {7, Date&Time...

Serial Number... |
3]

Original Orientation

Upright Images
Sideways

s

| Watermark
] Effect...
off

L

J

H Control Number

4 Do Not Add
No control number is printed.

¢ Add

A control number is printed. Enter the starting number of the control number. You can
specify a value in the range from 1 to 9999, using [+] and [-] or the numeric keypad.

B Stored Watermarks
Displays the [Stored Watermarks] screen.

Reference

® For more information, refer to "[Stored Watermarks] Screen" (P.158).

B User Account Number
Allows you to select whether to print a user account number when the Authentication or
Accounting feature is enabled. However, if a user is not authenticated, the account number

will not be printed.

Note

and Accounting feature.

® [User Account Number] is the No. (User Administration Number) registered by users with the Authentication

* You can see if a user is authenticated by checking that the <Log In/Out> button lights up.

B Date & Time
Allows you to select whether to print the date and time when the copy job started.

Reference
* Forinformation on the date format, refer to "Tools" > "“Common Service Settings” > "Watermark” > "Date Format” in the

Administrator Guide.

H Serial Number

Allows you to select whether to print the serial number of the machine.

M Original Orientation

Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note

detect the top of the document correctly.

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
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@ Upright Images
Select this option when placing the top edge of the document against the top side of the

document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

B Watermark Effect

Displays the [Watermark Effect] screen.

Reference
® Refer to "[Watermark Effect] Screen" (P.158).

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

[Stored Watermarks] Screen

This screen allows you to select text to print on copies.

1 Select [On].

Stored Watermarks [x Cancel ][0 Save

[ 1
a off Copy Prohibited

Copy

<?l)n

Duplicate

2 Select any text.

m Off
No text is printed.

EOn
Text is printed. Select the text to be used for watermark. You can specify text from three

preset options, or text registered in the System Administration mode.

Reference
* Forinformation on how to register text, refer to "Tools" > "Common Service Settings” > "Watermark" > "Custom Watermark 1 to 3’

in the Administrator Guide.

[Watermark Effect] Screen

158

This screen allows you to set the Watermark Effect feature.

If you enable the Watermark Effect feature, the text strings specified in [Control Number],
[Stored Watermarks], [User Account Number], [Date & Time], and [Serial Number] on the
[Watermark] screen are embedded in the background of each copy. When you copy a
document that has been copied with Watermark Effect, the text embedded in the
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background is printed as embossed or outline text depending on the option you select on
the [Watermark Effect] screen.

Note
*® This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

T Select any option.

D Watermark Effect [x Cancel ” < Save

Select Embossed or Outline option to be applied
to the watermark image.

The faint watermark image on the output will
be visible when it s used as originals to make

( o \
|12 Embossed

‘ [ ] outiine

copies.

ﬂ o

m Off
Prints the text specified in [Stored Watermarks] as it is.

B Embossed
When you copy a document that has been copied with Watermark Effect, the text

embedded in the background of the copy is printed as embossed text.

B Qutline
When you copy a document that has been copied with Watermark Effect, the text
embedded in the background of the copy is printed as outline text.

Reference
* You can specify the size, density, and other settings for the text to be printed with Watermark in the System Administration mode.
For more information, refer to "Tools" > "Common Service Settings” > "Watermark" in the Administrator Guide.
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Secure Watermark (Managing Document Security)

160

Secure Watermark is a security management feature to embed a copy protection digital
code into a document, to restrict the document to be duplicated. The digital code enables
you to analyze "when”, "from which machine”, and "by whom" the document was output.

Important

This feature is only supported on Fuji Xerox manufactured machines that are compatible to Secure
Watermark.

The copy protection of a document, the analysis function of digital codes, and the restrictive effect of hidden
text using the Secure Watermark feature is not warranted to always function. The feature may not function
depending on the document or settings. For more information, contact our Customer Support Center.

We assume no responsibility for a damage caused by using or not being able to use the Secure Watermark
feature.

Using the Secure Watermark feature may degrade print quality as follows:
* Colors may become darker.

* Text in documents may become hard to read.

* Dots such as decimal characters and periods may become hard to read.

The Secure Watermark feature may not work properly for a document if its size is smaller than A5, if its
background color is not white, or if the Watermark or Secure Watermark feature has already been used for
the document.

In some cases, a document may not be printed even if the Secure Watermark feature has not been used for
the document. This happens because the machine incorrectly detects a copy protection code from the
document. In that case, ask the system administrator to temporarily disable [Secure Watermark Detection]
for copy protection codes.

If a layout template is specified in [Apply Layout Template to Copy/Print Jobs] under [Force Annotation] in
the System Administration mode, an embedded copy protection code is overlapped with the text on the
layout template. For information on [Force Annotation], refer to "5 Tools" > "Common Service Settings” >
"Force Annotation” in the Administrator Guide.

Analyzing output paper allows the system administrator to grasp the identification information of the user
who requested the job. Note that we assume no responsibility for a privacy issue of the user caused by using
the Secure Watermark feature.

If you use the Secure Watermark feature to a document that a protection code of the Secure Watermark
feature (including the Copy Management Expansion Kit (optional)) has already been embedded, the copy
protection of a document, the analysis function of digital codes, and the restrictive effect of hidden text will
be ineffective.

When [Secure Watermark Detection] is set to [On], it takes longer time for the first page of a document to be
copied than usual as the machine detects a copy protection code.

The following settings for the Secure Watermark Effect of the Secure Watermark Kit (optional) are set to
fixed and cannot be changed: print density, embedded text display (outline), and the font size.

The Watermark and Secure Watermark features cannot be used simultaneously.

Note

To analyze digital codes, an application, ApeosWare Secure Watermark Analyzer (sold separately), is required.
For information on how to use ApeosWare Secure Watermark Analyzer, refer to the documentation provided
with the application.

This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.
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1 Select [Secure Watermark].

I Image Quality I rayout ] Output Format [ Job Assembly -

[ [
|| B Bookietcreation.. | [[[} covers.. |
off off

Copy

[
[T 25sided Copying...
1-1 Sided

[
| [7] Repeat mage...
off off
—
v

[ [
| = || & secure watermark
off

[
| Poster...

[
Pages per Side...
172

off
J

|

off

off

2 Select any option.

@ Secure Watermark [x Cancel ][0 Save

Protection Code
Stored Secure |

| |
off
Watemarka.
off

a off
\ /| |
0 On Prevent J

Duplication

ﬂ o

m Off
Does not manage document security.

EOn
Manages document security. Specify any option if necessary.

B Protection Code

& Off
Does not prevent document duplication. Protection code is not embedded while digital

code is embedded into copies.

@ Prevent Duplication
Prevents document duplication. Protection code and digital code are embedded into copies.

Important
* This setting also affects fax and scan operation.

B Stored Secure Watermarks
Displays the [Stored Secure Watermarks] screen.

Reference
® Referto "[Stored Secure Watermarks] Screen” (P.161).

[Stored Secure Watermarks] Screen
This screen allows you to embed hidden text into documents.

With this hidden text feature, the specified text is embedded in the entire sheet.

When you copy a document that has been copied with this hidden text feature, the
embedded text on the output appears in white regardless of whether or not the Secure

Watermark Kit (optional) is installed.
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71 Select any option.

Stored Secure Watermarks [x Cancel ][0 Save ]
Stored Secure Watermarks Original Orientation
[ 1 2
b4 off Copy Prohibited Upright Images
on Copy Sideways
< [

Duplicate

Selected
Copy Prohibited

m Off
Does not print hidden text.

HOn
Prints hidden text.
Allows you to specify text from three preset texts, or text registered in the System Settings.

Reference
* Forinformation on how to register text, refer to "Tools" > "Common Service Settings” > "Secure Watermark”" > "Secure Watermark

Effect” > "Custom Secure Watermark 1 to 3" in the Administrator Guide.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images
Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

Folding (Outputting Bi-Folded/Tri-Folded Paper)

This feature allows you to fold copies in half or in three.
When the C3 Finisher with Booklet Maker (optional) is installed, [Single Fold] is available.
When the Booklet Maker Unit for Finisher B1 (optional) is installed, you can also crease the
output sheet in half.
When the Folder Unit CD1 (optional) is installed, [Z Fold] and [C Fold] are also available.
Note
* The supported paper orientation is only [ 5. Select the tray whose orientation is set to [ 5.

* [ZFold] and [C Fold] can only be applied to A4 and 8.5 x 11" paper.

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.
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1 Select [Folding].

&g/ Col Image Qualit BEla Output Format | Job Assembl)
Py 9 Y Adjustment P Y

|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers... |
11 Sided off off
L J J J
[ B9 pagesperside.. | | S poster.. | [ 7] repeat image...
5] ]
off off off 172
L J J | v
[ [4] Annotations... | [ ] watermark... | [ 0 Gt ‘7
off off off
L J { J J

2 Select any option.

@ Folding [2 Cancel ][0 Save
Image Position
o || 5 Image The arrow shows where the output
Inside Fold will be delivered.
: & Image
[| ZFold ]l :
i | U outsideFoud | >
(Il cFold N 7
[} single Fold v

Does not fold copies.

E Z Fold
Folds copies in three with the printed side inside or outside.

=

printing surface

printing surface
comes outside

comes inside

H C Fold

< @

printing surface

printing surface
comes outside

comes inside

H Single Fold
Folds copies in half.

B Single Fold (Creased)

Folds copies in three with the printed side inside or outside.

ﬂ o

This option is displayed when the Booklet Maker Unit for Finisher B1 (optional) is installed.

Creases copies in half.
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B Image Position
4 Image Inside Fold

Folds copies so that the image is printed inside after you select [Z Fold], [C Fold], or [Single
Fold].

4 Image Outside Fold

Folds copies so that the image is printed outside after you select [Z Fold], [C Fold], or [Single
Fold].

Preset Repeat Image (Making Multiple Copies on a Single Sheet)

164

This feature allows you to repeatedly copy one original onto equally divided areas
according to the specified number of copies.

You can select the number of the times the original is copied onto one sheet from [2 Times],
[4 Times], or [8 Times].

2 Times 4 Times 8 Times

AA 23
<{ AA
< AA

Note

* When you select an option other than [Auto %] in [Reduce/Enlarge], image loss may occur depending on the
image size of the document.

>
> | >
>

AAAA =2
AAAA

1 Select [Preset Repeat Image].

¢ OutputFormatI Job Assembly -

| | 5t 10 card copy... |
off

enter Trar
( J J J—

2 Select any option.

Preset Repeat Image [x Cancel ][0 Save

& Ul
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m Off
Disables this feature.

B2 Times
Makes two copies of the document image on a single sheet of paper.

B4 Times
Makes four copies of the document image on a single sheet of paper.

B 8 Times
Makes eight copies of the document image on a single sheet of paper.

Copy Output (Specifying Finishing Options)
This feature allows you to select finishing options.
Note
* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.
* Displayed items differ depending on the options installed.
If any finisher (optional) is installed, each set of copies can be stapled and then output.

If the 2/4 Hole Punch Kit or US 2/3 Hole Punch Kit for Finisher B1, or 2/4 Hole Punch Kit or
US 2/3 Hole Punch Kit for C3 Finisher (optional) is installed, the output can be punched.

If the Folder Unit CD1 (optional) is installed, the output can be Z-folded.

/\CAUTION
* Waste staples may come out with output paper. Be careful not to get injured

by the staples.
* Do not staple punched holes of paper. Sharp points of a staple may cause

injuries.

L 2
Original document Repo o Repo
1
) P ©
1 Report 1 1
A )
Report oree 9 Sorted by page.  #About
1 50 sheets
1
33 3
22
1 1 11
R t
eport Report
Arranged in groups per
1 page. : !
t___Separators
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1 Select [Copy Output].

&g/ Col Image Qualit BEla Output Format | Job Assembl)
Py 9 Y Adjustment P Y

| |8 preset Repeat Image... | | [{ | Copy Output... || 58 10 card Copy..
off Auto off

Center Tray
( J { Jp—

2 Select any option.

Copy Output [2 Cancel ][0 Save
Staple Hole Punch
[ ey OFiginal
[ Auto il u il u AT
= o | Upright Images J
1 stople 2 Holes -
) collated P
% 2Staples [ 2 Holes [ P —
Uncollated 250l
25taples [ v | |2Holes [ v 0? el it
Uncollated with J J{ '
lE=Sparael o) [t output /offset |
Right Top Tray
( J

Copies are collated when the originals are loaded in the document feeder.

Copies are also collated when originals are loaded on the document glass and any of the
following features is used: 2 Sided Book Copying, Covers, Booklet Creation, Stapling, Build
Job, Sample Set, and Combine Original Sets.

H Collated
The machine outputs sheets sorted into sets that are arranged in page order.

B Uncollated
The machine outputs the specified number of copies and sorts sheets by page.

B Uncollated with Separators
The machine outputs copies with inserting blank sheets as a separator and sorts sheets by
page.

H Separator Tray

When you select [Uncollated with Separators], select the paper tray to be used for the
separators.

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to “[Tray 5] Screen” (P.102).

H Staple
Specify the position for stapling. The number of sheets that can be stapled is 2 to 50 (when
80 gsm paper is used). If the C3 Finisher Staple Unit 65 Sheets (optional) is installed, the
maximum number of sheets that can be stapled is 65 (when 90 gsm paper is used and
thickness of bundled paper is 5.7 mm or less). Available paper types are as follows:

* Finisher A2
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Bond, Plain, Recycled, Plain Reload, Lightweight, Heavyweight, Heavyweight Reload,
Extra Heavyweight, Extra Heavyweight Reload, Extra Heavyweight Plus, Extra
Heavyweight Plus Reload, Punched, Gloss, Gloss Reload, Heavyweight Gloss,
Heavyweight Gloss Reload, Extra Heavyweight Gloss, Extra Heavyweight Gloss Reload,
and Custom Paper 1 to 5.

* Finisher B1

Bond, Plain, Recycled, Plain Reload, Lightweight, Heavyweight, Heavyweight Reload,
Extra Heavyweight, Extra Heavyweight Reload, Punched, Gloss, Gloss Reload,
Heavyweight Gloss, Heavyweight Gloss Reload, and Custom Paper 1 to 5.

* Booklet Maker Unit for Finisher B1
Bond, Plain, Recycled, Plain Reload, Heavyweight, Extra Heavyweight, and Custom Paper
1to 5.

* C3 Finisher

Bond, Plain, Recycled, Plain Reload, Lightweight, Heavyweight, Heavyweight Reload,
Extra Heavyweight, Extra Heavyweight Reload, Extra Heavyweight Plus, Extra
Heavyweight Plus Reload, Punched, Gloss, Gloss Reload, Heavyweight Gloss,
Heavyweight Gloss Reload, Extra Heavyweight Gloss, Extra Heavyweight Gloss Reload
and Custom Paper 1 to 5.

* (C3 Finisher with Booklet Maker
Bond, Plain, Recycled, Plain Reload, Heavyweight, Extra Heavyweight, and Custom Paper
1to 5.

Important
* Ensure that the actual orientation of the original document matches the [Original Orientation] setting on the
[Layout Adjustment] screen.

* In the following cases, the actual stapling position differs from the stapling position displayed on the screen:
* When [Original Orientation] is set to [Upright Images], and [Staple] is set to one position at the right side.

* When [Original Orientation] is set to [Sideways Images], and [Staple] is set to one position at the left side.

H Hole Punch
Sets the position for punching.
The positions for punching vary depending on a finisher installed.

The C3 Finisher and C3 Finisher with Booklet Maker offer nine different punch positions: 2
Holes, 2 Holes Top, 2 Holes Right, 3 Holes, 3Holes Top, 3Holes Right, 4 Holes, 4 Holes Top, 4
Holes Right.

Important
* Ensure that the actual orientation of the original document matches the [Original Orientation] setting on the
[Layout Adjustment] screen.

H Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

4 Upright Images

Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.
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@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

B Z Fold Half Sheet

The machine folds the output copies in Z fold. Z fold can be applied to B4, A3, 11 x 17". If
you have mixed sized documents, the width (vertical direction) of the paper must be the
same, such as a combination of A4 (portrait) and A3 (landscape), and a combination of B5
(portrait) and B4 (landscape). When you have the combinations, the Z fold is only applied
to the larger papers (A3(landscape) and B4 (landscape)).

B Output/Offset

Allows you to select the output destination tray and offset operation.

H Offset Stacking

Available when the output destination tray is not selectable.

Note
*® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

Paper Size and Stapling Position

M Finisher A2
1 Staple 1 Top 2 Staples 2Top 2 Right
Right
A4[), A4 Cover[), B5[,
7.25x 10-5"Dy Eieport Fiepor‘[I IReport s Reporti
8x10"[), 8.5x11"[), | & I
9x11"[J), 16K[J
g g
1
A4, A3, B4,
846 X 1 2.4", ’ 1 1 1= 1
85x 11" Report Report | Report | L% Report |
85x13",
8.5x14",
11x15", = | F=
11x17", 8K | § §

* :The staple orientation displayed on the touch screen differs from the actual staple orientation. Outputs are stapled in the
orientation shown in the above table.
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B Finisher B1

1 Staple 1Top 2 Staples 2Top 2 Right
Right
A4l A4 Cover[), B5[),
7.25x10.5" D, E{eport F{eportI IReport I's Report
8x10"[J,85x11"[), | I !
9x11"[J), 16K[J)
* 7
g g
£ &£
1

A4, A3, B4,
8.46 x 12.‘I", 7’ ] 1 15 |
8.5 x 11..' Report Report | Report | ,§ Report |
8.5x13",
8.5x14",
11 x 15", g * ‘g
11x17", 8K 8 8

* :The staple orientation displayed on the touch screen differs from the actual staple orientation. Outputs are stapled in the
orientation shown in the above table.

B C3 Finisher/C3 Finisher with Booklet Maker

1 Staple 1Top 2 Staples 2Top 2 Right
Right
A4l A4 Cover[), BS[),
7.25x10.5" Dy E{eport Repor; IReport g Report
8x10"[,), 8.5x11"[}), . & I
9x11"[J), 16K[J
7/
o o
N
A4,8x 10",
8.46 x12.4", 7 1 1 1= 1
85 x 11..' Report Report | Report I % Report |
8.5x13", =
85x14"
= Lk -
<] <]
|2 &
A3, B4,
11 x17", 8K 7 <
Report Report
J&
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* :The staple orientation displayed on the touch screen differs from the actual staple orientation. Outputs are stapled in the

orientation shown in the above table.

4 Staples 4Top 4 Right

A3, A4,
:Report Report:

A4 CoverD, ! i § !
11x17",11x15", ' e '

85x11"[J)9x11[)

Paper Size and Punching Position (Finisher B1, C3 Finisher, C3 Finisher with Booklet Maker)
This feature is available when the 2/4 Hole Punch Kit for C3 Finisher (optional) or the US 2/
3 Hole Punch Kit for C3 Finisher (optional) is installed.

Note
* The distance between the two holes of the 2/4 Hole Punch Kit for C3 Finisher is 80 mm for both 2 and 4 holes.

* The distance between the two holes of the US 2/3 Hole Punch Kit for C3 Finisher is 70 mm for 2 holes and

108 mm for 3 holes.

¢ 2 holes
2 Holes 2 Holes 2 Holes
Top Right

A4[;), A4 Cover[J, BS[),
7.25x10.5"[J, 8 x 10"[), oReport o/ Reporio
85x11"[J) 9x11°[J), 16K[,) o o 9
AL, A3,B4, 8 x 10", 8.46 x 12.4",
85x11",85x13", S pyr= o
85x14",11x15", 11 x17", 8K . Report . C?; Report .

4 3 holes
3 Holes 3 Holes 3 Holes
Top Right
A4[J), A4 Cover[), B5[,
7.25x10.5"[J, 8 x 10"[), Cheport o Repor®)
8.5x11'0J, 9x 11", 16K[J X o2 -
A3,B4,11x15",11x17", 8K
g Report Z § Reportg
o o o
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¢ 4 holes

4 Holes 4 Holes 4 Holes

Top Right

A4 D A4 CoverD,
7.25x105'[J,85x11°J, | Crepor o5 Repor{]
9x11"[J, 16K[J ° °8 °
A3,11x15",11x17", 8K

& Report o8 Report o

o o @ o

o o [¢]

ID Card Copy (Copying Both Sides of an ID Card)

This feature allows you to copy both sides of a small undetectable original, such as an ID
card, onto one side of paper.

ﬂ o

Original document Original orientation Copied output
Front side
Front side Back side
ABC 5 . ABC
s = Ep|
Back side +
123
123

T Specify the orientation of the document in [Original Orientation] on the [Layout
Adjustment] screen.

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
7 7 y 2Sided
[ [T 25sided Copying... | [ (4] Book Copying.. I e cahat |
1-1 Sided off off
L J J J
[ |3 original Size... | [ =0 Mixed size originats.. | | ] EdgeErase...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm/ 2mm | ——
L J 1 J | Center: Omm JiR 4
\ Image Shift... | \ Invert Image... | | B2 originat ortentation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
L J J J

2 Place the document slightly away from the top left corner of the document glass, and close
the document glass.

Important
* Always use the document glass when copying. You cannot use the document feeder with this feature.

* Specify the orientation of the original document correctly.

¢ If the edges of the image are missing, slightly move the card inward on the document glass so that the whole
image can be scanned.

* When the reduced size is specified to copy an ID card, the machine may copy the ID card in a different
orientation from the original orientation depending on the magnification ratio specified. For information on
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the copy magnification ratio for ID Card Copy, refer to "Tools" > "Common Service Settings” > "Copy Service
Settings” > "Copy Control” > "ID Card Copy - Reduce/Enlarge” in the Administrator Guide.
Reference
* Forinformation on how to specify the orientation of a document, refer to "Original Orientation (Specifying the Orientation of
Loaded Documents)” (P.135).

3 Select [ID Card Copy] on the [Output Format] screen.

Hexjeitis Output Format | Job Assembly

)

Copy Image Quality |, SO

| |8 preset Repeat Image... | | [{ | Copy Output... | | 5t 10 card copy... |
off Auto off
Center Tray
( J L j—
A
|
272

(

4 Select [On].

[x Cancel ][<7 Save

ID Card Copy

1. Copy the front of the card as usual.
2. Turn the card over without changing its position to copy the back of

the card.

[
% on
< on Note: Place the card slightly away from the top left corner of the
Document Glass to capture the whole image of the card.

m Off
Disables ID card copying.

EOn
Enables ID card copying.
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Job Assembly

This section describes the features you can select on the [Job Assembly] screen.

71 Select [Copy] on the Services Home screen.

Fax/ Internet Fax

Copy

ple Coj

Sim|
of

Store to Folder

2 Select a feature on the [Job Assembly] screen.

Copy

I Image Quality I rayout Ioutput Format] Job Assembly -

£ Combine Original Sets.

@] sample Job...
off

Build Job...

off

Build Job (Processing Documents Scanned with Different Settings as

One Job)
This feature allows you to apply different copy settings to each document page or each
document stack, and then output the copies as one job.

1 Select [Build Job].

IImageQualityI Layout IOutputFormat] Job Assembly -

Copy
Build Job... @ Sample Job... < Combine Original Sets..
off | Sample Job Off |off
\ I I \

ﬂ o
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2 Select [On].

Build Job [ save

- | [ Booklet creation... |

f ) Collated off
38 oft Center Tray
( J 1

off off

[ [
[} segment separators.. | [ ] watermark...
off

No Separators

3 Select any option.
Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.
* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

flick, refer to "Touch Screen” (P.74).

m Off
Build Job is not applied.

EOn
Build Job is applied. The feature buttons appear. Specify any option if necessary.

Important
* The features selected here cannot be canceled or changed while the machine executes a copy job.

Reference
* Forinformation on features available in Build Job, refer to "Features that can be set in Build Job" (P.174).

Features that can be set in Build Job

H Copy Output

Reference
* For more information, refer to "Copy Output (Specifying Finishing Options)" (P.165).

H Booklet Creation

Reference
* For more information, refer to "Booklet Creation (Creating a Bound Booklet)" (P.139).

H Covers

Important
* The machine does not copy on a cover when using the Build Job feature.

Reference
* For more information, refer to"Covers (Attaching Covers to Copies)” (P.143).

H Annotations

Reference
* For more information, refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.149).

B Segment Separators

Reference
* For more information, refer to "[Segment Separators] Screen” (P.177).

174



Job Assembly

B Watermark

Reference
* For more information, refer to "Watermark (Printing Control Numbers on the Background of Copies)” (P.156).

B Secure Watermark

Reference
* For more information, refer to "Secure Watermark (Managing Document Security)” (P.160).

[Copy] Screen When Build Job is in Progress
The following describes the screen that appears while the Build Job is being executed.

[T copy File 01393 (% J
Quantity: /30 Sample Job -
[ % Delete
Originals: 10 =
(e —— " Lastoriginal

Black & White —

100%
Collated

( D Start |

[ == ChapterStart.. | [} Insert | [ =) change
& J | seperctors.. | | E] quantiy..

| [©.2 Change
| | 2 settings...

ﬂ o

B Chapter Start
Displays the [Build Job - Chapter Start] screen.

Reference
* Refer to "[Build Job - Chapter Start] Screen” (P.176).

M Insert Separators
Displays the [Segment Separators] screen.

Reference
* Referto "[Segment Separators] Screen” (P.177).

B Change Quantity
Displays the [Change Quantity] screen on which you can change the number of copy sets
using the numeric keypad.

B Change Settings

Displays the [Copy] screen on which you can change the settings for the next document.
After changing the settings, press the <Start> button on the control panel to start scanning
of the document. To return to the previous screen, press the < # > button.

When using a stored program for Build Job

While the machine makes copies using the Build Job feature, you can use a stored program.
1) Select [Change Settings].

2) Select the [Job Assembly] tab.

3) Select [Stored Programming].
4) Select the number of the stored program that contains the features you want to use.

Reference
* Forinformation on how to register a stored program, refer to "Registering Stored Programs for Build Job" (P.448).
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H Delete

Clears the document data stored by the Build Job feature, and cancels the job.

Note
* You can also press the <C (Clear)> or <Clear All> button on the control panel to perform the same operation.

* While the machine is scanning the loaded document, [Delete] is displayed. Select [Delete] to pause scanning.
Select [Start] on the touch screen, or press the <Start> button on the control panel to resume scanning.

M Last Original

Select this button to end scanning of documents. The build job starts.

B Next Original
Select this button when you have another document. This button is always selected when
you use the Build Job feature.

B Start

After loading the next document, select this button to scan the next document.

Note
* You can also press the <Start> button on the control panel to perform the same operation.

B Sample Job

When making multiple sets of copies, you can print a sample set to check the finished
output and then print the remaining copy sets. You can select to continue or cancel the job
after the confirmation.

[Build Job - Chapter Start] Screen

This screen allows you to set the chapter start.

71 Select any option.

= Build Job - Chapter Start [x Cancel ][0 Save

This feature determines whether the first page of the added originals

is to be copied onto a new sheet of paper.
Ttworks whon 2 Sided Copying Is seciod.

@ Select Off to copy onto the continuing page of the previous set of
n originals.

Pages per Side Or, select On to copy onto Side 1 of a new sheet of paper.

| -NewPage

or, select "Pages per Side - New Page” to copy onto a new sheet of
paper.

u Off

The next stack of documents is copied after the previous stack.

HOn

The next stack of documents is copied from Side 1 of a new sheet of paper.

H Pages per Side - New Page

When [Pages per Side] is set, even if all documents are divided for every chapter before all
of them are assembled in the Pages per Side feature, the next stack of document is copied
from Side 2 of the paper.
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[Segment Separators] Screen

This screen allows you to insert a sheet of paper as a separator in between each stack of
documents. You can specify the number of separators to insert in the range from 1 to 99 as

necessary.

Note
* You can specify different settings for each stack of documents. If you do not specify particular settings for

each stack of documents, the previously specified settings are applied.

71 Select any option.

@ Segment Separators [x Cancel ” <7 Save }

Segment Separator Tray SRy

Y 1 FiSaaay
1LIA4 5~ Auto Detect
No Separators i ‘ i l ‘ 1
i —
[ )2=m3 +
Plain | J
i
3=/8K =)
T b | ey More..
i

4= B5
Plain

6L A4

Blank
Plain

Separators

|
i
i

= 1Sided
< side 1 Only |
[
L

|
1
7 1 Sided
9 side2 only |

1

= 2Sided
7 separators

ﬂ o

B No Separators

Does not insert any separators.

H Blank Separators

Inserts blank separators.
If you select this option, load documents, and press the <Start> button, the blank
separators are inserted before the copies of the documents.

M 1 Sided Side 1 Only

A first page of the loaded documents is copied on the front side of a separator, and the rest
of the pages are copied on the paper other than a separator.

When [Pages per Side] is set, the number of pages (2 pages, 4 pages, or 8 pages) that you
selected to copy onto one side of a single sheet, starting from the first page of the loaded

documents, are copied onto the front page of a separator.
When you load a single sheet document, the document is copied onto a separator.

m 1 Sided Side 2 Only

A first page of the loaded documents is copied on the back side of a separator, and the rest
of the pages are copied on the paper other than a separator.

When [Pages per Side] is set, the number of pages (2 pages, 4 pages, 8 pages) that you
selected to copy onto one side of a single sheet, starting from the first page of the loaded
documents, are copied onto the back side of a separator.

When you load a single sheet document, the document is copied onto a separator.
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M 2 Sided Separators
First two pages of the loaded documents are copied onto each side of a separator, and the
rest of the pages starting from the third page are copied onto the paper other than a

separator.

When [Pages per Side] is set, the number of pages (2 pages, 4 pages, 8 pages) that you
selected to copy onto one side of a single sheet, starting from the first page of the loaded
documents, are copied onto each side of a separator.

When you load two-sheet documents, both sheets are copied onto each side of a separator.

Note
* When you have two separate documents, a single sheet document and multiple sheet documents, if you

want to copy this single sheet document and the first page of the multiple sheet documents onto each side
of a separator, when loading the multiple sheet documents, select [No Separators] in [Segment Separators].
If you do not select [No Separators], the machine processes these two documents separately under different
separator settings, the single-sheet document is copied onto a separator, and the first page (or first two

pages) of the multiple sheet documents is copied onto another separator.

B Segment Separator Tray
Allows you to select the tray, which is loaded with paper to be used as a separator.

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5] Screen” (P.102).

N Separator Quantity
This option is available when you select [Blank Separators]. You can specify the number of

separators in the range from 1 to 99.

Sample Job (Checking the Finished Output of the Copy)

When making multiple sets of copies, you can print a sample set to check the finished
output and then print the remaining copy sets. You can select whether to continue or cancel
the job after the confirmation. This feature also allows you to change the number of copy
sets. The sample copy is included in the total number of copy sets.

Note
* After a sample set is output, if the machine is left uninstructed for the period specified in [Auto Clear], you

can set whether or not to start the data remained. For more information, refer to "Tools" > "Common Service
Settings” > "Other Settings” > "Paused Job Handling".

Reference
* For more information on [Auto Clear], refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" > "Auto Job Release”

in the Administrator Guide.

1 Select [Sample Job].

IImageQualityI Layout IOutputFormat] Job Assembly -

Copy
‘ Build Job... I @ Sample Job... |[ < combine original Sets. |
off Sample Job Off off

J { J { J

L

‘ T Delete Outside /
Delete Inside...

off

( J
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2 Select [On].

[x Cancel H < Save

Sample Job

Sample Job will print out your first copy for you to check to see
if the output is what you expected. You may then change the
programming if desired, or submit the rest of the job to be printed.

‘aoﬂ

m Off
No sample set is made.

HOn
A sample set is made.

[Copy] Screen When Sample Job is in Progress
After the sample set is copied, the machine pauses the job and displays the [Copy] screen.

mCopy File 01393 ‘ x
Quantity: 0/30 S
| x Delete
Originals: 10 ‘
(a4 ) ———
Black & White o m
by ﬂ [gstet
Collated Start
= | { ch
| ED cantey.. ) 28 seitmgs..
o
B Change Quantity

Displays the [Change Quantity] screen on which you can change the number of copies
entered before. Enter a new quantity using the numeric keypad. The new value must
include the number of the sample set that has already been printed. When reducing the

quantity, specify a value between 1 (sample set) and the number of copies entered before.

Note
* If you specify "1" as a new quantity and then press the <Start> button, the machine will not process the job.

B Change Settings
Displays the [Change Settings] screen. To cancel the settings you have made, deselect the

check box for the feature you want to cancel.

H Delete
The remaining copies are canceled.

B Start
The remaining copies are made.

Note

* You can also press the <Start> button on the control panel to perform the same operation.
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Combine Original Sets (Adding Originals)

Use this feature when you copy a document that has too many pages to be loaded in the
document feeder at one time, or when you scan each document page using the document

glass and have the machine process the pages as one job.

When you use this feature, [Next Original] is always selected on the screen during scanning
documents with the document feeder or the document glass.

If [Copy Output] is set to [Auto], the output is automatically sorted.

When all documents have been scanned, select [Last Original].

Note
* After a sample set is output, if the machine is left uninstructed for the period specified in [Auto Clear], you

can set whether or not to start the data remained. For more information, refer to "Tools" > "Common Service
Settings" > "Other Settings” > "Paused Job Handling".
Reference

* For more information on [Auto Clear], refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" > "Auto Job Release”

in the Administrator Guide.

1 Select [Combine Original Sets].

Image Quality Eayout Output Format | Job Assembly -

Copy Adjustment
[ [ [
Build Job... | Sample Job... | [ & combine original sets..
off

off off
J |

(
1 Delete Outside / |
Delete Inside...

off

2 Select [On].

[xCancel H<7 Save }

+— Combine Original Sets

Use this feature if the number of your originals | Original Orientation

( | | exceeds the capacity of the Document Feeder.
off Upright Images
< The sets will be combined into one job. e 2

< on Note: If you want to select different features iZ Sideways
for each group, use Build Job. |B mages

m Off
Disables this feature.

HOn
Enables this feature.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
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@ Upright Images
Select this option when placing the top edge of the document against the top side of the

document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

[Copy] Screen When Combine Original Sets is in Progress
The [Copy] screen is displayed when copying starts.

l

m Copy File 01380

Quantity: 1/30 ‘ '
o i ‘ % Delete
Originals: 6

(A4 )

Last Original

|

Black & White
=2 A4D0

L T |
H Delete
Clears the document data stored with the Combine Original Sets feature, and cancels
copying.
Note

* You can also press the <C (Clear)> or <Clear All> button on the control panel to perform the same operation.

M Last Original
Select this button to end scanning documents.

B Next Original
Select this button when you have more documents to copy. This button is always selected

when the Combine Original Sets feature is used.

B Start
After loading the next document, select this button to scan the next document.

Note
* You can also press the <Start> button on the control panel to perform the same operation.

Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected
Area)

This feature allows you specify the areas to be deleted from a document image. Up to three

areas can be specified.
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1 Select [Delete Outside/Delete Inside].

Copy Image Quality Layout Output Format | Job Assembly
e :

‘ Build Job... I @ Sample Job... | [ Combine original Sets.. |

Sample Job Off off

J { J { J

Delete Outside /
‘ T Delete Inside... ‘

( J

2 Select any option.

ﬁ Delete Outside / Delete Inside [x Cancel ][<7 Save ]
Area Settings Orlglnals Original Orientation
1 2
off [ [ Areart.. F Both Sides w . Uprlghl Images w
Not Defined f i |
Delete Outside L J Side 1 Only Sideways
S— i
| D Area 2. i |
Delete Inside F Side 2 Only
| | | Not Defined |
L
[ D Area3.. | The above setting is
only applicable to

Not Defined 2-sided originals.
| J

u Off

No area is deleted.

H Delete Outside

Deletes the outside of the selected area.

H Delete Inside
Deletes the inside of the selected area.

M Area Settings

Displays the [Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] screen. You can
specify up to three areas.

Reference
* Refer to "[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen” (P.183).

M Originals

When the original document is a 2-sided document, specify from which side the specified
area is to be deleted.

4 Both Sides
Applies the settings to both sides of the document.

@ Side 1 Only
Applies the settings to Side 1 of the document.

@ Side 2 Only
Applies the settings to Side 2 of the document.
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M Original Orientation

Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

@ Upright Images

Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.

[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen

tu N W N

This screen allows you to specify the area to be deleted. The area is defined by the
rectangle formed between the points X1, Y1 and X2, Y2. The origin point is the top right
corner of a document.

You can specify a value in the range from 0 to 432 mm for the width (X) and the length (Y)
in T mm increments.

Note
* Specify the 2 coordinates from the top right corner of the document.

* When specifying multiple areas, the specified areas can overlap each other.

* When [Reduce/Enlarge] is set, the specified area will be reduced or enlarged accordingly.

Select [Area 1], [Area 2], or [Area 3].

D Delete Outside / Delete Inside - Area 1 [x Cancel ][<7 Save
o (00) To define an areq, enter the
2 coordinates within a range
o2 mm of 0 & 432mm
— measuring from the top right
mm —————| comer of the original.
Xt ‘C” (o Each areais defined by the
: . coordinates of two
diagonally opposite corners.
[ Clear Area 1

Select the text box for [X1], and enter the value for X1 using the numeric keypad.
Select the text box for [Y1], and enter the value for Y1 using the numeric keypad.
Select the text box for [X2], and enter the value for X2 using the numeric keypad.

Select the text box for [Y2], and enter the value for Y2 using the numeric keypad.

Note
* If allof [X1], [Y1], [X2], and [Y2] are set to [Q], the area will be invalid. If no other area is specified, the Delete
Outside/Delete Inside feature cannot be used.

* Pressing the <C (Clear)> button clears the value you have entered.

B Clear Area 1 (Area 2 or Area 3)

Clears all the values set for Area 1 (Area 2 or Area 3).
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Stored Programming (Calling a Stored Program for Build Job)

This feature allows you to call a stored program for Build Job.

Reference

® This feature is the same as "Stored Programming" > "Calling a Stored Program” > "Calling a Stored Program for Build Job". For
more information, refer to "Calling a Stored Program” (P.452).
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Fax Procedure

This section describes the basic fax procedures.

Step 1 Loading Documents
The following two methods are available to load documents:

B Document Feeder
* Single sheet
* Multiple sheets

B Document Glass

* Single sheet
* Bound documents, such as books
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Document Feeder

The document feeder supports single and multiple sheet documents with sizes from 125 x
85 mm (Standard size: A5, A5(]) to 297 x 600 mm (long) (Standard size: A3, 11 x 17").

The document feeder automatically detects documents of standard-size widths.

Note

* When Duplex Automatic Document Feeder C1-PC is installed, the minimum supported size for the original
document is 84 x 139.7 mm (Standard size: A6).

Reference

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the System Administration
mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service Settings” > "Other Settings” > "Paper Size

Settings” in the Administrator Guide.

The sizes on the left are detected as the sizes shown on the right as follows.

Original Document Size

Document Size Detected by the
Document Feeder

8-inch width document

B5 width document

10-inch width document

B4 width document

The document feeder accepts the following number of sheets.

Document Type (Weight)

Number of Sheets

Duplex Automatic
Document FeederB1-

Duplex Automatic
Document Feeder C1-

PC PC
Lightweight paper (38 - 49 gsm) 130 sheets 250 sheets
Plain paper (50 - 80 gsm) 130 sheets 250 sheets
Heavyweight paper (81 - 128 gsm) 85 sheets 150 sheets
Heavyweight paper (129 - 200 gsm) 100 sheets

Important

* To avoid paper jams, use the document glass for folded or wrinkled documents, cut-and-pasted documents,

curled paper, or back carbon paper.

* 2-sided scanning of lightweight paper (38 - 49 gsm) is not supported.

Reference

* Forinformation on how to fax mixed sized documents, refer to "Mixed Size Originals (Scanning Different Size Documents

Simultaneously)” (P.128).

T Remove any paper clips and staples before loading a document.
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Load the document face up (when the document is 2-sided, place the front side up) in the

center of the document feeder.

Note
* The Confirmation indicator lights up when the document is loaded correctly. If the indicator does not light,
the machine may be detecting the document on the document glass. Load the document again.

3 Adjust the document guides to match the size of the document loaded.
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Document Glass

The document glass supports a single sheet, a book, or other similar documents with sizes
from 15 x 15 mm to 297 x 432 mm (Standard size: A3, 11 x 17").

Important
* Always close the document cover after using the document glass.

The document glass automatically detects standard size documents.

Reference

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the System Administration
mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service Settings" > "Other Settings” > "Paper Size
Settings" in the Administrator Guide.

/\CAUTION

Do not apply excessive force to hold thick document on the document glass. It
may break the glass and cause injuries.

71 Open the document cover.

Important
* Ensure that the touch screen is active, and then load a document. Otherwise, the machine may not properly
detect the document size.

2 Load the document face down, and align it against the top left corner of the document
glass.

Note
* When you load a A5, B5 or A4 document on the document glass in portrait orientation, the scanned image is
transmitted with 180 degrees rotated.

3 Close the document cover.

Note
* When astandard size document is loaded on the document glass, the size of the document is displayed in the
message field.
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Step 2 Selecting Features

The following two services are available to send faxes.

B Simple Fax

Allows you to only select basic features to send faxes.

B Fax/Internet Fax

190

Allows you to make detailed settings to send faxes.
The following procedure uses [Fax/Internet Fax] to describe how to select features.

You can select the Fax or Internet Fax service, or the Server Fax service on the Services
Home screen.

Reference
* Forinformation on the Simple Fax service, refer to "Simple Fax" (P.219).

Important
* The Fax and Internet Fax services are not available while the Server Fax service is enabled.

Note
* The features to be displayed on the screen depend on your machine configuration.

* When the Authentication or Accounting feature is enabled, a user ID and passcode may be required. Ask your

system administrator for the user ID and passcode.

1 Press the <Services Home> button.

2 Select [Fax/Internet Fax].

Fax/ Internet Fax

Store to Folder Send from Folder

[ w2 |

3 If the previous settings still remain, press the <Clear All> button.
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4 Select each tab, and select a feature as necessary.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

| Fanx

‘v“’ Recipient[ [ H
LN J

|| showFaxNo. /Emait Address

| = Address
| [ sookc.
(g Redial | [ g |
| @ List... I =
DPreview

Darken Lighten - — -
. " [ 2Sided [ [ = original Type | | [ @ Resolution | |
[ Wm] e 0 Scorming | N a
L ) 1 Sided ) (Text | standard 200x.. | |

Reference

* When you press the <Power Saver> button while configuring the features, you can select whether to enable the 2 Sided (Skip Blank
Pages) feature. For more information on [2 Sided (Skip Blank Pages)], refer to "2 Sided (Skip Blank Pages)" (P.244).

The following shows the reference section for each tab.

Reference
* "Fax/Internet Fax" (P.224)

* "Layout Adjustment” (P.246)
* "Fax/Internet Fax Options" (P.254)
* "More Options" (P.278)

Step 3 Specifying Destinations

Three methods are available to specify recipients: by phone number, by address number,
and by group dial number. The following shows input methods supported by each method.

Numeric Keypad One-Touch buttons | Address Book
Phone Number 0] X X
Address Number 4 digits (0001 to 2 digits (1 to 70) or (1 to | Fromthelist tab
(Speed Dialing) 2000) 60)* and index
3 digits + *
(nnn0 to nnn9)
2 digits + *
(nn00 to Nn99)
Group Dial Number # + 2 digits X 0]
O : Available

X: Not available

* :There are two ways in which address numbers and stored programs are assigned to the one-touch buttons. Select either of the
following:

[Type 1]

The buttons 1 to 70 are used for address numbers and they correspond to the registered
address numbers 0001 to 0070, while the buttons MO1 and MO2 are used for stored
programs and they correspond to the registered stored programs 1 and 2.

[Type 2]

The buttons 1 to 60 are used for address numbers and they correspond to the registered
address numbers 0001 to 0060, while the buttons 61 to 70, MO1, and M02 are used for
stored programs and they correspond to the registered stored programs 1 to 12.
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* :By default, [Type 1] is selected. For information on how to change the settings registered to the one-touch buttons, refer to
"Tools" > "Common Service Settings” > "Screen/Button Settings" in the Administrator Guide.

Important
* When using the Server Fax service, you cannot specify address numbers using the numeric keypad or use one-
touch buttons.
You can specify multiple recipients (Broadcast Send) using the above methods. You can
also use a combination of the methods.

If the same recipient was specified for several pending documents, you can send the
documents with a single phone call. This feature is called Batch Send. Note that you cannot
use Batch Send with Broadcast Send, Relay Broadcast, Remote Folder, and Delay Start
when prior to the specified time. When using a redial, resend, or delayed start send
transmission job, or authentication feature, to send to the same address from different
users, then Batch Send is not possible.

Important
¢ Confirm recipients before sending a fax.

Reference
* Forinformation on Broadcast Send, refer to "Broadcast Send (Transmitting to Multiple Recipients)" (P.285).

* To specify aline to send a fax when the Additional G3 Port Kit 3 (optional) is installed, refer to "Specifying a
Line (Port)" (P.238).

The following describes how to enter a phone number with the numeric keypad as an
example.

1 Enter a fax number using the numeric keypad.

2 To specify multiple recipients, select [+ Add] on the touch screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[ Fax ‘v“ Recipient[d001]:0123456789 [{pmdd ]H
L L) | )

|| showFaxNo. /Emait Address
|

| = Address
| [ sookc.
(g Redial | [ g |
| @ List... I =
DPreview

Darken Lighten - — -
: " [ 2 Sided || [ = originalType | | [[@ Resolution | |
[ Wm] ) |0 Scanning | N a
L ) 1 Sided ) (Text | standard 200x.. | |

Note
* Select [Reconfirm Recipients] in the message field to check the entered value. You can hide [Reconfirm
Recipients] to show the remaining memory capacity. For more information, refer to "Tools" > "Common
Service Settings” > "Screen/Button Settings” > "Reconfirm Fax/Internet Fax Button" in the Administrator
Guide.

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

* Depending on the settings, a screen to re-enter the recipient may be displayed after you specify the recipient
and then select [+ Add]. In such case, re-enter the recipient.

* You can combine the fax numbers registered in the one-touch buttons, speed dial, and the Address Book
respectively and the numbers entered using the numeric keypad to specify as one recipient. This is called
Chain Dial. Select [+ Add] when you finish combining. You can set whether the chain dial is used or not in the
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System Administration mode. For more information, refer to "Tools" > "Fax Service Settings” > "Fax Control" >
"Chain Dial" in the Administrator Guide.

* When the [Preview] checkbox is checked, you can preview the read images while reading. For more
information, refer to "Previewing the Read Images during a Fax Job" (P.197).

Reference

* Forinformation on how to specify a fax number using the Address Book, refer to "Specifying a Destination Using the Address Book"
(P.225).

* For information on how to specify a fax number using the speed dialing, refer to "Speed Dialing (Specifying a
Destination Using an Address Number)" (P.232).

* Forinformation on how to specify a fax number using one-touch-buttons, refer to "Specifying a Destination
Using a One-Touch Button” (P.236).

* Forinformation on the Internet Fax, refer to "About Internet Fax" (P.202).

* Forinformation on the IP Fax (SIP), refer to "Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax/IP Fax
(SIP))" (P.224).

Step 4 Starting the Fax Job

The following describes how to start a fax job.

1 Press the <Start> button.

Important
¢ If the document has been loaded in the document feeder, do not hold down the document while it is being
conveyed.

* Fax cannot be sent if a copy protection code is detected.

Note
* Depending on the settings, the screen to re-enter the recipient may be displayed after pressing the <Start>
button. In this case, re-enter the recipient.

* If a problem occurs, an error message appears on the touch screen. Solve the problem according to the
message.
BIf you have more documents

If you have more documents to fax, select [Next Original] on the touch screen while the
current document is being scanned. This allows you to send the documents as one set of
data.
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2 While documents are being scanned, select [Next Original].

@ Store Fax File 01381 [@ Close ]

B :0451234567

Job Type: Send Fax ‘ S ‘
T | E Next Original |

Standard (200 x 100 dpi) E

Note
* When using the document feeder, load the next document after the machine has finished scanning the first
document.

* You can change the scan settings of the next document by selecting [Resolution], [Original Size], and
[Lighten/Darken] that are displayed after selecting [Next Original].

* When this screen or the preview screen is displayed and the time of [Auto Clear] lapsed without any
operation, you can set whether or not to continue the job. For more information, refer to "Tools" > "Common
Service Settings” > "Other Settings” > "Paused Job Handling" in the Administrator Guide.

Reference
® For more information on Auto Clear, refer to "Tools" > "Common Service Settings" > "Machine Clock/Timers" > "Auto Clear" in the
Administrator Guide.

3 Load the next document.

4 Press the <Start> button.
If you have more documents, repeat steps 3 and 4.

5 When all documents have been scanned, select [Send (Last Original)].

@ Store Fax File 01381 [ x ]

B :0451234567

[ @@ Delete
Job Type: Send Fax b 4

_ (s —
Pages:
ages o 5 Ctorgna)

E Next Original

[ start |
=

Standard (200 x 100 dpi)
A4a

(1g) Preview... | [ Change
( @ | | Settings...

Step 5 Confirming the Fax Job in Job Status

The following describes how to confirm the status of a fax job.
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1 Press the <Job Status> button.

2 Confirm the job status.

Note
* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

* From the drop-down menu, you can select [Scan, Fax, & Internet Fax Jobs] and display the desired job.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs

- All Jobs

L) All obs rminal Status Progress
e I
(=) printer &Print from Folder Jobs 7 Gl e 66] o

£ scan, Fax, & Internet Fax Jobs

[ 3 Job Flow &File Transfer Jobs

02222 -Copy 11x22mm:3% User Action 55/66

|
02222-Copy 11x22mm:3% Copying 55/66| v

If undelivered faxes exist

You can confirm undelivered faxes on the [Job Status] screen or in an Activity Report.

Reference

* Forinformation on how to resend or delete undelivered faxes, refer to "Job Status" (P.479).
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Operations during Faxing

This section describes the available operations during faxing.

Stopping the Fax Job

To cancel scanning a fax document, use the following procedure.

T Press either the <Stop> button on the control panel or [Delete] on the touch screen.

mStore Fax File 01381 [@ Close ]
= 0451234567
(@ Delet
Job Type: Send Fax ===
Pages: = Send
L= 0 i B, (Last Original)
| E Next Original |
Standard (200 x 100 dpi) =
by
Q
x
m Store Fax File 01381 [ x
= 0451234567
(@ Delet
Job Type: Send Fax ===
- | Send |
Pages:
g0 10 |52 (Last origina) |
Standard (200 x 100 dpi) [ ] start |
A4a =
| Preview... | | Change
| Q | | & settings...

BIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

2 Select the job to cancel.

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs

[ B All Jobs |

e
File/ Job Type Remote Terminal Status Progress
00103 -Send Fox 0123456789 Send Wait 01 l s
03344-Send Fox 012-345-6788 Send Wait 01 ]
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3 Select [Delete].

[ ]store Fax File 01381 [@ Close
B 0451234567
[g@ Delete
Job Type: Send Fax > S
Paaos Send
L= 0 (Last Original)
| @ Next Original |
Standard (200 x 100 dpi) =
@ Store Fax File 01381 [ x
B 0451234567
[ Delet
Job Type: Send Fax > S

[ B Send |
( (Last Original) |

E Next Original

[ start |
=

Pages: 10 iz
-é
=

Standard (200 x 100 dpi) =

Ada
| @ Preview...

| (.2 change
| | & settings...

Previewing the Read Images during a Fax Job

Before sending a fax, you can preview the read images while reading the document.

Note
* A previewed image cannot be rotated.

* When [Pages per Side] is [On], the document cannot be previewed. For the Pages per Side feature, refer to
"Pages per Side (Combining Multiple Pages into One Sheet)" (P.266).

1 When a document starts to be read with [Preview] is checked on the [Simple Fax] or [Fax/
Internet Fax] screen, the screen below is displayed. After the document is read, select
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[Preview]. A preview screen is displayed and the first page of the lastly read document is
document.

{@ Close

Ew
4 |Store Fax

B :0451234567

Delete
Job Type: Send Fax b 4

P - Send
ke 10 (Last Original)
Standard (200 % 100 dpi)
Ada
[ Prevew. Change
Settings...

* Tosend a job, select [Send (Last Original)] or select [Send] on the preview screen. Selecting [Start] does not
send the current job.

* When [Store for Free Polling] or [Store for Secure Polling] is selected, [Save (Last Original)] is displayed instead
of [Send (Last Original)].

* Depending on the setting of Skip Blank Pages, [Preview] cannot be selected and the first page of the last read
document is not displayed. For Skip Blank Pages, refer to "Tools" > "Fax Service Settings” > "Fax Control" >
"Skip Blank Pages" in the Administrator Guide.

* When this screen or the preview screen is displayed and the time of [Auto Clear] lapsed without any
operation, you can set whether or not to continue the job. For more information, refer to "Tools" > "Common
Service Settings” > "Other Settings” > "Paused Job Handling" in the Administrator Guide.

Reference
* For more information on Auto Clear, refer to "Tools" > "Common Service Settings" > "Machine Clock/Timers" > "Auto Clear" in the
Administrator Guide.

2 Select any option.

< Close

&8 concel

Sender Header:
on

1

] (Thumbnail view)
A previewed image is displayed in a thumbnail view.

= [Game )

&8 concel

In the thumbnail view, the following operations are available:

* Drag or flick the preview area up and down to switch pages.
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* Tap a thumbnail to move to the entire view.

Note
* For information on how to drag or flick, refer to "Touch Screen” (P.74).

[ (Entire view)

An entire previewed image is displayed.

* When the page switching buttons are displayed

I
[éclose ]

In the entire view, the following operations are available:
* Drag or flick the preview area side to side to switch pages.
* Double-tap the previewed image to move to the enlarged view.

* Tap the preview area to switch whether to display the page switching buttons or
thumbnail bar.

* Tap the previous or next page displayed on the preview area to display the tapped page
on the center of the screen.

* Drag the thumbnail bar side to side to scroll thumbnails. Tap the desired thumbnail to be
displayed.
[ (Enlarged view)
A previewed image is enlarged or reduced.

* When the slider is displayed

I—
< Close
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* When the thumbnailed bar is displayed

ElElG e

[ |
Cancel |
(e |

In the enlarged view, the following operations are available:

* Drag or flick the enlarged image side to side or up and down to move the position to be
displayed.

* Double-tap the previewed image to change the ratio of the image size.
* Tap the preview area to switch whether to display the slider or thumbnail bar.
* Drag the slider to change the ratio of the image size.
* Drag the thumbnail bar side to side to scroll thumbnails. Tap the desired thumbnail to be
displayed.
B Cancel

Cancels the current job.

H Send

Sends the current job.

Note
* Closing a preview screen by selecting [Close] returns to step1. Selecting [Send (Last Original)] in the screen

sends a job.

* When [Store for Free Polling] or [Store for Secure Polling] is selected, [Save] is displayed. Selecting [Save] or
selecting [Save (Last Original)] in step1, the current job is stored to the public folder or private folder on the

machine.

Changing the Scan Settings

You can change the scan settings while scanning a document.

T Select [Next Original].

E\Store Fax File 01381 "[@Close ]

B :0451234567

Delet:
‘x elete ’

Job Type: Send Fax

e = Send
=

E Next Original
( J

L

Standard (200 x 100 dpi)

200



Operations during Faxing

2 Select [Change Settings].

m Store Fax File 01381 [ x
B 10451234567
[ Delete
Job Type: Send Fax b4
: [ send l

Pages:

E - |5 (Last Original) |

E Next Original
Standard (200 x 100 dpi) [ start |
Aia E
(g Preview... | [5,» Change

3 Set [Resolution], [Original Size], and [Lighten/Darken].

% Change Settings [x Cancel ][0 Save ]
Resolution Original Size Darken Lighten
— o
[ = standard | [ Auto Detect || < > |
| (200x 100 dpi) | — L
[ @ Fine (200 dpi) A3a
| |
[ /@] superfine [ [naa
| EmS (400 dpi) i |
@ superfine (s ‘
(600 dpi) | |
[ More.. ‘
-

Reference
* For each setting, refer to "Resolution (Specifying the Scanning Resolution)" (P.245), "Original Size (Specifying the Scan Size for the
Original)" (P.247), "Lighten/Darken (Adjusting Fax Density)" (P.242).

4  Select [Save].

5 Press the <Start> button.
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About Internet Fax

Unlike general fax communications using public phone lines, Internet Fax uses corporate
intranets and the Internet to send or receive scanned documents as e-mail attachments.

Because Internet Fax uses existing corporate intranets and the Internet, the transmission is
less expensive than general fax transmission.

Note
* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

* To use Internet Fax, various settings are required to display [Internet Fax] from the drop-down menu on the
[Fax/Internet Fax] screen. For more information, consult your system administrator.

¢ Internet Fax does not support color documents. If the machine receives color documents for Internet Fax
(Profile: TIFF-C), the documents are converted to black-and-white documents and printed. To send and
receive color documents, use the E-mail service.

Reference

* Forinformation on how to connect the machine to a network and how to set the network environment, refer to "Tools" >
"Connectivity & Network Setup” in the Administrator Guide, and the manual included in the Media (Software/Product Manual).

Internet Fax Features

The following describes the Internet Fax features of the machine.

Sending Internet Fax

The Internet Fax service allows you to send documents scanned by the machine as TIFF-
format attachments to Internet Fax-compatible machines.

Important
* The TIFF file profiles that can be processed differ depending on the Internet Fax-compatible machine of the
recipient. Confirm the profile that can be processed by the recipient’s Internet Fax-compatible machine
before specifying a profile. For more information, refer to "Sending Internet Fax" (P.204). For information on
profiles, refer to "Internet Fax Profile (Specifying Internet Fax Profiles)" (P.275).

* If adocument is sent to a computer using the Internet Fax service, it cannot be opened in some cases. When
you send a document to a computer, use the E-mail service.

B Using Direct Internet Fax feature

You can send an Internet fax directly to the Internet Fax-compatible machines without
going through the SMTP server.

Note
* You can switch between Internet Fax and Direct Internet Fax in the System Administration mode. These two
features cannot be enabled simultaneously. For information on how to switch them, refer to "Tools" > "Fax
Service Settings” > "Internet Fax Control” > "Internet Fax Path” in the Administrator Guide.

M Registering e-mail addresses in address numbers
Once you register a recipient’s e-mail address in an address number, you do not need to

enter the e-mail address each time you send Internet Fax to the recipient.

Note
* To address numbers, you can also register the Internet Fax profile and other settings required for
transmission.

Reference
* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.
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B Using the Broadcast Send feature

You can send an Internet fax to multiple destinations by specifying multiple e-mail
addresses. Also, you can mix regular fax recipients and Internet Fax recipients to send a
broadcast transmission for fax and Internet Fax.

Note

* Up to three broadcast transmissions can be performed. The subsequent jobs will be sent in the sequential
order after the former jobs are finished.

Reference

* Forinformation on how to specify recipients, refer to "Step 3 Specifying Destinations" (P.191) and "Specifying a Destination Using
the Address Book" (P.225).

B Forwarding files stored in folders

By enabling the forwarding feature and registering a forwarding e-mail address for a folder
in advance, the faxes stored in the folder are automatically forwarded to the specified
computer, as e-mail attachments. The user, therefore, does not need to walk up to the
machine to pick up the faxes.

Reference

* For more information, refer to "Forwarding Files Stored in a Folder” (P.209).

B Sending Internet Fax to regular fax machines via a relay station

By specifying e-mail addresses in a specific format, you can send faxes from the machine
on the network via an Internet Fax-compatible machine (fax gateway) to fax machines
that do not support the Internet Fax service.

Important
* This feature is available only when the e-mail reception method on the fax gateway is set to SMTP.

Reference

* Forinformation on the fax gateway feature, refer to "Sending Internet Fax to regular fax machines via a relay station” (P.208).

H Precautions when sending Internet Fax

The message "Files Sent” displayed on the [Job Status] screen of the machine, the Job
History Report, and a Transmission Report indicates that the transmission to the SMTP
server configured on the machine has been successful. The Internet Fax transmission to the
recipient may not complete if there is a problem on the Internet. In such case, the machine
will not be notified of such transmission error. After sending an important e-mail, we
suggest that you confirm it is received, such as by calling the recipient.

Reference

* You can receive an e-mail of the transmission result if you set Read Receipts and Delivery Receipt when transmitting. For more
information, refer to "Acknowledgement Report (Confirming Transmission Results)" (P.254).

Receiving Internet Fax (Printing Internet Fax)

The machine automatically prints Internet Fax documents that are sent by e-mail from an
Internet Fax-compatible machine.

Note
* The following TIFF file formats and profiles are available for e-mail reception.

File format: TIFF-FX (RFC2301) Profile: TIFF-S, TIFF-F, TIFF-J, and TIFF-C. If an unsupported profile is received,
the machine may not be able to print the file. For more information, refer to "Receiving Internet Fax" (P.206).
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Restrictions on the E-mail Server

Depending on the system environment, such as restrictions on the e-mail server, large-size
e-mails cannot be sent or received. Before you set the data-split feature, therefore, check
the system environments of the sending and receiving ends.

If data is split into multiple data but each data size is still too large, change the image
quality or resolution of each data to make its size even smaller.

Features Unavailable for Sending Internet Fax

The following features are available for regular fax transmission, but are not available for
Internet Fax transmission.

* Starting Rate

* Priority Send

* Delay Start

* Cover Page

* Recipient Print Sets
* F Code

* Remote Folder

* Remote Polling

* Manual Send

* Relay Broadcast

* Sorting received faxes by folder (Folder Selector)

* Direct Fax

Reference

* If you are using the fax gateway feature, you can set Starting Rate and F Code. For more information on the fax gateway feature,
refer to "Sending Internet Fax to reqular fax machines via a relay station” (P.208).

Sending Internet Fax
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The following describes how to send Internet Fax.

Important
* The Cc, Bcc, and Reply To features are not available for Internet Fax.

Note
* The machine converts documents to the TIFF format and then sends them as e-mail attachments.

Select [Internet Fax].

Fax/ Inter- Layout Fax/ Intemet | More Options
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2  Select the keyboard button.

Feoc/ Internet More Options
Fax Options

® Fax/ Inter- Layout
net Fax

| Internet \v“ Recipi X ‘
ecipient] ]:
|| Fax il pient[ ]
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| 5 Address —
| I 5ok

g Redial =
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Preview
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3 Specify a recipient with up to 128 characters using the keyboard displayed on the touch

screen.
Z2 Recipient List g [<7 Close ]
| Internet Fax: <

| —

[ Delete Text |
K ‘

EnDonnoanons

Shift z X cHt] v b n | m e

(

More Characters

Important
* If you specify a fax number, the data will not be sent.

* To specify an e-mail address for Direct Internet Fax, use the following format:
* When specifying a host name, enter FQDN to the right of the @ symbol.
Example: local-part@device.domain.com

* When specifying an IP address, enter the IP address with brackets ("[", "]") to the right of the @ symbol.
Example: local-part@[192.0.2.1]

Note
* You can use address numbers, one-touch buttons, group dial numbers, or the Address Book to specify e-mail
addresses. For more information, refer to "Speed Dialing (Specifying a Destination Using an Address
Number)" (P.232), "Specifying a Destination Using a One-Touch Button” (P.236), and "Specifying a
Destination Using the Address Book” (P.225).
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4 Enter a subject and message if necessary.

Reference
* Forinformation on how to enter the subject, refer to "Internet Fax Subject (Specifying the Internet Fax Subject)” (P.263). For
information on how to enter the message, refer to "Internet Fax Message (Editing the Internet Fax Mail Contents)" (P.263).

Important
* If the hard disk capacity of the machine becomes full during scanning of a document, a screen appears to

prompt you to select whether to send the job up to the stored pages or to cancel the job. Select one of the
processes.

Note
* If the hard disk capacity of the machine becomes full during Internet Fax transmission, the transmission is

canceled and the document data is deleted.

* If TIFF-Jis specified for the profile, the recipient's computer may not be able to display the attached TIFF file
properly. In this case, specify the TIFF-S or TIFF-F profile.

¢ If the Internet Fax-compatible machine of arecipient is not the same model as this machine, it may not print
data received from this machine. Confirm the Internet Fax features supported by the destination machine
before sending data to it.

* When specifying an address from the Address Book for Internet Fax / IP Fax (SIP), make sure that the address
does not contain a prohibited domain name. If it does, it cannot be used.

Receiving Internet Fax

B Reception method
When the machine receives e-mail from an Internet Fax-compatible machine, the received
document is printed automatically.

The machine also accepts e-mails addressed to folders on the machine, such as
"BOX123@myhost.example.com”.

Reference
* Forinformation on folders, refer to “Tools" > "Setup” > "Create Folder" in the Administrator Guide. For information on job flow
sheets, refer to "Tools" > "Setup” > "Create Job Flow Sheet" in the Administrator Guide.

Note

* If domains for receiving e-mail are restricted by CentreWare Internet Services, you will only receive Internet
Fax from the permitted domains. For information on the domain filtering, refer to "Tools" > "Connectivity &
Network Setup” > "Other Settings" > "Domain Filtering” in the Administrator Guide.

* You can confirm the domain setting status in a Domain Filter List. For information on the Domain Filter List,
refer to "Machine Status” > "Machine Information” > "Print Reports" in the Administrator Guide.

M Printing size
Internet Fax documents received on the machine are printed at the same size as the
original documents of the senders.

Note
* When [TIFF-S]is selected for the profile, the printing size will be A4.

When the loaded paper is not the same size as the sent document or when the paper tray
used for printing received documents is restricted, the receiving process will be the same as

that for regular faxes.

B Receiving e-mail
Each e-mail header and attachment (TIFF file) of received e-mail will be printed.
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# Split documents sent by e-mail

If a document scanned by the machine is split into segments according to the [Maximum
Number of Pages per Split Send] setting made with CentreWare Internet Services, each
segment will be treated as individual e-mail and attached with the details of split data.

& Attachments (TIFF format)

If an unsupported attachment file is received, the file is deleted. You can confirm the error
in a Job History Report.

4 When the folder number is not registered

If the specified folder is not registered, the received data is deleted. You can confirm the
cause of the problem in a Job History Report.

@ Folder operations

If the hard disk space of the machine is insufficient while printing e-mail or storing e-mail to
the folder, the page being processed will be deleted at the point in time when the machine
runs out of hard disk space.

M Restricting incoming e-mail

The machine can be configured to accept or reject e-mails received from specified domains.
This feature is called "Domain Filtering”. You can register up to 50 domains as permitted or
rejected domains.

When receiving an e-mail, the machine checks the Domain Filtering settings. If the domain
is registered as a rejected domain, or if the domain is not registered as an accepted domain,
the machine will not receive the e-mail. You can confirm the result in the Job History Report.
The job history of any rejected e-mail is not stored.

Reference

* Forinformation on the Domain Filtering, refer to "Tools" > "Connectivity & Network Setup” > "Other Settings" > "Domain Filtering”
in the Administrator Guide.

Useful Features

Using an E-mail Address to Send Internet Fax to a Folder

By specifying the e-mail address of a folder on this machine, you can send Internet Fax
from an Internet Fax-compatible machine to the folder.

When Internet Fax data is received, the machine stores it in the target folder and prints a
Folder Report.

Reference

* This feature is available only when the recipient’s machine can receive e-mail via SMTP. To use this feature, the recipient’s machine
must have a folder that does not have a passcode. For information on how to create a folder, refer to "Tools" > "Setup” > "Create
Folder” in the Administrator Guide.

1 Select [Internet Fax].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options
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2 Select any option.

3 Enter the e-mail address of the target folder in the following format:

BOX123 @myhost. example.com

— }

BOX (fixed characters to @ + host name of the Domain name of the

indicate folder) + folder receiving machine receiving machine
number
Example: Folder number: 123

(Enter the digits of the folder number to match those of the recipient)
Host name of the receiving machine: myhost
Domain name of the receiving machine: example.com

Important
¢ If the hard disk capacity of the machine becomes full during Internet Fax transmission, the transmission is

canceled and the document data is deleted.

Note

* If the hard disk capacity of the machine becomes full during scanning of a document, a screen appears to
prompt you to select whether to send the job up to the stored pages or to cancel the job. Select one of the

processes.

Sending Internet Fax to regular fax machines via a relay station
By specifying e-mail addresses in a specific format, you can send a document to regular fax
machines (that do not support the Internet Fax service) via a network.
This feature enables the machine to first send a document to an Internet Fax-compatible
machine (fax gateway) by e-mail via the Internet. The e-mail document is then converted
to a fax document on the Internet Fax-compatible machine, and is forwarded to its
destinations. If you locate the fax gateway and regular fax machines within an area where
the same local rate applies, the fax transmission costs can be reduced.

Important
* This feature is available only when the fax gateway can receive e-mail via SMTP.

Note
* The e-mail received by the fax gateway is deleted even if the fax was not correctly sent.

* The setting specified in [Starting Rate] on the [Fax/Internet Fax Options] screen is used as the
communication mode from the fax gateway to the destination fax machine.

* You can restrict fax forwarding in [Fax Transfer from Address Book] and [Fax Transfer Maximum Data Size] in

the System Administration mode.

1 Select [Internet Fax].

2 Select any option.
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3 Enter the e-mail address of the receiving machine in the following format:

FAX= 0312345678 /T335=123 @myhost. example.com

S T T T

FAX= Fax number of /T33S= (fixed @ + host name of Domain name
(fixed the recipient characters) and F the machine that
characters) code (if necessary) converts and sends
the received e-mail
as a fax.
Example: Fax number: 0312345678
F code (if necessary): /T33S=123

Host name of the receiving machine: myhost
Domain name of the receiving machine: example.com

Important
* If the hard disk capacity of the machine becomes full during Internet Fax transmission, the transmission is
canceled and the document data is deleted.

Note
¢ If the hard disk capacity of the machine becomes full during scanning of a document, a screen appears to

prompt you to select whether to send the job up to the stored pages or to cancel the job. Select one of the
processes.

Forwarding Files Stored in a Folder

You can automatically forward faxes stored in a folder, as e-mail attachments.

Faxes sent to folders using the fax signal method (proprietary communication procedures),
F Code method, or DTMF method, and faxes stored in folders by the Folder Selector feature
can be forwarded as e-mail attachments.

Important
* This feature is available only when the mail receiving protocol is SMTP.

Reference

* Forinformation on how to forward files in a folder, send files to a folder, use the Folder Selector to receive files in a folder, and print
or delete files received in a folder, refer to "Checking/Operating Files in a Folder" (P.417).

* Forinformation on how to set the Folder Selector feature, refer to "Tools" > "Fax Service Settings" > "Fax
Received Options” in the Administrator Guide.

B Forwarding Internet Fax

The machine can automatically forward faxes received in a folder or faxes stored in a folder
by using the Folder Selector feature to the forwarding address specified for the folder as e-
mail.

With this forwarding feature, you can receive Internet Fax documents on your computer
without having to walk up to the machine to pick them up. You can also save paper by
displaying the documents on your computer screen.

B How to forward Internet Fax
The following operations are required for using the forwarding feature of Internet Fax.
* On the machine sending a fax

Sending faxes to the folder using the fax signal method (proprietary communication
procedure), F Code method, or DTMF method.

Reference

* Forinformation on the transmission method, refer to "More Options" (P.278).
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* On the machine receiving the fax in a folder and forwarding an Internet fax

Creating a job flow sheet to specify a forwarding address and then making a link
between the job flow sheet and the folder.

Reference
* Forinformation on how to create a job flow, refer to "Tools" > "Setup” > "Create Job Flow Sheet" in the Administrator Guide.

Important
* Do not set the address of the machine as the forwarding address.

Note
* You can register up to 100 forwarding addresses.
* [Folder Number] and [Passcode] are required by the sender. Inform the sender of the settings.

* If the fax you received is a JBIG-compressed image, and if the Internet Fax profile of the forwarding
destination is set to TIFF-F, the image is converted into MH format when forwarding. Also, if the Internet Fax
profile is TIFF-S, the fax image is forwarded as is without changing the size and resolution settings.

¢ If the hard disk capacity in the machine becomes full while the machine is receiving an Internet fax, the
reception is canceled and the partly received file is deleted.

* If there is a problem with the data during Internet Fax forwarding, the forwarding is canceled and the
received file is stored in the folder.

¢ If forwarding using SMTP fails, the received file is stored in the folder.

You can confirm the forwarding result in a Job History Report.
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About IP Fax (SIP)

IP Fax (SIP) refers to the process of sending and receiving faxes using an IP Network in a
corporate intranets.

The process is compliant with the T.38, an ITU recommendation. Because IP Fax (SIP) uses
existing corporate intranets, the transmission is less expensive than G3 fax transmission
using public telephone network.

Note
® The communication between IP Fax (SIP) devices is available for our compatible machines in a corporate
intranet. For information on the compatible machines, contact our Customer Support Center.

Headquarter Branch A
Bl 1P Fax (SIP)
machine
z — 1P Fax (SIP)
L machine
Intranet (1) (2)
Branch B
Fax communication Public Vendor
between terminals (T.38) @ @ telephone
network
= SIP server >
g VoIP gateway G3 fax

machine

IP Fax (SIP) can be configured with SIP server and VoIP Gateway. The functions of the
devices are as follows:

H SIP Server

Using a SIP Server, IP Fax designation can be designated by SIP user name and telephone
number,

Main features of a SIP server are:

* Receives address information of the machine in the IP network, and registers the address
in the database (register server).

* Relays request and response from the SIP client (proxy server).

B VoIP Gateway

VoIP gateway allows the machine to relay fax communications between the IP network
and the public telephone network. A VoIP gateway is required for communicating with a G3
Fax device.

Note
* Cisco MCS 7800 series (Cisco Unified Communications Manager 6.0/6.1/7.1/8.0 is installed) is validated as a
SIP server available for the machine.

* Cisco ISR 2800 series (Cisco I0S 12.4 is installed) is validated as a VoIP gateway available for the machine.

* For more information on configuration of SIP server and VoIP gateway, contact our Customer Support
Center.

* The communication mode supported by IP Fax (SIP) is G3.
IP Fax (SIP) can be used in the following four connection configurations:

Method to input IP Fax destination differs depending on the connection configuration.
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B IP Fax (SIP) Device Only

IP Fax (SIP) devices communicate with each other directly, using IP network (Intranet).

The SIP device address of the communication target shall be designated as an IP Fax (SIP)
between the IP Fax (SIP) devices. For example, 1111@192.0.2.1 (address of the SIP device).

B SIP Server Installed

IP Fax (SIP) devices communicate via a SIP server, using an IP network (Intranet).

Since SIP server utilizes address translation, IP Fax (SIP) can be sent to IP Fax (SIP) devices
by a designated SIP user name or telephone number. For example, 1111 (SIP user name) or
0312345678 (telephone number).

H VoIP Gateway Installed

In addition to direct communication between IP Fax (SIP) devices in an IP network
(Intranet), communication with a G3 Fax device, which does not have IP Fax (SIP) feature,

is possible using a VoIP gateway.
IP Fax (SIP) can be sent in the following two methods:

* For IP Fax (SIP) device, designate the SIP device address of the communication target.
For example, 1111@192.0.2.1 (SIP device address).

* For G3 Fax device, designate the telephone number. For example, 0312345678
(telephone number).

B SIP Server and VoIP Gateway Installed

In addition to the communication between an IP Fax (SIP) device using a SIP server in an
IP network (Intranet), communication with a G3 Fax device, which does not have a IP Fax

(SIP) features, is possible using a VoIP gateway.

Since SIP server utilizes address translation, an IP Fax (SIP) can be sent to an IP Fax (SIP)
device by designating the SIP user name or telephone number.

For G3 Fax device, IP Fax can be sent by designating telephone number.

For example, 1111 (SIP user name) or 0312345678 (telephone number).

IP Fax (SIP) Features

The following describes the IP Fax (SIP) features.

Operations similar to operating regular fax

By selecting [IP Fax (SIP)] and entering address in the appropriate form, you can send and
receive fax documents in a manner similar to operating regular fax.

Also, you can use most features available for regular fax such as redial feature, remote
folder, and others.

Reference
* For other available features, refer to "Feature Comparison with Regular Fax" (P.214).

* For operations of fax documents received by using the Remote Folder, refer to "Fax/Internet Fax" (P.224).

Reduction of telecommunication fee
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Within an intranet, communication between IP Fax (SIP) devices requires no
telecommunication fee. For this reason, IP Fax (SIP) is suitable for sending and receiving
fax documents between head office and branches in an intranet.

By using a VoIP gateway, you can reduce the telecommunication cost for sending fax
documents to the outside of the intranet.
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Communication with regular fax machines

When a VoIP gateway is installed and configured for IP Fax (SIP), you can have fax
communication with G3 fax machines connected to the public telephone network.

Note

* For the configuration of a VoIP gateway, check with your network administrator.

® The Starting Rate supported in IP Fax (SIP) is G3.

Direct Fax

You can use the Direct Fax feature to fax documents created with your computer
applications directly in the same manner as printing.

Reference
* For the Direct Fax feature, refer to "Sending Fax" (P.521).
Forwarding feature registered in job flow sheet
By registering job flow, you can forward documents in stored folder or scanned documents
via IP Fax (SIP).
Registering in the Job Memory

By storing a setting you frequently use in IP Fax (SIP), you can call the setting with a single
button operation.
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Feature Comparison with Regular Fax

The feature comparison between the IP Fax (SIP) and the regular fax is as follows:

Features Regular IP Fax (SIP)
*1
fax IP Fax (SIP) | SIP server VoIP
only Gateway

Redial List 0] 0 0] 0]

Relay Broadcast 0 X X X2

Local Name 0 0] 0 X

Starting Rate 0] 0] 0] 0]

Priority Send 0] 0] 0] 0]

Delay Start 0] 0] 0] 0]

Cover Page 0] 0] 0] 0]

Recipient Print 0] 0] 0 X

?':' Sets

Remote Folder 0] 03 03 X2
F Code 0 0 0] 0

Remote Polling 0] 0 0 o™

On-hook 0 X X X

Manual Send 0 X X X

Manual Receive 0 X X X

Direct Fax (6] 0 0 0}

Folder Selector 0] 0’° 0°° o

by Telephone

Number / G3 ID

Folder Selector 0] 0 0 0

Setup

Output 0] 0] 0] 0]

Destination

Setup

O: Available X: Not available

*1 :Refers to G3 fax machines connected to the public telephone network.

*2 :Available for the Remote Folder and the Relay Broadcast using F code.

*3 :Available for the Remote Folder using fax signal method. Unavailable for DTMF method.

*4 :Available for the Remote Polling and the Store for Secure Polling. Unavailable for the On-hook.

*5 :When you use the IP Fax (SIP) service in a corporate intranet without making any contract with a telephone carrier, select
[On] for [Caller ID] under [Tools] > [Fax Service Settings] > [Fax Control] > [Added Service - SIP Line] to acquire the sender's
telephone number and select [On] for [Dial-In] under [Tools] > [Fax Service Settings] > [Fax Control] > [Added Service - SIP
Line] to acquire the local telephone number.

Note
* The buttons of some unavailable features are not displayed on the control panel.

Sending IP Fax (SIP)
The following describes the procedure of sending IP Fax (SIP).
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T Select [IP Fax (SIP)] from the options for fax type.

= Fuxllnter-l Layout l Fax/Intemet | More Options
net Fax Fax Options
’ B H‘ Recipient] 1: u
Fox Show Fax No. / E-mail Add
1 ow Fax No. -mai ress
|| TP Fax (SIP)
f
| Internet Fax
Preview
Darken Lighten - = - )
2 Sided | (= original Type | | Resolution
| < mmli - U Scarring B B I A
{ ) |1 Sided ) (Text | J |standard (200x.. | |

2 Configure features as necessary.

Reference

* For available features, refer to "Fax/Internet Fax" (P.224).

3 Specify a recipient.

Fax/ Inter- Layout Fax/Intemet | More Options.
net Fax Adjustment Fax Options
|BFex < || Recipient[d0011:0312345678 ”
£ 1)
|| show FaxNo./ E-mail Address
| |
=
L
[ Jpreview
Darken Lighten - : — T -
- 2 Sided | Original Type | | Resolution |
| < mHlin - [EScanning HEl = =
|1 Sided o) (Text | |standard (200x... | |
Example:

* Telephone number: 0312345678
® SIP user name: 1111

¢ SIP device address: 1111@192.0.2.1

Important

* The method to input IP Fax (SIP) destination differs depending on the fax type of a recipient or the
connection configuration. For these differences, refer to "About IP Fax (SIP)" (P.211).

* Check the recipient information before sending the fax.

Reference
* For the method to specify a recipient using keyboard, refer to "Entering Text" (P.77).
* For other methods to specify a recipient, refer to "Fax/Internet Fax” (P.224).

* For the broadcast sending, refer to "Broadcast” (P.285).
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4 Press the <Start> button.
Important
¢ If the document has been loaded in the document feeder, do not hold down the document while it is being

conveyed.
* Fax cannot be sent if a copy protection code is detected.

Note

* Depending on the settings, a screen to reenter the recipient may be displayed after you specify the recipient
In such case, re-enter the recipient.
* If a problem occurs, an error message appears on the touch screen. Solve the problem according to the

message.
Reference
* If afax cannot be sent, refer to "Problem Solving" > "Trouble during Faxing” in the Administrator Guide.
* For the method to cancel sending fax, refer to "Stopping the Fax Job" (P.196).

Receiving IP Fax (SIP)
Received fax documents are printed automatically in a manner similar to that of a reqular

fax.
Reference
* Forinformation on operations of the Remote Folder, refer to "Receiving Faxes” (P.295).

216



About Server Fax

About Server Fax

If your machine supports the Scan service, installing the Server Fax Kit (optional) allows you
to use the Fax service of a Server Fax server.

When your machine does not support the Fax service and supports the Server Fax service
only, the Server Fax service will be enabled automatically.

When your machine supports both the Fax and Server Fax services, manually switch to the
Server Fax service in the System Administration mode.

With this Server Fax service, you can transfer image data received by the machine to the
Server Fax server and can transfer image data received by the Server Fax server to the
machine via a network based on the settings you made.

The Server Fax service supports the SMB, FTP, and SMTP protocols.

Reference

* Forinformation on how to connect the machine to a network and how to set the network environment, refer to the Administrator
Guide, and the manual included in the Media (Software/Product Manual).

Important
* While the Server Fax service is enabled, the Fax service is detected as "not installed” even if the Fax Kit 3
(optional) is installed on the machine. During that time, therefore, fax transmission and reception are
disabled and printed reports show that the machine does not support the Fax service.

Note
® The Server Fax service cannot be used together with the Fax or Internet Fax service.

* This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

Sending Server Fax

71 Select [Fax] on the Services Home screen.

Send from Folder

L 12 |

2 Use the keyboard to directly enter a destination, or use the Address Book to specify a
destination.

Reference
* Forinformation on how to use the keyboard, refer to "Specifying a Destination Using the Keyboard Screen” (P.236).

* For information on how to use the Address Book, refer to "Specifying a Destination Using the Address Book"
(P.225).

Important
* When the Server Fax service is used for fax transmission, the attributes other than [Fax Number], [Name], and
[Index] are ignored in the Address Book.

Features Unavailable for Sending Server Fax

The following features are not available for server faxes.
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Fax

*

Resolution*

Priority Send

Cover Page
Recipient Print Sets
Remote Folder

F Code

Remote Polling
Store for Polling

On-hook

:When the SMB or FTP protocol is used, the available options are [Standard (200 x 100 dpi)] and [Fine (200 dpi)], and the
resolution of data that is sent to a final destination depends on the resolution setting on the fax server. When the SMTP protocol
is used, the available option is [Fine (200 dpi)] only.

You can specify the following settings of the Server Fax service under [Tools] > [System
Settings] > [Scan Service Settings] > [Scan Defaults]:

Background Suppression

* Lighten/Darken

* Sharpness

Features Available for Sending Server Fax (When SMTP is Used)

When the SMTP protocol is used, the Server Fax service is compliant with the E-mail settings
configured in the System Administration mode. The following E-mail settings, however, are
not available for the Server Fax service:
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Simple Fax

You can select [Fax/Internet Fax] or [Simple Fax] on the Services Home screen to set the
features for the Fax service.

This section describes the features you can select on the [Simple Fax] screen. [Simple Fax]
allows you to use only basic features to easily send faxes.
T Select [Simple Fax] on the Services Home screen.

Note
* [Simple Fax] is not displayed on the Services Home screen when the Server Fax service is enabled.

Store to Folder Send from Folder

L 12 |

2 Select a feature on the [Simple Fax] screen.

@ Simple Fax

Recipient

D Preview

@ Resolution

2 Sided
(] Scanning -
1 Sided

Original Type
9! yp

a a

Standard (200x... Text

Note
* For the Simple Fax service, you can only set [Resolution], [Original Type], and [2 Sided Scanning]. In addition,
when you use this service, [Mixed Size Originals] is set to [On], and [Transmission Header Text] is set to
[Display Header]. If you want to set the other options, use [Fax/Internet Fax] on the Services Home screen to
send faxes.

* You cannot switch between [Fax/Internet Fax] and [Simple Fax]. To switch one to another, you must return to
the Services Home screen. Once you return to the Services Home screen, the settings you have made in [Fax/
Internet Fax] or [Simple Fax] will be cleared.

Specifying a Destination Using the Numeric Keypad

Specify a destination using the numeric keypad.
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1 Enter a fax number using the numeric keypad.

@ Simple Fax

( Recipient

10123456789 |

D Preview

’ ‘@ Resolution ‘A} [ % Original Type ‘A‘ {Egcsul::ﬁ]g ‘A‘

Standard (200x.. | | Text || |1Sided e
Note

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

2 Press the <Start> button.

Speed Dialing (Specifying a Destination Using an Address Number)

You can use address numbers to specify recipients. Register the address numbers for speed

dialing in advance.
Reference

* When you specify address numbers, confirm that the corresponding fax numbers are correctly registered on the machine. For
information on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

Note
* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

* You can specify only fax recipients using address numbers for the Simple Fax service. The numbers registered
for the Internet Fax service IP Fax (SIP) cannot be specified.

T Press the <Speed Dial> button, and enter a 4-digit address number.

Note

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

2 Press the <Start> button.

3 Confirm the destination displayed on the touch screen, and then select [Yes].

Specifying a Destination Using a One-Touch Button
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You can use the one-touch buttons to specify recipients. One-touch buttons correspond to
the address numbers from 0001 to 0070, or 0001 to 0060. For example, when the number
you want to dial is registered to the address number 0001, press one-touch button <1>.

Reference
* Forinformation on how to register address numbers, refer to “Tools" > "Setup” > "Add Address Book Entry" in the Administrator

Guide.

Note
* There are two ways in which address numbers and stored programs are assigned to the one-touch buttons.
Select either of the following. By default, [Type 1] is selected.

* [Type 1]
The buttons 1 to 70 are used for address numbers and they correspond to the registered address numbers

0001 to 0070, while the buttons MO1 and M02 are used for stored programs and they correspond to the

registered stored programs 1 and 2.

* [Type 2]
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The buttons 1 to 60 are used for address numbers and they correspond to the registered address numbers
0001 to 0060, while the buttons 61 to 70, MO1, and MO2 are used for stored programs and they
correspond to the registered stored programs 1 to 12.

T Press a one-touch button. Confirm that the recipient (fax number) specified with the one
touch button is displayed on the touch screen.

Important

* The one-touch buttons have a sensor to detect which page of one-touch buttons (1 - 24, 25 - 48, 49 - M02) is
currently opened. Before pressing a one-touch button, turn over the one-touch panel completely, and take off
your hand from the panel. Do not press the button while you are turning over the panel.

* Do not place any objects near the one-touch buttons or spill any liquid over them.

Note
® Turn the one-touch panel over to press the one-touch buttons 25 and above.

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

2 Press the <Start> button.
3 Confirm the destination displayed on the touch screen, and then select [Yes].
Previewing the Read Images during a Simple Fax Job
Before sending a fax, you can preview the read images while reading the next document.

1 Check [Preview], set each item, and press the <Start> button.

@ Simple Fax

Recipient

D Preview

’ @ Resolution

— Original Type ‘ H 2 Sided ‘ ‘
{ Q a (] Scanning -
|Text | | |1Sided e

L
|

|Standard (200x...

Reference

* For more information, refer to "Previewing the Read Images during a Fax Job" (P.197).

2 Preview the scanned images while scanning the next document.

Resolution (Specifying the Scanning Resolution)

You can set the resolution for the documents to be scanned.

Note

* The machine scans a document at the specified resolution, but if the recipient's machine does not support
the resolution, the machine automatically changes the resolution to one supported by the recipient's
machine and there is a corresponding loss in quality.

* The higher the resolution, the lower the transmission speed. Usually, we recommend that you select
[Superfine (400 dpi)] or lower.

* Only [Fine (200 dpi)] is available for the Server Fax service.

Reference

* You can specify the resolution for each address number. For information on how to register address numbers, refer to "Tools" >
"Setup” > "Add Address Book Entry" in the Administrator Guide.
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1 Select [Resolution].

& Standard (200 x 100 dpi)

Fine (200 dpi) ‘

8] superfine (400 dpi)

8 superfine (600 dpi)

2 Sided

Resolution Original Type
@ H { & e A! {EScunning a

Standard (200x... | Text | |1Sided

B Standard (200 x 100 dpi)
Select this option when transmitting standard documents.

(200 x 100 pels/25.4 mm)
H Fine (200 dpi)
Select this option when transmitting documents with small text or detailed images.
(200 x 200 pels/25.4 mm)
B Superfine (400 dpi)
Select this option when transmitting documents with fine images.
(400 x 400 pels/25.4 mm)
W Superfine (600 dpi)
Select this option when transmitting documents with extremely fine images.

(600 x 600 pels/25.4 mm)

Original Type (Selecting the Document Type)
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You can select the type of the original document, such as text and photo documents.

1 Select [Original Type].

@ Simple Fax

Recipient

1012345678
|| = Photo&Text
D Preview Photo
Resolution Original Type { 2 Sided
{ @ - x (] Scanning a
|Standard (200x... Text |1 Sided
B Text

Select this option when transmitting a document that contains only text.

B Photo & Text
Select this option when transmitting a document that contains both text and photos. The
machine automatically distinguishes the text and photo areas and sets the appropriate

image quality for each area of the document.
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H Photo
Select this option when transmitting a document that contains only photos.

Note
* If reduced in size, the scan documents may have stripes in their photo areas.

2 Sided Scanning (Transmitting 2-sided Originals)

You can scan a 1-sided or 2-sided document on one or both sides of paper for fax
transmission.

Note

* The image on the back side of a 2-sided document is rotated so that it is placed in the same orientation as
the image on the front side.

T Select [2 Sided Scanning].

@ Simple Fax
( Recipient
11/ Sided

D Preview [} 2 Sided

i@ Resolution ‘ {E Original Type ‘ ‘ 2 Sided

(] =
’ ‘3 ‘A‘ =l a DSmﬂnlng x
Standard (200x.. | | |Text || |15ided L

B 1 Sided

Select this option to scan one side of the document.

W 2 Sided

Select this option to scan both sides of the document.

M 2 Sided (Skip Blank Pages)

Select this option to scan only the document pages that are not blank. You do not need to
take into account which side is the front when sending documents.

Important

* If youselect [2 Sided (Skip Blank Pages)] in [2 Sided Scanning] when the Skip Blank Pages feature is enabled,
image loss may occur on the fax document depending on the recipient’s machine. For example, when you
select [2 Sided (Skip Blank Pages)] to send an A4 fax document, image loss may occur in the area where the
edge erase amounts is set when the fax is printed on an A4 document by the recipient's machine.

When you select [2 Sided (Skip Blank Pages)] on the [Simple Fax] screen, the machine is set to select [100 %]
in [Reduce/Enlarge] automatically. When you select an option other than [2 Sided (Skip Blank Pages)], the
machine is set to select [Auto %] in [Reduce/Enlarge] automatically.

Note
* When [2 Sided (Skip Blank Pages)] is selected, the setting of [Original Type] changes to [Text].

* You can switch whether to enable [2 Sided (Skip Blank Pages)] by pressing the <Power Saver> button while
setting the fax features.

* The level of accuracy in which the machine determines whether a page is blank or not differs depending on a

document. For example, if a blank page has background shadows, the machine may not determine the page
as a blank page.

Reference

* [2Sided (Skip Blank Pages)] is displayed only when [Skip Blank Pages] is enabled. For more information, refer to "Tools" > "Fax
Service Settings” > "Fax Control" > "Skip Blank Pages" in the Administrator Guide.
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Fax/Internet Fax

You can select [Fax/Internet Fax] or [Simple Fax] on the Services Home screen to set the
features for the Fax service.

This section describes the features you can select on the [Fax/Internet Fax] screen.
Reference

* You can customize the layout of features displayed on the [Fax/Internet Fax] screen. For more information, refer to "Tools" > "Fax
Service Settings” > "Screen Defaults” in the Administrator Guide.

1 Select [Fax/Internet Fax] on the Services Home screen.

o

N

Fax/ Internet Fax E-mail E;fig'Etness

L
-
Store to Folder Send from Folder

L 12 |

2 Select a feature on the [Fax/Internet Fax] screen.

Note
* Depending on the settings for [Fax Screen Default] in the System Administration mode, the [Fax Address

Book] screen is displayed. For more information, refer to "Tools" > "Fax Service Settings” > "Screen Defaults" >
"Fax Screen Default” in the Administrator Guide.

Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax/IP Fax (SIP))
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You can switch between Internet Fax, Fax, and IP Fax (SIP) as necessary.
Note

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

T Select [Fax], [IP Fax (SIP)], or [Internet Fax] from the drop-down menu.

Fax/ Inter- Layout Fax/ Internet More Options
net Fax Adjustment Fax Options

@ [ Recipient] I: +Ad }I

| ] show FaxNo. 1 E-mait Adress

(
|| 1P Faxx (SIP)
|

Internet Fax

[ revew
Darken Lighten [ = Y ( = Y ( = \
[ 2Sided [ [ = original Type | | [ @ Resolution | |
< ] EScanning - .|a -
|1 Sided | (Text | | |Standard (200x... | |
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+ Add (Sending Faxes to Multiple Recipients)

The Broadcast Send feature allows you to transmit the same document to multiple

recipients in a single operation. There is no need to repeat the same operation for each
recipient.

Reference

* Forinformation on the Broadcast Send feature, refer to "Broadcast Send (Transmitting to Multiple Recipients)” (P.285).

Specifying a Destination Using the Address Book

The following describes how to use the Address Book to specify recipients.

The Address Book shows the fax numbers registered in the address numbers.

Reference

* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator
Guide.
Important
* When the Server Fax service is used for fax transmission, the attributes other than [Fax Number], [Name], and
[Index] are ignored in the Address Book.

Note

* Select [Add New Address] on the [Fax Address Book] screen to register a destination. For more information,
refer to "Add New Address (Registering a Destination on the Address Book)" (P.233).

Types of the Address Book

The machine provides two different ways of displaying the Address Book: [Type 1] and
[Type 2]. The Address Book [Type1] or [Type2] will be displayed depending on the setting
of [Address Book Type] in the System Administration mode.

Reference

* Forinformation on how to set the address book type, refer to "Tools" > "Address Book Settings” > "Address Book Type" in the
Administrator Guide.

[Type 1]
[Public Entries HL (@Al Types H g [0 Close ]
{@ Al (0001 -foooB:;C”
\B » SpeedDial A | Name Number/E-mail -
2 Index 0007 [ Speed Dial Name1 ‘E‘
\E Group 0008 [ Speed Dial Name2 ‘E‘
‘ﬂﬂ Search 0009 [ Speed Dial Name3 ‘i‘
0010 [ Speed Dial Name4 ‘E‘
T 0011 [¢) Speed Dial Names E
|« Address.. | =
[Type 2]
Fax Address Book [<7 Close
(eI — Dshow_FaxNo./ Goto : ‘W‘
| public entries... E-mail Address :” | J
SpeedDial |Name L ) Recipient(s)
1400 speedDial Nome1400<Fax 0121 [Addo |
1401 <Fax
1402 SpeedDial Name1402<Fax 012\
1403 <Fax
1404 SpeedDial Name1404<Fax 012- | ¥ | ‘E‘
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Address Book (Specifying a Destination Using the Address Book [Type
1)

The following describes how to specify a destination using the Address Book [Type 11.

1 Select [Address Book].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

,[ Internet \v\" Recipi ‘
ecipient[ ]:
| Fax [\ pient[ ]

|| show FoxNo./E-mit Adaress

| = Address
| [ sookc.
(gpreta ||

B (=

[ v

Darken Lighten - — -
: " [ 2Sided || [ = originatType | | [[@] Resolution | |
[ Wm] e M0 Scanning |« N a
L ) 1 sided ) (Text | Standard 200x.. ||

2 Select the item you want to set for the recipient.

[Public Entries ‘v] [ [BAll Types ‘v] [0 Close ]
Go tof ]
{@ Al (0001 -2000)‘@,‘
\D . Speed Dial ~ | Name Number/E-mail
2 Index 0007 [ Speed DialName1 ‘E‘
|£2) Group 0008 [ Speed Dial Name2 ()
[l search 0009 [ Speed Dial Name3 ]
R LI [ =)
0010 [ Speed Dial Name4 E
e 0011 [@ SpeedDial Names \E\
|« Address.. | —
Important

* When specifying an address from the Address Book for Internet Fax / IP Fax (SIP), make sure that the address
does not contain a prohibited domain name. If it does, it cannot be used.

Note
* To switch the Address Book entry type, select [Public Entries] or [Network Entries] from the drop-down menu
on the [Fax Address Book] screen. The methods that appear in the drop-down menu depend on the settings
in the System Administration mode.

* You can sort recipients in alphabetical order or registered number order.

Using the Address Book

You can search for the fax numbers of recipients using [Public Entries] and [Network
Entries]. You can use [Simple Search] with keywords or [Advanced Search] with multiple
attributes for each Address Book searching.

B Public Entries
Displays the list of registered recipients.

B Network Entries

Allows you to search for fax numbers not in the local address book but the one registered in
a server on a network.

B Address types
Select from [All Types], [Fax], [IP Fax (SIP)], and [Internet Fax].

The features displayed on the screen depend on your machine configuration.
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H Next

This item is displayed when [Chain Dial] is set to [Yes] in the System Administration mode.
Select [Next] to specify another recipient.

When you select [Public Entries]

T Select at least one recipient.

Fax AddressBook | [EAUTypes |~ (P ]

Goto
{@ -~ (0001 - 2000)
= " SpeedDial & | Name Number/E-mail
‘J Index

i 0001 [5]2 ‘@‘l

=

(g2 Group

‘ﬂ'ﬂ Search

(=) AddNew |
|« Address.. |

Note

* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

* During scrolling the list, the [@ ] button is not displayed. When scrolling stops, it is displayed again.

* You can sort recipients in alphabetical order or registered number order.

Reference

* You can set the starting numbers of address numbers in the System Administration mode. For information on how to change the
settings, refer to "Tools" > "Address Book Settings” > "Fax Speed Dial Default” in the Administrator Guide.

H Go to

Enter the desired speed dial number with the numeric keypad. The corresponding address
appears at the top of the list.

(List/Thumbnail)

Press this button to switch the display between the list (five recipients) and the thumbnails
(15 recipients).

B Speed Dial

Displays the speed dial numbers.

H Name

Displays the recipient names.

[ [|VT_|] button

Displays detailed information on the recipient.

B Add New Address

Allows you to add a new recipient. To add a new recipient, use the screen keyboard or
current recipients.

Reference

* For more information on how to add new recipients, refer to "Add New Address (Registering a Destination on the Address Book)"
(P.233).
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mAll
Lists all the registered recipients for Fax or Internet Fax.

H Alphanumeric Index
Lists the registered recipients with alphanumeric index character in alphabetical order.

N Group
Lists all the registered Fax Group Recipients.

Reference
* For more information on how to register groups dial numbers, refer to "Tools" > "Setup” > "Create Fax Group Recipients” in the

Administrator Guide.

B Search
Allows you to set [Simple Search] or [Advanced Search].
Searches by the specified keyword for [Simple Search], or by search entries for [Advanced

Search].

Note
* For [Advanced Search], you can set multiple search entries.
* For [Simple Search], you can set a keyword for [Name], [Fax Number], or [E-mail Address].

When you select [Network Entries]
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect

Important
to the internet. The communication fee shall be borne by you.

Note
* Enable filters from the [Custom Filters] screen using CentreWare Internet Services to search with keywords
([Simple Search]) without [Name], [Fax Number], or [Custom Item]. For more information, refer to the help of

CentreWare Internet Services.

T Select asearch target from the drop-down menu on the left.

[0 Close

LNetwork Entries ‘vJ

[T search
Search Entries
( T ( il
Name > |Beginswith | »
{ I | |

Add Search Entries

(Not Set) ”

O

You can select [Name], [Fax Number], [Internet Fax Address], or [IP Fax (SIP) Number] for a

search target.
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2 Select an advanced search condition from the drop-down menu on the right.

2 Close

LNetwork Entries ‘vJ

[T search

Search Entries

( Tl [l
Name » | |Beginswith >

{ 169 | I
D Add Search Entries

(Not Set) ”

You can select [Begins With], [Ends With], [Contains], [Equals], or [Registered] for search
entries of the Advanced Search.

3 When you select a button other than [Registered], select the box and enter the text.

Note
* For information on how to enter characters, refer to "Entering Text" (P.77).

B Search Entries

Select the check boxes to enable the search condition.

B Add Search Entries

Select the check box to create a new search entry.

Note
* When you have multiple search entries, select [Match All Entries (AND)] or [Match Any Entry (OR)] from the
drop-down menu.

H Name

Searches with a recipient name as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 32 characters are
allowed.

Example: Smith

B Fax Number

Searches with a fax number as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 60 characters are
allowed.

N Internet Fax Address

Searches with an internet fax address as a keyword. After you set an advanced search
condition, select the box to display the screen for entering the keyword. Up to 128
characters are allowed.

Example: myhost@example.com
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B IP Fax (SIP) Number

Searches with a telephone number, SIP user name, or SIP device address as a keyword.

After you set an advanced search condition, select the box to display the screen for
entering the keyword.

Up to 128 characters are allowed.
Example: Telephone number: 0312345678
SIP user name: 1111

SIP device address: 1111@192.0.2.1

N Search

The search starts. The searched results are listed on the screen.

Address Book (Specifying a Destination Using the Address Book [Type

2])
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The following describes how to specify a destination using the Address Book [Type 2].

Select [Address Book].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

[ Internet \v\" Recipi ‘
ecipient[ ]:
| Fax [\ pient[ ] )

D Show Fax No. / E-mail Address

[ =) Address

| [ sookc.

(g Redial |
B (=
DPreview

Darken Lighten - — -
: " [ 2Sided || [ = originatType | | [[@] Resolution | |
(< i ) |00 Scanring |~ - a

] -

) |1 sided ) (Text | |standard (200x... | |

Select the item you want to set for a recipient, and select [Add].

Fax Address Book [<7 Close ]
[ e o[ Jeurmer s (g chanva. |
| public entries... E-mail Address :” | J
SpeedDial | Name ; J Recipient(s)

1400 SpeedDial Name1400<Fax 012} [ add > |

1401 <Fax >

1402 SpeedDial Name1402<Fax 012\

1403 <Fax >

1404 SpeedDial Name1404<Fax 012- | v J ‘E‘

Important

* When specifying an address from the Address Book for Internet Fax / IP Fax (SIP), make sure that the address
does not contain a prohibited domain name. If it does, it cannot be used.

Note
* To specify multiple recipients, specify them continuously.
* To switch the Address Book entry type, select [List all public entries], [Retrieve entries using index], [List all

group entries], or [Search Network] from the drop-down menu on the [Fax Address Book] screen. The
methods that appear in the drop-down menu depend on the settings in the System Administration mode.

* Depending on the network settings, [Search Network] may not appear in the drop-down menu. For
information on the Network settings, refer to "Tools" > "Connectivity & Network Setup” > "Remote
Authentication/Directory Service" > "LDAP Server/Directory Service Settings” in the Administrator Guide.

* You can sort recipients in alphabetical order or registered number order.
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Using the Address Book

You can search for the fax numbers of recipients using [List all public entries], [Retrieve
entries using index], [List all group entries], and [Search Network].

Reference

* You can set the starting numbers of address numbers in the System Administration mode. For information on how to change the
settings, refer to "Tools" > "Address Book Settings" > "Fax Speed Dial Default" in the Administrator Guide.

H List all public entries
Displays the list of registered recipients.
Select items you want to set for a recipient, and select [Add].

Note

* Select [ A ] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).
H Retrieve entries using index

Allows you to search for the fax numbers or group names of recipients using texts and
numbers specified when registering address numbers. Select items you want to set for a
recipient, and select [Add].

M List all group entries

Allows you to search for the pre-registered group dial numbers.

Select items that you want to specify for a recipient, and select [Add].

Note
* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

Reference

* For more information on how to register groups dial numbers, refer to "Tools" > "Setup” > "Create Fax Group Recipients" in the
Administrator Guide.

B Search Network

Allows you to search for fax numbers not in the local address book but the one registered in
a server on a network. Set any items for [Name], [Fax Number], [Custom Item], and select
[Search]. Select items you want to specify for a recipient, and select [Add].

H Go to

Enter the desired speed dial number with the numeric keypad. The corresponding address
appears at the top of the list.

m[ 1] button

Select an item of which details you want to check, and select the [[1]] button.

B Chain Dial

Allows you to combine the fax numbers registered in one-touch button, speed dial, and
address book respectively and the numbers entered using the numeric keypad to specify as
one recipient. You cannot use the [+ Add] button.

B Show Fax No./E-mail Address

By selecting this check box, you can hide the recipient’'s name in the recipient field.
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Speed Dialing (Specifying a Destination Using an Address Number)

You can use address numbers to specify recipients. Register the address numbers for speed
dialing in advance.

Note
* Select [Add New Address] on the [Fax Address Book] screen to register a destination. For more information,
refer to "Add New Address (Registering a Destination on the Address Book)" (P.233).

¢ Inthe address numbers included in groups or wildcards, even though there are lines used for destination are
already specified, when the lines are specified by selecting [Line Selection] in the [Fax / Internet Fax] screen, a
fax job will be transmitted in the setting of [Line Selection]. For more information, refer to "Specifying a line
(port) using [Line Selection]” (P.239).
You can use wildcards (the <*> button on the numeric keypad or [*] on the keyboard screen)
for the last digit or last two digits of address numbers.

The following tables show examples of using the wildcards to specify multiple recipients.

* When using a wildcard for the last digit

How to Enter Target Address Numbers The Number of Target
Wildcard Addresses
000" 0001-0009 9
001" 0010-0019 10
010" 0100-0109 10
100* 1000-1009 10

* When using wildcards for the last two digits

How to Enter Target Address The Number of Target
Wildcard Numbers Addresses
00** 0001-0099 99
01** 0100-0199 100
10* 1000-1099 100
Reference

* When you specify address numbers, confirm that the corresponding fax numbers are correctly registered on the machine. For
information on how to register address numbers, refer to “Tools" > "Setup" > "Add Address Book Entry" in the Administrator Guide.

Note

* The maximum number of recipients that you can specify at one time is as follows:
* Using address numbers only: 600 locations.
* Using the numeric keypad in combination with address numbers: 600 locations.

* An address number is always displayed in four digits. If [Auto Validation of Speed Dial Entry] is set to
[Validate entry after a fixed time] in the System Administration mode, and for example when you enter "
"0" is automatically added to the beginning of the wildcards to display "00**". For more information, refer to
"Tools" > "Common Service Settings” > "Other Settings” > "Auto Validation of Speed Dial Entry” in the
Administrator Guide.

o

* You can use wildcards only for the last digit or last two digits of address numbers. The following is not
available: "100", "*10", and "1*00"

T Press the <Speed Dial> button, and enter a 4-digit address number. Repeat this step for
each additional recipient.
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Add New Address (Registering a Destination on the Address Book)

You can register destinations on the Address Book. The current destinations specified on
the First Tab screen can also be registered.

Note
* [Add New Address] is not displayed depending on the settings in the System Administration mode or
depending on the number of registered addresses. For details on the settings and the number of addresses,
ask your system administrator.

71 Select [Add New Address].

[Public Entries ‘v][ [EAll Types ‘v] [cf) Close ]
Go tof ]
{@ a (0001 -zooo)‘C”
\D . SpeedDial A | Name Number/E-mail

= Index 0007 [ Speed Dial Name1 (m)
— )
|2 Group 0008 [ Speed Dial Name2 (0|
[ search 0009 [@ Speed Dial Name3 ]
0010 [ Speed Diol Named ()
T 0011 [ SPeed Dial Name5 ()
|l Address.. | -

2 Select a method to register a recipient.

! Add New Address Cancel

Anew recipient will be added
(e, to the Address Book.

{ To edit recipient details,
select Setup on the Services
Home screen.

| Add current recipient
'8

H New

Enter a new recipient using the keyboard.

B Add From Redial

Select a recipient to be registered from the Redial list.

Note
* This item does not appear on the screen when the Server Fax service is enabled.

* This item cannot be selected when no telephone number is on the Redial List

B Add current recipient

Select a recipient to be registered from the current recipients specified on the First Tab
screen.

Note

* This item cannot be selected if no recipient is specified on the First Tab screen.

When [New] is selected

3 Use the keyboard displayed on the screen to enter a fax number with up to 128 digits.
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4 Select [Next].

Note
* To return to the previous screen, select [Back].

When [Add From Redial] is selected

3 Select a recipient to be registered.

Note
* Speed Dial, Group, and Broadcast Recipients cannot be selected.

4 Select [Next].

Note

* Toreturn to the previous screen, select [Back].
When [Add current recipient] is selected

3 Select a recipient to be registered.

Note
* Speed Dial, Group, and Broadcast Recipients cannot be selected.

4  Select [Next].

Note
* To return to the previous screen, select [Back].

5 Select [Name], enter a name using the keyboard displayed on the screen, and then select

[Save].
.‘ﬁ" New Address - Input Name Cancel H 4= Back H»NL
[ H
Index \C]
Number (0006 | | Chenee
Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.77).

6 To change the index, select [Index], enter a new character from the keyboard displayed on

the screen, and then select [Save].
You can register a single alphanumeric index character for use as a keyword to search with

the Address Book.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.77).

7 To change the address number, select [Change], select a number from the list, and then
select [Save].
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8 Select [Next].

Note
* Toreturn to the previous screen, select [Back].

9 Select and set any item.

I New Address - Speed Dial 0006 | Cancel || 4= Back || & Registered

Items Current Settings

1. Address Type Fax

2. FaxNumber 0123456789

3. Name Speed Dial Name1

4. Index s

5. Starting Rate G3 Auto

6. Resolution Panel 7

The following items appear:
* Address Type

* Fax Number

* E-mail Address

* Name

* Index

* Extension / Outside Line

* Relay Station Setup

* Starting Rate

* Resolution

* Cover Page

* Maximum Image Size

* Delay Start

* Remote Folder

* FCode

* Relay Broadcast

* Billing - Day Time, Billing - Night Time, Billing - Midnight
* Internet Fax Profile

* S/MIME Certificate (ApeosPort Series Models Only)

Note
* To delete the input data and return to the [Fax Address Book] screen, select [Cancel].

Reference

® The items displayed on the screen depend on the Address Book entry type. For more information on the setting items, refer to
“Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

710 When the settings are completed, select [Registered].

Note
* Toreturn to the previous screen, select [Back].
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Specifying a Destination Using a One-Touch Button

You can use the one-touch buttons to specify recipients.

One-touch buttons correspond to the address numbers from 0001 to 0070, or 0001 to
0060.

For example, when the number you want to dial is registered to the address number 0001,
press one-touch button <1>.

Reference
* Forinformation on how to register address numbers, refer to “Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.

Note
* There are two ways in which address numbers and stored programs are assigned to the one-touch buttons.

Select either of the following. By default, [Type 1] is selected.

* [Type 1]
The buttons 1 to 70 are used for address numbers and they correspond to the registered address numbers
0001 to 0070, while the buttons MO1 and M02 are used for stored programs and they correspond to the
registered stored programs 1 and 2.

* [Type 2]
The buttons 1 to 60 are used for address numbers and they correspond to the registered address numbers
0001 to 0060, while the buttons 61 to 70, MO1, and M02 are used for stored programs and they
correspond to the registered stored programs 1 to 12.

* The Large Size Color UI (optional) does not support the one-touch buttons.

T Press a one-touch button. Confirm that the recipient (fax number) specified with the one-
touch button is displayed on the touch screen.

Important
* The one-touch buttons have a sensor to detect which page of one-touch buttons (1 - 24, 25 - 48, or 49 - M02)
is currently opened. Before pressing a one-touch button, turn over the one-touch panel completely, and take
off your hand from the panel. Do not press the button while you are turning over the panel.

* Do not place any objects near the one-touch buttons, nor spill any liquid over them.

Note

* To specify multiple recipients, press the one-touch buttons continuously.

® Turn the one-touch panel over to press the one-touch buttons 25 and above.

Specifying a Destination Using the Keyboard Screen
You can specify recipients using the keyboard screen.
Important

* When transmission to a certain recipient is prohibited in the System Administration mode, the keyboard
button cannot be used.

T Select the keyboard button.

Fax/ Inter- Layout Fax/Intemet | More Options

net Fax ji Fax Options
[(ntemet | | o« R 1
| Fax ‘vj‘ Recipient[ ]:

|| show FoxNo./E-mit Adaress

| = Address
| [ sookc.
(gpreta ||

B (=

[ v

Darken Lighten - — -
: " [ 2Sided || [ = originatType | | [[@] Resolution | |
[ e EScanning - - a
L |1 Siced ) (Text | |standard (200x... | |
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2 Specify a recipient with up to 128 characters using the keyboard displayed on the touch

screen.
2] Recipient List &a < Close
| Internet Fax: = ‘°</‘ Delete Text|
G ) |
—r—r—r—r— S
“lalalalalslelzla]olol- | Backspae
e i e o s o) o
B q w e I t y u i o ] [ 1
| I (
[« Val¢] A CaT A Cr) o
( ) [ G (o [y I oy ’
Shift z X c v b n m ” {7 Shift
L e G W) S G G G
More Characters
Note

* When the Server Fax service is used, a destination must be less than 50 characters long. The available
characters are as follows:

0to9 Numeric characters

- Pause

# A starting character for a group number

\ A delimiter for private data. Using this character before and after private data hides
the destination string.

S A character for password verification

: DTMF signal

= A character to wait for dial tones

+ Available, but ignored

(Space) Available, but ignored
For more information, refer to the documentation provided with the Server Fax Kit.

Note

* Even though a line is specified in the above keyboard screen, when the lines are specified by selecting [Line
Selection] in the [Fax /Internet Fax] screen, a fax job will be transmitted in the setting of [Line Selection]. For
more information, refer to "Specifying a line (port) using [Line Selection]” (P.239).

Specifying a Destination Using the Redial Feature

You can specify recipients using the Redial feature.

Important

* When transmission to a certain recipient is prohibited in the System Administration mode, the [Redial list]
button cannot be used.

1 Select [Redial List].

Fax/ Inter- Layout Fax/Internet | More Options

net Fax j Fax Options
[ Internet
| Fax

H ‘ Recipient[ [ H

D Show Fax No. / E-mail Address

| 7 Address
B ook

| g Redial |/ |
B =

DPreview

Darken Lighten - — -

: " [ 2Sided [7| [ =] original Type | | [ (@] Resolution | |
[ o W Seamning & . .
L ) |1 Sided ) (Text | ) (Stondard (200x... | |
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2 Select items you want to specify for a recipient, and select [Close].

R Redial List & [cose ]
SpeedDial Name
1. #01 GrpNameO(Total Entries: 6)<1500,1501,1502,1503,1504,1505>
2. #01 GrpNameO(Total Entries: 6)<1500,1501,1502,1503,1504,1505>
3. #02 GrpName1(Total Entries: 2)<15*,1600>
4. #03 GrpName2(Total Entries: 2)<150%158*>
5. #04 GrpName3(Total Entries: 2)<1545,1525>
6. #05 GrpName4(Total Entries: 20)<1601,1602,1543,1545,1500,1506,1507, o J

Specifying a Line (Port)

When the Additional G3 Port Kit 3 (optional) is installed, you can specify the line (port) and
send faxes. Local terminal information can be registered to each line. You can use each line

for a different purpose.
You can specify a line (port) using the keyboard screen or [Line Selection].

Important
* When transmission to a certain recipient is prohibited in the System Administration mode, the keyboard

button cannot be used.

Reference
* Forinformation on how to set [Local Terminal Information], refer to “Tools" > "Fax Service Settings" > "Local Terminal
Information" in the Administrator Guide.

Specifying a line (port) using the keyboard screen

T Select the keyboard button.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[;:(emet H\Recipient[ 1 H

L

|| showFaxNo. /Emait Address

| 75 Address
B sooic.

[ g Redial || |
2. |5

[ Jpreview

Darken Lighten - — -

L ! [ 25ided | (=) original Type | | (g Resolution

= o || 10 Scaning [« eI =
{ | |1 Sided ) Text | |Stondard (200x.. | |
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2 Select [Shift], and enter in the following format: "<", "port number”, ">"

, ‘recipient’s
telephone number”.

The following shows the corresponding lines to each port:
<1>:Line 1

<2>:Line 2
<3>:Line 3
Example when using Line 1:
<> XXXXXXXXXX
22 Recipient List "] [<7 Close ]
[ntemetFax: [ _| [ < DeleteText|
{ K J
CECECECEEECEEEEEEEEEEEES
[—\TTTTTtTTTTTT[ \f 1]
L LT [T ]
i e Gl G | GA
( More Characters |
22 Recipient List "] [<7 Close ]

[ Delete Text|

ENRENDDRODNnE """

Specifying a line (port) using [Line Selection]

You can specify a line using [Line Selection].

1 Select [Line Selection].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

| Fax ‘vJ‘VRecipient[ 1 u
)

L

|| showFaxNo. /Emait Address
| [ Address |

Auto

Fax <Line 1>

Fax <Line 2>

Line Selection 2 Sided = Original Type | | Resolution | |
- 3, .| E = "
Auto ) [1Sided L) (Text | Standard (200x... | |

Note

* Todisplay [Line Selection], the System Administrator setting is required. For more information, refer to "Tools"
> "Fax Service Settings” > "Screen Defaults” > "Fax Screen Default” in the Administrator Guide.

* When [Line Selection] is displayed, [Lighten / Darken] cannot be displayed. In this case, you can set the fax

density on the [Layout Adjustment] tab. For more information, refer to "Lighten / Darken (Adjusting Fax
Density)” (P.253).
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2 Select [Auto] or [Fax <Line N>] from the popup menu.

Note

* When [Fax <Line N>] is selected, a fax job is transmitted to all specified recipients using the selected line.

* When selecting [IP Fax (SIP)] as the address type, [Line Selection] is selectable, however, the setting is invalid
and a fax job cannot be transmitted using the selected line.

* You can set a line name as you intended. The line name can be set within 13 single-byte characters. For more

information, refer to "Tools" > "Fax Service Settings" > "Screen Defaults” > "Fax Screen Default” in the

Administrator Guide.

Entering Specific Symbols

When specifying a recipient, you can use the following features to enter specific symbols on

the touch screen.

Feature Button Function Input method
Enter pause - or <Pause> (-) Used to enter a pause. Press the <Pause> button.
One pause is 3 seconds. (Example)
You can enter pauses of 6 0-123 ...
seconds, 9 seconds, etc. with 0--123 ..
additional button presses.
Transmit using | S When a password has been set, | 1. Select the keyboard
a password transmission will start only if button on the [Fax/
the password matches the ID | Internet Fax] screen to
number on the remote display the keyboard.
terminal. 2. Select [S].
(Example)
0312345678512345678
Transmit DTMF | ! Used to transmit the DTMF 1. Select the keyboard
signal signal. button on the [Fax/
Internet Fax] screen to
display the keyboard.
2. Select [More
Characters].
3. Select [1].
(Example)
0311123456!1123#
Reference

* When using the DTMF method, use specific symbols. For information on the DTMF method, refer to "Remote Folder (Using Remote

Folder)" (P.267) and "Broadcast" (P.285).

Removing/Confirming a Recipient

You can remove or confirm recipients from the pop-up menu.
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T Select the recipient to be removed or confirmed from the selected recipients.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ R . |
Ecoc - ‘ Recipient[ [ H
L L) |
DShowFaxNo./ .
([ Adtess | il Remove
( Book... J [dom <Fox012)— ]
(B (e ¢ Details..
[ =) -
| & | Close Menu
DPreview —
Darken Lighten - — -
: " [ 2sided | | [[=]| OriginalType | | [z Resolution | |
[ Wm] e EScanning a a -
L ) 1Sided L (Tea | |standard (200x.. | |

2 Select any option from the pop-up menu.

H Remove

Removes the recipient.

H Details
Displays the [Details] screen. You can confirm recipients or address numbers.

H Close Menu
Hides the pop-up menu.

[Details] Screen
This screen allows you to confirm recipients.

| i |Details: 1401 [P ]

Speed Dial: 1401
Name:

Fax Number: 012-345-6789-1401

[@ StartingRate |

G3 Auto

M Starting Rate
Allows you to select a communication mode according to the features of the recipient.

Previewing the Read Images during a Fax/Internet Fax Job

Before sending a fax, you can preview the read images while reading the next job.
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1 Check [Preview].

Reference
* "For more information "Previewing the Read Images during a Fax Job" (P.197).

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[ Internet \v\" Recipi ‘
ecipient[ ]:
| Fax [\ pient] | )

|| showFaxNo. /Emait Address

e aa—
hﬁ Redial | {Q\
| List... ===
[ Jprevew

Darken Lighten — — =
o= ’TW (mm :csa'n:ing \A\ [ 5| original Type \A\ ( [ Fesolution \A
= |

|1 Sided ) (Text | |standard (200x...

|
J

2 The message screen will be displayed. Configure each settings and press the <Start> button.

Preview s disployed ofter the Start button i pressed ond the originalis | confirm || g Local User
scanned.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax ji Fax Options
[Fax \,J‘ Recipient[d001]:1 [{pmdd ]u
L It | )
D Show Fax No. / E-mail Address
(=)
G
Darken Lighten - — 3
5 4 2 Sided Original Type Resolution
(< il - || D || (& R
( |1 Sided ) (Text | |standard (200x.. | |

3 Preview the read images while reading the next document.

Lighten/Darken (Adjusting Fax Density)

You can adjust fax density from seven levels.

71 Use[<]and [P]to adjust a density level.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[Internet | \" . Y
~ | Recipient[ :
| Fax [\ P )
|| showFaxNo. /Emait Address
[ =) Address |
|8 ook |
Redial | [ g |
Ble. B
| |preview
Darken Lighten - — -
: ! 2Sided I Original Type | | Resolution I
(< g > || Bl || [ @ [
( |1 Sided L (Tea | |standard (200x.. | |

2 Sided Scanning (Transmitting 2-sided Originals)

You can scan a 1-sided or 2-sided document on one or both sides of paper for fax
transmission.

Note
* The image on the back side of a 2-sided document is rotated so that it is placed in the same orientation as
the image on the front side.
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1 Select a scan option.

Foox/ Inter- Layout Fox/ Internet | More Options
net Fax Adjustment Fax Qptions

| Fanx

‘V“' Recipient[ ] ‘
LN J

—
ress
| 10 ] 1 Sided

| 7 Address
B sook

— —
@i ==
== L]l 2 Sided (Head to Toe)

I, 2 Sided (Head to Head)

[ v 5

More...
Darken Lighten =
P S 2 Sided
(< i - | LU
\ | (1 sided

( Original Type \A\ ( Resolution \A\

| Text | |Stondard (200x... | |

B 1 Sided

Select this option to scan one side of the document.

N 2 Sided (Head to Head)

Select this option when both sides of the 2-sided document are in the same orientation.

N 2 Sided (Head to Toe)

Select this option when both sides of the 2-sided document are in opposite orientations.

H More

Displays the [2 Sided Scanning] screen.

Reference
® Referto "[2 Sided Scanning] Screen” (P.243).

[2 Sided Scanning] Screen

1 Select whether the document is one-sided or two-sided. When [2 Sided] or [2 Sided (First
Page 1 Sided)] is selected, also select the orientation of the document.

|7 2 Sided Scanning [x Cancel ][0 Save

Originals

[ [ 1 Sided | .1 Head to Head

|
)

j o 2sded ‘ ) Head toToe
L

‘w 2 Sided (First

Page 1 Sided)

N 1 Sided

Select this option to scan one side of the document.

N 2 Sided

Select this option to scan both sides of the document.

M 2 Sided (First Page 1 Sided)

Select this option to scan the front side of the first page and both sides of the remaining
pages. Use this option when the back side of the first page is blank.
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M 2 Sided (Skip Blank Pages)
Select this option to scan only the document pages that are not blank. You can send
documents without concerning for which side is the front.

Important
* If you select [2 Sided (Skip Blank Pages)] in [2 Sided Scanning] when the Skip Blank Pages feature is enabled,

image loss may occur on the fax document depending on the recipient's machine. For example, when you
select [2 Sided (Skip Blank Pages)] to send an A4 fax document, image loss may occur in the area where the
edge erase amounts is set when the fax is printed on an A4 document by the recipient's machine.

Note
* When [2 Sided (Skip Blank Pages)] is selected, the settings change as follows:

* [Original Type]: [Text]
* [Lighten/Darken]: [Normal]
* [Reduce/Enlarge]: [100 %]
* You can switch whether to enable [2 Sided (Skip Blank Pages)] by pressing the <Power Saver> button while

setting the fax features.

* The level of accuracy in which the machine determines whether a page is blank or not differs depending on a
document. For example, if a blank page has background shadows, the machine may not determine the page

as a blank page.

Reference
* [2 Sided (Skip Blank Pages)] is displayed only when [Skip Blank Pages] is enabled. For more information, refer to "Tools" > "Fax
Service Settings" > "Fax Control" > "Skip Blank Pages" in the Administrator Guide.

M Originals

Select [Head to Head] when both sides of the documents are in the same orientation.
Select [Head to Toe] when the front and back sides of the documents are in opposite

orientations.

Original Type (Selecting the Document Type)

You can select the type of the original document, such as text and photo documents.

T Select the original type.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[ Fax ‘v“ Recipient[ [ H
\ LN J

|| showFaxNo. /Emait Address

[ ﬁ Address |
| I8 Book...
————— Text
\ﬁ Redial |/ ) |
(& s, )
L Photo & Text
o
|l ot
Darken Lighten - = -
; " [ 2Sided =) Original Type | | [ @ Resolution | |
[q Wm] || Sconring |~ x -
L ) ((Head toHead) || |Text | |standard (200x.. | |

N Text
Select this option when transmitting a document that contains only text.

B Photo & Text

Select this option when transmitting a document that contains both text and photos. The
machine automatically distinguishes the text and photo areas and sets the appropriate
image quality for each area of the document.
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H Photo
Select this option when transmitting a document that contains only photos.

Note
* If reduced in size, the scan documents may have stripes in their photo areas.

Resolution (Specifying the Scanning Resolution)

You can set the resolution for the documents to be scanned.

Note

* The machine scans a document at the specified resolution, but if the recipient’s machine does not support
the resolution, the machine automatically changes the resolution to one supported by the recipient's
machine and there is a corresponding loss in quality.

* The higher the resolution, the lower the transmission speed. Usually, we recommend that you select
[Superfine (400 dpi)] or lower.

* Only [Fine (200 dpi)] is available for the Server Fax service.

Reference

* You can specify the resolution for each address number. For information on how to register address numbers, refer to “Tools" >
"Setup” > "Add Address Book Entry" in the Administrator Guide.

71 Select the resolution.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

| Fanx

‘v“’ Recipient[ [ H
LN J

|| showFaxNo. /Emait Address

( ) Address Standard (200x100dpi)
I8 Book..

e R € Fine (200 dpi)

‘ﬁ Redial |/ = P
L 8 superfine (400 dpi)

| |preview

Darken Lighten

(g 2Sided [ [ = originalType [ |
(< i | |88 Sanning. |~ LAtz by

( > ) lHeadtoHeod) || |Text )

B superfine (600 dpi)

Resolution

Standard (200x...

B Standard (200 x 100dpi)
Select this option when transmitting standard documents.
(Approx. 200 x 100 pels/25.4 mm)
H Fine (200 dpi)
Select this option when transmitting documents with small text or detailed images.
(Approx. 200 x 200 pels/25.4 mm)
B Superfine (400 dpi)
Select this option when transmitting documents with fine images.
(400 x 400 pels/25.4 mm)
M Superfine (600 dpi)

Select this option when transmitting documents with extremely fine images.
(600 x 600 pels/25.4 mm)
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen.

1 Select [Fax/Internet Fax] on the Services Home screen.

g’ﬁgﬁtness

Copy Fax/ Internet Fax E-mail

D @ B>

Simple Copy Simple Fax Scan to PC

Store to Folder Send from Folder

L 12 |

2 Select a feature on the [Layout Adjustment] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options
2 Sided Scanning... - Original Type & Resolution
4
1 Sided Text Standard
) Original Size.. [ Mixed Size Originals.. (A 3] Book Faxing...
Auto Detect off off
L] Reduce /Enlarge... 0 Stamp @ Lighten / Darken...

Auto % off Normal

2 Sided Scanning (Transmitting 2-sided Originals)

This feature is the same as [2 Sided Scanning] on the [Fax/Internet Fax] screen.

Reference
* For more information, refer to "2 Sided Scanning (Transmitting 2-sided Originals)" (P.246).

Original Type (Selecting the Document Type)

This feature is the same as [Original Type] on the [Fax/Internet Fax] screen.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)" (P.341).

Resolution (Specifying the Scanning Resolution)

This feature is the same as [Resolution] on the [Fax/Internet Fax] screen.

Reference
* For more information, refer to "Resolution (Specifying the Scanning Resolution)" (P.221).
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Original Size (Specifying the Scan Size for the Original)

You can specify the scan size for fax transmission.

Use this feature when a document is a non-standard size, or when you want to scan a
document at a size different from the original size. You also can add margins, or delete
unwanted margins.

Reference

* You can change the default values for buttons other than [Auto Detect] in the System Administration mode. For information on
how to change the default values, refer to " Tools" > "Fax Service Settings" > "Original Size Defaults" in the Administrator Guide.

1 Select [Original Size].

. Fax/ Inter- Layout Fax/ Internet | More Options
net Fax ji Fax Options.

= 2 Sided Scanning... ‘ ( e Original Type ‘ ( Resolution

E o) &

1 Sided Text Standard
l ) J
‘ \*:H Original Size... ‘ [ =) Mixed Size Originals... ‘ Hﬁﬂ Book Faxing...
Auto Detect off off
( J J L
[ @ Reduce/ Enlarge... ‘ J Stamp ‘ \e Lighten / Darken...
Auto % off Normal
{ J JL

2 Select any option.

5 Original Size [x Cancel ][0 Save
Auto Detect A6 0 [1x7a |
| |
[m3a B4 o lgsx1a7e |
| | | |
[naa lB500 lg5x137a |
| | | |
(a4 leka [g5x1170 |
| | | |
[asa [16k a [sx7a |
L | | J

N Auto Detect

Detects the document size automatically.

Document Feeder Document Glass

Auto-detectable Document B6',B5, B5(7], B4, A6, AS, B6,B6(7]’, BS, B5{], B4, A6,
>lze AS(T, A4, A4, A3,85x11", | A5, AS(T], A4, A4fT], A3, 8.5x

85x11'(],11x17",16K("], |11'(],11x17"
8K

* :Detectable only when the Duplex Automatic Document Feeder C1-PC s installed.

Note
* If the document size cannot be detected automatically, a screen to enter the document size appears.
Reference

* The document sizes that can be automatically detected depend on [Paper Size Settings] in the System Administration mode. For

information on [Paper Size Settings], refer to " Tools" > "Common Service Settings" > "Other Settings” > "Paper Size Settings” in the
Administrator Guide.
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B Standard Size

Select the original size from preset sizes.

Reference
* You can change the sizes displayed on the screen. For more information, refer to "Tools" > "Fax Service Settings" > "Original Size
Defaults” in the Administrator Guide.

Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

You can scan documents of various sizes simultaneously and send faxes of the
corresponding sizes or of one selected size. To use this feature, load the documents in the
document feeder.

Important
* Load documents in landscape orientation. However, always load A5 and B5 documents in portrait orientation
so that the machine can detect the size of the documents automatically.

* When loading documents, align the top left corners of the documents properly. Otherwise, a paper jam may
occur.

* The recommended document size combinations are A4 portrait and A3 landscape, or B5 portrait and B4
landscape. If another combination of document sizes is used, the documents can be fed at an angle and may
not be scanned properly.

Note
* Be sure to set [Original Size] to [Auto Detect] on the [Layout Adjustment] screen, when using the Mixed Size

Originals feature.

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select [Original Size].

Iﬁ Fax/ Inter- Layout l Fax/ Internet | More Options

) net Fax if Fax Options

‘ ’F 2 Sided Scanning... ‘ ( & Original Type ‘ @ Resolution ‘
1 Sided Text Standard

( JL J J
‘ ) Original Size... ‘ [ [ Mixed size Originals.. ‘Lﬂl Book Faxing... ‘
Auto Detect off off

{ J1 J J
‘ ’;H Reduce/Enlarge... ‘ | ) stamp ‘ 6 Lighten / Darken... ‘
Auto % off Normal

( )L { )

2 Confirm that [Auto Detect] is selected, and select [Save]. If [Auto Detect] is not selected,
select [Auto Detect] and then [Save].

1 Original Size [x Cancel ”0 Save ]
i Auto Detect A6 a 1x17°a
‘ |
A3a lBao 85x 14" @
‘ | | |
A4a lBso 85x13' @
| | | 1
A4Q laKa 85x11" 0
! | ‘
Asa 16K 5x7'0
| | J
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3 Select [Mixed Size Originals].

Fuxllnter-] Layout [ Foox/ Intemnet I More Options
net Fax j Fax Options
= 2Sided Scanning... ‘ ‘ ﬁ Original Type ‘ [[@] Resolution
4 ]
1 Sided Text Standard
( J JL
‘ &Y Original Size... ‘ [ [ Mixed Size originals.. ‘ Mﬁﬂ Book Faxing...
Auto Detect off off
( J JL
‘ E Reduce/ Enlarge... ‘ [ \J Stamp ‘ ‘e Lighten / Darken...
Auto % off Normal
( A J1

4 Select [On].

I Mixed Size Originals [x Cancel ][0 Save

- Align the top-left comers of your Originals and load them
|| inthe Document Feeder as shown.

( a off Adjust the Guides to just touch the largest size paper.
-Load 5.5 x 8.5" and AS originals in portrait orientation.

o

P 3

m Off
Select this option when all documents are of the same size.
EOn

When scanning documents of different sizes, the machine automatically detects the size of
each document.

Book Faxing (Scanning Facing Pages onto Separate Sheets)

You can scan the left and right pages of a bound document separately to fax them.
This feature is useful if you want to separately scan facing pages of a bound document.

Note
* You cannot use the document feeder with this feature.

* A non-standard size document or undetectable-size document may not be separated into two accurately.

T Select [Book Faxing].

Fuxllnter-] Layout [ Foox/ Intemnet I More Options
net Fax j Fax Options
= 2Sided Scanning... ‘ ‘ ﬁ Original Type ‘ [[@] Resolution
4 =
1 Sided Text Standard
( J JL
&Y Original Size... ‘ [ [ Mixed Size originals.. ‘ Mﬁﬂ Book Faxing...
Auto Detect off off
( J JL
‘ E Reduce/ Enlarge... ‘ [ \J Stamp ‘ ‘e Lighten / Darken...
Auto % off Normal
( A J1
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2 Select any option.

[x Cancel ][<7 Save

Place original on the
Document Glass

[42/Book Faxing

off L.JB oth Pages w as shown.
| |
_ | Left Page Left Page Only
= = ‘
Right Pag [/ 5 RightPage only | @ﬂ
‘L.J Right Page \L‘J ight Page Only |

|
|
thenBottom |

('S

=] Top Page

m Off
Does not scan as a bound document.

N Left Page then Right
Scans the left page and then the right page of facing pages.

H Right Page then Left
Scans the right page and then the left page of facing pages.

B Top Page then Bottom
Scans the top page and then the bottom page of facing pages.

H Both Pages
Scans both pages in page order.

M Left Page Only
Scans the left page only. You can select this option when [Left Page then Right] or [Right

Page then Left] is selected.

H Right Page Only
Scans the right page only. You can select this option when [Left Page then Right] or [Right

Page then Left] is selected.

B Top Page Only
Scans the top page only. You can select this option when [Top Page then Bottom] is

selected.

H Bottom Page Only
Scans the bottom page only. You can select this option when [Top Page then Bottom] is

selected.

Reduce/Enlarge (Specifying a Scan Ratio)

This feature enlarges or reduces scanned images with a specified ratio

Important
* Some destination machines may not be able to receive faxes at the specified ratio
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1 Select [Redu

ce/Enlarge].

net Fax

Fax/ Inter- ] Layout

‘ 7 2Sided Scanning...
1 Sided

‘ ( @ Original Type
Text

‘ ‘ @ Resolution

Standard

Fax/Intemet | More Options
Fax Options

‘ ) Original Size..
Auto Detect

Mixed Size Originals...
5] 9
off
)

| | a.8) Book Faxing..

off
)

‘ ] Reduce/Enlarge...

Auto %

|[[] stame
oft

‘ ( e Lighten / Darken...

Normal

2 Select a preset ratio, or specify a value.

E Reduce/Enlarge

[x Cancel

][0 Save

Variable %

Preset %

500400 (| | 100%

I 81% B4-A4,
B5->A5

p |

Lo |2

|| - Auto %
()

86% A3->B4,
A4-B5

50% A3-A5,
| B4-B6

115% B4-A3,
| B5->A4

[ 61% A3-B5

I 122% A4-B4,
‘A5~>BS

[ 70% A3-A4,
tBlh)BS

I 200% A5-A3,
| B6->B4

Note

* If a magnification is specified in [Reduce/Enlarge], [Rotate 90 degrees] does not function.

B Variable %

Specify a ratio in the range from 50 to 400 % in 1 % increments. To specify a value, use the

numeric keypad or [+] and [-].

M Preset %

€ 100%

Scans at the same size as the original.

& Auto %

If the scan width of the document exceeds the maximum image size, the scanned image is

rotated or reduced to fit the maximum size.

When the speed dialing is used, the maximum image size will be the size registered in the
Address Number. When speed dialing is not used, the maximum size will be A3.

Note

* You can specify whether to rotate documents in the System Administration mode. For more information,
refer to "Tools" > "Fax Service Settings” > "Fax Control" > "Rotate 90 degrees” in the Administrator Guide.

@ Preset ratios

Select from preset scan ratios.

Reference

* You can change the default values of scan ratios other than [100%] and [Auto %]. For more information, refer to "Tools" > "Fax

Service Settings” > "Reduce/Enlarge Presets” in the Administrator Guide.
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Stamp (Adding a Stamp when Scanning a Document)

This feature stamps a circle mark at the bottom corner of each document page when it is
fed through the document feeder. This helps you easily check if each page of the
documents has been scanned correctly.

Important
* Stamps cannot be affixed on the following documents:

* Documents loaded on the document glass
* Documents suspended by pressing the <Stop> button
* Documents suspended by paper jams
* 1-sided documents longer than 600 mm
* 2-sided documents longer than 431.8 mm
* Documents not fed into the document feeder
* Documents suspended due to memory overflow
* Documents that were being scanned when an immediate transmission is suspended

Note

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

-
Q
X

1 Select [Stamp].

rJ Fax/ Inter- Layout Fax/ Internet l More Options
€ net Fax ji Feax Options
‘ ? 2 Sided Scanning... ‘ {FE] Original Type | [ @\l Resolution ‘
1 Sided Text Standard
{ J J J
‘ ) Original Size... ‘ [ 7 Mixed Size Originals.. | ‘lﬂJ Book Faxing...
Auto Detect off off
( J J1 J
‘ EH Reduce/Enlarge... ‘ | ] Stamp ‘e Lighten / Darken... ‘
Auto % off Normal
L J J1 J

2 Select [On].

D Stamp [x Cancel ][0 Save

| | Originals that are fed through the Feeder are stamped to ensure that
no more than one sheet is fed at any given time.

Stamps of small circles are impressed at the bottom edge of the
originals that have been scanned.

m Off
No stamp is affixed.

EOn
A stamp is affixed.
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Lighten / Darken (Adjusting Fax Density)

Reference

® This feature is the same as [Lighten / Darken] on the [Fax / Internet Fax] screen. For more information, refer to "Lighten/Darken
(Adjusting Fax Density)" (P.242).
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This section describes the features you can select on the [Fax/Internet Fax Options] screen.

1 Select [Fax/Internet Fax] on the Services Home screen.

2 Select a feature on the [Fax/Internet Fax Options] screen.

Fax/ Internet Fax

)

Send from Folder

L 12 |

E-mail

Fax/Internet Fax Options

Fax/ Inter-
net Fax

I Layout ]

Fax/ Internet
Fax Options

| Screen |
Brightness

= >

Scan to PC

Acknowledgement
Report

Report: Off

Read Receipts: Off

Starting Rate...

G3 Auto

Priority Send /

Delay Start...
Priority Send : Off
Delay Start: Off

E Transmlsslon Header

Fax: Dlsplay Header
Interet Fax: Display Header

Cover Page...

e Internet Fax Subject...

Auto Set

Intemet Fax
Message...

t
|
t
<
t

Reclplent Print Sets...

1 Set(s)

[
|
D
|
IE
|

[
|
[
|
|[ee
|

[p) Pege=per Side...

|
)
|
)
|
J

[‘]5

Note

* Only [Delay Start] is available for the Server Fax service.

Acknowledgement Report (Confirming Transmission Results)

You can check fax and Internet Fax transmission results.

To receive fax transmission results, select [On] in [Confirmation Options] on the
[Acknowledgement Report] screen. By enabling this feature, the machine automatically
prints a Transmission Report when fax transmission completes successfully, and prints a
Transmission Report - Job Undelivered when fax transmission ends unsuccessfully.

To confirm Internet Fax transmission results, the following two types are available: [Read
Receipts] and [Delivery Receipts]. Selecting [Delivery Receipts] allows you to check whether
or not the Internet Fax you sent was delivered successfully to the recipient’s folder.

Selecting [Read Receipts] allows you to check whether or not the Internet Fax you sent was
correctly delivered and the attached files were correctly processed.

Note

* The optional component is required to use the Read Receipts and Delivery Receipts features. For information,

contact our Customer Support Center.

* Read Receipts (MDN) and Delivery Receipts (DSN) are available when the recipient’s machine supports MDN

and DSN, respectively.

* You can select either [Read Receipts] or [Delivery Receipts] in the System Administration mode. For more
information, refer to "Tools" > "Fax Service Settings” > "Internet Fax Control” > "Delivery Confirmation

Method" in the Administrator Guide.

* You can only use the Delivery Receipts (DSN) feature to check the delivery of e-mail to servers that support
this feature. Furthermore, if any of the e-mail servers on the transmission route do not support DSN, you
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cannot verify the delivery of the e-mail, even if the e-mail has been delivered successfully. For this reason, the
result of the Delivery Receipts may differ from the actual delivery status.

* If [Confirmation Options] is set to [On] and the transmission completes unsuccessfully, a Transmission Report
- Job Undelivered will be printed.

The following procedure uses the Read Receipts feature as an example. The procedure is
the same for the Delivery Receipts feature.

1 Select [Acknowledgement Report].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

[ ;\:I;:t:xledgement ‘ [@ Starting Rate... ‘ [ ll;r:l);;ys ts:rr;d/ ‘
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start : Off
J\ J\ J
[ E ;;:sﬂmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Fax: Display Header off Auto Set 172
Internet Fax: Display Header ) J’—‘
v
[c :;‘;:::;;Fux ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... “—J
1 Set(s) off
( J\ J\ J
2 Select any option.
Acknowledgement Report [x Cancel ][0 Save

Confirmation Options ~ Read Receipts The Confirmation Options feature

( ) ( prints a report after each
a off a off Internet Fax transmission.
| | |

The Read Receipts feat ts th
oo ‘ ‘0 - e Read Receipts feature requests the

Internet Fax recipient to send a confirmation
10 the sender indicating the result of the
transmission. The recipient’s server must
support the MDN standard.

B Confirmation Options
& Off
No Transmission Report is printed.

4 0On

A Transmission Report is automatically printed when the transmission completes

successfully. If the transmission does not end successfully, a Transmission Report - Job
Undelivered is printed.

H Read Receipts
& Off
Disables the Read Receipts feature.

4 On

Enables the Read Receipts feature. You can check whether the Internet Fax you sent was
correctly delivered and the attached files were correctly processed.

B Delivery Receipts
& Off

Disables the Delivery Receipts feature.
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4 0On

Enables the Delivery Receipts feature. You can check whether the Internet Fax you sent was
correctly delivered to the destination folder.

Starting Rate (Selecting a Communication Mode)

You can select a communication mode based on the features of the remote machine.
G3 is the international standard for facsimile transmissions established by the ITU-T.
Reference

* When you use speed dialing, one-touch buttons, group dial number or address book to specify a recipient registered in an address
number, the communication mode currently set to the address number is set and cannot be changed. For information on how to
register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

* You can change the default mode of [Starting Rate] in the System Administration mode. For information on

how to change the default mode, refer to "Tools" > "Fax Service Settings” > "Fax Defaults” > "Starting Rate” in
the Administrator Guide.

T Select [Starting Rate].

-
Q
b3 -
Fax/Inter- | Layout Fax/ Internet | More Options
e e e T
Acknowledgement Starting Rate... Priority Send /
(B ||® ||B petey S |
Report: Off 63 Auto Priority Send : Off
Read Receipts: Off Delay Start : Off
J L J L J
Transmission Header Cover Page... Interet Fax Subject...
P = || & =
Fax: Display Header off Auto Set 172
Internet Fax: Display Header —
L J L J L | v
Intemet Fax Recipient Print Sets... Pages per Side... =
(ot Il | |3 \
1Set(s) off
L J L J L J
2 Select any option.
| € Starting Rate [x Cancel ][<7 Save
This feature is not available for Internet Fax recipients.
@ G3 Auto However, the selected mode is applied to another Internet Fax machine
which s Used as a relay station for fox transmission.
Forced
4800 bps
G4 Auto
L J
B G3 Auto

Select this mode if the remote machine is G3 compatible. This mode is normally selected.

Depending on the reception capabilities of the remote machine, the machine automatically

switches modes in the following order: G3 Unique ECM = G3 Unique = ITU-T G3 ECM -
ITU-T G3.

M Forced 4800 bps

Select this mode when transmitting over noisy or poor telephone lines, as can be the case
with overseas calls.

Also select this mode when transmitting over noisy or poor telephone lines domestically.
B G4 Auto

This setting is applied to the transmission speed between the fax gateway and destination
fax for the Internet Fax.
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About Forced 4800 bps
You can communicate with faxes overseas via telephone company exchanges, etc.

Note

* The international telephone networks are originally designed for voice communications. Noise that does not
really affect voice communications causes a problem with fax communications. It may result in the
deterioration of images quality, the inability to transmit a fax, or even terminate the transmission. Regardless
of whether transmission is successful, you are charged for the call once the line is connected. For information
on line trouble and call charges, contact your telephone company.

* If you select [Forced 4800 bps], the transmission time may be longer because transmission is performed at
4800 bps or less to ensure transmission is successful.

T Select [Starting Rate].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

Acknowled t Starting Rate... Priority Send /
Ermial| D = \
Report: Off G3 Auto Priority Send : Off
tRemd Receipts: Off ] J tDelmy Start: Off J

Transmission Header Cover Page... Internet Fax Subject...
EE=s NG |@ i
Fax: Display Header off Auto Set 172
Interet Fax: DisplayHeaderJ { I J’—‘

v
[

Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
|© oo Il (@

1Set(s) off

( J\ J\ J

2 Select [Forced 4800 bps], and then select [Save].

@ Starting Rate [x Cancel ][0 Save ]

This feature is not available for Internet Fax recipients.

( @ G3 Auto | However, the selected mode is applied to another Internet Fax machine
which is used as a relay station for fax transmission.

Forced
4800 bps

G4 Auto
=

3 Enter the recipient fax number in the same manner as when you make an international call.

The following is an example:

Telephone Country rea code |[Fax number of the
company ID m@mm code ‘A—, other party
Important

* Insome areas, you may need to enter a pause after the telephone company ID number.

Note
* Forinformation on the telephone company ID number, contact your telephone company.
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Priority Send/Delay Start (Specifying Send Priority/Send Time)

The Priority Send feature allows you to give priority to a fax or polling job over other jobs.

The Delay Start feature allows you to specify when to send your fax. This feature is useful
for sending faxes when communication charges are low, such as during night time.

Note

[Priority Send/Delay Start] is not available for Internet Fax.
The Priority Send feature is not available for Server Fax.

For Server Fax, [Delay Start] is available when the FTP or SMB protocol is used, but not when the SMTP
protocol is used.

When [Delay Start] is set for Server Fax, this setting applies to transmission from the Server Fax server to a
final destination, but not from the machine to the Server Fax server.

[Priority Send] can be set in combination with [Delay Start]. If both features are set, Priority Send is performed
at the time specified in [Delay Start].

71 Select [Priority Send/Delay Start].

Fax/ Inter-
net Fax

I Layout ]

Fax/ Internet
Fax Options

Acknowledgement Starting Rate...
Ef== ||&

Report: Off G3 Auto
Read Receipts: Off ]

‘ [ B Priority Send /

Delay Start...
Priority Send : Off
tDela.y Start: Off

\
J

[ E irar:smission Header ‘ [ Cover Page...

Fax: Display Header off
Interet Fax: Display Header

Auto Set

‘ [e Internet Fax Subject... ‘

172

JL J['v]

(

i

v
‘ [ Recipient Print Sets... ‘ @@ R

‘ L
1 Set(s) off

J\ J\ J

2 Select any option.

@ Priority Send / Delay Start [x Cancel ][0 Save
Priority Send Delay Start
2R off l ( ® off | [ ® Specific Time... |
| | |9:00 P4
‘ oo ‘ ‘ <> Speciic Time
L )
M Priority Send

Priority Send is not applied.

4 On
Priority Send is applied.

Note

If the Priority Send feature is selected during transmission, the fax will be sent after the current transmission
ends.

In redial mode, the fax will be resent preferentially after the specified redial interval.

The Priority Send feature cannot be set separately for each recipient of Broadcast and multi-polling jobs.

Reference
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H Delay Start

& Off

Delay Start is not applied.

# Specific Time

Delay Start is applied.
Note

* You can specify a time within 24 hours in 1 minute increments. You cannot specify a date.

* You can set [Delay Start] independently for each address number. For information on how to register address
numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator Guide.

* If you use address numbers or group dial numbers to specify recipients for the Broadcast Send feature, the
[Delay Start] setting specified for each address number is invalid.

* If the fax cannot be sent at the specified time because, for example, the telephone line is busy, it will be sent
as soon as the line becomes available.

B Specific Time
Displays the [Delay Start - Specific Time] screen.

Reference
* Referto "[Delay Start - Specific Time] Screen” (P.259).

[Delay Start - Specific Time] Screen

This screen allows you to specify the start time for fax transmission.

Reference

* You can change the default value of [Delay Start - Specific Time]in the System Administration mode. For more information, refer to
"Tools" > "Fax Service Settings" > "Fax Defaults” > "Delay Start - Specific Time" in the Administrator Guide.

1 Select [AM] or [PM].

L) Delay Start - Specific Time [x Cancel ][0 Save ]

Hours, hanutes Current Time
( l - S
AM P 5 — ‘ y ‘

7:00PM
| o) [wo] Lem)
PM [ I ) [ I )
J o et o et

2 Set [Hours] and [Minutes].
Important

* If you press the <Start> button after the specified time, the stored document will be sent at the specified time
on the following day.
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Transmission Header Text (Adding Sender Name and Phone Number to

Faxes)

260

The Transmission Header Text feature adds the start time, sender name, recipient name,

G3 ID, and number of pages onto the transmitted document.

This feature enables the recipient to confirm when and from whom the fax was sent.
Important

* Header information is printed at the top of the document, so an area of about 3 to 5 mm may not be printed
at the top of each page at the remote machine.

Note

¢ If the document is resent, "Resend” is printed at the left of the date and time indication.

* If this feature is enabled for Broadcast Send, header information is attached to faxes for all the recipients.

® Thestart time is printed in the format set on the machine (12 or 24 hour clock). For information on how to set
the time, refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" in the Administrator Guide.

* The recipient name is only added if it has been registered in the address number.

* If you specify the line to send a fax, the sender name registered for the selected line is printed. If you do not
specify a line, the sender name (company logo) of the machine is printed, but not the sender name of the
line.

Reference

* Forinformation on the sender name and G3 ID, refer to "Tools" > "Fax Service Settings” > "Local Terminal Information” in the
Administrator Guide.

* You can change the default value of [Transmission Header Text] in the System Administration mode. For
information on how to change the default value, refer to "Tools" > "Fax Service Settings” > "Fax Defaults" >
"Transmission Header Text" in the Administrator Guide.

1 Select [Transmission Header Text].
:::(é;;ter-l Layout ] F;:x/ér:neor::t [ More Options _

Erma | T C \

Report: Off G3 Auto Priority Send : Off

Read Receipts: Off Delay Start : Off

J U J{ J
[ E ;;:sﬂmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
ovemer o Sapiayteader || . bk
e | I J ]
[c :;‘;:::;;Fux ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... ‘
1 Set(s) off
( J U J U J
2 Select [Display Header].

E Transmission Header Text [x Cancel ][0 Save

Fax Internet Fax

( off ] ( off Thisfet_lufre adds informalion such as date of

RS R | [

< Display Header ‘ < Display Header

u Off

No header information is attached.

M Display Header

Header information is attached.
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Cover Page (Transmitting Documents With a Cover Page)

This feature allows you to attach a cover page to the document.

The cover page includes the recipient name, comment, sender name, machine fax number,
number of pages, and date and time of transmission.

Reference

* You can specify whether to attach a cover page for each address number. For information on how to register address numbers,
refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

Note
® This feature is not available for the Server Fax service.
* When [Transmission Header Text] is set, the header information is not printed on the cover page.

* You cannot use the Cover Page feature for Broadcast transmission using the numeric keypad. To use this
feature for Broadcast transmission, register recipients to address numbers.

* The size and resolution of the cover page is based on the first page of the document.

T Select [Cover Pagel.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
J\ J\ J
[ E Transmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Text...
Fax: Display Header off Auto Set 172
Interet Fax: Display Header I J’—‘
v
[
[c Internet Fax ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... ‘
Message...
1 Set(s) off
( J\ J\ J

2 Select [Print Cover Pagel.

Cover Page [x Cancel ][0 Save
[a off | ([ comments |

Recipient: None
¢ Brint SenderNone SI)
Cover Page

The following comments are added to the top of the cover page.

Fax Cover Page

To: (Name as in Address Book)

From: (Company Logo)

m Off
No cover page is attached.
H Print Cover Page
A cover page is attached.
B Comments

Displays the [Cover Page - Comments] screen.
Reference

* Refer to "[Cover Page - Comments] Screen” (P.261).

[Cover Page - Comments] Screen

This screen allows you to select comments to be added to the recipient and sender fields.
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71 Select any option.

Cover Page - Comments [x Cancel ][0 Save

Recipient’s Comment Sender’'s Comment

None None

. Comment1 . Comment1

. Comment2 . Comment2

. Comment3 . Comment3

. Comment4 . Comment4

o[ a]e|~]|[=
o[ e[ S]] =

. Comment5 v . Comment5 v

M Recipient’'s Comment

Displays the registered comments in the recipient field. Select a comment to be used. Select
[None] when no comment is added to this field.

B Sender’'s Comment

Displays the registered comments in the sender field. Select a comment to be used. Select
[None] when no comment is added to this field.

Reference
* Forinformation on how to register comments, refer to "Tools" > "Setup” > "Add Fax Comment" in the Administrator Guide.

About the Cover Page

ETo
When an address number is used, the recipient name registered for the address number is
printed. This field is blank if no recipient name is registered for the address number.

H Recipient’'s Comment

Prints the comment selected in [Recipient’s Comment].

H From

Prints the registered sender name.

B Sender’'s Comment

Prints the comment selected in [Sender’s Comment].

H Fax Number

Prints the fax number of the machine. For G3 communications, "G3 ID" is printed.

B Number of Pages

Prints the number of pages.

H Send Date and Time

Prints the transmission date and time.

B Remarks

Prints remarks when the document is sent using Broadcast, Folder, Relay Broadcast, or
Redial Mode.
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Internet Fax Subject (Specifying the Internet Fax Subject)

You can specify an Internet Fax subject. If no subject is specified, the preset subject is
automatically entered.

Note

*® This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

T Select [Internet Fax Subject].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
Acknowledgement ‘ Starting Rate... ‘ Priority Send / ‘
| R & [CeeEas
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off ] J tDela.y Start: Off

J
[ E Transmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Text...
Fax: Display Header off Auto Set 172
Interet Fax: Display Header I J’—‘
v
[
Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
|© oo Il [E3

1 Set(s)

( J\ J\

off

J

2 Select [Keyboard].

e Internet Fax Subject

[x Cancel ][<7 Save

Auto Set

(
5 Keyboard.

3 Enter a subject with up to 128 characters using the displayed keyboard.

Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.77).
Note

* If nosubject is entered, the following will be automatically entered as a subject: [InternetFAX;<From> ; <Send
Date and Time>].

Internet Fax Message (Editing the Internet Fax Mail Contents)

You can edit Internet Fax comments. Enter text using the keyboard or use a pre-registered
comment.

Note

*® This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

Reference

* Forinformation on how to register comments, refer to "Tools" > "Setup” > "Add Fax Comment" in the Administrator Guide.
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1 Select [Internet Fax Message].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off ] J {Delay Start: Off J
Transmission Header Cover Page... Internet Fax Subject...
EE=s NG |@ i
Fax: Display Header off Auto Set 172
Interet Fax: Display Header ] I J —
v
(
Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
|© oo |8 [E3
1 Set(s) off

( J\ J\ J

2 Select any option.

c Message [x Cancel ][0 Save
) s Keyboard..
I
H Delete Text

Deletes the comment displayed on the screen.

B Keyboard
Allows you to enter body text using the displayed keyboard. Up to 256 characters can be
entered.
You can also select [Add Comment] to select a registered comment and edit it.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.77).

B Add Comment
Allows you to insert a registered comment.
Select this button to display the [Add Comment] screen.

Reference
® Refer to "[Add Comment] Screen" (P.264).

[Add Comment] Screen
This screen allows you to select a comment to be added.
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1 Select any option.

c Add Comment [x Cancel ][0 Save

Select Comment

. Comment1

2. Comment2

3. Comment3

4. Comment4

5. Comment5

6. Comment6

B Select Comment
Displays the registered comments.

Reference

* Forinformation on how to register comments, refer to "Tools" > "Setup" > "Add Fax Comment" in the Administrator Guide.

Recipient Print Sets (Printing Multiple Sets at the Remote Machine)

This feature allows you to print multiple sets of a fax document at the remote machine.

Note
* This feature is not available for the Server Fax service.

1 Select [Recipient Print Sets].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
J\ J\ J
[ E ;;:sﬂmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Fax: Display Header off Auto Set 172
Interet Fax: Display Header I J’—‘
v
(
Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
G Il [
1Set(s) off
( JL JL J
2 Select any option.
% Recipient Print Sets [x Cancel ][0 Save
2699 Sets
O
Multiple Sets ]
L)

H 1 Set

The remote machine will output one set of the fax document.
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H Mu

ltiple Sets

Allows you to specify the number of print sets the remote machine will output, in the range
from 2to 99 in 1 set increments.

Use [+] and [-] or the numeric keypad to specify the value.

Note

* The number of print sets the remote machine will output cannot be specified when using IP Fax(SIP).

Pages per Side (Combining Multiple Pages into One Sheet)

266

This feature allows you to send a fax by combining multiple pages of a document into one
side of a single sheet of paper. For example, if you have a document of 12 pages, and you
specify 3, the machine combines the scan data into 4 pages. You can specify a value for
[Pages per Side] in the range from 2 to 9.

Important
* If the length of each resultant page is too long, the output data may be split on the recipient’s machine.

* If the number of pages of documents is smaller than the specified pages, the scanned number of pages will
be only combined and transmitted.

Note
* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

T Select [Pages per Sidel.
:::(é;;ter- Layout ] F;:x/ér:neor::t [ More Options _
[ %;Eré;:xledgemem ‘ [gslmmng Rate... ‘ [PB?{;;ZS‘SSE;/ ‘
Reod Receipts: Off I e J tD'é?&'yysufr"uim J
[ E ;;:sﬂmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Fax: Display Header off Auto Set 1/2
Interet Fax: Display Header —
J U J U J L7
[c :;‘;:::;;Fux ‘ [[(R:cipient Print Sets... ‘ [?ﬂ@ Pages per Side... ‘
( J U J U J
2 Select [On].
%@ Pages per Side [x Cancel ][0 Save
gri:i;als
e | —
o
m Off
The Pages per Side feature is not applied.
HOn

Allows you to scan multiple pages of a document onto one side of a single sheet of paper
for fax transmission. Specify the number of pages in [Originals] to fit onto one sheet.

Use [+] and [-] or the numeric keypad to specify the value.
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Remote Folder (Using Remote Folder)

This feature allows you to send or receive confidential documents that you do not want
others to see.

Note

* This feature is not available for the Server Fax service.

* The Fax signal method and the F code method are available in IP Fax (SIP). For the method to use remote
folder using F code method, refer to "F Code (Using F Code Transmission)” (P.270).

*® Inthe IP Fax (SIP) using VoIP Gateway, remote folder using Fax signal method is not available. Only the F
code method is available. For more information, refer to "Copy” (P.79).

B Sending to Folder (Fax Signal Method)

This feature allows you to send a file directly to a folder on the remote machine. The file
can be printed on the remote machine. To use this feature, you need the folder number and
passcode of the remote folder.

B Secure Polling (Fax Signal Method)

This feature allows you to retrieve a file from a folder on a remote machine by sending a
polling request from your machine. To use this feature, you need the folder number and
passcode of the remote folder.

The retrieved file is stored in a folder on the machine. When a file is received in a folder, the
<Data> indicator lights up and a Folder Report is printed. The Folder Report lists the folder
number and name.

Important
* You cannot use polling to retrieve files from multiple remote folders simultaneously.

Note

* The DTMF method is available for Remote Folder. The supported signals are numerals,

*

", and "#" only.

Reference
* Forinformation on how to print files received in a folder, refer to "Printing Files in a Folder” (P.423).

* Files received in folders can be automatically printed depending on the folder settings. For information on
the folder settings, refer to "Configuring/Starting Job Flow" (P.427).

* Depending on the report print settings, a Folder Report may not be printed even after a file is received in a
folder. For information on the Folder Report setting, refer to "Tools" > "Common Service Settings" > "Reports”
> "Folder Report” in the Administrator Guide.

B Sending to Folder (DTMF Method)

To send a fax to a folder using the DTMF method, you need the folder number of the
remote folder. Two DTMF methods are available: Auto and Manual.

Sending to Folder (Fax Signal Method)

1 Select [Remote Folder].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

‘ &j Remote Folder... ‘ ‘ % F Code... ‘ ‘ @ Internet Fax Profile... ‘
off off TIFF-S

L J J )—
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2 Select [On].

[x Cancel ][<7 Save

&3 Remote Folder

(e Off | Remote Folder Number
(Example: 001,010, 100)

o

Folder Passcode

L]

m Off
Disables the Remote Folder feature.

HOn
Enables the Remote Folder feature. Enter a folder number in [Remote Folder Number].

B Remote Folder Number
Select the [Remote Folder Number] box, and enter a 3-digit folder number of the remote

machine using the numeric keypad.

B Folder Passcode
Select the [Folder Passcode] box, and enter the 4-digit passcode of the remote folder using

the numeric keypad. If a passcode is not set, leave this box blank.

Secure Polling (Fax Signal Method)

1 Select [More Options] tab to display the [More Options] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
Fax Options

net Fax Adjustment
‘ [ 2 storeforPolling... ‘ | On-hook
( (Manual Send/Receive) |

[}/, RemotePolling...
2l

off off
J { J

(

2 Select [Remote Polling].

3 Select [Poll a Remote Device].

[x Cancel ][<7 Save

© Remote Polling
This feature allows you to retrieve files from a remote machine.

To retrieve files from a folder of a remote device, select “Poll a Remote
Device" on this screen and specify the remote folder number using the

‘aoﬂ

Remote Folder feature.
(> PollaRemote
isviss This feature is unavailable for Internet Fax recipients.

4  Select [Save].

268



Fax/Internet Fax Options

5 Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen,

and select [ W] to display the next page.

B Fax/ Inter- Layout
net Fax j

Fax/Intemet | More Options
Fax Options

Read Receipts: Off

J\

[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off

Delay Start: Off

J\

J

Fax: Display Header off
Interet Fax: Display Header

[ E irar:smission Header ‘ [ Cover Page...

Auto Set

J\

‘ [e Internet Fax Subject... ‘

172

v

i Il

( J\

Recipient Print Sets... ‘ @@ Pages per Side...

1 Set(s) off

J\

‘ J

J

6 Select [Remote Folder].

Fax/ Inter- Layout Fax/Intemet | More Options

net Fax j Fax Options
[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFF-S

t J1 J1 J—

A
{ I
2/2

7 Select [On].

&3 Remote Folder [x Cancel ][0 Save

| Remote Folder Number
(Example: 001, 010, 100)

e

Folder Passcode

L]

[ g off

u Off

Disables the Secure Polling feature.

HOn
Enables the Secure Polling feature. Enter a folder number in [Remote Folder Number].

B Remote Folder Number

Select the [Remote Folder Number] box, and enter a 3-digit folder number of the remote
machine using the numeric keypad.

B Folder Passcode

Select the [Folder Passcode] box, and enter the 4-digit passcode of the remote folder using
the numeric keypad. If a passcode is not set, leave this box blank.
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Format for Auto Send (DTMF Method)

T Select the keyboard button on the [Fax/Internet] screen to display the keyboard on the
touch screen, and enter the destination and passcode in the following format.

Telephone number E] Folder number Passcode of

of on folder on
remote machine remote machine

remote machine

Format for Manual Send (DTMF Method)

1 Select [On-hook (Manual Send/Receive)] on the [More Options] screen to display the
keyboard on the touch screen, and enter the destination and passcode in the following

format.

Telephone number  |\Facsimile tone |y || Beep! |
Of I 1 (I
remote machine

Folder number Passcode of iBeep! 7:
1 1

on folderon | — — '=—==——-
remote machine remote machine

Note
* Use the keyboard on the touch screen to enter symbols such as "I" and "**. For information on how to enter

characters, refer to "Entering Text" (P.77).
* Enter a passcode only if necessary.

* You can specify any machine that supports our DTMF method feature.

Reference
* By registering destinations in address numbers using the above dialing formats, you can use the address numbers for the Secure
Polling feature. For information on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the

Administrator Guide.

F Code (Using F Code Transmission)

F Code is the transmission procedure set by the Communications and Information Network
Association of Japan and is the T.30 (communication protocol) method for using sub-
addresses that was standardized by the ITU-T. The F Code feature enables various features
to be used with transmission among F Code-compatible machines regardless of their
manufacturers.

When using F Code transmission, use an F Code and password. The F Code, which is also
called a sub-address by other companies, must be registered (entered). Set the password if

necessary.

Note
* This feature is not available for the Server Fax service except when an F code is included in a dialing number.

® To use the F Code feature, you need to confirm the F Code of the recipient’s machine in advance.

¢ If you perform Sending to Folder or Secure Polling between machines of this model, we recommend that you
use the fax signal method.

Reference
* You can set the F Code and password for each address number. For information on how to register address numbers, refer to

“Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

* You can use the Relay Broadcast and Remote Relay Broadcast features with F Code transmission. For
information on Relay Broadcast and Remote Relay Broadcast, refer to "Relay Broadcast (Transmitting
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Documents Through a Relay Station)” (P.286) and "Remote Relay Broadcast (Performing Relay Broadcast to
Remote Locations)” (P.290), respectively.

You can use the following features with F Code transmission.

B Sending to Folder (F Code Method)

When a folder is set on a remote machine, you can send a document directly to the folder
by specifying the F code (sub-address) and password (if set up) of the folder.

Obtain the F code (sub-address) and password of the remote folder in advance.
Example of specifying a destination:

F Code (sub-address): O (to designate an F Code transmission) and the folder number of a
folder on the remote machine

Password (if set up): The password of the remote folder

B Secure Polling (F Code Method)

When a folder is set on a remote machine, you can perform secure polling for the folder by
specifying its F code (sub-address) and password (if set up).

If you use your machine to perform secure polling for a folder on a remote machine, obtain
the F code (sub-address) and password of the target folder.

If you use a remote machine to perform secure polling for a folder on your machine, give
the following information.

ﬁ -~

F Code (sub-address): O (to designate an F Code transmission) and the folder number of the
target folder

Password (if necessary): The password of the target folder

Note
* The DTMF method is available for Remote Folder. The supported signals are numerals, ", and "#" only.

Reference

* Afile received in the folder can automatically be printed depending on the folder settings. For information on the folder settings,
refer to "Configuring/Starting Job Flow" (P.427).

* Depending on the report print settings, a Folder Report may not be printed even after a file is received in a
folder. For information on the Folder Report setting, refer to "Tools" > "Common Service Settings" > "Reports”
> "Folder Report” in the Administrator Guide.

* Forinformation on how to print files received in a folder, refer to "Printing Files in a Folder” (P.423).

Sending to Folder (F Code Method)

1 Select [F Codel.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

‘ &j Remote Folder... ‘ ‘ % F Code... ‘ ‘ @ Internet Fax Profile... ‘
off off TIFF-S

( J J J—
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2 Select [On].
ZIF Code [xCan | ][05(:
k3 | |
o pesserd
H H
T S Keyboard..

3 Select the [F Code] box, and enter an F code using the displayed keyboard or the numeric

keypad.

Note
* You can enter up to 20 digits for the F code.
If necessary, select the [Password] box, and enter a password using the displayed keyboard

4

or the numeric keypad.

Note
* You can enter up to 20 digits for the password.

mOff
The F code transmission is not used.

HOn
The F code transmission is used. Enter the F Code.

BF Code
Select the [F Code] box, and enter the F code using the displayed keyboard or the numeric

keypad.
Note
® You can enter up to 20 digits for the F Code.

HPassword
numeric keypad. If a password is not set, leave this box blank.

Select the [Password] box, and enter the password using the displayed keyboard or the
Note
* You can enter up to 20 digits for the password.

EKeyboard
Enter the F code or the password using the displayed keyboard.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.77).

Specify a destination, and then press the <Start> button.

5

272



Fax/Internet Fax Options

Secure Polling (F Code Method)

71 Select the [More Options] tab to display the [More Options] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook |
@ | (Manual Send/Receive) |

off off

( J\ J

2 Select [Remote Polling].

3 Select [Poll a Remote Device].

[x Cancel ][<7 Save

© Remote Polling
This feature allows you to retrieve files from o remote machine.
( x off || o retrieve fles from o folder of  remote device, select "Poll a Remote

Device" on this screen and specify the remote folder number using the
Remote Folder feature.

Polla Remote

isviss This feature is unavailable for Internet Fax recipients.

4 Select [Save].

5 Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen,
and select [ W] to display the next page.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFFS
L J J -
A
[
2/2

6 Select [F Code].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFF-S
{ 4 L J—
A
[
2/2

273



Fax

7 Select [On].

8 Select the [F Code] box, and enter the F Code using the displayed keyboard or the numeric

keypad.

Note
* You can enter up to 20 digits for the F Code.
If necessary, select the [Password] box, and enter a password using the displayed keyboard

9

or the numeric keypad.

Note
* You can enter up to 20 digits for the password.

mOff
Disables the Secure Polling feature.

HOn
Enables the Secure Polling feature.

BF Code
Select the [F Code] box, and enter the F code using the displayed keyboard or the numeric

keypad.
Note
® You can enter up to 20 digits for the F Code.

HPassword
Select the [Password] box, and enter the password using the numeric keypad. If a password

is not set, leave this box blank.

Note
* You can enter up to 20 digits for the password.

EKeyboard
Enter the F code or the password using the displayed keyboard.

Note
* Forinformation on how to enter characters, refer to "Entering Text" (P.77).

10 Specify a destination, and then press the <Start> button.
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Internet Fax Profile (Specifying Internet Fax Profiles)

A profile is specified to restrict attribute information such as image resolution and paper
size for transmissions between Internet Fax-compatible machines.

Note

* The profiles that can be processed differ depending on the Internet Fax-compatible machine of the recipient.

Before specifying a profile, confirm the profiles the Internet Fax-compatible machine of the recipient can
process.

* If inconsistency occurs between a profile, and stored document size and resolution, priority is given to the
settings specified in the profile.

¢ If the profile differs for each recipient when using Broadcast Send, the smallest size becomes the maximum
image size.

Reference

* You can set an Internet Fax profile for each address number. For information on how to register address numbers, refer to "Tools"
> "Setup” > "Add Address Book Entry" in the Administrator Guide.

* You can change the default value of [Internet Fax Profile] in the System Administration mode. For
information on how to change the default value, refer to "Tools" > "Fax Service Settings" > "Fax Defaults" >
"Internet Fax Profile" in the Administrator Guide.

1 Select [Internet Fax Profile].

Fax/ Inter- Layout Fax/Intemet | More Options

net Fax j Fax Options
[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFF-S

{ 4 L J—

2 Select any option.

@ Internet Fax Profile [x Cancel ][0 Save

TIFF-Sis a standard format for Internet Fax.

Select TIFF-S when sending 8.5.x 11" or A4 original size with
TIFF-S Standard (200 x 100 dpi) or Fine (200 dpi) Resolution. Original larger
than 8.5 11 or A4 will be automatically reduced.
Ui Use TIFF-F or TIFF-J to send larger originals up to 11x 17" or A3 size

with Superfine Resolution.
TIFF-J

This feature is not available for Fax recipients.

B TIFF-S

This profile is the Internet Fax standard. For documents that are larger than A4, the size is
reduced automatically to A4 for transmission.

* Encoding method: MH
* Stored document size: A4
* Resolution: Standard (200 x 100 dpi), Fine (200 dpi)

Note

* [TIFF-S]is not available when [Superfine (400 dpi)] or [Superfine (600 dpi)] is selected in [Resolution] on the
[Fax/Internet Fax] screen.
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B TIFF-F
Select this profile when you specify super-fine for the resolution or when you send A3 or B4

documents.

* Encoding method: MMR

* Stored document size: A4, B4, A3

* Resolution: Standard (200 x 100 dpi), Fine (200 dpi), Superfine (400 dpi), Superfine (600
dpi)

Note
* When afax is sent to a machine that does not support TIFF-F, the recipient’s machine will not be able to

display or print the images.

N TIFF-)
Select this profile for sending documents in JBIG.

* Encoding method: JBIG

* Stored document size: A4, B4, A3
* Resolution: Standard (200 x 100 dpi), Fine (200 dpi), Superfine (400 dpi), Superfine (600
dpi)
Note

* When afax is sent to a machine that does not support TIFF-J, the recipient’s machine will not be able to
display or print the images.

Encryption (Sending Internet Fax Encrypted by S/MIME)

You can send Internet Fax encrypted by S/MIME.
When sending encrypted Internet Fax, select an e-mail address associated with a certificate
that can be encrypted, from the Address Book.
Note
* This feature is supported only by the ApeosPort series models.

* Tosend Internet Fax encrypted by S/MIME, register certificates of the machine and the recipient’s machine
in advance. For information on certificates, refer to "Encryption and Digital Signature Settings" >
"Configuration of E-mail Encryption/Digital Signature” in the Administrator Guide.

* You can change the default value of [Internet Fax Encryption] in the System Administration mode. For
information on how to change the default value, refer to "Tools" > "Fax Service Settings” > "Fax Defaults” >

"Internet Fax Encryption” in the Administrator Guide.

H Disabled
Sends Internet Fax without encryption.

H Enabled
Sends encrypted Internet Fax.
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Digital Signature (Sending Internet Fax with a Digital Signature by S/
MIME)

You can send Internet Fax with a digital signature by S/MIME.

Digital Signature allows a recipient to confirm whether the contents of the Internet Fax are
changed, or whether the Internet Fax is sent from the proper sender.

Note
*® This feature is supported only by the ApeosPort series.

* Tosend Internet Fax with a digital signature by S/MIME, register certificates of the machine and the
recipient’s machine in advance. For information on certificates, refer to "Encryption and Digital Signature
Settings" > "Configuration of E-mail Encryption/Digital Signature” in the Administrator Guide.

* When [Digital Signature - Outgoing Internet Fax] is set to [Do not add signature] or [Always add signature] in
the System Administration mode, depending the selected option, [On] or [Off] is displayed on the [Digital
Signature] screen, which cannot be changed. For information on [Digital Signature - Outgoing Internet Fax],
refer to "Tools" > "Connectivity & Network Setup” > "Security Settings” > "S/MIME Settings” in the
Administrator Guide.

m Off

Sends Internet Fax without a digital signature.

HOn

Sends Internet Fax with a digital signature.
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More Options

This section describes the features you can select on the [More Options] screen.

1 Select [Fax/Internet Fax] on the Services Home screen.

L 12 |

2 Select a feature on the [More Options] screen.

Fax/ Inter- Layout Fax/Intemet | More Options _

net Fax Adjustment Fax Options
l [ e=9 On-hook

(Manual Send/Receive)

{ Remote Polling... l { 3. Store for Polling...

off off
J

L JL

Remote Polling (Retrieving Files from Remote Machines)
Remote Polling is a feature that allows your machine to retrieve a file stored in a remote
machine. You are charged for the transmission fee.
This feature is used for Facsimile Information Services.

Reference
* Forinformation on Facsimile Information Services, refer to "Receiving Faxes" (P.295).

Note
* The Remote Polling feature may not be available depending on the remote machine.

* This feature is not available for the Server Fax service.
* When you specify polling in combination with [Delay Start] on the [Fax/Internet Fax Options] screen, you can

retrieve a file at a specified time.

B Remote Polling
You can retrieve a file stored on a remote machine by sending a polling request from your

machine. You can also retrieve files from multiple machines. This is called Multi-Polling.

M Secure Polling (DTMF Method)
You can retrieve a file from a folder on a remote machine by sending a request from your

machine. A folder must be created on the remote machine. If the folder is passcode-

protected, you can retrieve a file confidentially.

Important
* You cannot use polling to retrieve files from multiple remote folders simultaneously.

Note
* The DTMF method is not available for the IP Fax (SIP).
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Remote Polling

1 Select [Remote Polling].

Fax/ Inter- Layout Fax/ Internet

More Options
net Fax Adjustment Fax Options

Remote Polling... . Store for Polling... | on-hook |
[ ) H “Q(ManualSenleeceive) )
off off -
( J\ J

2 Select [Poll a Remote Device].

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.

( a off || o retrieve fles from o folder of  remote device, select "Poll a Remote

Device" on this screen and specify the remote folder number using the
Remote Folder feature.
> PollaRemote
Device

This feature is unavailable for Internet Fax recipients.

Note

* To use Multi-Polling, specify multiple recipients.

mOff
Disables the Remote Polling feature.

HPoll a Remote Device

Enables the Remote Polling feature.

3 Specify a destination, and then press the <Start> button.

Secure Polling (DTMF Method)

T Select the keyboard button on the [Fax/Internet Fax] screen to display the keyboard on the
touch screen.

Z2 Recipient List g [<7 Close ]

[ Internet Feox: |
‘ nternet Fax: ‘@) DeleteTextT
ED0nooonons

[ Talwlal Tl 10 wiw I w[w]\
fuwswdwfwgwhwjwkwlwyw w@\
- wzwchwvwbwnwm\ ( w,w shift |

( More Characters |
)

2

Enter a format corresponding to Auto Send or Manual Send, and then select [Close].
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3  Select the [More Options] tab to display the [More Options] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

( on-hook |
| (Manual Send/Receive) |

Remote Polling... ‘ [ 3. Store for Polling... ‘

{

off

( J\ J

off

4 Select [Remote Polling].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

‘ [ 3. Store for Polling... ‘ \g on-hook |
| &4 (Manual Send/Receive) |

[ Remote Polling...
2l

off off

( J\ J

N XD4

5 Select [Poll a Remote Device].

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.

To retrieve files from a folder of a remote device, select “Poll a Remote
Device" on this screen and specify the remote folder number using the

ES
Remote Folder feature.
L o Remote
S This feature is unavailable for Internet Fax recipients.

6 Select [Savel.

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.

To retrieve files from a folder of a remote device, select “Poll a Remote
Device" on this screen and specify the remote folder number using the

Remote Folder feature.

This feature is unavailable for Internet Fax recipients.

m Off
Disables the Secure Polling feature.

H Poll a Remote Device
Enables the Secure Poling feature.

280



More Options

B Format for Auto Send

Telephone number E] Folder number Passcode of

of on folder on
remote machine remote machine remote machine

B Format for Manual Send

Telephone number | Facsimile tone ::Beep! |
Of e e e e 1 1 |

remote machine
Folder number Passcode of iééép] 75

on folderon | T T77°7
remote machine remote machine

Note
* Use the keyboard on the touch screen to enter symbols such as "!I" and "*". For information on how to enter

characters, refer to "Entering Text" (P.77).
* Enter a passcode only if necessary.

* You can specify any machine that supports our DTMF method feature.
Reference

* By registering destinations in address numbers using the above dialing formats, you can use the address numbers for the Secure
Polling feature. For information on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the

Administrator Guide.

Store for Polling (Storing Files on the Machine that a Remote Machine
can Retrieve)

Store for Polling is a feature that store a file on your machine so that a remote machine can
retrieve it from your machine. The following two methods are available for Store for Polling:
Store for Free Polling and Store for Secure Polling.

Reference
* The machine can be set to automatically delete files after they are retrieved with polling. For more information, refer to "Tools" >
"Fax Service Settings” > "Fax Control” > "Polled Files - Auto Delete” in the Administrator Guide.

Note
* This feature is not available for the Server Fax service.

T Select [Store for Polling].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \% On-hook |
@ | (Manual Send/Receive) |

off off

( J\ J
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2 Select any option.

][0 Save

¥ Store for Polling

[x Cancel

Savein:

off

) .
‘ = Public Folder...

Number of Files: 300
J

3. Store for Free Polling

% Store for Secure Polling
L

J

mOff

Disables the Store for Polling feature.

EStore for Free Polling

Stores a file in a public folder on the machine. The file in the public folder can be retrieved

by a remote machine.

HStore for Secure Polling

Stores a file in a private folder on the machine. If the folder is passcode-protected, the file

can be retrieved by a remote machine confidentially.

Reference

ESa

3

* You need to create a private folder in advance. For more information on how to create a folder, refer to "Tools" > "Setup” > "Create

Folder" in the Administrator Guide.
ve in:

When [Store for Free Polling] is selected
[Public Folder] is displayed. Selecting this button displays the [Public Folder] screen.

Reference
® Refer to "[Public Folder] Screen" (P.282).
* When [Store for Secure Polling] is selected
[Private Folder] is displayed. Selecting this button displays the [Folder] screen. Select a
folder to store files in for Secure Polling.

Reference

* Forinformation on how to select a folder, refer to "Selecting a Folder” (P.416). For information on how to check files for Secure
Polling, refer to "Checking/Operating Files in a Folder" (P.417).

Press the <Start> button.

[Public Folder] Screen
This screen allows you to print and delete files stored for Free Polling.
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T Select the file to be printed or deleted. You can select either one file or all files.

" PublicFolder (@refresn ][ close

Number - Type Stored Date Pages ;‘;'"bef of Files:

1. 00001 - Store for Polling 2009/6/25 7:26 PM 9999 [Eeechal

2. 00002 - Store for Polling 2009/6/25 7:26 PM 9999

3. 00003 - Store for Polling 2009/6/25 7:26 PM 9999

4, 00004 - Store for Polling 2009/6/25 7:26 PM 9999

5. 00005 - Store for Polling 2009/6/25 7:26 PM 9999

6. 00006 - Store for Polling 2009/6/25 7:26 PM 9999] v |

Note

* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

N Refresh

Refreshes the information about files stored in the public folder.

H Select All

Selects all files stored in the public folder.

H Delete

Deletes the selected file. Selecting this button displays a confirmation screen. Select
[Delete] on the screen to delete the file.

H Print

Prints the selected file.

On-hook (Confirming Remote Machine Response Prior to Transmission)

Use this feature when using Manual Send.

Manual Send is the transmission method that allows you to send a fax after you make a
phone call to a remote machine and then check that the connection is established. This
feature can be used with the receiver either off-hook or on-hook.

We recommend that you set the line monitor volume to "Loud".

Note
* If an error occurs during transmission of, for example, the second page, the transmission of the first page
may also end abnormally.

* The On-hook feature is not available for the IP Fax (SIP).

Reference

* You can change the volume of the line monitor in the System Administration mode. For information on how to change the volume,
refer to "Tools" > "Common Service Settings" > "Audio Tones” > "Line Monitor Volume" in the Administrator Guide.
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1 Pick up the telephone receiver, or select [On-hook (Manual Send/Receive)].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options
[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook
@ | (Manual Send/Receive) |

off off

( J\ J

2 Select any option.

22 on-hook f LineCut
Manual Send “
Manual Send jh‘5‘6‘7‘8‘9‘0‘_‘
sttt e o] v o ] xJo ] ] /]
bty | A s T‘[DT‘[F T‘[GWHYJ T[K‘[L [ERE= e
- BRSO EE B e e
( More Characters |

B Manual Send/Manual Receive
Use the drop-down menu to switch between [Manual Send] and [Manual Receive].

* Manual Send: Allows you to check if connection is established before sending a fax.

* Manual Receive: Allows you to receive a fax manually, such as Facsimile Information

Services.

H Entering a destination
Use alphanumeric characters to specify a destination.

Note
* Some touch-tone services may not be available even if you set your telephone to send tones.

* When the line type is set to a tone line, [:] (Tone) is not displayed on the screen. If you want to send tones (or
to use the touch-tone services) while using a pulse line, select [:] (Tone).

B More Characters
Select this button to display a symbol screen, allowing you to use symbols to specify a

destination.

H Line Cut
Cuts the line connected.
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Broadcast

This section describes how to set Broadcast Send and Relay Broadcast.

Broadcast Send (Transmitting to Multiple Recipients)

The Broadcast Send feature allows you to transmit the same document to multiple
recipients in a single operation. There is no need to repeat the same operation for each
recipient.

When the Additional G3 Port Kit 3 (optional) is installed, you can use the extra lines to make
multiple transmissions simultaneously with Broadcast Send.

If you specify Broadcast Send, the machine prints a Broadcast/Multi-Poll Report after the
Broadcast Send operation finishes.

Note
* You can use Broadcast Send by specifying recipients from Fax, Internet Fax, and IP Fax (SIP), for a single job.
(Mix Broadcast)

* The maximum number of recipients that you can specify at one time is as follows: Using the numeric keypad:
200 locations; using address numbers: 600 locations; and using the numeric keypad in combination with
address numbers: 600 locations.

* In multiple addresses, even though there are lines used for destination are already specified, when the lines
are specified by selecting [Line Selection] in the [Fax / Internet Fax] screen, a fax job will be transmitted in the
setting of [Line Selection]. For more information, refer to "Specifying a line (port) using [Line Selection]”
(P.239).

* The address numbers 0001 - 0070, or 0001 - 0060 correspond to the one-touch buttons 1 - 70, or 1 - 60. For
more information on the one-touch buttons, refer to "Control Panel” (P.59).

* When using Broadcast Send, the Cover Page and Remote Folder features are not available even if they are
enabled on the control panel. If you want to use [Cover Page] and [Remote Folder], set them when registering
each recipient in an address number.

* [Confirmation Options] is not available. Check a Broadcast/Multi-Poll Report to see transmission results.

B Show Fax No./E-mail Address

If you select this check box, the recipient’s name will not be displayed in the recipient field.

H Enable Broadcast

To prevent missending a fax to multiple recipients, you can set whether to use Broadcast
Send prior to specifying multiple recipients. Select the [Enable Broadcast] check box to
specify multiple recipients.

Reference

* [Enable Broadcast] is displayed only when [Broadcast Checkbox on 1st Tab] is set to [Enabled]. For more information on the
setting, refer to "Tools" > "Fax Service Settings" > "Fax Control" > "Broadcast Checkbox on 1st Tab" in the Administrator Guide.
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T Select the first recipient.

Note
* When you specify recipients from Fax and Internet Fax for a single job (Mix Broadcast), select the fax type for
each recipient from the drop-down menu.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

=i - |
[l - ‘ Recipient[d001]:0123456789 (5 ]‘
L L) | )

D Show Fax No. / E-mail Address

| = Address |
| [ sookc. J
[ gom Redial || g |
B |5
DPreview
Darken Lighten = e =
. " [[577) 2 Sided [) [[=) onginal Type | | (@] Resolution | |
[ ”'Wm] ) | 1D Scanning | a - -
L J |1 Sided ) (Text | |Standard (200x.. | |

Select [+ Add].

Select the next recipient.

2

3

4 Repeat steps 2 and 3.
5 Press the <Start> button.
6

Select [Yes] on the confirmation screen to start transmission.

Relay Broadcast (Transmitting Documents Through a Relay Station)

The Relay Broadcast feature transmits documents to multiple recipients via other fax
machines (relay stations). When a document is to be transmitted over a long distance to
multiple recipients, it is first transmitted to one relay station and from there to multiple
recipients. When you transmit documents over a long distance to many recipients, using
Relay Broadcast can save on transmission cost.

Furthermore, multiple Relay Broadcast operations can be performed simultaneously. This is
called Multiple Relay Broadcast.

Note
* For IP Fax (SIP), only Relay Broadcast with the F Code method is available.

The following three methods are available for Relay Broadcast:

M Fax Signal Method

This method employs a Fuji Xerox proprietary communication procedure that is only for use
with specific machines that have the Relay Broadcast feature.

B DTMF Method

G3 fax machines that support Manual Send can perform Relay Broadcast for the machine.

B F Code Method

This method can be used among machines that support the F Code and the Relay
Broadcast features.

286



Broadcast

Before using the Relay Broadcast Feature

Before using the Relay Broadcast feature, register the following information.

Note
* Select [Add New Address] on the [Fax Address Book] screen to register a destination. For more information,
refer to "Add New Address (Registering a Destination on the Address Book)" (P.233).

Reference
* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.
Where Contents

Initiating | Fax Signal Method

Station Assign the relay station to an address number (0001 to 2000) to set up the Relay

Broadcast feature.

* Register the last two digits of the address number of the initiating station (which
is already registered at a relay station) as a relay station ID for the Relay
Broadcast operation.

* Register the address numbers or group dial number of the relay recipients (which
are registered at a relay station) as broadcast recipients. The wildcard "** can be
used.

DTMF Method (G3)/F Code Method

* No registration is required. The dialing format can be registered to an address
number.

ﬁ -~

Reference

* Forinformation on the setting items to be registered in relay stations, refer to the documentation provided with relay stations.

Fax Signal Method

T Select an address number or group dial number to which a relay broadcast is registered,
and press the <Start> button.

To perform Multiple Relay Broadcast, repeat this step.

DTMF Method
The following two types are available in the DTMF method: Auto Send and Manual Send.

B Auto Send (Transmitting without picking up the receiver)

T Select the keyboard button to display the keyboard on the touch screen and enter in the
following format.

ey moon L) () [\ [possword_JRetey V[ ][] Adress [ JfAderess 1]

station number number
number 1D

* Password

A pre-registered two-digit number

Note
* By default, no password is set. For setting a password, contact our Customer Support Center. If a password is
not set, you do not need to enter one.

* Relay station ID

The last two digits of the initiating station address number registered at the relay station
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¢ Address number

An address number for the relay recipients registered at the relay station
The wildcard "*" can also be used.

Reference

* You can register the above dialing format in an address number to send using the address number. For information on how to
register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator Guide.

2 Select [+ Add] to perform Multiple Relay Broadcast.

Note
* You can specify up to 20 locations for relay recipients.

3 Press the <Start> button.
B Manual Send (Transmitting with picking up the receiver or on-hook)
1 Select the [More Options] tab to display the [More Options] screen.

2 Pick up the telephone receiver, or select [On-hook (Manual Send/Receive)].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook |
@ | (Manual Send/Receive) |

off off

( J\ J

3 Select [Manual Send] from the drop-down menu.

22 on-hook [3}: Line Cut
Manual Send m
Manual Send jh‘5‘6‘7‘8‘9‘0‘_‘
pmtecte T [ o w ] [o] e ] ]+

More Characters

4 Use the keyboard displayed on the touch screen to enter numbers in the following format.

__________________

Foly sation |[Facsimil tone | ]} Beep! [ ] [Password |[Retay [ Jdetess 1[#] ... [#][#]iBee' |
number 1D

Note
* You can specify up to 20 locations for relay recipients.
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F Code Method

You can perform Relay Broadcast by registering the relay station’s F code and password (if
necessary) to the machine.

Note

* When performing Relay Broadcast with the F Code method, you can use a password if you set a receive
password for the relay station.

* When performing Relay Broadcast between Fuji Xerox manufactured machines that can be used as both an
initiating station and a relay station, we recommend that you use the fax signal method.

* Confirm the F code (sub-address) and password of the target relay station.

T Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen.

2 Select [F Code].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFFS
{ 4 L J—
A
[
2/2
3 Select [On].
F Code (#cancel [ save
F Code
3= L |
& Password
H H
\W

4 Select the [F Code] box, and enter the F code with the numeric keypad.

Note
* You can enter up to 20 digits for the F Code.

Relay Print Relay Address Address Address
Broadcast Directive Station ID Number Number Number
|
Up to 20 digits

* Relay Broadcast
The number of digits of the relay station ID:
1: When the relay station IDs and address numbers are two digits
2: When the relay station IDs and address numbers are three digits
* Print Directive

Printing/not printing at the relay station
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1: Printing at the relay station
0: Not printing at the relay station
* Relay Station ID
An address number for an initiating station registered at the relay station

When the relay station ID is set, the initiating station is notified of the results of a Relay
Broadcast.

When the relay station ID is "00" or "000", the initiating station is not notified of the
results of a Relay Broadcast.

* Address Number
The address number assigned to the relay recipient

The following shows an example of F Code that indicates printing at the relay station,
notifying the initiating station (100) of the results, and performing Relay Broadcast to
relay recipients (200, 201, 202, and 203).

F Code example: 21100200201202203

5 If necessary, enter the password using the numeric keypad.

Remote Relay Broadcast (Performing Relay Broadcast to Remote
Locations)
The Remote Relay Broadcast feature combines two or more Relay Broadcast operations
and use Broadcast Send.
This feature is more economical than Relay Broadcast in transmitting documents to

multiple remote machines.

Note

* Multiple Relay Broadcast can be performed from a secondary relay station.
* For IP Fax (SIP), only Relay Broadcast with the F Code method is available.

The following three methods are available in Remote Relay Broadcast:

H Fax Signal Method
This method employs a Fuji Xerox proprietary communication procedure that is only for use
with specific machines that support the Relay Broadcast feature.

B DTMF Method

G3 fax machines that support Manual Send can perform Remote Relay Broadcast for the
machine.

B F Code Method

This method can be used among machines that support the F Code and the Relay
Broadcast features.
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Fax Signal Method
Register the following information in the address numbers of initiating stations in advance.
Reference
* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator
Guide.
Where Contents

Initiating | Assign the relay station to an address number (0001 to 2000) to set up the Relay

Station Broadcast feature.

* Register the last two digits of the address number of the initiating station (which is
already registered at a primary relay station) as a relay station ID.

* Register the address numbers or group dial number of the secondary relay stations
(which are registered at a primary relay station) as broadcast recipients.

Reference

* Forinformation on the setting items to be registered in a primary relay station and a secondary relay station, refer to the
documentations provided with them.

T Select an address number or group dial number to which a remote relay broadcast is
registered, and press the <Start> button.

DTMF Method
The following two types are available in the DTMF method: Auto Send and Manual Send.
Reference
* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator
Guide.

* Forinformation on the setting items to be registered in a primary relay station and a secondary relay station,
refer to the documentations provided with them.

Note

* You can specify any machine that supports our DTMF method feature.

B Auto Send (Transmitting without picking up the receiver)

T Select the keyboard button to display the keyboard on the touch screen and enter in the
following format.

Primary relay station E] Iml Relay Address
station ID

telephone number number

* Password

A pre-registered 2-digit number

Note
* By default, no password is set. For setting a password, contact our Customer Support Center. If a password is
not set, you do not need to enter one.

* Relay Station ID

The last two digits of the initiating station address number registered at the primary
relay station

* Address Number
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The address number for the secondary relay station registered at the primary relay

station

Reference
* You can register the above dialing format in an address number to send using the address number. For information on how to

register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

2 Select [+ Add] to perform Multiple Relay Broadcast.

3  Press

the <Start> button.

B Manual Send (Transmitting with picking up the receiver or on-hook)

1 Select the [More Options] tab to display the [More Options] screen.

2 Pick up the telephone receiver, or select [On-hook (Manual Send/Receive)].

Fax/ Internet

Layout
Fax Options

Adjustment

Fax/ Inter-
net Fax

Horepiens _
|

off

(

e

Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook
| &4 (Manual Send/Receive) |

off

J\ J

3 Select [Manual Send] from the drop-down menu.

22 on-hook [3}: Line Cut
Manual Send I;
Manual Send jh‘5‘6‘7‘8‘9‘0‘_‘
Manual Receive 4ETRTTTVTUTITOTPT ‘ \fT\
Dial (:) ‘ A \f S [ D [ F “[ G [ H [ J \f K \f L [ [ -] @ |

More Characters

4 Use the keyboard displayed on the touch screen to enter numbers in the following format.

Relay station |iFacsimile tone | X :_B_e_eb!_ o # |[Password | |Relay # | |Address
telephone  |------------ J ------ '|—, station number
number D

Note
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F Code Method

When using the machine as the initiating station for performing Remote Relay Broadcast,
confirm the F Code and the password (if necessary) for the primary relay station.

Important
* When using the F Code method for Remote Relay Broadcast, the primary relay stations and secondary relay
stations must support our F Code method and the Relay Broadcast feature.

Note
* When performing Relay Broadcast with Fuji Xerox manufactured machines that can be used as both an
initiating station and a relay station, we recommend that you use the fax signal method.

1 Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen.

2 Select [F Codel.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFFS
{ 4 L J—
A
[
2/2
3 Select [On].
F Code (#cancel [ save
F Code
ES L |
& Password
H H
\W

4 Select the [F Code] box, and enter the F Code with the numeric keypad.

Note
* You can enter up to 20 digits for the F Code.

Relay Print Primary Address Address
Broadcast Directive Relay Number Number
Station ID
Up to 20 digits

* Relay Broadcast
The number of digits of the primary relay station ID:
1: When the primary relay station IDs and address numbers are two digits
2: When the primary relay station IDs and address numbers are three digits
* Print Directive

Printing/not printing at the primary relay station
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1: Printing at the primary relay station
0: No printing at the primary relay station

* Primary Relay Station ID
The address number for the initiating station registered at the primary relay station
When the primary relay station ID is set, the initiating station is notified of the results of
the Remote Relay Broadcast.
When the primary relay station ID is "00" or "000", the initiating station is not notified of
the results of a Remote Relay Broadcast.

* Address Number
The address number assigned to the secondary relay station

5 If necessary, enter the password using the numeric keypad.
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Receiving Faxes

Two modes are available for receiving faxes: Auto Receive and Manual Receive.
In the Auto Receive mode, reception of a fax from a remote machine begins automatically.

In the Manual Receive mode, reception of a fax from a remote machine is manual. This
mode is convenient for confirming the sender or using an external telephone to confirm
whether it is a fax before beginning reception.

Using G3 ID allows the machine to reject faxes from specific fax numbers or unknown fax
numbers. You can register up to 50 fax numbers as rejected fax numbers.

* Rejecting faxes from specific fax numbers

The machine rejects faxes when the G3 ID sent from the sender’s machine is included in
the registered fax numbers to be rejected.

* Rejecting faxes from unknown fax numbers:
The machine rejects faxes when the G3 ID is not sent from the sender’s machine.

G3 ID contains a phone number and other information that are registered in the
sender’s machine.

Note
® For IP Fax (SIP), the Manual Receive mode is not available.

Reference

* You can change the default value of [Fax Receiving Mode] in the System Administration mode. For information on how to change
the default value, refer to "Tools" > "Fax Service Settings" > "Fax Control" > "Fax Receiving Mode" in the Administrator Guide.

* For information on how to reject faxes from specific fax numbers or unknown fax numbers, refer to "Tools" >
"Fax Service Settings" > "Fax Control" > "Block Inbound Faxes" and "Block Unknown Fax Numbers" in the
Administrator Guide.

Switching between Auto Receive and Manual Receive

71 Press the <Machine Status> button.

2 Select [Fax Receiving Mode] on the [Machine Information] screen.

Machine Faults Supplies Billing Close
Information Information

| =F Machi | i

General Information = et oo | Print Reports
. ( ) ———————

VLTS [ [ overwrite
Call your local Service Representative. | Software | | == Hard Disk...

| =¥ version... | [ standby
Machine Serial Number [ — Paper Tray | [ iz, Print Mode...

| = status... @

| On-ine

[ 3, FaxReceiving |
) Hoda.

| Auto Receive

Current System Software

1P Address
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3 Select [Manual Receive] or [Auto Receivel.

@ Fax Receiving Mode < Close

| Manual Receive

B Manual Receive
Reception of a fax from a remote machine is manual. This mode is convenient for

confirming the sender or using an external telephone to confirm whether it is a fax before

beginning reception.
When extra lines are added to the machine, [Fax Receiving Mode] is set to [Auto Receive]

even when [Manual Receive] is selected.

B Auto Receive
Reception of a fax from a remote machine begins automatically.

Using Auto Receive
When [Fax Receiving Mode] is set to [Auto Receive] on the [Machine Information] screen,

the following two methods are available to receive a fax:

B When the machine automatically switches to fax reception
When there is an incoming call, the machine automatically receives a fax after it rings for a

certain period of time.

B When the machine automatically switches between a call and fax reception
When there is an incoming fax, the machine automatically receives a fax. When there is an
incoming call, pick up the telephone receiver to talk while the machine is ringing.

Using Manual Receive
When [Fax Receiving Mode] is set to [Manual Receive], and the machine rings to notify of
an incoming call, pick up the receiver of the external telephone or select [On-hook] on the

screen displayed.

Note
* We recommend that you set the monitor volume to [Loud] when using the On-hook feature. For information
on how to change the volume of the line monitor, refer to "Tools" > "Common Service Settings" > "Audio

Tones" > "Line Monitor Volume" in the Administrator Guide.

T When the machine rings, the receiving screen appears.
If there is a telephone, pick the receiver up. If not, select [On-hook] on the receiving screen.
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2 Confirm whether the call is from a telephone or a fax machine.

If the call is from a telephone, use the receiver to talk.

If the call is from a fax machine, you will hear the sound of a fax machine.

Note
* If you select [On-hook], you will hear the sound from the machine speaker. However, you cannot talk to the

other party.

3 Press the <Start> button.

4 If you picked up the receiver, place it back in the cradle when the <Data> indicator lights up
on the control panel.

Important
* Make sure to place the receiver back in the cradle properly. Otherwise, the line will remain "busy” with the

receiver being left off the cradle.

Using Folder Receive

Files received using Folder Receive are stored in a folder. After a file is received in a folder,
the <Data> indicator lights up and the machine prints a Folder Report. The Folder Report
lists the folder number and folder name.

To receive files in a folder using the F Code method, notify the sender of the following
information:

F Code (sub-address): O (to designate F Code transmission) and the folder number to store
the file in

Password (if necessary): the passcode of the folder to store the file in

ﬁ -~

Note
® For IP Fax (SIP), the fax signal method and the F code method are available.

* For IP Fax (SIP), in communicating via VoIP gateway, the Sending to Folder with the fax signal method is not
available. Only the Sending to Folder with the F code method is available.

* The DTMF method is available for Remote Folder. The supported signals are numerals, ", and "#" .

Reference

* Depending on the report print settings, a Folder Report may not be printed even after a file is received in a folder. For more
information on the Folder Report settings, refer to "Tools" > "Common Service Settings” > "Reports” > "Folder Report” in the
Administrator Guide.

* Forinformation on how to print a file stored in a folder, refer to "Printing Files in a Folder" (P.423).
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Facsimile Information Services

For information on subscriptions and advanced operating procedures, contact the
corresponding facsimile information service.

Using the Receiver

T Pick up the telephone receiver.

2 Select [Manual Receive] from the drop-down menu.

3 Specify the fax number of the facsimile information service.
* You can use the numeric keypad, address numbers, or one-touch buttons to specify the
call destination, but cannot use the Address Book.

* You can use the keyboard displayed on the screen to specify the call destination.
Selecting [More Characters] on the screen displays symbols.

Note
* When the line type is set to a tone line, [:] (Tone) is not displayed on the screen. If you want to send tones (or
to use the touch-tone services) while using a pulse line, select [:] (Tone).
* Some touch-tone services may not be available even if you set your telephone to send tones.

4 When the machine connects to the service, you will hear voice prompts. Follow the voice

prompts to enter the required numbers.
5 After entering the numbers, press the <Start> button.

Note
® The <Data> indicator lights up on the control panel, and reception begins.

6 Place the receiver back in the cradle.

Important
* Make sure to place the receiver back in the cradle properly. Otherwise, the line will remain "busy”.
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When Not Using a Receiver

1 Adjust the volume of the line monitor.

We recommend that you set the volume of the line monitor to [Loud] so that you can hear
the voice prompts clearly.

Reference

* Forinformation on how to change the volume of the line monitor, refer to “Tools" > "Common Service Settings" > "Audio Tones" >
“Line Monitor Volume" in the Administrator Guide.

2 Select [On-hook (Manual Send/Receive)] on the [More Options] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

‘ Remote Polling... ‘ ‘ . Store for Polling... ‘ ‘% On-hook |
@ | (Manual Send/Receive) |

off off
( J { J

3 Select [Manual Receive] from the drop-down menu.

4 Specify the fax number of the facsimile information service.

* You can use the numeric keypad, address numbers, or one-touch buttons to specify the
call destination, but cannot use the Address Book.

* You can use the keyboard displayed on the screen to specify the call destination.
Selecting [More Characters] on the screen displays symbols.

Note
* When the line type is set to a tone line, []] (Tone) does not appear. If you want to send tones (or to use the
touch-tone services) while using a pulse line, select [:] (Tone).

* Some touch-tone services may not be available even if you set your telephone to send tones.

5 When the machine connects to the service, you will hear voice prompts. Follow the voice
prompts to enter the required numbers.

6 After entering the numbers, press the <Start> button.
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Scanning Procedure

This section describes the basic scanning procedure.

Step 1 Loading Documents
The following two methods are available to load documents

B Document Feeder
* Single sheet

* Multiple sheets

B Document Glass
* Single sheet
* Bound documents, such as books

Important
* Precautions for scanning from a computer
When you are away from the machine to operate a computer with the documents left on the machine, other

users may operate the machine and there is a risk of document loss and information leakage. Use a computer
which is as close to the machine as possible. When the scan process is complete, check that you have all pages

of the documents.
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Document Feeder
The document feeder supports single and multiple sheet documents with sizes from 125 x
85 mm (Standard size: A5, A5(']) to 297 x 432 mm (Standard size: A3, 11 x 17°).

Note
* When Duplex Automatic Document Feeder C1-PC is installed, the minimum supported size for the original
document is 84 x 139.7 mm (Standard size: A6).

The document feeder automatically detects standard size documents. For non-standard
size documents, enter the size on the [Original Size] screen.

Reference
* Forinformation on document sizes that can be detected automatically and how to enter a non-standard document size, refer to
"Original Size (Specifying a Scan Size)" (P.399).

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the
System Administration mode. For information on paper size settings, refer to "Tools" > "Common Service
Settings” > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

The document feeder accepts the following number of sheets.

Document Type Number of Sheets
(Weight) Duplex Automatic Duplex Automatic
Document FeederB1-PC | Document Feeder C1-PC g
=}
Lightweight paper (38 - 130 sheets 250 sheets
Plain paper (50 - 80 gsm) 130 sheets 250 sheets
Heavyweight paper (81 - 85 sheets 150 sheets
128 gsm)
Heavyweight paper (129 - 100 sheets
-200 gsm)
Important

* To avoid paper jams, use the document glass for folded or wrinkled documents, cut-and-pasted documents,
curled paper, or back carbon paper.

* 2-sided scanning of lightweight paper (38 - 49 gsm) is not supported.

Reference

* Forinformation on how to scan mixed sized documents, refer to "Mixed Size Originals (Scanning Different Size Documents
Simultaneously)” (P.400).

T Remove any paper clips and staples before loading a document.
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2 Load the document face up (when the document is 2-sided, place the front side up) in the

center of the document feeder.

Note

* The Confirmation indicator lights up when the document is loaded correctly. If the indicator does not light,
the machine may be detecting a document on the document glass. Load the document again.

3 Adjust the document guides to match the size of the document loaded.
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Document Glass

The document glass supports a single sheet, a book, or other similar documents with sizes
from 15 x 15 mm to 297 x 432 mm (Standard size: A3, 11 x 17").

Important
* Always close the document cover after using the document glass.

The document glass automatically detects standard size documents. For non-standard size
documents, enter the size on the [Original Size] screen.

Reference
* Forinformation on document sizes that can be detected automatically and how to enter a non-standard document size, refer to

"Original Size (Specifying a Scan Size)" (P.399).

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the
System Administration mode. For information on the paper size settings, refer to "Tools" > "Common Service
Settings” > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

/\CAUTION

Do not apply excessive force to hold thick document on the document glass. It may
break the glass and cause injuries.

1 Open the document cover.

Important
* Ensure that the touch screen is active, and then load a document. Otherwise, the machine may not properly

detect the document size.

2 Load the document face down, and align it against the top left corner of the document
glass.

3 Close the document cover.
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Step 2 Selecting the Features

306

On the Services Home screen, you can select the following Scan services: [E-mail], [Store to
Folder], [Network Scanning], [Scan to PC], [Store to USB], [Store & Send Link], and [Store to

WSD]. You can select features for each service.

Note
* WSD stands for Web Services on Devices.

* The features to be displayed on the screen depend on the configuration of your machine.

* When the Accounting feature is enabled, a user ID and passcode may be required. Ask your system
administrator for the user ID and passcode.

* To use the Scan services, network settings are required. For information on the network settings, refer to
"Scanner Environment Settings” in the Administrator Guide.

M E-mail
Scans a document and sends the scanned data as an e-mail attachment after converting
the data to TIFF, JPEG, PDF, DocuWorks, or XML Paper Specification (XPS).

H Store to Folder
Scans a document and saves the scanned data in a folder on the machine.

Reference
* You need to create a folder in advance. For information on how to create a folder, refer to "Tools" > “Setup” > "Create Folder" in the

Administrator Guide.

B Network Scanning
Scans a document using a job template created on CentreWare Internet Services.

Reference
* Forinformation on how to create a job template, refer to the help of CentreWare Internet Services.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect

to the internet. The communication fee shall be borne by you.

M Scan to PC
Scans a document and sends the scanned data to a network computer via the FTP or SMB
protocol.
When Scan to My Folder is enabled and the Remote Access feature is available, the
scanned data can be transferred to a different destination according to an authenticated

user.

B Store to USB
Scans a document and saves the scanned data to a USB memory device.

B Store & Send Link
Scans a document and temporarily saves the scanned data on the machine. The user is
notified by e-mail of the URL to the location where the scanned data is stored. Then, the
user can access the URL to retrieve the scanned data.

M Store to WSD
You can scan documents set on the machine and save the scanned data by operating your
computer. Also, you can save the scanned data to a computer on the network.

Note
* WSD stands for Web Services on Devices.
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B The following table shows file formats available for each Scan service.

Scan File Format File Format
Service canbe — FonE T hocu [ XPS | TIF | JPEG | BM | PN | Microso
Selected Work | *1 F p G ®
When ft_
s Office

E-mail Using the 02 |03 0 0 (0] X X o
control panel

Scan to PC when scanning 0?2 |03 0 0 0 X X 0]

Store to USB 02 |03 0 0] 0 X X 0

Store & Send 0?2 |03 0o 0 0o X X 0o

Link

Store to Using 02 |03 o 0 o X X X

Folder CentreWare
Internet
Services
Using Stored X X X 0] 0] X X X
File Manager
3®
Using X 03 X X X X X X
DocuWorks “
Using 02 |[X X X X X X X
Acrobat®™

Job Flow Creatingajob |p2 |3 0 0 0 X X X

Sheets flow

(ApeosPort

Series Models

only)

Network Creatingajob | O X 0] 0] 0] X X X

Scanning template

Store to Using [Scan X X 0] 0] 0] 0] 0] X

WsD'™® Profiles] of
Windows®"™>

O :Available

X :Not available
*1 :XPS stands for XML Paper Specification.
*2 :Supported on Acrobat 4.0 or later
*3 :Supported on DocuWorks Ver.4 or later
*4 : TWAIN compatible application

*5 - Windows Vista® Service Pack 2 or later
*6 :WSD stands for Web Services on Devices.

Note

* If you do not specify a file name for the document to be saved, a file name is automatically assigned to the
scanned date. The date (DDMMYYYY) of [DDMMYYYYHHMMSS] is the order set in the [System Settings] >

[Common Service Settings] > [Machine Clock/Timers] > [Date].

The following describes how to store scanned data into a folder as an example.

Press the <Services Home> button.
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2 Select [Store to Folder].

Copy Fax/ Internet Fax

Ta)

Simple Copy Simple Fax

Store to Folder Send from Folder

1/2

3 If the previous settings still remain, press the <Clear All> button.

4  Specify a folder to save the data in.

Store to Advanced Layout Filing Options
Folder [ —
Goto
001 002 003 004
TEST1 TEST2 TEST3 TEST4 001 © 500
005 006 007 008 el
TESTS TEST6 TEST7 TEST8

w 009 010 o011 012 E D )
A TESTO TEST10 TEST11 TEST12 Preview
S | ded ]
Color 2Side Original Type
Scanning & Scanning |4 | = -
Black & White 1 Sided Photo & Text

ol
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5 Select each tab, and configure features as necessary.

Store to Advanced l Layout I Filing Options _
Folder I Settings j
‘ D Color Scanning... | [ original Type.. | g Photosraphs.. ‘
Color Text off
L J J )
‘6 Image Options... ‘ ‘i Image Enhancement... ‘ ‘ D Shadow Suppression... ‘
Lighten / Darken: Normal Auto Suppression off
Sharpness: Normal Contrast: Normal Il |
‘ 9 Color Space... ‘
SRGB
|
Reference

* The following shows the reference section for each tab.
* "Store to Folder" (P.374)
* "Advanced Settings” (P.391)
* "Layout Adjustment” (P.396)
* "E-mail Options/Filing Options” (P.405)

* When you use another Scan service, [Store to Folder] is replaced with [E-mail], [Network Scanning], [Scan to
PC], [Store to USB], [Store & Send Link], or [Store to WSD].

* The following shows the reference section for each service.
* "E-mail" (P.320)
® "Scan to PC" (P.359)
* "Store to USB" (P.376)
* "Store & Send Link" (P.384)
* "Network Scanning” (P.356)
* "Store to WSD" (P.387)

Note
* WSD stands for Web Services on Devices.

Step 3 Starting the Scan Job

The following describes how to start a scan job.

Reference
* Forinformation on how to start a scan job on the [Store to WSD] screen, refer to "Store to WSD" (P.387).

Note
* WSD stands for Web Services on Devices.

71  Press the <Start> button.

Important
¢ If the document has been loaded in the document feeder, do not hold down the document while it is being
conveyed.

* If a copy protection code is detected, the machine will not scan the document.
Note

* If a problem occurs, an error message appears on the touch screen. Solve the problem according to the
message.

* You can set the next job during scanning.
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BIf you have more documents

If you have more documents to scan, select [Next Original] on the touch screen while the
current document is being scanned. This allows you to scan the documents as a single set of

data.
Up to 999 pages can be stored.

Note

* If the number of pages scanned by the machine exceeds the maximum, the machine stops scanning. Follow
the message displayed on the screen, and either abort the operation or save the already-scanned data as a

single set of data.

Reference
* Forinformation on how to set the maximum number of pages stored for a scan document, refer to “Tools" > "Scan Service Settings”
> "Other Settings" > "Maximum Stored Pages" in the Administrator Guide.

2 While documents are being scanned, select [Next Original].

Note

* When using the document feeder, load the next document after the machine has finished scanning the first
document.

* When [Next Original] is displayed on the screen and no operation is performed for a certain period of time,
the machine automatically assumes that there are no more documents.

* You can change the scan settings of the next document by selecting [Change Settings] that is displayed after
selecting [Next Original].

@ Store to Folder File 01382 [@ Close
Save in: Folder 001 - TEST1
File Name: 20160428135621 ‘WT
Pages: 1 hE (SL""*;‘ original)
ast Original
K T ——
= | E Next Original |
A4aa =
Color
200 dpi
100%

3  Load the next document.
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4 Press the <Start> button.

If you have more documents, repeat steps 3 and 4.
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5 When all documents have been scanned, select [Save (Last Original)].

m Store to Folder File 01384 [ x ]
Save in: Folder 001 - TEST1
File Name: 20160428135720 ‘WT
- | Save |

Pages:

g 3 | (Last origina) |

E Next Original

A4 O [ =] start |
Black & White =
200 dpi [[@) Preview.. | [912 Change
100% ( @

| | & settings..

Step 4 Confirming the Scan Job in Job Status

The following describes how to confirm the status of a scan job.

1 Press the <Job Status> button.

2 Confirm the job status.

Note
* Select [ A ] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

* From the drop-down menu, you can select [Scan, Fax, & Internet Fax Jobs] and display the desired job.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs

-, Allisbs =
L Alliobs rminal Status Progress

)
(=) printer &Print from Folder Jobs 7 LN 55/66] -

=] Scan, Fax, & Internet Fax Jobs

[ 3 Job Flow &File Transfer Jobs

02222 -Copy 11x22mm:3% User Action 55/66

02222-Copy 11x22mm:3% Copying 55/66| v

Step 5 Saving the Scanned Data

When you used the Store to Folder service, you can use the following methods to import the
file stored in a folder of the machine to your computer:

B Import using an application

Use Network Scanner Driver.
Reference
® Referto "Importing to a TWAIN Compatible Application” (P.524).
B Import using Stored File Manager 3
Use Stored File Manager 3 (Fuji Xerox application software).

Reference
* Refer to "Importing Using Stored File Manager 3" (P.528).
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B Import using CentreWare Internet Services

Use CentreWare Internet Services.

Reference
* Refer to "Importing Using CentreWare Internet Services" (P.532).
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Operations during Scanning

The following describes the operations available during scanning.

Stopping the Scan Job

To cancel scanning a document, use the following procedure.

T Press either the <Stop> button on the control panel or [Delete] on the touch screen.

m Store to Folder File 01382 [@ Close ]

Save in: Folder 001 - TEST1
File Name: 20160428135621

T x Delete |

Pages: Save
g { ~ 4 b 5 orgina
| E Next Original |
A4 =
Color
200 dpi
100%

2 Select [Delete].

@ Store to Folder File 01384 [ x

Save in: Folder 001 - TEST1
File Name: 20160428135720

T x Delete |

[ Save |

Pages:
; . | I (Last original) |
[ Next gl
A4 O [ =] start |
Black & White =
200 dpi ( g Preview. | [5.# Change
100% { | | 7 settings...

BIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

2 Select the job to cancel.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
[ (=, All Jobs |
E= M
e
File/ Job Type Remote Terminal Status Progress
]
i 00004-Store to Folder Folder 001 Scanning 444] A
02222-Copy 11x22mm:3% User Action 55/66
1
02222-Copy 11x22mm:3% Copying 55/66| ¥ J
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Previewing the Scanned Images during a Scan Job

You can preview the scanned images while scanning the document.

314

3  Select [Delete].

@ Store to Folder File 01382

[@ Close

Save in: Folder 001 - TEST1
File Name: 20160428135621

Pages: 1

x Delete

Save
(Last Original)

@ Next Original |

L IIJ

Ao
Color
200 dpi
100%

4 Select [Delete].

Note

* If you cancel the job, the scanned data stored in the folder will also be deleted.

@ Store to Folder File 01384

E ]

Save in: Folder 001 - TEST1
File Name: 20160428135720

[ x Delete

| Save |

Pages:
g 3 | (Last origina) |
E Next Original
Asa 1= e |
Black & White =
200 dpi (5] Preview... | (¢ Change
| @ I Settings...

100%

1 When a document starts to be read with [Preview] is checked on a Scan screen, the screen

shown here is displayed.

After the document is read, select [Preview]. A preview screen is displayed and the first page

of the lastly read document is displayed.

(x

@ Store to Folder File 01384
Save in: Folder 001 - TEST1
File Name: 20160428135720 vy~ —
x Delete
, ([ save )
Pages:
g 3 | (Last origina) |
[ & Nextoriginal
Asa 1= e |
Black & White =
200 dpi ( [ Previe-: | (.2 change
100% | | | 7 settings...

* When [Store to Folder] or [Store to USB] is selected, [Save (Last Original)] is displayed instead of [Send (Last

Original)].

* When this screen or the preview screen is displayed and the time of [Auto Clear] lapsed without any
operation, you can set whether or not to continue the job. For more information, refer to "Tools" > "Common
Service Settings” > "Other Settings” > "Paused Job Handling” in the Administrator Guide.

* For more information on Auto Clear, refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" >

"Auto Clear” in the Administrator Guide.



Operations during Scanning

2 Select any option.

ERE D ] & eeren 7 ciom

" (Thumbnail view)
A previewed image is displayed in a thumbnail view.

I [@3} Rotate View ] [(?Close ]

In the thumbnail view, the following operations are available:
* Drag or flick the preview area up and down to switch pages.

* Tap a thumbnail to move to the entire view.

Reference
* Forinformation on how to drag or flick, refer to “Touch Screen” (P.74).

[ ] (Entire view)
An entire preview image is displayed.

* When the page switching buttons are displayed

EARLE DB ] & & e ] e
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* When the thumbnail bar is displayed

| || BB | 24 | @ Rotate Page | (Pose ]

SAMPLE

In the entire view, the following operations are available:
* Drag or flick the preview area side to side to switch pages.
* Double-tap a previewed image to move to the enlarged view.

* Tap the preview area to switch whether to display the page switching buttons or
thumbnail bar.

Tap the previous or next page displayed on the preview area to display the tapped page
on the center of the screen.

* Drag the thumbnail bar side to side to scroll thumbnails. Tap the desired thumbnail to be
displayed.

| [E] button

When an output does not match a preview image, the [[E]] button is displayed. Pressing the
[E]] button enables you to confirm the detailed information.

When Microsoft® Word or Microsoft® Excel® is selected for file format and [Auto Upright
Orientation] is set for [Page Orientation], the message regarding Auto Upright Orientation
is displayed.

When PDF, DocuWorks, or XPS is selected for file format, the items which are not reflected
in a preview image are displayed. The items are as follows:

Note
* XPS stands for XML Paper Specification.
* MRC High Compression

Displayed when [On] is set for [MRC High Compression] on the [File Format] screen.

* Specific Color
- Displayed when [Specific Color] is selected.

* Auto Upright Orientation
- Displayed when [PDF], [DocuWorks], or [XPS] is set for [File Format], when [Auto
Upright Orientation] is set for [Searchable - Page Orientation], and when [Searchable]
is set for [Searchable Text].

Note
* XPS stands for XML Paper Specification.

Reference
* Forinformation on how to set [Searchable - Page Orientation], refer to "Tools" > "Scan Service Settings" > "Other Settings" >
"Searchable - Page Orientation” in the Administrator Guide.

[ ] _(Enlarged view)

A previewed image is enlarged or reduced.
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* When the slider is displayed

| | ‘ | | &x [ [A Rotate Page 1 < Close

& cancel
o i)

& ==

* When the thumbnail bar is displayed

(B BN [ 23 | £ |G rotatepage | (Pose ]
& cancel
o i)

In the enlarged view, the following operations are available:

Note
* When [Store to Folder] is selected, [TIFF] or [JPEG] is set for [File Format], or job flow sheets are used, the
[Rotate Left], [Rotate Right], and [Rotate Page] buttons are not displayed.

* Drag or flick the enlarged image side to side or up and down to move the position to be
displayed.

* Double-tap the previewed image to change the ratio of the image size.
* Tap the preview area to switch whether to display the slider or thumbnail bar.
* Drag the slider to change the ratio of the image size.

* Drag the thumbnail bar side to side to scroll thumbnails. Tap the desired thumbnail to be
displayed.

[ ] @ (Rotate Left)
Rotates the page 90 degrees left.

Note
* You cannot select [Rotate Left] in the thumbnailed view.

n % (Rotate Right)
Rotates the page 90 degrees right.

Note
* You cannot select [Rotate Right] in the thumbnailed view.

[ | [ -% Rotate Page ](Rotute Page)

Rotates all pages 90 degrees right.

Note
* You cannot select [Rotate Page] in the enlarged view.
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H Cancel

Cancels the current job.

N Save/Send

When [Store to Folder] or [Store to USB] is selected, [Save] is displayed. Select [Save] to
save the current job.

When [E-mail], [Store & Send Link], or [Scan to PC] is selected, [Send] is displayed. Select
[Send] to send the current job.

Note
* Closing a preview screen by selecting [Close] returns to step1.

When [Store to Folder] or [Store to USB] is selected, selecting [Save (Last Original)] saves a job.
When [E-mail], [Store & Send Link], or [Scan to PC] is selected, selecting [Send (Last Original)] sends a job.

Changing Scan Settings

You can change scan settings while scanning the document.

Note
* For [Store to WSD], you cannot change scan settings while scanning the document.

* WSD stands for Web Services on Devices.

T Select [Next Original].

[ store toFolder File 01382 [\g) Close
Save in: Folder 001 - TEST1
File Name: 0160428135621 TouTE
x Delete
Pages: 1 = Save
i (Last Original)
T | @ Next Original |
A4aa =
Color
200 dpi
100%
m Store to Folder File 01384 [ X
Save in: Folder 001 - TEST1
File Name: 20160428135720 (oo
x Delete
. o [ 5 save |
Pages:
g 3 . ( E (Last Original) |
N Next Original
e
=
Aia e [[£] start |
Black & White L
200 dpi [ @ Preview... | [ 912 Change
100% ( | | & settings..
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3  Set[Color Scanning], [Original Type], [Resolution], [Lighten/Darken], [Original Orientation],
[2 Sided Scanning], and [Original size].

The following shows the reference section for each feature.

Reference

"Color Scanning (Selecting an Output Color)" (P.338)
"Original Type (Selecting the Document Type)" (P.341)

"Resolution (Specifying a Scanning Resolution)” (P.396)
"Image Options (Adjusting Scan Density and Image Sharpness)” (P.392)

"Original Orientation (Specifying the Orientation of the Loaded Documents)” (P.404)
"2 Sided Scanning (Scanning Both Sides of a Document)” (P.339)

"Original Size (Specifying a Scan Size)" (P.399)

4  Press the <Start> button.
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E-mail

This section describes the features you can select on the [E-mail] screen. The E-mail service
allows you to scan a document and send the scanned data as an e-mail attachment.

Note
* You can encrypt e-mail or send it with a digital signature by S/MIME. To use this feature, you need to register
certificates of the machine and the recipient’s device in advance. For information on certificates, refer to
"Encryption and Digital Signature Settings” > "Configuration of E-mail Encryption/Digital Signature” in the
Administrator Guide.

Reference

* You can customize the layout of the features displayed on the [E-mail] screen. For more information, refer to "Tools" > "Scan
Service Settings" > "Screen Defaults” > "1st Tab - Features Allocation” in the Administrator Guide.

* You can set [First Tab] or [Address Book] for the screen displayed when you select [E-mail] on the Services
Home screen. For more information, refer to "Tools" > "Scan Service Settings" > "Screen Default” > "Email
Screen Default” in the Administrator Guide.

1 Select [E-mail] on the Services Home screen.

Fax/ Internet Fax

Simple Fax

L
-
Send from Folder

Store to Folder

L 12 |

2 Select a feature on the [E-mail] screen.

(@ Email [ Advanced Layout IE-mailOptions
Setting: ji

Recipient(s) From:
7= Address
B |
Subject...

New
&h Add Me
Message...

PG

Color 2 Sided Original Type File Format ‘
(S (i, ) [E | [E] .
| Black & White |1 Sided | Photo & Text PDF |

Important

* You can only specify recipients registered for e-mail, but not for faxes.

* You cannot use address numbers using the numeric keypad, one-touch buttons, or group numbers to specify
recipients.

* The [New Recipient] and [Add Me] may not be displayed depending on the settings in the System
Administration mode.

Reference

* Depending on the settings for [Email Screen Default] set in the System Administration mode, the [E-mail Address Book] screen is
displayed. For more information, refer to "Tools" > "Scan Service Settings" > "Screen Defaults" > "Email Screen Default” in the
Administrator Guide.
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Address Book

The following describes the Address Book.

When you select a recipient using the Address Book, the following restrictions should be
noted.

* Only the recipients set for mail service can be used. The recipients set for fax service
cannot be used.

* You cannot use address numbers input by the numeric keypad or group numbers to
specify the recipients registered in the Address book.

* When an address contains a domain that is not permitted for use, the address cannot be
used.

* When sending an encrypted e-mail, select an e-mail address associated with a certificate
that can be encrypted, from the Address Book. To use this feature, an e-mail address

associated with a certificate for S/MIME need to be registered in the Address Book in
advance.

Reference
* For more information, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator Guide.
* To verify the validity of a certificate, prior settings are required.
Reference

* Forinformation on the settings, refer to "Tools" > "Connectivity & Network Setup” > "Security Settings” > "Certificate Revocation
Retrieval Settings" in the Administrator Guide.

Types of the Address Book

The machine provides two different ways of displaying the Address book: [Type 1] and

[Type 2]. The Address Book [Type1] or [Type2] will be displayed depending on the setting
of [Address Book Type] in the System Administration mode.

Reference

* Forinformation on how to set the Address book type, refer to “Tools" > "Address Book Settings" > "Address Book Type" in the
Administrator Guide.

(pubic Entries H g2 [0 Close ]
Go tof ]
el (0001 -zooo)‘C”
—| To —_—
B Index 0001  9aa@bbb.com E
Search —
n Pt =
[ AddNew |
|l address.. |
E-mail Address Book [ close
| Listall | (T3] Goto Show E-mail
| publicentries.. | E\ ‘:” Address
Name / E-mail Address ey Recipient(s)
0100 Mail Address Nome100<ma
[ Tos |
0101 Mail Address Nome101<ma
[ ces |
0102 Mail Address Nome102<ma
0103 Mail Address Name103<ma [ Becs |
0104 Moll Address Name104<ma | v |
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Address Book (Specifying a Destination Using the Address Book [Type

1)
The following describes how to specify a destination using the Address Book [Type 11.

1 Select [Address Book].

Advanced I Layout IE-mailOptions_

@ E-mail
Settings
Recipient(s) From:
(= Address ‘...H...p - ‘
| I oo ‘ { J
e Subject...

New P
B —
[@ AddMe _—
& | e
[ e L

el 2 Sided el Original Type | | FileFormat | |
NI Nild 55
)

o) | PDF

[ @ Color
) Sy
| Black & White || | 1 Sided | ) | Photo &Text

2 Selecta recipient from the address list, and then select [Tol, [Cc], or [Bcc] from the drop-

]

down menu.
[Public Entries ‘v] & | [0 Close
el (0001 -fooo;:k[jy‘
- # To —
B Index 0001  9aa@bbb.com Ew
-

sox@yyy.com

[ search
0002

(=) AddNew |
|« Address.. |

Note
* The items that appear in the screen depend on the settings in the System Administration mode.

M Public Entries
Displays the local address list.

Reference
® Refer to "When [Public Entries] is Selected" (P.323).

B Network Entries
Searches recipients in the remote address list.

Note
* This feature is supported only by the ApeosPort series models.
* Todisplay [Network Entries], the prior setting is required in the System Administration mode. For more

information, refer to "When [Network Entries] is Selected" (P.324).

B Smart Card E-mail Address
Displays the addresses specified on the certificate in the Smart Card.

Note
® This itemis displayed when the Smart Card Reader is connected.
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When [Public Entries] is Selected

71 Select arecipient from a list under [Name].

(pubic Entries H g8 [0 Close ]
Go to ]
el (0001 -2000)‘@‘
) # To h :
B Index 0001  9aa@bbb.com E
‘ﬂﬂ Search 0002 *@yyy.com (|
[ AddNew |
|l address.. |
Note

* Select [ A ] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.74).

* You can sort recipients in alphabetical order or address number order.

m| =  EE (List/Thumbnail)

Allows you to switch the number of the recipients displayed from list (five items) or
thumbnail (15 items).

W #
Displays the list of speed dials.

B Name/E-mail Address

Lists names and their e-mail addresses.

H [[i]] button

Displays detailed information on the recipient.

H Go to

Enter an address number using the numeric keypad to display the e-mail address at the top
of the list.

B Add New Address

Allows you to add a new recipient. To add a new recipient, use the screen keyboard or
current recipients.

Reference

* For more information on how to add new recipients, refer to "Add New Address (Registering a Destination PC on the Address
Book)" (P.364).

m All

Lists all the registered recipients for E-mail.

B Alphanumeric Index

Lists the registered recipients with alphanumeric index character in alphabetical order.
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W Search
Allows you to set [Simple Search] or [Advanced Search].

Searches by specified keyword for [Simple Search], or by search entries for [Advanced

Search].

Note
* For [Advanced Search], you can set multiple search entries.

When [Network Entries] is Selected

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect

to the internet. The communication fee shall be borne by you.

Note
([Simple Search]) without [Name], [E-mail Address], or [Custom Item]. For more information, refer to the help

* Enable filters from the [Custom Filters] screen using CentreWare Internet Services to search with keywords
of CentreWare Internet Services.
Reference
® The items to show on the drop-down menu can be changed. For more information, refer to "Tools" > "Address Book Settings" >

“Directory Service" in the Administrator Guide.

T Select asearch target from the drop-down menu on the left.
You can select [Name], [E-mail Address], or [Custom Item X] for a search target (X

represents a number between 1 and 3.)

[0 Close ]

[Network Entries ‘v]

[T search
Search Entries

Name

(Not Set) ”

| |
[ [»] [cegmswitn |»
J =)

Add Search Entries

IEY

2 Select an advanced search condition from the drop-down menu on the right.
You can select [Begins With], [Ends With], [Contains], [Equals], or [Registered] for search

entries of the Advanced Search.

[0 Close

[Network Entries ‘v]

[T search
Search Entries

Name

(Not Set) ”

| |
[»] [cegmswitn |»
J =)

Add Search Entries

IEY

3  When you select a button other than [Registered], select the box and enter the text.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.77).

324



E-mail

[}

= :T(ListIThumbnuil)

1] S

Allows you to switch the number of the recipients displayed from list (five items) or
thumbnail (15 items).

B Search Entries

Select the check box to set the search condition.

B Add Search Entries

Select the check box to create a new search entry.

Note
* When you have multiple search entries, select [Match All Entries (AND)] or [Match Any Entry (OR)] from the
drop-down menu.

H Name

Searches with a recipient name as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 32 characters are
allowed.

Example: Smith

B E-mail Address

Searches with an e-mail address as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 128 characters are
allowed.

Example: myhost@example.com

B Custom Item

Searches with a custom item as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 60 characters are
allowed.

The names of the custom items depend on the settings specified for [Attribute Name of
Custom Items 1, 2, and 3] in the System Administration mode.

Note
* For more information, refer to "Connectivity & Network Setup” > "Remote Authentication/Directory Service" >
"LDAP Server/Directory Service Settings” in the Administrator Guide.

B Search

The search starts. The searched results are listed on the screen.

Address Book (Specifying a Destination Using the Address Book [Type
2])

The following describes how to specify a destination using the Address Book [Type 2].
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71 Select [Address Book].

(@ Email Advanced Layout E-mail Options
Settings j
Recipient(s) From:

( ) Address I mail@add.ress ‘
| IS Book... ( J
. Subject... }
[ AddMme e
& | Message.
e L ]

[ @ Color
Scanning
| Block & White

el 2 Sided el original Type | | | FileFormat | |
NI .| |E .
| J [1ided | J [Photo &Text | J [Docuworks )

2 Selecta recipient from the address list, and then select [To], [Cc], or [Bcc].

E-mail Address Book [<7 Close
[Listall | [l | Goto D Show E-mal

| publicentries.. 7| | Address

0100 Mail Address Name100<ma

Recipient(s)

0101 Mail Address Name101<ma

0102 Mail Address Name102<ma

0103 Mail Address Name103<ma

0104 Mail Address Name104<ma | v

Note
* Theitems that appear in the screen depend on the settings in the System Administration mode.
H List all public entries

Displays the local address list.

Reference
® Refer to "When [List all public entries] is Selected" (P.327).

H Retrieve entries using index

Specify a single alphanumeric index character which is set when registering speed dials to
retrieve the addresses, or specify a speed dial to display at the top of the address list.

B Search Public
Searches recipients in the local address list.

Reference
* Refer to "When [Search Public] or [Search Network] is Selected" (P.328).

B Search Network

Searches recipients in the remote address list.

Note
* To search for a recipient with a keyword without setting [Name], [E-mail Address], or [Custom Item], enable
the search filters on the [Custom Filters] screen of CentreWare Internet Services ([Simple Search]). For more
information, refer to the help of CentreWare Internet Services.

* This feature is supported only by the ApeosPort series models.
* Todisplay [Search Network], the prior setting is required in the System Administration mode.
Important

* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.
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When [List all public entries] is Selected

1 Selecta recipient from a list under [Name/E-mail Address].

E-mail Address Book [<7 Close