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1 Before Using the Machine

This chapter describes how to use this guide, as well as safety notes and legal
notice you should read before using the machine.
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1 Before Using the Machine

Preface

Thank you for selecting the ApeosPort-IV C7780/C6680/C5580, DocuCentre-1V
C7780/C6680/C5580 (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. For information on optional components for the print feature, also
refer to the guide provided with each optional component.

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.

14




Types of Manuals

Types of Manuals

The following guides are provided with the machine.

Accompanying Manuals

mUser Guide (this guide) (Document CD-ROM)
The guide describes all the necessary steps for copy, print, scan, and fax.

B Administrator Guide (Document CD-ROM)
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.

BQuick Reference Guide (Booklet)
The guide describes the basic operations of the machine, as well as daily management
and maintenance.

EManual (HTML)
The manual describes installation and configuration procedures for print drivers and
the printer environment. This manual is included in the Driver CD Kit.

HPrint Driver Help
The help describes print features and operations.

ECentreWare 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.

Guides for Optional Components

Optional components are available for this 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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1 Before Using the Machine

Using This Guide

This guide is intended for first time users of the machine. It describes the basic
operations for the Copy, Print, Scan, and Fax services.

Organization of This Guide

This guide consists of the following chapters:

H1 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.

B2 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
Energy Saver mode.

m3 Copy
Describes the basic operations and features for the Copy service.

H4 Fax
Describes the basic operations and features for the Fax services.

5 Scan
Describes the basic operations and features for the Scan services.

m6 Send from Folder
Describes the basic operations and features to use folders.

B7 Job Flow Sheets
Describes the operations to use a job flow created on a remote system.

H8 Stored Programming
Describes the Stored Programming service that enables you to store customized job
settings.

m9 Web Applications
Describes the operations to connect to web applications.

H10 Media Print - Text Media Print (Text and Photos)

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

H11 Job Status
Describes how to check job status and how to delete jobs.

H12 Computer Operations

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

16



Using This Guide

H13 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 document, "Computer" refers to a personal computer or workstation.

The following terms are used in this guide:

Important
Note

: Important information that you should read.

: Additional information on operations or features.

The following symbols are used in this guide:

A

A

> button :

> key

» A cross-reference included in this guide.

* Names of CD-ROM, features, and touch screen messages
and input text.

* 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.

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 "5 Tools" > "Common Service
Settings" > "Audio Tones" in the Administrator Guide."
The sentence above means that you need to refer to the
section "Audio Tones", which can be found under "Common
Service Settings" in chapter 5 Tools of the Administrator
Guide.

17
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* Orientation of documents or paper is described in this guide as follows:

¢1,[J,Long Edge Feed (LEF): Loading documents or paper in portrait orientation
when you view the machine from the front.

¢1,[7,Short Edge Feed (SEF): Loading documents or paper in landscape orientation
when you view the machine from the front.

LEF Orientation SEF Orientation
’ I <
<
—>
Paper feed direction Paper feed direction

18



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.

/A 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 or
ADANGER fatal injuries and the possibility to do it is comparatively high.

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

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

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

AN A LN A A L

Caution Flammable Explodable Electric Heated Moving Pinched
shock surface object fingers

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

OOOPE O

Prohibited No fire Donot Donotuse Donot Keepaway Nevertouch
touch  in bathroom tear down from wet with wet hand

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

0coO

Instructions ~ Unplug Ground/
Earth

19
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1 Before Using the Machine

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.

ACAUTION

SOMN

WARNING: Connect this product to a protective earth circuit.

This product is supplied with a plug that has a protective earth pin. The plug
fits 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.

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

Do not place 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.

To avoid the risk of electric shock and a fire accident, only use the power cord
supplied with this product or the ones designated by Fuji Xerox.

The power cord is exclusive use for this product. Do not use it for any other
product.

Do not damage or alter the power cord. Damage and alteration may generate
heat and eventually cause electric shock or a fire accident.

If the power cord is damaged or insulated wires are exposed, contact your local
Fuji Xerox representative for its replacement. Do not use a damaged or
uninsulated cord to avoid the risk of electric shock and a fire accident.

When cleaning this product, always switch off the power and then the main
power inside the body front cover, and unplug the product. Access to a live
machine interior may cause electric shock.

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

20



Safety Notes

SN

Always switch off and unplug the machine when itis not used over an extended
period of time. It may cause deterioration of insulations and eventually electric
shock or a fire accident.

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 the power and then the main

power inside the body front cover, and unplug the power cord. Contact your
local Fuji Xerox representative.

Machine Installation

AWARNING

&

ACAUTION

e O

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

Locate this product on a level and sturdy surface that can withstand a weight
of 541 Kg. 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.

21
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Safety Notes

With Finisher D2-P with Booklet Maker (Optional)
and D2 Folder Unit (Optional)
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Do not incline the product at more than 10 degree angle. Otherwise, it may fall
0 over and cause injuries.
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Others

o

O
O

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.

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.

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 the power and
then the main power inside the body front cover. 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 is activated.

* Any liquid is spilled into the product.

* The product is soaked in water.

* Any part of the product is damaged.

24



Safety Notes

POV O

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

Do not place 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 place liquid, particles, small metal pieces or their containers in
consumable storage spaces. Spills may cause electric shock or fire due to
short-circuit.

Do not place dangerous objects (e.g., fragiles, volatile and flammable
chemicals, creatures) in [consumable storage spaces]. Otherwise, it may
cause catching fire.

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, or it may catch fire and cause 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.

Never play the CD-ROM supplied with the product on an audio player. Always
use a CD-ROM player. Otherwise, large sound may damage audio players or
your ears.

Laser Safety

CAUTION: Any operations or adjustments not stated in the operation manual
may cause hazardous light exposure and eventually burn injuries or loss of
eyesight.

This product has been tested and found to comply with the Class 1 Laser
Equipment requirements defined by the international standard IEC60825 and
has no light exposure hazard. The product has no hazardous light emission as
it features light protection components and covers to shut in all light beam
during operation and maintenance.

25
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1 Before Using the Machine

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.

A ground fault interrupter is embedded in this product. If current leakage

0 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) Press TEST button to turn off the ground fault interrupter.

(2) Check the indication ("O"). It means that the ground fault interrupter circuit
works properly.

(3) Return the ground fault interrupter switch to ON ("|").

Ground fault mterrupter/

Main Unit HCF B1-S

Test button

Test button

A

Ground fault interrupter

Finisher D2-P with Booklet Maker

If the circuit does not work properly, contact your local Fuji Xerox
representative.

Do not attempt to remove a paper jammed deeply inside the product,
particularly a paper wrapped around a fusing unit or a heat roller. Otherwise, it
may cause injuries or burns. Switch off the power and then the main power
inside the body front cover promptly 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.

Be careful not to get injured by waste staples when detaching a staple dust
box.

G@@ &

26



Safety Notes

SO VOSSOSOV O@

Consumable

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.

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

Do not place objects weighing more than 80 Kg in consumable storage spaces.
Heavy loads may deform or break them.

Be careful not to drop an object when you bring it out from consumable storage
spaces. Otherwise, you may get injured.

Grip the handhold on a door of [consumable storage spaces when you open
and close it. Do not hold an upper or bottom edge of the door. Otherwise, you
may get injured.

i auiyoe ay3 buisn alojeg

Do not put your weight on or lift up a door of consumable storage spaces. It
may cause deforming or breaking it.

Do not forcibly open a door of consumable storage spaces. It may cause
deforming or breaking it.

Do not add a shock to a door of consumable storage spaces. Otherwise, the
door may break to drop off and you may get injured.

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.

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.

AWARNING

©ee

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

Use a broom or a wet cloth to wipe off spilled toner. Never use a vacuum
cleaner for the spills. It may catch fire by electric sparks inside the vacuum
cleaner and cause explosion. 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 Fuiji
Xerox representative for its disposal.
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ACAUTION

oo

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 your 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.
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Safety Notes

Location of Warning and Caution Labels

Always follow all warning instructions marked on or supplied with this product.

To avoid the risk of burn injuries and electric shock, never touch the area with
the "High Temperature" or "High Voltage" marks on.

/\ CAUTION Do not stare at light. It may cause discomfort or irritation to your eyes
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Regulation

Regulation

Radio Frequency Emissions (Class B)

o

This product has been tested and found to comply with the limits for a Class B
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 Fuiji
Xerox may void the user’s authority to operate this product.

Product Safety Certification (CB)

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

Agency Standard
NEMKO IEC60950-1:ed. 2

Regulatory Information for RFID

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

3
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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.

32



About License

About License

This section describes information about licenses. Be sure to read through it.

RSA BSAFE

Heimdal

//
=

V4
This product includes RSA® BSAFE ™ Cryptographic software from RSA Security Inc.

Copyright (¢)2000 Kungliga Tekniska Hogskolan (Royal Institute of Technology,
Stockholm, Sweden). All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that the following conditions are met:

1. Redistributions of source code must retain the above copyright notice, this list of
conditions and the following disclaimer.

2. Redistributions in binary form must reproduce the above copyright notice, this list of
conditions and the following disclaimer in the documentation and/or other materials
provided with the distribution.

3. Neither the name of the Institute nor the names of its contributors may be used to
endorse or promote products derived from this software without specific prior written
permission.

THIS SOFTWARE IS PROVIDED BY THE INSTITUTE AND CONTRIBUTORS "AS
IS" AND ANY EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT
LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE
INSTITUTE OR CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT,
INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES
(INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS
OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS
INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING
NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS
SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

JPEG Code

Our printer software uses some of the codes defined by the Independent JPEG Group.

3
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Libcurl

FreeBSD

COPYRIGHT AND PERMISSION NOTICE
Copyright (c) 1996 - 2006, Daniel Stenberg, <daniel@haxx.se>.
All rights reserved.

Permission to use, copy, modify, and distribute this software for any purpose with or
without fee is hereby granted, provided that the above copyright notice and this
permission notice appear in all copies.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND,
EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND
NONINFRINGEMENT OF THIRD PARTY RIGHTS. IN NO EVENT SHALL THE
AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES
OR OTHER LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR
OTHERWISE, ARISING FROM, OUT OF OR IN CONNECTION WITH THE
SOFTWARE OR THE USE OR OTHER DEALINGS IN THE SOFTWARE.

Except as contained in this notice, the name of a copyright holder shall not be used in
advertising or otherwise to promote the sale, use or other dealings in this Software
without prior written authorization of the copyright holder.

This product contains the part of FreeBSD codes.

The FreeBSD Copyright
Copyright 1994-2006 The FreeBSD Project. All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that the following conditions are met:

Redistributions of source code must retain the above copyright notice, this list of
conditions and the following disclaimer.

Redistributions in binary form must reproduce the above copyright notice, this list of
conditions and the following disclaimer in the documentation and/or other materials
provided with the distribution.

THIS SOFTWARE IS PROVIDED BY THE FREEBSD PROJECT "AS I1S" AND ANY
EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A
PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE FREEBSD
PROJECT OR CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT,
INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES
(INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS
OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS
INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING
NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS
SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.
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About License

The views and conclusions contained in the software and documentation are those of
the authors and should not be interpreted as representing official policies, either
expressed or implied, of the FreeBSD Project.

OpenLDAP

Copyright 1998-2006 The OpenLDAP Foundation All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted only as authorized by the OpenLDAP Public License.

A copy of this license is available in the file LICENSE in the top-level directory of the
distribution or, alternatively, at <http://www.OpenLDAP.org/license.html>.

OpenLDAP is a registered trademark of the OpenLDAP Foundation.

Individual files and/or contributed packages may be copyright by other parties and/or
subject to additional restrictions.

This work is derived from the University of Michigan LDAP v3.3 distribution. Informa-
tion concerning this software is available at <http://www.umich.edu/~dirsvcs/Idap/
Idap.html>.

This work also contains materials derived from public sources.

Additional information about OpenLDAP can be obtained at <http://www.openldap.org/>.
Portions Copyright 1998-2006 Kurt D. Zeilenga.

Portions Copyright 1998-2006 Net Boolean Incorporated.

Portions Copyright 2001-2006 IBM Corporation.

All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted only as authorized by the OpenLDAP Public License.

Portions Copyright 1999-2005 Howard Y.H. Chu.
Portions Copyright 1999-2005 Symas Corporation.
Portions Copyright 1998-2003 Hallvard B. Furuseth.
All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that this notice is preserved.
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The names of the copyright holders may not be used to endorse or promote products
derived from this software without their specific prior written permission. This software
is provided "as is" without express or implied warranty.

Portions Copyright (c) 1992-1996 Regents of the University of Michigan.
All rights reserved.

Redistribution and use in source and binary forms are permitted provided that this
notice is preserved and that due credit is given to the University of Michigan at Ann
Arbor. The name of the University may not be used to endorse or promote products
derived from this software without specific prior written permission. This software is
provided "as is" without express or implied warranty.

The OpenLDAP Public License
Version 2.8, 17 August 2003

Redistribution and use of this software and associated documentation ("Software"),
with or without modification, are permitted provided that the following conditions are
met:

1. Redistributions in source form must retain copyright statements and notices,

2. Redistributions in binary form must reproduce applicable copyright statements and
notices, this list of conditions, and the following disclaimer in the documentation
and/or other materials provided with the distribution, and

3. Redistributions must contain a verbatim copy of this document.

The OpenLDAP Foundation may revise this license from time to time.

Each revision is distinguished by a version number. You may use this Software under
terms of this license revision or under the terms of any subsequent revision of the
license.

THIS SOFTWARE IS PROVIDED BY THE OPENLDAP FOUNDATION AND ITS
CONTRIBUTORS "AS 1S" AND ANY EXPRESSED OR IMPLIED WARRANTIES,
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANT-
ABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO
EVENT SHALL THE OPENLDAP FOUNDATION, ITS CONTRIBUTORS, OR THE
AUTHOR(S) OR OWNER(S) OF THE SOFTWARE BE LIABLE FOR ANY DIRECT,
INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAM-
AGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE
GOODS OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS
INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY,
WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLI-
GENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS
SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE.

The names of the authors and copyright holders must not be used in advertising or
otherwise to promote the sale, use or other dealing in this Software without specific,
written prior permission. Title to copyright in this Software shall at all times remain with
copyright holders.
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About License

OpenLDAP is a registered trademark of the OpenLDAP Foundation.

Copyright 1999-2003 The OpenLDAP Foundation, Redwood City, California, USA. All
Rights Reserved. Permission to copy and distribute verbatim copies of this document
is granted.

DES
This product includes software developed by Eric Young(eay@mincom.oz.au)
AES
Copyright (c) 2003. Dr Brian Gladman. Worcester. UK. All rights reserved.
This product uses published AES software provided by Dr Brian Gladman under BSD
licensing terms.
TIFF (libtiff)

Lib TIFF copyright (c) 1988-1997 Sam leffler
Copyright (c) 1991-1997 Silicon Graphics. Inc.

ICC Profile (Little cms)

Little cms copyright (c) 1988-2004 Marti Maria

XPS (XML Paper Specification)

This product may incorporate intellectual property owned by Microsoft Corporation.
The terms and conditions upon which Microsoft is licensing such intellectual property
may be found at http://go.microsoft.com/fwlink/?Linkld=52369.

EDICT and COMPDIC

The Japanese-English dictionaries (EDICT and COMPDIC) edited by The Electronic
Dictionary Research and Development Group under the coordination of Professor
James William Breen at Monash University are used in the searchable PDF kit option
of Fuji Xerox.

These Japanese-English dictionary files are licensed to customers under the terms and
conditions of a Creative Commons Attribution-ShareAlike License. Prior to use, be sure
to check the terms and conditions of this license at the URL below. Use of these
Japanese-English dictionaries is not permitted unless you agree to the terms and
conditions of this license.

Furthermore, care should be taken because at the point in time that you begin to use
these Japanese-English dictionaries as specified in the said license, you accept and
agree to be bound by the terms and conditions of this license.
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The Japanese-English dictionaries are provided to customers on an as-is basis, and
Fuji Xerox and the original supplier make no representations of warranties of any kind.

* Original Author Information (extracted from http://www.csse.monash.edu.au/~jwb/
edrdg/licence.html)
Copyright over the documents covered by this statement is held by James William
BREEN and The Electronic Dictionary Research and Development Group at Monash
University.

* Monash University License Information
http://www.csse.monash.edu.au/~jwb/edrdg/licence.html

* Information Regarding EDICT and COMPDIC
http://www.csse.monash.edu.au/~jwb/edict.html
http://www.csse.monash.edu.au/~jwb/compdic_doc.html

* Information Regarding the Creative Commons Attribution-ShareAlike License
http://creativecommons.org/licenses/by-sa/2.5/legalcode

Cyrus SASL

Copyright (c) 1998-2003 Carnegie Mellon University. All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that the following conditions are met:

1. Redistributions of source code must retain the above copyright notice, this list
of conditions and the following disclaimer.

2. Redistributions in binary form must reproduce the above copyright notice, this
list of conditions and the following disclaimer in the documentation and/or other
materials provided with the distribution.

3. The name "Carnegie Mellon University" must not be used to endorse or promote
products derived from this software without prior written permission. For
permission or any other legal details, please contact

Office of Technology Transfer
Carnegie Mellon University
5000 Forbes Avenue
Pittsburgh, PA 15213-3890

(412) 268-4387, fax: (412) 268-7395
tech-transfer@andrew.cmu.edu

4. Redistributions of any form whatsoever must retain the following acknowledgment:
"This product includes software developed by Computing Services at Carnegie
Mellon University (http://www.cmu.edu/computing/)."

CARNEGIE MELLON UNIVERSITY DISCLAIMS ALL WARRANTIES WITH REGARD
TO THIS SOFTWARE, INCLUDING ALL IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS, IN NO EVENT SHALL CARNEGIE MELLON
UNIVERSITY BE LIABLE FOR ANY SPECIAL, INDIRECT OR CONSEQUENTIAL

DAMAGES OR ANY DAMAGES WHATSOEVER RESULTING FROM LOSS OF USE,
DATA OR PROFITS, WHETHER IN AN ACTION OF CONTRACT, NEGLIGENCE OR
OTHER TORTIOUS ACTION, ARISING OUT OF OR IN CONNECTION WITH THE USE
OR PERFORMANCE OF THIS SOFTWARE.
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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.
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2 Product Overview

This chapter describes the basic information of the machine, such as machine
components, how to switch the machine on and off, and how to use the touch

screen.
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® Ground Fault INterrupter ... 53
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2 Product Overview

Machine Components

This following describes machine components and their functions.

B Main unit and HCF2 (2000 sheets) (optional)

This view varies
depending on
optional components.

13

12//'

R S S
\\

/

&
i

7

No. Component Function
1 Document cover Holds a document in place.
2 | Document glass Load a document here.
3 | Control panel (Middle size | Consists of operation buttons, LED indicators, and a touch screen.
Color Ul) Refer to "Control Panel" (P.56).
4 | Power switch Switches the power of the machine on and off.
Refer to "Power Source" (P.50).
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Machine Components

No. Component Function
5 | Toner cover Open this cover to replace toner cartridges.
6 | Front cover Open this cover to access the insides of the machine to clear paper
jams or replace consumables.
7 Tray 1,2, 3,4 Load paper here.
8 | Bottom left cover Open this cover to access the insides of the machine to clear paper
jams.
If the Tray 6 (HCF2 (2000 sheets)) is installed in the machine, move the
Tray 6 (HCF2 (2000 sheets)) to the left first.
9 | Locking casters Used for locking the wheels of the machine. Lock these casters after
moving the machine to its installation site.
10 | Tray 6 (optional) Load paper here.
11 | Tray 6 top cover Move the Tray 6 (HCF2 (2000 sheets)) to the left and then open this top
cover to clear paper
jams.
12 | Tray 5 (Bypass) Used for loading non-standard paper (thick-stock paper, and other
special media) that cannot be loaded in the Trays 1 to 4, and 6.
13 | Tray 5 (Bypass) top cover | Open the top cover to clear paper jams.
14 | Gigabit Ethernet Board Connected to a network cable.
(optional)
15 | 10BASE-T / 100BASE-TX | Connected to a network cable. This connector is not available when the
connector Gigabit Ethernet Board (optional) is installed.
16 | USB 2.0 interface Connected to a USB cable.
connector (optional)
17 | Stylus pen Used for touching the touch screen on the control panel to configure
settings.
Note * You can directly touch the touch screen not only with the stylus pen
but also with a finger.
18 | Stylus pen holder Stores the stylus pen.
19 | Control Panel (Large size Provides operation buttons, LED indicators, and a touch screen.

ul)

For details, refer to "Large Size UI" (P.60).
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2 Product Overview

Hinside and right views of the machine

No. Component Function

1 Output tray Receives output paper.
Two types of trays are available: a normal output tray and an optional
offset stacking tray.
When the optional offset stacking tray is attached and A4 or smaller size
paper is to be output, do not use the extension flap.

2 | Ground fault interrupter Automatically turns the machine off when a current leakage is detected.

3 Lower-right cover Open this cover to clear paper jams.
When a finisher is attached, open the front cover of the finisher first, and
then open this lower-right cover.

4 | Main power switch Switches the main power of the machine on and off. Always follow the
instructions of the system administrator.
Important ¢ Always switch the power off before switching the main power off.
For details, refer to "Power Source" (P.50)

5 | Waste toner bottle cover Open this cover to access the insides of the machine to replace the
waste toner bottle.

6 | Waste toner bottle Used to collect waste toner.

Fusing unit Fuses toner on paper.

Important ¢ Do not touch this unit as it is extremely hot.

8 |Lever Used to draw out the transfer unit.

9 | Transfer unit Transfers toner images on the drum to paper. Open this cover to access
the insides of the machine to clear paper jams.

10 | Drum cartridges Contain photoconductors. R1, R2, R3, and R4 are installed from the left.

11 | Toner cartridges Contain Black (K1 and K2), Cyan (C), Magenta (M), and Yellow (Y)
toner (image forming powder).




Machine Components

EDuplex automatic document feeder

No. Component Function

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

2 | Left cover The left cover slightly opens when the top cover is opened. Open this
cover widely to clear paper jams.

3 | Top cover Open this cover to access the insides of the machine to clear paper
jams.

4 | Inner cover Open this cover to clear paper jams.

5 | Document guides Use these guides to align the edges of documents.

6 | Document feeder tray Load documents here.

7 | Document stopper Used when copying or scanning large size documents such as A3.
Open the stopper rightward when using it.

8 Document output tray Scanned documents are delivered here.

9 | Optical glass Scans the backside of a loaded document.

10 | Constant velocity transport | Scans a loaded document.

glass

Note * In this guide, the duplex automatic document feeder is referred to as the “document feeder”
or “DADF”.
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HTelephone line connectors
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1]
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i

O O
O O
1 LA
Name mark n .
Connector ame marked o Name displayed on .
the cover of the Function
No. . the touch screen
machine
1 - - Not available.
2 - - Not available.
3 TEL - Used to connect your telephone.
4 LINE1 Line 1 Use this connector to connect to a
telephone line.
5 LINE2 Line 2 Use this connector to connect to a
telephone line.
6 LINE3 Line 3 Use this connector to connect to a
telephone line.
Note » The Fax feature is not available for some models. An optional component is required. For

more information, contact our Customer Support Center.

* LINE2 and LINES3 are optional.

* Connector 3 normally has a cover on it. When you connect your telephone to the machine,
contact our Customer Support Center.

* Only the line connected to the LINE1 connector is available when you make a phone call
using the telephone connected to connector 3. (LINE2 and LINE3 are not available.)

46



Machine Components

BFinisher C2 (optional) and Finisher C2 with Booklet Maker (optional)

No. Component Function
1 Punch scrap container Receives punch scraps from the puncher. Draw out the box when
throwing the scraps away.
2 | Output tray Receives documents.
Exit cover Open this cover to access the insides of the machine to clear paper
jams.
4 | Finisher tray Receives documents.
Staple cartridge Contains staples. Pull out the cartridge to clear staple jams, or to
replace with a new cartridge.
6 | Booklet tray Documents are delivered here when Folding is selected in the booklet
(Finisher C2 with Booklet creation function.
Maker only)
7 Front cover Open this cover to access the insides of the machine to clear paper or
staple jams, replace staples, or throw punch dust away.
8 | Booklet unit Folds documents in half and staples the folded documents.
(Finisher C2 with Booklet
Maker only)
9 | Booklet staple cartridges Two staple cartridges for booklet creation (gutter). Take the cartridges

out when clearing staple jams, or when replacing them with new ones.

Note

this guide, they are referred to as "finisher".

* The Finisher C2 and the Finisher C2 with Booklet Maker are optional. In some sections of
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2 Product Overview

EFinisher D2-P with Booklet Maker (optional)

12 1110 9

No. Component Function
1 Tray 8 (Inserter) Load paper for covers or separators. Paper loaded here is not used for
copying or printing.
De-curl button Press this button to decurl copies.
3 | Output tray Receives copies when you select [Hole Punch], [Z Fold Half Sheet],
[Auto], [Collated], or [Uncollated].
4 | Finisher tray Receives stapled, punched and Z-folded copies.
5 | Ground fault interrupter Automatically turns the machine off when a current leakage is detected.
6 | Booklet output tray Receives copies when you select [Single Fold] or [Fold & Staple].
7 | Booklet output tray button | Press this button to deliver booklets to retrieval position.
8 Right cover Open this cover to clear paper jams, replace a staple cartridge, or
remove jammed staples or punch scraps.
9 | Staple cartridges for Two staple cartridges for booklet. Remove these cartridges when
booklet replacing them with new ones, or when clearing staple jams.
10 | Staple scrap container Receives scraps from the stapler. Take this container out when
replacing it with a new one.
11 | Staple cartridge Contains staples. Take this cartridge out when replacing the cartridge
with a new one, or when clearing staple jams.
12 | Punch scrap container Holds punch scraps. Take this container out when removing scraps.
13 | Folder Output Tray (Only Receives copies when you select [Z Fold] or [C Fold].
available when the D2
Folder Unit is installed.)
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Machine Components

No. Component Function
14 | Folder Output Tray button | Press this button to open the Folder Output Tray.
(Only available when the
D2 Folder Unit is installed.)
15 | Left cover Open this cover to access the inside of the machine to clear paper jams.
Note * The Finisher D2-P with Booklet Maker is optional. In this guide, the Finisher D2-P with
Booklet Maker is referred to as the "finisher".
BHCF B1-S (optional)
N
6
&
QJH o
\

No. Component Function

1 |Tray 5 (Bypass) Used for loading non-standard paper (thick-stock paper, and other

special media) that cannot be loaded in the Trays 1 to 4, and 6.
2 | Tray 5 (Bypass) top cover | Open the top cover to clear paper jams.
Paper feed section cover Open the cover to clear paper jams. This unit conveys papers supplied
from the tray 6 or the tray 5 (bypass) to the machine.
4 | Consumable storage space | Store consumables and paper here.
Paper tray 6 Load paper here.
6 | Ground fault interrupter Automatically turns the machine off when a current leakage is detected.

49

i MB3IAIBAQ }2Npoid



! MBIAIBAQ }9NpOoId

2 Product Overview

Power Source

EPower switch

EMain power switch

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

To use the machine, press the power switch to
the [ | ] position to switch its power on. You can
start operations after the machine warms up.

— Power switch

1

ain power switch

Zz
z

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

4 Close the front cover.

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.

Make sure that the power cord is plugged in correctly.

Open the front cover.

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

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

Switching the Power On

The following describes how to switch the power on.

The machine takes approximately 90 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.
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Power Source

Use also the Energy Saver feature to save power consumption while the machine is not

in use.

For information on the Energy Saver feature, refer to "Energy Saver Mode" (P.54).

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.

Press the power switch to the [ | ] position to
switch the power on.

Note * The “Please wait...” message indicates that the
machine is warming up. The machine is not
available during warming up.

« If the machine is not powered on, check the
following:

*The power cord is plugged in.
*The main power is switched on.

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

Switching the Power Off

The following describes how to switch the power off.

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 light up.

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.

Press the power switch to the [(D] position.

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 15 seconds after the
touch screen has gone dark.
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2 Product Overview

Switching the Main Power Off

The following describes how to switch the main power off.

Important ¢ Do not switch the main power off while the touch screen displays a screen or the <Energy
Saver> button blinks. Switching off the main power 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.

Make sure that the power is switched off.

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

Open the front cover.

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.

Close the front cover.
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Ground Fault Interrupter

Ground Fault Interrupter

The machine is provided with a ground fault interrupter.

Ground fault intéﬁpierj’ 0 /
Ground fault interrupter,

Test button

b

Test button

The main unit HCF B1-S
Test button

) |l]

Grotlmld fault interrupter

Finisher D2-P with Booklet Maker

In the event of a current leakage, the ground fault interrupter will automatically cut off
the power circuit to prevent any leakage or fire from occurring.

The ground fault interrupter is normally pressed to the upper side, as shown in the
figure on the right.

If the ground fault interrupter is pressed to the lower side, unusual conditions may
occur. Please contact our Customer Support Center.

For information on how to check if the ground fault interrupter is working, refer to
"Safety Notes" (P.19)

i MB3IAIBAQ }2Npoid
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2 Product Overview

Energy Saver Mode

The machine is equipped with the Energy Saver mode that reduces the power
consumption by saving the electricity to the machine when no copy or print data is
received for a specified time.

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

The machine enters the Low Power mode after the preset time has elapsed if the
machine is left unused for a fixed period of time.
The machine then enters the Sleep mode if a further preset time elapses.

To enter the Energy Saver mode, press the <Energy Saver> button on the control
panel.

ELow Power Mode

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

The touch screen goes out, and the <Energy Saver> button on the control panel lights
up. To use the machine, press the <Energy Saver> button. The <Energy Saver> button
goes out to indicate that the Low Power mode is exited.

ESleep 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.

The touch screen goes out, and the <Energy Saver> button on the control panel lights
up. To use the machine, press the <Energy Saver> button. The <Energy Saver> button
goes out to indicate that the Sleep mode is exited.

The Sleep mode requires more time for the machine to exit and to be ready for use than
the Low Power mode.

Note * When you press the <Energy Saver> button during the Energy Saver mode, the touch
screen lights up. At this point, the document scanning unit and the output devices remain in
the Energy Saver mode. Afterwards, by operations such as using the touch screen and
opening or closing of the document cover, you can make the devices necessary to activate
the machine exit the Energy Saver mode and make the machine ready to start exiting the
Energy Saver mode.

* When you make the machine exit Energy Saver mode by pressing the <Energy Saver>
button, the machine does not immediately identify the movements such as opening or
closing of the front cover. To make the machine identify these operations, operate the
control panel before opening the front cover.

* If you replace toner cartridges or supply paper during the Energy Saver mode, the machine
does not identify these changes. Before performing these operations, exit the Energy Saver
mode by first pressing the <Energy Saver> button on the control panel and then pressing the
<Machine Status> button.

» The Energy Saver mode is not exited by the following operations:
* Secure print
» Fax using Folder Receive
* Direct fax
* Accessing a folder of the machine using CentreWare Internet Services

* 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 <Energy Saver>
button. If the machine is in the Sleep mode, however, the Sleep mode will not be deactivated
by the operation. By setting longer time to elapse until the machine enters the Sleep mode,
you can make the machine exit the Energy Saver mode without pressing the <Energy
Saver> button. For more information on how to change the time to elapse until the machine
enters the Sleep mode, refer to "1 Before Using the Machine"> "Energy Saver Mode" >
"Changing the Interval for Entering Energy Saver Mode" in the Administrator Guide.

* Touch the card to IC Card Reader (optional)

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

Entering the Energy Saver Mode

The following describes how to enter the Energy Saver mode.

Note * To enter the Energy Saver mode by pressing the <Energy Saver> button, specify a longer
time period in [From Last Operation to Sleep Mode] than in [From Last Operation to Low
Power Mode] under [Energy Saver Timers]. For information on [Energy Saver Timers], refer
to "5 Tools" > "Common Service Settings" > "Machine Clock/Timers" > "Energy Saver
Timers" in the Administrator Guide.

1 Press the <Energy Saver> button.

Note » The machine will not enter the Energy
Saver mode while a job is being
processed. Press the <Energy Saver>
button after the job is completed.

* The machine will not enter the Energy
Saver mode when [Skip Blank Pages] is
enabled. For information on [Skip Blank
Pages], refer to "5 Tools" > “Fax Service
Settings” > “Fax Control" > "Skip Blank
Pages" in the Administrator Guide.

<Energy Saver> button

Exiting the Energy Saver Mode

The following describes how to exit the Energy Saver mode.
The Energy Saver mode is exited in the following instances:
* Pressing the <Energy Saver> button

* Receiving a job

* Selecting [Apply] in CentreWare Internet Services

1 Press the <Energy Saver> button.

|
<Energy Saver> button
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2 Product Overview

Control Panel

Middle Size Color Ul

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

No.

Component

Function

<Services Home> button

Press this button to display the [Services Home] screen.

You can change the services displayed on the [Services Home] screen. For
more information, refer to "1 Before Using the Machine" > "Customizing the
Control Panel" > "Customizing the Button Layout" > "Services Home" in the
Administrator Guide.

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.

<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.

<Job Status> button

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

<Machine Status> button

Press this button to check the machine status and meters, to check the
status of consumables, and to print reports.
Note * By pressing the <Machine Status> button when you exchange

consumables, you can make the output device exit the Energy
Saver Mode and check the latest status of consumables.
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No.

Component

Function

<Energy Saver> button

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

Press this button to enter or exit the Energy Saver mode.

<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.

Some types of jobs cannot be executed in the Interrupt mode. Refer to "16
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 copy job or communications.

10

<Start> button

Press this button to start scanning a document.

11

<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.

12

<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.

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

For information on the remedies for paper jams and running out of paper, refer
to "15 Problem Solving" in the Administrator Guide.

13

<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.

You can check stored scan files in a Folder List. For information on the Folder
List, refer to "4 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 "4 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 "5 Tools" > "Common Service Settings" > "Other
Settings" > "Data Indicator" in the Administrator Guide.

14

<Speed Dial> button

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

15

<C (Clear)> button

Press this button to cancel a numerical value you have entered with the
numeric keypad.

16

<Dial Pause> button

Press this button to insert a pause into a destination number.

17

Numeric keypad

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

18

<Custom 1> (Copy) button

"Copy" is assigned to this button by default.
Press this button to display the [Copy] screen.

For information on how to assign a service to the button, refer to "1 Before
Using the Machine" > "Customizing the Control Panel" > "Assigning Services

to the <Custom> Buttons" in the Administrator Guide.
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No.

Component

Function

19

<Custom 2> (Not in Use)
button

Press this button to call its associated service.

To the button, you can assign [Language] or any service displayed on
the [Services Home] screen.

For information on how to assign a service to the button, refer to "1 Before
Using the Machine" > "Customizing the Control Panel" > "Assigning Services
to the <Custom> Buttons" in the Administrator Guide.

20

<Custom 3> (Review)
button

"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.

For information on how to assign a service to the button, refer to "1 Before
Using the Machine" > "Customizing the Control Panel" > "Assigning Services
to the <Custom> Buttons" in the Administrator Guide.

21

USB memory slot

Insert a USB 2.0 memory device here.

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

22

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

Contains one touch buttons.

Turn over the panels to display buttons 1 - 72.

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 71 and 72 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 72 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.
For information on how to change the settings registered to the one touch
buttons, refer to "5 Tools" > "Common Service Settings" > "Screen/Button
Settings" in the Administrator Guide.
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No.

Component

Function

23

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 fax and Internet fax jobs.

Turn over the panels to display buttons 1 - 72.

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 71 and 72 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 72 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.
For information on how to change the settings registered to the one touch
buttons, refer to "5 Tools" > "Common Service Settings" > "Screen/Button
Settings" in the Administrator Guide.

24

Embedded 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 Energy Saver mode, touching the
smart card to the IC Card Reader deactivates the Energy Saver
mode. However, this operation does not deactivate the Sleep
mode. For more information, refer to "Exiting the Energy Saver
Mode" (P.55).

25

Paper clip tray

Used for placing paper clips and staples.
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Large Size Ul

The installation of the Large Size Ul (optional) allows you to lay out where to locate the
touch screen.

The following describes the names and functions on the Large Size UI.

Note  As the Large Size Ul does not support the one touch panels, you cannot specify recipients
with the one touch buttons.

1

L1
— |
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12
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17 16 15 14 13
No. Component Function
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.
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No.

Component

Function

<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.

You can check stored scan files in a Folder List. For information on the Folder
List, refer to "4 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 "4 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 "5 Tools" > "Common Service Settings" > "Other
Settings" > "Data Indicator" in the Administrator Guide.

<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.

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

For information on the remedies for paper jams and running out of paper, refer
to "15 Problem Solving" 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 1> (Copy) button

"Copy" is assigned to this button by default.
Press this button to display the [Copy] screen.

For information on how to assign a service to the button, refer to "1 Before
Using the Machine" > "Customizing the Control Panel" > "Assigning Services
to the <Custom> Buttons" in the Administrator Guide.

<Custom 2> (Not In Use)
button

Press this button to call its associated service.

To the button, you can assign [Language] or any service displayed on
the [Services Home] screen.

For information on how to assign a service to the button, refer to "1 Before

Using the Machine" > "Customizing the Control Panel" > "Assigning Services
to the <Custom> Buttons" in the Administrator Guide.

<Custom 3> (Review)
button

"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.

For information on how to assign a service to the button, refer to "1 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.

10

<Energy Saver> button

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

Press this button to enter or exit the Energy Saver mode.
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No. Component Function

11 | <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.
Some types of jobs cannot be executed in the Interrupt mode. Refer to "16
Appendix" > "Notes and Restrictions" > "Notes and Restrictions on the
Interrupt Mode" in the Administrator Guide.

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

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

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

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

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

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

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

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

20 | <Services Home> button Press this button to display the [Services Home] screen.

You can change the services displayed on the [Services Home] screen. For
more information, refer to "1 Before Using the Machine" > "Customizing the
Control Panel" > "Customizing the Button Layout" > "Services Home" in the
Administrator Guide.
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Screens and Buttons Displayed

You can register or change the services and buttons displayed on the touch screen.

Note * The following screens and buttons may have been changed by the system administrator.
Use the machine according to the changes being made.

Setting the Initial Screen

You can set the screen displayed after switching the power on or exiting the Energy
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.

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 1> button, and "Review" is assigned to the
<Custom 3> button. No service is assigned to the <Custom 2> button.

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.

For information on how to customize the [Services Home] screen, refer to "1 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.

|
To begin, select a Service.

Login information field

a8 [

Language

M ge field

Screen
Brightness

o —— Additional feature buttons

Calibration
—

Activity Report

Service buttons

Fax Receiving
Mode

Print Mode

A

Language

Screen
Brightness

Calibration

Media Print Media Print
Text | e Job Flow Sheets

Activity Report

—— Foxtacovng

' Mode
Web Applications

\ / Print Mode

Message Field

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.

For information on the Authentication or Accounting mode, refer to "14 Authentication and Accounting
Features" in the Administrator Guide.

Service Buttons

Allows you to set the features for each service.

ECopy
You can set the features for the Copy service.

For more information, refer to "Copy" (P.69).

mFax/Internet Fax

You can set the features for the Fax service.
For more information, refer to "Fax" (P.165).
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BE-mail
You can scan documents and send the scanned data as an e-mail attachment.
For more information, refer to "E-mail" (P.267).

ESimple 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.

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

ESimple 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.

For more information, refer to "Simple Fax" (P.191).

EScan to PC

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

For more information, refer to "Scan to PC" (P.289).

mStore to Folder

You can scan documents and save the scanned data in a folder of the machine.
For more information, refer to "Store to Folder" (P.295).

ESend from Folder

You can operate files stored in a folder of the machine.
For more information, refer to "Send from Folder" (P.325).

EStored 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.

For more information, refer to "Stored Programming" (P.347).

ENetwork Scanning (ApeosPort series only)
You can scan documents after specifying a file (job template) saving scanning
conditions, information on the forwarding destination server, and others.
For more information, refer to "Network Scanning" (P.287).

EStore & Send Link

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

For more information, refer to "Store & Send Link" (P.301).

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

For information on how to display [Store & Send Link] on the [Services Home] screen, refer to "1
Before Using the Machine" > "Customizing the Control Panel" in the Administrator Guide.
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EStore to USB

You can scan documents and save the scanned data to a USB memory device.
For more information, refer to "Store to USB" (P.297).

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

BmMedia Print - Text

You can print document files (PDF, TIFF, and XML Paper Specification (XPS)) 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.

For more information, refer to "Media Print - Text" (P.370).

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

EMedia Print - Photos
You can print image data (DCF1.0) taken with a digital camera. You can retrieve the
data only from a CompactFlash card.
For more information, refer to "Media Print - Photos" (P.369).

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

BJob 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 of scan
data for the efficient routine transfer.
For more information, refer to "Job Flow Sheets" (P.341).

EWeb Applications (ApeosPort series only)

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

For more information, refer to "Web Applications" (P.357).

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

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

ELanguage
You can select the language to be displayed on the touch screen.
The language selected here will be invalid 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* including 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 "5 Tools" > "Common Service
Settings" > "Screen/Button Settings" > "Default Language" in the Administrator Guide.
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EScreen Brightness
You can adjust the screen brightness of the touch screen.

BLock 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.

Note * 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 "5 Tools" >
"Common Service Settings" > "Screen/Button Settings" in the Administrator Guide.

ESetup

You can create or update folders, job flows, and the Address Book.
For more information, refer to "5 Tools" > "Setup" in the Administrator Guide.

ECalibration

The machine can automatically calibrate colors when the reproducibility of density or
color in copies and prints deteriorates.
For more information, refer to "3 Maintenance" > "Executing Calibration" in the Administrator Guide.

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

For information on the contents listed in the Activity Report, refer to "16 Appendix" > "Activity Report"
in the Administrator Guide.

BFax Receiving Mode

You can specify a mode for receiving faxes.
For more information, refer to "4 Machine Status" > "Machine Information" > "Fax Receiving Mode" in
the Administrator Guide.

EPrint Mode

You can register a print mode and change its settings.
For more information, refer to "4 Machine Status" > "Machine Information" > "Print Mode" in the
Administrator Guide.
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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

[Zome

shift 2 X c vib n

5 Delete Text |

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.
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3 Copy

This chapter describes the basic operation and features for the Copy service.
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3 Copy

Copying Procedure

This section describes the basic copy procedures. The following shows the reference
section for each procedure.

Step 1 Loading DOCUMENLS .......ccueiiriieierieetieieie sttt st e see st sbese s e essensesaeensensenseas 70
Step 2 SeleCtiNg FEALUIES ... .ecuieuiiiieeiieiierieeiietee et sttt sttt e s e e eseeseesaeeneeseens 72
Step 3 Entering @ QUANTILY ........ecueieriiiiiierieictecie ettt sttt et 73
Step 4 Starting the COPY JOD....ooueiieiiieeeee ettt et eneens 74
Step 5 Confirming the Copy Job in JOb Status ......cc.coeevveveniiniiiiiniinicieeeceeee e 75

Step 1 Loading Documents

The following two methods are available to load documents:

EDocument Feeder
* Single sheet
* Multiple sheets

EDocument Glass
* Single sheet
* Bound documents, such as books

Document Feeder

mDocument Feeder
The document feeder supports single and multiple sheet documents with sizes from
139.7 x139.7 mm (Standard size: A5, A5(], 5.5 x 8.5", 5.5 x 8.5"(1) to 297 x 432 mm
(Standard size: A3, 11 x 17").
The document feeder automatically detects standard size documents. For non-
standard size documents, enter the size on the [Original Size] screen.
For information 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.111).

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 "5 Tools" > "Common
Service Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

The document feeder accepts the following number of sheets.

Weigh oo o
38 - 80 gsm 250 sheets
81-128 gsm 150 sheets
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.
For information on how to copy mixed sized documents, refer to "Mixed Size Originals (Scanning
Different Size Documents Simultaneously)" (P.112).
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1 Remove any paper clips and staples before
loading a document.

2 Adjust the document guides to match the size of
the document loaded.
Note * When loading a large size document such as

A3, lift up the document feeder tray, and open
the document stopper rightward.

3 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.

* When the document is loaded in the document
feeder, the document feeder tray lifts up. You
can set the timing of the lift. For more
information, refer to "5 Tools" > "Common
Service Settings" > "Other Settings" >
"Document Feeder Tray Elevation" in the
Administrator Guide.

i .

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.

For information 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.111).

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 "5 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.
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2 Load the document face down, and align it
against the top left corner of the document

glass.

3

Close the document cover.
* When a standard size document is loaded on the document glass, the size of the document

Note
is displayed in the message field.

Step 2 Selecting Features
The following two services are available to copy documents.

ESimple Copy

Allows you to only select basic features to copy documents.

ECopy

Allows you to make detailed settings to copy documents.

The following procedure uses [Copy] to describe how to select features.
For information on Simple Copy, refer to "Simple Copy" (P.79).

Note

1 Press the <Services Home> button.

2 Select [Copy].

* The features 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.

Simple Copy
Activity Report
' Fax Receiving
Mode

<Services Home> button

Screen
Brightness

Fax/ Internet Fax

Send from Folder
Programming Print Mode

Store to Folder
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3 Ifthe previous settings still remain, press
the <Clear All> button.

<Clear All> button

4 Select each tab, and configure features as Gocopy | imagequaty | ,d@oUt [ ouputromat [ sob assembly
Reduce/Enlarge Paper Supply Output Color “q?zsided!:opying ‘
necessary. 100%| - | 4 AutoSelect | | (P AutoDetect | 11 sided
: el
Mo |0 |[Demome |
P— U Au
: 1A Auto% ] ;;’:“A‘ ;”‘Biﬁl)\ o ml RiugI:)lTop Tray J
| 70% A35A4, 1 3=A4 Dual Color PagesperSide |
| 2] BaBs L plain Red/Black | off
[ 141% A4>A3, | | [ ] 5 AutoDetect | | & Single Color ey
| B5-B4 % Plain ' Red | Darken Lighten
o
1@ More... [ More.. (@ More... J A iEB

The following shows the reference section for each tab.
"Copy" (P.85)

"Image Quality" (P.98)

"Layout Adjustment" (P.106)

"Output Format" (P.120)

"Job Assembly" (P.155)

Step 3 Entering a Quantity

The following describes how to enter the number of copy sets. You can enter up to
9999 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.

<C (Clear)> button
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Step 4 Starting the Copy Job

The following describes how to start a 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 a copy protection code,
refer to "Secure Watermark (Managing
Document Security)" (P.138).

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 copying.

mIf you have more documents

|
<Start> button

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.

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 shown on the right and no
operation is performed for a certain period
of time, the machine automatically

ECWY‘ e e e O S = e rrenm——— ‘LU il )
Quantity: 20/300 (e B
Pages: 40/50 RO ‘

Originals: 10
(A4 0)

Black & White

100%, 200% H )
Collated > Rad

[ | Next original
w1 A4D \lé B :
- J

assumes that there are no more documents.
* You can change the number of copies by selecting [Change Quantity] that is displayed after

selecting [Delete].

3 Load the next document.

4 Press the <Start> button.

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

5 When all documents have been scanned, 1] copy
select [Last Original]. quantity 20/300
Pages: 40/50
Originals: 10
(A4 Q) =
f—
Black & White
a1 A4D \-lé
o, oo =
[aEn—]

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.

1 Press the <Job Status> button.

<Job Status> button

2 Confirm the job status.

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

Active Jobs [ Completed I Secure Print Print Close
e Jobs & M Waiting Jobs

[~ AllJobs ] [ Display Time
-
S ‘ J
File/ Job Type Remote Terminal Status Progress
00111-Print AB Printing 11722 A l
02222-Copy 11x22mm:3% Copying 55/66
i
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Operations during Copying

This section describes available operations during copying. The following shows the

reference section for each operation.

StopPIng the COPY JOD ...neiiiieiee ettt s e saeeseenaenseeteens 76

Changing the NUmMbBETr Of COPIES......ccieuirieriieiiierieee ettt st e e eaeeneas 77

Interrupting the COPY JOD ...ooveuieiiiiiiiieiieet ettt ettt et 78
Stopping the Copy Job

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

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

<Stop> button

= T
|41 Copy =
cuemtiyy 201300 .
ete
Poges 40/50 Koy
originals: 10 ,: ‘ :
S
BEl:ek :Zl:te = | " W
100%, 200% (
Collated W
2 Select [Delete]. ooy B
auntiy:  20/300 —
ete
Pages: 40/50 E
originals: 10
(a4 0) —
Black & White - :
w1 A4D /2= [ml
100%, 200% Eéil Sk
Collated — B \
((=ichange )

mif [Delete] does not appear on the screen:

1 Press the <Job Status> button.

<Job Status> button
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2 Select the job to cancel.

Note » Select [ A] to return to the previous
screen or [ ¥] to move to the next screen.

3 Select [Delete].

4 Select [Delete].

Changing the Number of Copies

Active Jobs [ Completed I Secure Print Print Close
Jobs Jobs & M Waiting Jobs

\Eﬁ All Jobs

Remote Terminal Status Progress

| Display Time ‘
J

File/ Job Type
1
02222-Copy 11x22mm:3% Copying 55/66 | A
|
02223- Print 11x22mm:3% Print Wait 66
v
J
(0 T )
41 Copy u
Quantity:  20/300
Pages: 40/50
originals 10 E
(a4 ) .
Black & White (= reomray)|
wl A4D & J
100%, 200% ‘,—/
Collated > R |
) T
|4 | Copy =
Quantity:  20/300 ‘
Delete
Pages  40/50 R
Originals: 10
(a4 0)
Black & White
a1 A4D
100%, 200%
Collated

[ start
=]

a Change ]

= quantity... )

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.

| ( I
4 Copy u

Quantity: 20/300

Pages: £40/50

Originals: 10 E

(A4 ) g

Black & White ( D Next Original |
w1l A4D J
100%, 200% {4/
Collated > Readl |

7
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2 Select [Change Quantlty] [ ]copy File 12345 (1% /ctose
Quantity: 20/300 ( o §
Pages  40/50 R |

Originals: 10
(A4 )

(o
Black & White
@1 A4D = E
100%, 200% H T T
@i =| I \}ﬂsmrt |

=) Change
= Quantity...

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.
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

1

G A W N

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

Important ¢ Press the <Interrupt> button only after all the documents have been scanned. The machine
does not accept another job while it is scanning the documents, or [Next Original] has been
selected.

Press the <Interrupt> button.
The <Interrupt> button lights up to indicate
that the machine is in the Interrupt mode.

|
<Interrupt> button

Load a document and set features if necessary.
Specify the number of copy sets with the numeric keypad.

Press the <Start> button.
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.

Press the <Start> button.
The suspended copy job is resumed.
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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. The
following shows the reference section for each feature.

Paper Supply (Selecting the Paper for COPYINGE) ....veoveveeiririieeieieieeie et 79
Reduce/Enlarge (Making Enlarged/Reduced COpies)........cocerueureririeieirienieieenieieiseesieseeneeeens 80
2 Sided Copying (Making 2 Sided COPIES)......cceeeerrrueeieieieeeeeeeieieeeeeeeeeeeeneeeeseeeeeseseeeeas 81
Black & White/Color (Selecting the Color for COPYIng) .......ceverererierieresieieneeieeeee e 81
Lighten/Darken (Adjusting the COpy DenSity) ......ccceererueririirieniririenieeeeirieseeeereeeeie e 82
2 Pages per Side (Copying Two Pages onto One Sheet).........ccevererienienenieiienenieeiese e 82
L StAPIC .ttt h et s h e bbbttt n bbbt ne et e benes 82
1 Select [Simple Copy] on the [Services ‘ el e
Home] screen. | s

Setup
Simple Copy

Activity Report

Fax Receiving
Mode

Store to Folder Send from Folder
_________ Print Mode

2 Select a feature on the [Simple Copy] % Simple Copy
screen. {Q Paper Supply J == 11 Sided ‘% Black & White ‘

|Auto Sele:
— :J =17 1-2Sided ‘&9 Color ‘
W
lﬁ,:"'"’” 'J £o[7 242 Sided
Darken Lighten
Pyl e

Paper Supply (Selecting the Paper for Copying)

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

1 Select [Paper Supply].

{@ Paper Supply J =5= 151 Sided ‘9 Black & White ‘
Auto Select [
=% 1-2Sided ‘@ Color ‘
B Reduce / T
Enlarge AR = q
1100% | L7 252 Sided

Darken Lighten

(< ol - ol [ |

2 Select a paper tray to be used.

4l A4
' Plain
[ ] = 5 = Bypass
[ ’] Reduce / T ~ Plain % Auto Detect -
100;"‘""” 4 =T 61=/A4
( = Plain Plain
Darken Lighten
i -
< il -
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mAuto Select

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

Note * If you select [Auto Select], an option other than [Auto %] is selected in [Reduce/Enlarge].

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

ETray 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 a tray allows you to check the remaining amount of paper loaded
in the tray.

% Simple Copy

7 PaperSupply | |l | Auto Select 0 plas

Auto Select — =

W ( :EJHAA [ pomypase | You can view the iC(;ns to CheCk the

;100;nlurge » - fE‘nM ﬁE‘,‘M remaining amount of paper in a tray.

Darken Lighten E 3= A4 - —\‘

o] P I |

|=/ = & : Indicates that the remaining amount of paper is 25 to 100%.

125 : 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.

1 Select [Reduce/Enlargel.

‘ ; Paper Supply » ‘ %ﬁ&\% 1-1 Sided ﬂ/ Black & White ‘
|Auto Select —
=P[7 1+2Sided \g.) Color |
M Reduce/ J
Enlarge | s.= ¢
1100% | ¥<>\_/ 2-2 Sided
Darken Lighten

[RsEm 2 eeesper l { 1 Staple
< > | W i op

2 Select a copy rato.

‘ .
[ 4 Papersupply || 0 100 P oo 3B 4

Auto Select aigES

B4-A3
A Auto% Ansx g L

| A3-AL A4-B4
H70% Bases H22n e

oA B1% B4-A4 B 1% A4-A3 T

B5-A5 B5-B4
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m100%
Copies at the same image size as the original document.

mAuto %

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 * If you select [Auto %], an option other than [Auto Select] is selected in [Paper Supply].

HRatios
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.

( | ==
| 4 Paper Supply ‘ y | | ZE=11-15ided 45 Black & White
Auto Select | | ‘ ‘
=R 152 Sided ‘ @) Color |

Enlarge Sl
100% | 2 2-2Sided

|

[ |l |
‘ 5 Reduce / R ‘ ‘
)

Darken Lighten

| |
1 12/l 2Pages per " |1 Staple
< “Ii il » = Side
L J ] L )\ (

m1 - 1 Sided
Makes a copy of a 1-sided document on one side of the paper.

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

H2 - 2 Sided
Makes a copy of a 2-sided document on both sides of the paper.

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

This feature allows you to select a color mode.

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

‘ — -
‘ ;l Paper Supply ‘ N \j¢>j 1-1 Sided EE Black & White
Auto Select J— | ‘
) =97 1-2Sided &) Color
[ M Reduce / | } } ‘ J
Enlarge AR N q
100% ‘7d>< 2-2 Sided |
Darken Lighten ‘ ‘ ‘
=2]s 7 2 Pages per 3
2
" IIIITIH » | |ER-mZl |1 Staple
L) W) 3 :

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

EColor
Copies in full color.
Note ¢ |f the use of certain colors is not allowed, the available colors will be restricted. For more

information, refer to "5 Tools" > "Accounting" > "Create/View User Accounts" > "Account
Limit" in the Administrator Guide.
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Lighten/Darken (Adjusting the Copy Density)

This feature allows you to select a copy-density level from seven levels. The copy
becomes darker when you move [7] to the left, and lighter when you move it to the
right.

1 Use [4] and [»] to set the density level

‘ % Paper Supply » ‘ =2~ 151 Sided l { Black & White \
Auto Select [ | ‘ |
=147 12 Sided @) Color

( M Reduce/ ‘ | ‘ J
| Enlarge » ‘ 07 252 Sided ‘

1100% & e J

Darken Lighten ‘ ‘

2 Puges per )
< mTI T ’ jo[ ‘ 1 Staple

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

1 Staple

This feature allows you to copy two pages of a document together onto 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 Supply]. When you select [Auto Select], the
tray containing A4 paper is selected. If no tray contains A4 paper, the machine select a tray
based on the [Auto Paper Off] setting. For information on [Auto Paper Off], refer to "5 Tools"
> "Copy Service Settings" > "Copy Control" > "Auto Paper Off" in the Administrator Guide.

For information on how to copy four or eight pages of a document together onto a single sheet of paper,
refer to "Pages per Side (Copying Multiple Pages onto One Sheet)" (P.125).

Select [2 Pages per Side]. % Simple Copy
‘ % Paper Supply » ‘ =2~ 151 Sided l { Black & White \
Auto Select ‘ ‘ ‘ |
(7 12 Sided @) Color
[ ' Reduce/ } } ‘ J
¢ 00;"""99 |4 o7 2o25ded |
Darken Lighten N
< MTM > || mEde gi::ges e } ] 1iStaple

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 - 50 (when 80 gsm paper is used) with
Finisher C2 or Finisher C2 with Booklet Maker, and 2 - 100 (when 80 gsm paper is
used) with Finisher D2-P with Booklet Maker. Available paper types are as follows.
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Finisher C2 or Finisher C2 with Booklet Maker

- Plain (64 - 79 gsm) - Plain (80 - 90 gsm)

- Plain (91 - 105 gsm) - Heavyweight (106 - 128 gsm)
- Heavyweight (129 - 150 gsm) - Heavyweight (151 - 176 gsm)
- Extra-HW (177 - 220 gsm) - Plain Reload (64 - 79 gsm)

- Plain Reload (80 - 90 gsm) - Plain Reload (91 - 105 gsm)

- HW Reload (106 - 128 gsm)
- HW Reload (151 - 176 gsm)

- HW Reload (129 - 150 gsm)
- Extra HW Reload (177 - 220 gsm)

- Punched (64 - 79 gsm) - Punched (80 - 90 gsm)

- Punched (91 - 105 gsm) - Punched HW 1 (106 - 128 gsm)
- Punched HW 1 (129 - 150 gsm) - Punched HW 1 (151 - 176 gsm)
- Punched HW 2 (177 - 220 gsm) - Tab Stock (106 - 128 gsm)

- Tab Stock (129 - 150 gsm) - Tab Stock (151 - 176 gsm)

- HW Tab Stock (177 - 220 gsm) - Recycled (64 - 79 gsm)

- Recycled (80 - 90 gsm) - Recycled (91 - 105 gsm)

- Gloss (106 - 128 gsm) - Gloss (129 - 150 gsm)

- HW Gloss (151 - 176 gsm) - HW Gloss (177 - 220 gsm)

- Gloss Reload (106 - 128 gsm)
- HW Gloss Reload (151 - 176 gsm)

- Gloss Reload (129 - 150 gsm)
- HW Gloss Reload (177 - 220 gsm)

Finisher D2-P with Booklet Maker

- Plain (64 - 79 gsm) - Plain (80 - 90 gsm)

- Plain (91 - 105 gsm) - Heavyweight (106 - 128 gsm)
- Heavyweight (129 - 150 gsm) - Heavyweight (151 - 176 gsm)
- Extra-HW (177 - 220 gsm) - Extra-HW Plus (221 - 256 gsm)
- X-HW Plus 2 (257 - 300 gsm) - Plain Reload (64 - 79 gsm)

- Plain Reload (80 - 90 gsm) - Plain Reload (91 - 105 gsm)
- HW Reload (106 - 128 gsm) - HW Reload (129 - 150 gsm)
- HW Reload (151 - 176 gsm) - Recycled (64 - 79 gsm)

- Recycled (80 - 90 gsm) - Recycled (80 - 90 gsm)

- Recycled (91 - 105 gsm) - Gloss (106 - 128 gsm)

- Gloss (129 - 150gsm) - Gloss (151 - 176 gsm)

- HW Gloss (177 - 220 gsm) - X-HW Gloss (221 - 256 gsm)

- Gloss Reload (106 - 128 gsm) - Gloss Reload (129 - 150 gsm)

- HW Gloss Reload (151 - 176 gsm) - HW Gloss Reload (177 - 220 gsm)
- X-HW Gloss Reload (221 - 256 gsm) - Tab Stock (106 - 128 gsm)

- Tab Stock (129 - 150 gsm) - Tab Stock (151 - 176 gsm)

- HW Tab Stock (177 - 220 gsm) - X-HW Tab Stock (221 - 256 gsm)
- X-HW Tab Stock (257 - 300 gsm)
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Finisher D2-P with Booklet Maker cuts the staple nails depending on the number of

sheets. The stapled nails may be bent depending on the type of paper used.

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

T Simple Copy

Note

1 Select [1 Staple].
‘ ; Paper Supply » ‘ E\ﬂﬂi 1-1 Sided ‘ e Black & White ‘
| Auto Select ‘ — ‘ ‘
=P[7 1+2Sided &) Color
B Reduce/ ‘ } L
Enlarge | s.= ¢
100% | {J{ 252 Sided J
Darken Lighten ‘ ‘ {
ﬂ Mg 2 Pages per b Staple
< > i
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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. The following

shows the reference section for each feature.

Reduce/Enlarge (Making Enlarged/Reduced COpies).......cccceoueuerirerienieneninienenienieeeesieneenes 85
Paper Supply (Selecting the Paper for COPYING) ...cvevvereeiririieeieieie ettt 89
Output Color (Selecting the Color for COPYINE).......ccereriiriereririeieneiteiese st 92
2 Sided Copying (Making 2 Sided COPIES)......ccereruerierierieiinieeteienieeie ettt 96
Copy Output (Specifying FiniShing OPtions) .......cocueeeeieririiieieieene et seeseeeneas 96
Pages per Side (Copying Multiple Pages onto One Sheet) ........cccocevieveneniiiiineneeiencncneeneen 97
Lighten/Darken (Adjusting the Copy DEenSity) .....cceoveeueeeeieriiriieieieie ettt 97

You can customize the layout of the features displayed on the [Copy] screen. For more information,
refer to "5 Tools" > "Copy Service Settings" > "Copy Tab - Features Allocation" in the Administrator

Guide.
1 Select [Copy] on the [Services Home] P
S¢
screen. B T .-
" Calibration
Simple Copy
-~ Activity Report
Fax Receiving
- Mode
Stored
W ExogE caniming W) Print Mode
2 Select a feature on the [Copy] screen. ccory | imagecuaity | a2 | ouputromat | oty |
Reduceol Enlurge‘ : Peper Supply Output Color T 2 Sded Copying
"IOOA =+ | AutosSelect (2 Auto Detect 1-1 Sided
[ ) Gl | | J
[ | B 1003 ‘ | \;l;"“ | ‘w Color [ | copy output
== | ut
1A Auto% | : el | IQ Black & White RIgI'?lTop Tray J
| e
70% A3oA4, || [ | 3EA4 | @ Dual Color ] Pages per side
B4-BS || Plan | W ged; Black off
IIH 141% A4>A3, | | [ | 5= AutoDetect | | & Single Color Gy
[ B5-B4 | % Plain | Red Darken Lighten
= | ]
];H More... J 1 [} More | (@ More... JU < i -

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 mcom | magequatty | i@t T oupurromat | sob asembly
numeric keypad to specify a value, or [+]and | "5, Msm oo
[-] to specify reduction/enlargement ratios i R o == [

. | — Plain |l a 0] utpu
dlreCtIy' A autos : : L o ‘ Ia/Bludt&whlte ‘ ‘:iul;:lTomey J
‘ 70% A3>A4, || 3= A4 ‘ Dual Color B3 Pages per Side
B4-B5 | Plain | Red / Black off
141% A4-A3, ' 5=/ Auto Detect | - SingleColor — )
| B5-B4 || % Pli I Darken Lighten
| more... : : [} More ‘ [jMore ;miﬂl E
m100%

Copies at the same image size as the original document.

mAuto %

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 * If you select [Auto %], an option other than [Auto Select] is selected in [Paper Supply].
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ERatios (3rd and 4th buttons)

Displays preset copy ratios.

You can change the copy ratio associated with each button. For information on the settings, refer to "5
Tools" > "Copy Service Settings" > "Preset Buttons" > "Reduce/Enlarge - Button" in the Administrator
Guide.

EMore

Displays the [Reduce/Enlarge] screen on which you can set [Proportional %],
[Independent X - Y%], and [Calculator %].

For information on the settings on the [Reduce/Enlarge] screen, refer to "When [Proportional %] is
Selected" (P.86), "When [Independent X - Y%] is Selected" (P.87), or "When [Calculator %] is
Selected" (P.88).

When [Proportional %] is Selected

1 Select a copy ratio, or specify a value. ! Reduce/Enlarge (Kool [[rsme |
Variable % Preset %
‘ ! proportional % BOME ([ ‘100% ‘22{")?53*3‘"
Independent 100 115% B4-A3
M il Puiioz B5 AL .
‘ B calaulator % | e 2% BB
SlightReduction 70% A3-A4, 141% A4-A3,
(Improves Fit) B4-B5 B5-B4
81% B4->A4, 200% A5-A3,
B5-AS5 B6-B4

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

mVariable %

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 82% 100% 116% 142% 164% 200% 232%
A5 71% 86% 100% 122% 141% 174% 200%
B5 58% 70% 81% 100% 115% 141% 163%
A4 50% 61% 70% 86% 100% 122% 141%
B4 41% 50% 58% 70% 81% 100% 115%
A3 35% 43% 50% 61% 70% 86% 100%

How to load a document depends on the size and orientation of a document. For more information, refer
to "Step 1 Loading Documents" (P.70).

For information on paper that can be loaded, refer to "2 Paper and Other Media" > "Paper Types" in the
Administrator Guide.
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HPreset %
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 * If you select [Auto %], an option other than [Auto Select] is selected in [Paper Supply].
* Preset ratios
Select from the preset ratios.

You can change the copy ratio associated with each button. For information on the settings, refer to "5
Tools" > "Copy Service Settings" > "Reduce/Enlarge Presets" in the Administrator Guide.

mSlight Reduction (Improves Fit)

Select this check box to slightly reduce the specified copy ratio to copy the complete
image onto the paper.

Important e 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.113).

When [Independent X - Y%] is Selected
You can specify reduction/enlargement ratios for the width and length individually.

1 Se|eCt any Opt|0n P Reduce/Enlarge [xc(mcel ]‘05ave ]

Variable %

Length - V% e

25 © 400%

[Croo =

2 Proportional %

Width: 100% |
Length: 100%

!
(—x—l—)

F| Independent
|5 x-v3 Width - X%

25 © 400%

Auto X-Y%

b

m . Fit Image to

£ Colaator 100 | [ Jockxvs  [popersiex |
1 Width: 50%

-+ Length: 100%
J  ES S

Width: 70%
| Length: 100%

EVariable %
* 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.
HLock X -Y%
?\Ilows you to make the same ratio adjustment for the width and length at the same
ime.
HPreset %
* Width: 100% /Length: 100%
Copies at the same image size as the original document.
* Auto X-Y%

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

Important ¢ 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.

For information on how to specify a scan size for the document, refer to "Original Size (Specifying the

Scan Size for the Document)" (P.111). For information on how to select a paper tray, refer to "Paper

Supply (Selecting the Paper for Copying)" (P.89).

£ Reduce / Enlarge [ ¢ cancel ” < Save ]
Width - X%
25 © 400%

1 Enter the width of the original document in
[Original Size] of [Width X%] using the
numeric keypad.

b
<—x—l—)

—
| B coleutator 56
Copy Size

[ Joe

2 Enter the width of the output copy in [Copy Size] of [Width X%] using the numeric
keypad.

3 In the same way, enter the length for [Original Size] and [Copy Size] of [Length Y%].

EWidth X% / Length Y%
Displays the ratios that are automatically calculated using the values set in [Original
Size] and [Copy Size].

mOriginal 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.

ECopy Size

Allows you to enter the width and length of output copies, in the range from 1 to 999
mm in 1 mm increments.
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Paper Supply (Selecting the Paper for Copying)

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

1 Select a paper tray.

Layout

5 copy Image Quality |, o4t | outputFormat | Job Assembly
Reduce /Enlarge Pnp:r Supply mf(pu( Color = 2 sided Copying
l’IOO % - + ‘ . Auto Select (@ Auto Detect

]

1-1 Sided

[ | copy output
Auto

f _ |
1= A4 =S
B 100% | [ | ) Color
A Auto% I (|2 ‘ | &3 Black & white ‘ Right Top Tray
|
[@8)
70% A3-A4, [ 3=na | Dual Color [mg| Pagesper Side
B4-B5 || - Plain | Red / Black off
1
Iﬁ 141% A4-A3, [ 5=/ Auto Detect | g  Single Color —
B5-B4 | % Plain ‘ Red Darken Lighten
[ — )
A wore.. | ) ore. | @ ore < i) >

BAuto Select

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

Note « If you select [Auto Select], an option other than [Auto %] is selected in [Reduce/Enlarge].

ETrays (2nd to 5th buttons)

Allows you to directly select the desired tray.

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

EMore

Displays the [Paper Supply] screen.
Refer to "[Paper Supply] Screen" (P.90).

Checking the Remaining Amount of Paper in a Tray

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

) Copy I Image Quality I Layort Ioutput Format [ Job Assembly -
Reduce/Enlarge  Paper Supply Output Color (59 2 514ed Copying
100%| -+ |} Auto Select ‘ (@ Auto Detect 11 Sided
L J Il
1=A4 -
‘ B 100% ‘ it @) Color [ ] copyoutput
f | - Auto i i
2 auto % 2T A &3 Black&White | |Riaht Ton Trav You can view the icons to check the
| | — S L .
e | T — e remaining amount of paper in a tray.
| 20 Ba-s ‘ Plain Red / Black off
[ B 141% A4-A3, ] 5= AutoDetect || &\ Single Color L
| & B5-B4 1k % Plain Red Darken Lighten
; = - ( =
A More.. [ more... j More... « m‘T'ﬂ‘ >
( J { )

: Indicates that the remaining amount of paper is 25 to 100%.

: 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.
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[Paper Supply] Screen

This screen allows you to select a paper tray from all trays available on the machine.

1 Select a paper tray.

ETray

| Paper Supply [x Cancel Hcy Save ]
Tray  %Full Size Type Color Size Detection
| 2= 7% A3 Plain White AutoDetect | 4
| 3= so% 8K Plain White Auto Detect
‘ 4= 100% BS [ Plain ‘White Auto Detect
| 5= Bypass Auto Detect Plain
|6 2% A4 [JPlain White Auto Detect
Auto Select

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.

For more information, refer to "[Tray 5] Screen" (P.90).

Note * Tray 6 is optional.

H% Full

Displays the remaining amounts of paper loaded in trays.

ESize

Displays paper sizes.

EType
Displays paper types.

mColor

Displays paper colors.

For information on how to set [Paper Color], refer to "5 Tools" > "Common Service Settings" > "Paper
Tray Settings" > "Paper Tray Attributes" in the Administrator Guide.

mSize Detection

Displays how the machine detects a paper size.

For information on how to set [Size Detection], refer to "S5 Tools" > "Common Service Settings" >
"Other Settings" > "Paper Size Settings" in the Administrator Guide.

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

For information on paper that can be loaded in Tray 5, refer to "2 Paper and Other Media" > "Paper

Types" in the Administrator Guide.

1 Select a paper size and a paper type.
Note * Select [ A] to return to the previous
screen or [ ¥ ] to move to the next screen.

* [Auto Detect] is available only when
standard sized paper is loaded.

:1 Tray 5

(% cancel

e

Paper Size

4 Auto Detect

Standard Size
|
i

|| custom Size

Paper Type

Plain (64-79 gsm)

|

Recycled (6479 gsm)

Plain Reload (64-79 gsm)

Punched (64-79 gsm)

Letterhead

Transparency

90




Copy

EPaper Size
Select from [Auto Detect], [Standard Size], and [Custom Size].
When you select [Auto Detect], the paper size is identified automatically.
When you select [Standard Size] or [Custom Size], refer to "When [Standard Size] is Selected" (P.91) or
"When [Custom Size] is Selected" (P.91), respectively.
EPaper 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.
1 Select a paper size and a paper type. [ Tray5 [Read Fswe )
Note * Select [ A ] to return to the previous e Ea E:’“T(::m ) |
screen or [ ¥ ] to move to the next screen. | #™°* B

‘ ‘ N x= | ‘Recycled (64-79 gsm) |
) A4D | | Plain Reload (64-79 gsm) |
‘ ‘ Custom Sie J | A4 D I ‘ Punched (64-79 gsm) |
AS D I ‘ Letterhead |

A6 G | v || Tronsparency | v

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 148 to 488mm, and the Y (length) in the range
from 100 to 330 mm in 1 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 Enter a paper size using [+] and [-] or the s Wewe Josoe ]
nUmeriC keypad Paper Size 1000330mm Paper Type

Plain (64-79 gsm)

| 4 AutoDetect I ‘@‘
i T —

+ Recycled (64-79 gsm:
|| standard size [ [Recvaeac S

Lisossorr il v — | Plain Reload (6479 gsm)

J
e — |
’ J
|| custom Size 200 T

;J ‘ ‘ | Punched (6479 gsm)
[ + ‘
L J
J

| Letterhead

| Transparency

2 Select a paper type.

Note * Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
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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 "5 Tools" > "Accounting" > "Create/View User Accounts" > "Account

Limit" in the Administrator Guide.

llmugeQualityI Layort Iou!put Fonnutl Job Assembly -

5 Copy

Reduce/Enlarge Paper Supply Output Color T
100%| = + ||| Autoselect (@ Auto Detect 11 Sided
L J |
1= A4 ) -
‘ £ 100% ‘ L piain @) color ¢ | copy output
1= 2= Auto
2 auto % 2T A ‘Q Black&White | |Right Top Tray
| | TR
ag| .
B 70% A3oAG, 3= A4 Dual Color Jij{Pigesperside
7 B4-BS5 || Plain Red / Black off
B 141% A4>A3, || [ ] 5=/AutoDetect | | & Single Color {
£ B5-B4 | % Plain Red Darken Lighten
P ( ¥
| A More.. || B More.. @More... « nnTl i > |

HAuto 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.
* 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 "5 Tools" > "Common Service Settings" >
"Image Quality Adjustment" > "Image Quality" > "Output Color Recognition" in the

Administrator Guide.

Note

EColor
Copies in full color.

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

mDual Color Red/Black

Copies color documents using two colors.
You can change the two colors. For more information, refer to "5 Tools" > "Copy Service Settings" >

"Copy Defaults" > "Dual Color - Target Area Color" and "Dual Color - Non-target Area Color" in the

Administrator Guide.

ESingle Color Red

Copies color documents using one color.
You can change the red color to another one on the screen displayed after selecting [More] > [Single

Color] > [Color]. For more information, refer to "5 Tools" > "Copy Service Setting" > "Copy Defaults

> "Single Color" in the Administrator Guide.

EMore

Displays the [Output Color] screen.
For more information, refer to "[Output Color] Screen" (P.93).

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

1 Se IeCt [M Ore] . 5 Copy Image Quality M't:f“:::m Output Format | Job Assembly
Reduce / Enlarge. Paper Supply mf(put Color = 2 sided Copying
‘ 100 %‘ -+ ‘ 2 Auto Select ‘ !j Auto Detect 151 Sided
L2 )
[ | —
‘ | B 100% ‘ (=) it | @) color 7] copy Output
[ = | Aut
A Auto% ol ‘ | & Black & white m‘;& Top Tray
| | L
[ 70% A3>A4, = 3= A4 | Dual Color 5 Pages per side
7] B4-BS | Plain | Red / Black off
141% A4-A3, [ | 5= Auto Detect | &  Single Color e )
1 B5-pa || % pan Red Darken Lighten
[ 1 I
| = ¢ « i >
A more.. | [ more.. ‘ ) More mT J
2 Select the desired output color mode. @ Output Color [cancel | oswe |
(@ Auto Detect
L |
&) color
R —
i i
&5 Black &White
@ oual Color
¥ |
&) Single Color

EAuto 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.

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

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

mDual 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.

Refer to "[Source Color] Screen" (P.94).

* 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.

Refer to "[Target Area Color] Screen" (P.94).
* 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.

Refer to "[Non-target Area Color] Screen" (P.95).
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mSingle 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].

Refer to "[Output Color - Color] Screen" (P.96).

[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].

2 Select [Source Color].

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

EOther than Black

¢ a Output Color [x Cancel ][<7 Save
Dual Color Dual Color allows you to separate the colors
= || of the originalinto two groups of colors for
¢ @ Auto Detect | ¢, source Color copying.
i 0 hidetdge The "Source Color" wil be extracted from
i) Color \ )" the original and replaced by the "Target Area
= | Color".
| X Zg[gf‘ e The rest of the colors will be replaced by the
& Black &wWhite T “Non-target Area Color" you define.

| J
@) Dual Color [, Non-target Area |
% color

&) Single Color Block

L )

() Output Color [x Cancel ][<7 Save
Dual Color Dual Color allows you to separate the colors
= || of the originalinto two groups of colors for

¢ @ Auto Detect | ¢, source Color copying.
i 0 hidetdge The "Source Color" wil be extracted from
i) Color \ the original and replaced by the "Target Area
= | Color".
| X Zg[gf‘ e The rest of the colors will be replaced by the
& Black &wWhite T “Non-target Area Color" you define.

| J
@) Dual Color [, Non-target Area |
% color

&) Single Color Block
L )

. Source Color

[xmncel ] /

o= [ |

) Color ‘
o
D Yellow
u Magenta

Green

cyan

The colors other than black will be the source colors.

EColor

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.

For information on how to set custom colors, refer to "5 Tools" > "Copy Service Settings" > "Custom

Colors" in the Administrator Guide.
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1 Select [Dual Color]. @ Output olor Mome Joome

Dual Color Dual Color allows you to separate the colors
I || of the original nto two groups of colors-or
@ Auto Detect 7., Source Color copying.
- Dihet thar Blacc The "Source Color" will be extracted from
&) Color mel original and replaced by the ‘Target Area
Color".
e 't Are
—~ | ¢ Targethrea || 11Tt of the colors will be replaced by the
S Black& White | | pog “Non-target Area Color” you define.
|
{
‘ 6 Dol (5. Non-target Area |
Color
&) Single Color Block
J |

(

2 Select [Target Area Color]. @ Output Color [Hcancd [ save

Dual Color Dual Color allows you to separate the colors
| || of the original nto two groups of colors for
3 Auto Detect X, Source Color copying.
et Binbidee The "Source Color" wil be extracted from
h; Color the original and replaced by the "Target Area
Color.
1 K Zg[ge' Al 1<t o the colors willbe replaced by the
& Black &wWhite T “Non-target Area Color" you define.
@ putcolor [ Non-target Area |
X Color
& ) single Color Black
J

3 SeleCt any CO|Or. ~*_Target Area Color [xCuncel ][q?Suve ]

‘ @~ ‘ Yellow
| |

) Green Magenta
@ L | |

i
Blue ) Cyan

O C J

Black

L J

SN Adoo

[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.
For information on how to set custom colors, refer to "5 Tools" > "Copy Service Settings" > "Custom
Colors" in the Administrator Guide.

1 Select [Dual Color]. @ Output olor Mome Joome

Dual Color Dual Color allows you to separate the colors.

I || of the original nto two groups of colors-or
@ Auto Detect 7., Source Color copying.
- Dihet thar Blacc The "Source Color" will be extracted from
@) color ) mel original and replaced by the "Target Area
Color".
e 't Are
—~ [ oraerred The rest of the colors will be replaced by the
) Black&White | |pog “Non-target Area Color” you define.
| { J
6 Dol [5 Non-target Area |
& Color
&) Single Color Block
L J |

2 Select [Non-target Area Color]. @ Output Color [Hcant [ save

{ )
@ Dual Color 5 Non-target Area |
% Color

Dual Color Dual Color allows you to separate the colors
| || of the original nto two groups of colors for
3 Auto Detect X, Source Color copying.
et Binbidee The "Source Color" wil be extracted from
@) color { ) the original and replaced by the "Target Area
Color.

[ K Zg[gf' ANl 1<t o the colors willbe replaced by the

& Black &wWhite T “Non-target Area Color" you define.

&) Single Color J Block
L {
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3 Select any color. " Nontarget Area Color D
@ red ‘ Yellow :
L | |
‘ @) Green ‘ @ Magenta : ‘
@ e ‘ @ om : ;
{O Black

[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].
For information on how to set custom colors, refer to "5 Tools" > "Copy Service Settings" > "Custom
Colors" in the Administrator Guide.

1 Select [Single Color]. D ot o [Wowe [ 7sere

Single Color

(@ Auto Detect ¢ color

Red
&) color

&5 black & White

|
@ Dual color

£ single Color

2 Select [Color]. @ Output Caor Wema Joome

Single Color

(@ Auto Detect 9 color
I | Red

&) color
R —

&3 Black & White

@ pual color
£ single Color
3 Select any color. ~_ Output Color - Color [ cancel [ save
‘ @ Red ‘ Yellow :
|
@) Green ‘ @ Magenta : ‘
@ e @ om :

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen. For more information,
refer to "2 Sided Copying (Making 2 Sided Copies)" (P.106).

Copy Output (Specifying Finishing Options)

This feature is the same as [Copy Output] on the [Output Format] screen. For more information, refer to
"Copy Output (Specifying Finishing Options)" (P.146).
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Pages per Side (Copying Multiple Pages onto One Sheet)

This feature is the same as [Pages per Side] on the [Output Format] screen. For more information, refer
to "Pages per Side (Copying Multiple Pages onto One Sheet)" (P.125).

Lighten/Darken (Adjusting the Copy Density)

This feature allows you to select a copy-density level from seven levels. The copy
becomes darker when you move [@7] to the left, and lighter when you move it to the

right.
Note ¢ [Lighten/Darken] on the [Copy], [Image Quality] and [Simple Copy] screens is the same.
1 Use [4] and [’] to select from seven &g copy [xmugmuouxy I Ad'].‘gt‘::;m IOutputFormut] Job Assembly -
. ReducelEnlurge‘ Paper Supply Output Color f7 2 Sided Copying
denS|ty levels. "IOO% =+ ||, Autoselect (@ Auto Detect 11 Sided
‘ 5 100% ‘ g | | @ color '] copy output
| A o | ; L o ; | &5 black & White L:iugl:lTop Tray
70% A3-A4, 3= A4 | Dual Color B3 Pages per Side
B4-B5 | Plain | Red / Black off
‘] 141% A4-A3, [ || 5= Auto Detect | &  Single Color D
B5-B4 || -# Plain | Red Darken L‘ighlen‘
A more.. || More. || @ vore. ;Illlill 1L
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Image Quality

The section describes the features you can select on the [Image Quality] screen. The
following shows the reference section for each feature.

Original Type (Selecting the Document TYPE)......cccveueruiriieieriereieeieie e e 98
Image Options (Adjusting Copy Density/Sharpness/Saturation of Images)........cc.ccoeevrceereennnne. 99
Image Enhancement (Erasing the Background Color of Documents/Adjusting Contrast) ...... 100
Color Effects (Selecting an Image QUAality).......ccceceevieriiriierieierieeeeeeec et 101
Color Balance (Adjusting Color Balance) ............cceviririenieniiieniineeieiese e 102
Color Shift (Adjusting the Color TONE) ........cecveuirerrieriinieeteeneeeete ettt 104
Gloss Level (Enhancing Gloss of the DoCUment)...........cccevererieienesinienese e 105

Select [Copy] on the [Services Home]

screen.

Simple Copy

Store to Folder

Language

Screen
Brightness

Calibration
Simple Fax

Activity Report

Fax Receiving
Mode

Send from Folder
. Print Mode

2 Select a feature on the [Image Quality] Gojcony | magecuatty | iSou [ outpurromat | sob asembly

Screen . ‘ Fg] Original Type... ‘ ‘ 6 Image Options... ‘ ‘ i Image Enhancement... ‘
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original Sharpness: Normal Contrast: Normal
L ) | saturation: Normal JL )
[ Color Effects... \ m] Color Balance... \ [@ Color Shift... \
off Normal Normal
L J J )
| & closstevet.. ‘
Normal
( J

Note * If the color reproduction is unsatisfactory, perform calibration. For information on calibration,

refer to "3 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].

2 Select any option.

5 Copy Image Quality |, LBOU | output Format | Job Assembly
‘ i original Type... ‘ ‘ 6 Image Options... ‘ ‘ i Image Enhancement... ‘
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrast: Normal
l J | saturation: Normal JL )
[ Color Effects... \ m] Color Balance... \ [@ Color Shift... \

off Normal Normal
| & closstevet.. ‘

Normal
( J
2 Original Type [®cancel [ save

Photo Type Auto selects the best original type based on

— \ settings made in System Administration mode.

& Ao [ printed original ) )

Photo & Text is the best setting for most
o originals. It handles both common photos and
& photo & Text [E Photograph text originals.
|
— @ Potoaped Text performs best on Black text.
{ @igl Photo is best for photographs, printed photos,
and xerographic copies of pictures.
[E photo

Map makes the best copies of maps and other
intricate drawings.
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EAuto

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.

EPhoto & 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 copier such
as this machine. This option prevents the copy from being reproduced faintly.

EText

Select this option to copy text areas of the document sharply. This option is suitable for
graphs and illustrations.

* Normal Text
Select this option for printed documents, or for documents written with ink.

* 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.

[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 "5
Tools" > "Copy Service Settings" > "Copy Control" > "Original Type - See-Through Paper" in the
Administrator Guide.

EPhoto

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].

EMap

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.
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1 Select [Image Options].

2 Adjust options.

HLighten/Darken

= Copy ] Image Quality [ ” J}:f:::;.t Iﬂutput Formut[ Job Assembly -

| &) original Type... | \O Image Options. | \i nage Erhancamentt|
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original sharpness: Normal Contrast: Normal
L ) | Saturation: Normal ) )
| [B cotor Effects.. i {1 cotorBatance... i @) colorshift..
off Normal Normal
J { J {
|4 GlossLevel..
Normal
{
@ Image Options [x Caycel HO Save]
Lighten / Darken Sharpness Saturation
Lighten @ —  shapen () —_— Vivid
7 7
| |
Darken Q ——  Soften —  Postel

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.

ESharpness

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.

ESaturation

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.

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].

o Copy ] Image Quality [ o J}:gt‘::;n Iou!put Fonnut[ Job Assembly -

[ nﬁ Original Type...
Photo &Text
Printed Original

L

| @ mage Options...
Lighten / Darken: Normal

Sharpness: Normal

) | Saturation: Normal

| \i age Erhacanett|
Auto Suppression
Contrast: Normal

) )

| [ color Effects..
off

|| L cotor Batance..

Normal

J 1

|| @) cotorshife..

Normal

J

[ GlossLevel..

Normal
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Image Quality

[x Cancel ” < Save

i Image Enhancement

2 Set[Suppress Background] and [Contrast].

Suppress
Background

does not work when
Photo is selected as
the Original Type.

Suppress Background  Contrast

off . Auto Contrast

\a | \i’ | L]
Auto

[ B |

e More

Manual ‘ —_

Contrast Auto Contrast

7 automatically

%//?/// chooses the best
Image Quality

settings for your job.

(7] ——Less

BSuppress 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 background
of a document printed on white-color paper will be suppressed.

Note * When [Output Color] is set to [Color], you can change the level of background suppression.
For more information, refer to "5 Tools" > "Copy Service Settings" > "Copy Control" >
"Background Suppression (Photo & Text)" and "Background Suppression Level (Text)" in
the Administrator Guide.
EContrast

* 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 Options], [[mage Enhancement], [Color Balance], and
[Color Shift] 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.

« If other image-quality settings are made after you set [Color Effects], the setting made in
[Color Effects] will be cleared.

Note

5o/ Col Image Quali heyout Output Format | Job Assembl
= CoPY o Y | Adjustment P! Y
O Image Options...

Lighten / Darken: Normal

Sharpness: Normal
ion: Normal

[} cotorBatance...

Normal

1 Select [Color Effects].

(

ﬁ Image Enhancement... |
Auto Suppression

Contrast: Normal

( )
(

@) colorshift...

Normal

iy original Type...

Photo & Text
Printed Original

Color Effects...
off

|9 GlossLevel...

Normal
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2 Select any option. B Color Etecs Mo Joom
This feature offers preset color options which
\ ically setimage quality related
off Worm features to create desirable color effects.
|
| Theil i lated affected f¢
Lively T o 1 mee:lmuge quality related affected features
1 ‘ } Sharpness, Saturation, Color Shift,
- Color Balance, Lighten / Darken,
Bright | = S:;sr“e“s'sio" | Background Suppression, and Contrast.
L J
mOff

Copies with the [Image Options], [Image Enhancement], [Color Balance], and [Color
Shift] settings at their defaults.

HLively
Reproduces fresher, livelier images with increased color saturation.

EBright

Reproduces brighter images with enhanced contrast. This option is suitable for
documents that are intended to attract people's attention, such as posters.

EWarm

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.

ECool

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.

EShadow 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]. cocony | moseaany | pgpereit | oupurrarmat | sobasentty N

| &) originat Type... | 16 Image Options... | \i Image Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original Sharpness: Normal Contrast: Normal

| J | satwration: Normat J {

| [BR] color Effects.. || L cotor Batance.. || @) cotorshife..

off Normal Normal

J L

| [§] GlossLevel... |

Normal
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2 Select any option.

m Color Balance

[x Cancel

[ save

This feature allows you to adjust the output color of your job.

EI Normal
J Basic Color

[T} Advonced cotor |
(

‘When Basic Color is selected, you can adjust the density of the
basic colors.

When Advanced Color is selected, you can adjust the Highlights,
Midtones, and Shadows of the basic colors.

ENormal

Always copies a document with the density balance set to "0" for the four toner colors: -

yellow, magenta, cyan, and black.

mBasic Color

Allows you to adjust the density level for each

[I Color Balance

[x Cancel

[Zome

toner color: yellow, magenta, cyan, black.

mAdvanced Color

Allows you to adjust the density level for each
toner color (yellow, magenta, cyan, black)
which is divided to [Highlights], [Midtones],
and [Shadows].

L rormat

[IT] Advonced cotor
L J

"} Basic cotor |
7

cyan

Black

m Color Balance

(% cancel

1 vormat
L
[7 Basic cotor

— |
| 1] Advanced cotor i
L

BHighlights

Yellow
Balance

J Magenta
Balance

|

7 Qyon
Balance

Black

¥ gal

Highlights Midtones

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].

EMidtones

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].

EShadows

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.

Select [COIOr Shlft] &) Copy I Image Quality |, ¥t | output Formutl Job Assembly -
| )] original Type... | \6 Image Options.. | \i Image Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original Sharpness: Normal Contrast: Normal
L )L ion: Normal IR )
| [ cotor Effects... |{ 1 cotorBatance... | @) color shift...
off Normal Normal
{ J J
| & clossLevel... |
Normal

Select a button to adjust the color tone. ) Color Shift (oo [ sme

Yellow Cyan Magenta
Red Green Blue

| \ |
CBRCUE v | = NN c O & [ v [ =]

Original Color R c [ s M

Minus. Normal Plus.
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Gloss Level (Enhancing Gloss of the Document)

This feature allows you to change the gloss level of an output by lowering the speed.

* The following paper types are available for this feature:

- Plain (80 - 90 gsm)

- Recycled (80 - 90 gsm)

- Plain Reload (80 - 90 gsm)

- Punched (80 - 90 gsm)

- Heavyweight (106 - 128 gsm)

- Heavyweight (151 - 176 gsm)

- HW Reload (129 - 150 gsm)

- Extra-HW (177 - 220 gsm)

- Extra-HW Plus (221 - 256 gsm)
- X-HW Plus 2 (257 - 300 gsm)

- Punched HW 1 (106 - 128 gsm)
- Punched HW 1 (151 - 176 gsm)
- Punched HW 3 (221 - 256 gsm)

- Plain (91 - 105 gsm)

- Recycled (91 - 105 gsm)

- Plain Reload (91 - 105 gsm)

- Punched (91 - 105 gsm)

- Heavyweight (129 - 150 gsm)

- HW Reload (106 - 128 gsm)

- HW Reload (151 - 176 gsm)

- Extra HW Reload (170 - 220 gsm)
- X-HW Plus Reload (221 - 256 gsm)
- X-HW Plus 2 RL (257 - 300 gsm)
- Punched HW 1 (129 - 150 gsm)

- Punched HW 2 (177 - 220 gsm)

- Punched HW 4 (257 - 300 gsm)

Important ¢ When using ApeosPort-1V C5580 or DocuCentre-IV C5580, this feature is not available for

Note

1 Select [Gloss Levell. v

2 Select [Normal] or [Enhanced].

paper with weight of less than 105 gsm.

* The effect of this feature is not applied to Plain (64 - 79 gsm), Recycled (64 -79 gsm), Plain
Reload (64 - 79 gsm), and Punched (64 - 79 gsm) although they are displayed as options.

» Setting by a customer engineer is required to apply the effect of this feature to Gloss (106 -
128 gsm), Gloss Reload (106 - 128 gsm), Gloss (129 - 150 gsm), Gloss Reload (129 - 150
gsm), HW Gloss (151 - 176 gsm), HW Gloss Reload (151 - 176 gsm), X-HW Gloss (221 -
256 gsm), X-HW Gloss Reload (221 - 256 gsm), and Postcard. To use these options,
contact our Customer Support Center.

 The effect of this feature is applied only when [Color] is selected in [Output Color].

* To display [Gloss Level] on the [Image Quality] screen, a prior setting is required in the
System Administration mode. For more information, refer to "5 Tools" > "Common Service
Settings" > "Other Settings" > "Gloss Level" in the Administrator Guide.

* When using the Build Job feature, you can independently specify the gloss level for each
copy set. In this case, the copy job may be suspended each time the machine adjusts the
settings. In addition, the copies are divided into chapters at the positions where the gloss
level changes.

] Image Quality [ " d']::gt‘::;m lOutputFormutl Job Assembly -

@ image options.. |
Lighten / Darken: Normal
Sharpness: Normal

il ion: Normal \
- (

[} cotorBatance... | @) colorshift...
Normal Normal

(
i) Original Type.. Q) image Enhancement...

Photo & Text
Printed Original

Color Effects...
off

Auto Suppression
Contrast: Normal

[9] GtossLeve..
Normal

' Gloss Level [x Cancel ][ < Save

& Normal

[& enhanced
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen.
The following shows the reference section for each feature.

2 Sided Copying (Making 2 Sided COPIES) ...cveeueerierieieieeieieie ettt 106
Book Copying (Copying Facing Pages onto Separate Sheets) .........ccccerervereninienenenieeenee. 108
2 Sided Book Copying (Making 2 Sided Copies of Facing Pages) .........ccccocccevuvercnvccinincnn. 109
Original Size (Specifying the Scan Size for the Document)............cccoocereeeieneninieneneneeenenn 111
Mixed Size Originals (Scanning Different Size Documents Simultaneously) ..........c.ccccceueeee. 112

Edge Erase (Erasing Edges and Margin Shadows of the Document)

Image Shift (Adjusting the Image Position) ..................
Invert Image (Making Reversed Copies of Images)

Original Orientation (Specifying the Orientation of Loaded Documents) ..........cccccceceeveneenene 118

Image Rotation (Changing the Orientation of Images).........ccccevvererieneneeieneseieee e 118
1 Select [Copy] on the [Services Home] T T S— e
screen. ,“ a Lafe ‘ = | —

Calibration
Simple Fax

Activity Report

FaxReceiving

Store to Folder Send from Folder

Print Mode

2 Select a feature on the [Layout Adjustment] [Faem  [mssesn | oo, [oumrame | ooasrsy N

screen. |5 2sided Copying... | (1a8] Book Copying.. (] ;:Li‘gnpylng___ |
1-1 Sided off off
Note * Select [ A] to return to the previous \ J{ J{ J
=
screen or [v ] to move to the next screen. ‘PI; Original Size... ‘ ‘,\\ Mixed Size Originals... EdgeEruse... |
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm [
L J ) | Center: Omm v
‘ Image Shift... ‘ ‘ ﬁ Invert Image... [ [ original Orientation... ‘
Side 1: Off Normal Image Upright Images
Side 2: Off J tPosilive Image ‘

5 Copy l lmugaQuality] jrovout [Output Format[ Job Assembly -

on during Auto
Staple Position
L

272

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.

1 Select [2 Sided Copying]. PP e T P, grvm—
[ fj 2 Sided Copying... | [ 8] Book Copying... ‘ ‘ (| é:;‘:(egopyi"gm ‘
11 Sided off off
{ J J1 )
| 3 original size.. || 11 Mixed size originats... | | [ Edge Erase..
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left/ Right: 2mm / 2mm [ ‘
\ )L J | center: omm v
( —
{5] tmage shift.. nvert Image... riginal Orientation...
] tmage shift \\1 t Imag HE@Q@ | Orientati ‘
Side 1: Off Normal Image Upright Images
Side 2: Off | |Postivemage I |
L )
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2 Select any option. 2 ided Comyng Mo Joom ]
Originals £ Coples Original Orientation
=, /=] 11 Sided | ‘ = Head to Head } = HeodtoHead || 4| Upright Images
B ‘ | | |
|E-E | 5 | |
jdl- 1-2 Sided ‘ i Head to Toe ‘ ‘ \_—: Head to Toe ‘ ﬂ ?ri'(‘ie;:sys

|
5 /= 2-2Sided
AF

.7</= 2-1 Sided
)

m1 - 1 Sided
Makes a copy of a 1-sided document on one side of paper.

H1 - 2 Sided
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.

N2 - 2 Sided
Makes a copy of a 2-sided document on both sides of paper.

H2 - 1 Sided
Makes a copy of a 2-sided document on one side of paper.

EOriginals
This option is displayed when you select [2 = 2 Sided] or [2 = 1 Sided].
* Head to Head
Select this option when the front and back sides of the document are in the same
orientation.
* Head to Toe

Select this option when the front and back sides of the document are in opposite
orientations.

ECopies
This option is displayed when you select [1 = 2 Sided] or [2 = 2 Sided].
* 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.
* 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.

mOriginal 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.
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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).

Book Copying (Copying Facing Pages onto Separate Sheets)

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.

* A non-standard size document or undetectable-size document may not be separated into
two accurately.

1 Select [Book Copying]. cocory | imagequaity |, bereut [ outputFormat | sob Assembly -
| 7> 2 Sided Copying.. | 48] Book Copying... (| ;:li‘sﬂpyingm
1-1 Sided off off
L ) | L
| b original size... [ =1 Mixed Size originats... Edge Erase...
Auto Detect off Top /Bottom: 2mm /2mm | 172
Left/Right: 2mm /2mm |
L ) | Center: Omm v
| B} 1mage shift... [ EJ invert image... [ original Orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
| J 1
2 Select any option. 22 Book Copying Wowe | save

Book Copying allows scanning of facing pages.

off Both Pages copies the left and right pages of a book with asingle press
of Start. Left Page Only copies only the left page.
LeftPage 1 i
‘ EEENER, Select Left Page then Right, etc. to control reading order.
1 Right Page
| L then Left
=] TopPage

then Bottom ) A BI > \iﬂ

mOff
Does not copy as a bound document.

mLeft Page then Right 22/Book Copying R [ swe

Copies the left page and then the right page , ‘““"“‘ng““E“‘“ el i
of facing pages. il 1= R e

‘ ~ | LeftPage 2. Left Page Only 0e50mm

then Right —

[ ,RIE:'LZTFQ 2 Right Page Only j \ W‘-:"BJ

| | +

=] Top Page LJ

| =} thenBottom )

ERight Page then Left 152/ Book Copying Koo [P
Copies the right page and then the left page , Brdng e poceorgnlon he
i off |BA Both Pages ‘ ‘ Z3 J‘ as shown.
of facing pages. ‘ |
5= tﬁgnpggﬁ[ [2_] LeftPageonly | 9©S0mm
| mm Right Page _4) Right Page Only j ‘ @f‘ﬂ
+
Top Page L J

then Bottom

108



Layout Adjustment

ETop Page then Bottom .2/Book Copying [Rcamel [ Fsave

Copies the top page and then the bottom
page of facing pages.

Binding Edge Erase

off ‘Qsommges ‘ ==
|

I
— - LeftPage 0o50mm
|

e

] Bottom Page
2§ only |

[
I
Right Page
| LY then Left |

{
Top Page
then Bottom

EBoth Pages
Copies both pages in page order.

HLeft Page Only

Copies the left page only. You can select this option when [Left Page then Right] or
[Right Page then Left] is selected.

ERight Page Only

Copies the right page only. You can select this option when [Left Page then Right] or
[Right Page then Left] is selected.

ETop Page Only

Copies the top page only. You can select this option when [Top Page then Bottom] is
selected.

EBottom Page Only

Copies the bottom page only. You can select this option when [Top Page then Bottom]
is selected.

EBinding 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
document. You can also specify the starting and ending pages from the left and right
of facing pages.
Note * A non-standard size document or undetectable-size document will not be separated into two
accurately.
* Use the document glass to load a document.

1 Select [2 Sided Book Copying]. cocory | imageauatty | 0% oupueromar | sbasensty [N

= " 7 25Sided

7 2Sided Copying... |A B Book Copying... (A B

11 Sided off off
{

i1 original size... ]| Mixed size Originals.. | | (39 Edge Erase.

Auto Detect off Top / Bottom: 2mm / 2mm 172

Left / Right: 2mm / 2mm

L Center: 0Omm v
5] 1mage shift.. I 1nvert tmage... [EE3) original Orientation...

Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image
(
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2 Select any Option_ |__J2 Sided Book Copying [®cancel || save

Binding Edge Erase

Starting & ‘
off = Ending Page... 4
e TG

| _jLeftpage Right Page 0650mm
then Right 5
Right Page J

| e ‘

+
Top Page )
then Bottom

mOff

Disables this feature.
HLeft Page then Right

Scans the left page and then the right page of facing pages, to make 2-sided copies.
HRight Page then Left

Scans the right page and then the left page of facing pages, to make 2-sided copies.
ETop Page then Bottom

Scans the top page and then the bottom page of facing pages, to make 2-sided copies.
mStarting & Ending Page

Displays the [Starting & Ending Page] screen.

Refer to "[Starting & Ending Page] Screen" (P.110).
EBinding 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 [Homee [ save
Starting Page ©Ending Page Place original on the
Document Glass
|=>| Left Page &1 | LeftPage as shown.
[ Right Page i{cgﬂ Right Page
‘ : rrpld

EStarting 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.

BEnding 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]. ooy | imagequatty [, taout T output Format [ sob ssembly -
== 25ided Copying... 48] Book Copying... (| ;:li‘cdopyingm
1-1 Sided off off
J
i1 original size... [_1I] Mixed Size Originals... EdgeErase...
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm 1
L J | Center: Omm )| v
] 1mage shift... 4 irvert mage.. [ original Orientation... |
Side 1: Off Normal Image Upright Images.
Side 2: Off Positive Image
2 Select the size of the document. 7 originalsize s osme ]

15©297mm

'I ‘ Auto

Auto Detect A6 a 1Mx17"a
| —xp

If you select a non-standard size, specify
values for the X and Y directions.

i .

+

A3 a B4 85x14" @
| | | 156:432mm

A4a BS O 85x13'a | Ao —

)
A4 8K a 85x11" 0 — e
L 1 1 { - 4

A5a 16K by
L | |

EAuto Detect

Detects the document size automatically. The following table shows the document
sizes that can be detected automatically.

Document Feeder Document Glass
B5, B5(1, B4, A5, A5, A4, |B6, B6(l, B5, B5(1, B4, A6,
Auto-detectable A4f1 A3, 8.5x 11", A5, A5(], A4, A4(], A3
8K
Note « If the document size cannot be detected automatically, a screen to enter the document size
appears.

The document sizes that can be automatically detected depend on [Paper Size Settings] in the System
Administration mode. For more information, refer to "5 Tools" > "Common Service Settings" > "Other
Settings" > "Paper Size Settings" in the Administrator Guide.

EStandard Size

Select a document size from preset options.
You can change the sizes displayed on the screen. For information on the settings, refer to "5 Tools" >
"Copy Service Settings" > "Original Size Defaults" in the Administrator Guide.

mVariable 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.
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Mixed Size Originals (Scanning Different Size Documents Simultaneously)

You can scan documents of various sizes simultaneously and make copies on each
size or a single size of paper. 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 B5S
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.

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

1 Select [Mixed Size Originals]. PR [ TN Fe—, g— |
7 2Sided Copying... 48] Book Copying... | AR ;osti;li(egopying,..
11 Sided off off

J 1
1 original size.. 1] Mixed size Originals... | | [37] Edge Erase..
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left/ Right: 2mm / 2mm 1

L ) | | Center: Omm v
] 1mage shift... Invert Image... | = original orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

2 Select [On] . | Mixed Size Originals (®eancel [ Fsave |

- Align the top-left comers of your Originals Original Orientation

~—— | andload them in the Document Feeder e —
off as shown. Upright Images
| a Adjust the Guides to just touch the @ (1 Y
largest si 3
e largest size paper. = e
-Load 5.5x8.5" and A5 originals in portrait l Images )

orientation.
%

mOff
Select this option when copying documents of the same size.

EOn

When documents of different sizes are copied, the machine automatically detects the
size of each document.

B 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.

* 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).
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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 original 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.

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 "16 Appendix" > "Printable Area" in the Administrator

Guide.

1 Select [Edge Erase].

2 Select any option.

e Copy I Image Quality I ayely [OutputFovmutI Job Assembly -

== 2sided Copying...
1-1 Sided

|4 B] Book Copying...
off

2Sided
L Book Copying...
off

i1 original size... (T[] Mixed Size Originals... Edge Erase...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm/2mm | ——
\ | | Center: omm J| v
7] 1mage shift... 4 irvert mage.. [ original Orientation...
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[x Cancel ][<7 Save 1
Erase Value 0 & 50mm Original Orientation
[ Normal 44 (8] upright Images

| ®] AllEdges

&

All Edges Center

i Sdewoys

f Images |
E L 0] e
# Individual -
-+ +

(2] Edges
)

[®] PorollelEdges
W )

ENormal
The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

HAIl 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.

Hindividual 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.

EParallel 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.
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HErase 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.

* 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.

* 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 1mm increments.

BOriginal 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).

B2 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].
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1 Select [Image Shift]. S (R TN FY—, g,
e B 7 2 Sided
2 Sided Copying... |A ] Book Copying... (AR Bn;;cgpyingm
1-1 Sided off off
A
:E Original Size... 1] Mixed Size Originals... EdgeErase...
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left/ Right: 2mm / 2mm 1
L | | Center: Omm )| v
7] 1mage shift... 4 irvert mage.. [ original Orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
2 Select any option. S imoge st Mo Joom ]

Original Orientation

(8] upright Images

off 5 | side1... 2/ side 2...
| {

Auto Center @ ?imd:;:sys
[reseme | (——Images

Margin Shift
@ |wirror side 1

mOff
Does not shift the position of document images.

EAuto Center
Shifts document images so that they are placed in the center of paper.

EMargin 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.
* Side 1
Displays the [Image Shift - Side 1] screen.
Refer to "[Image Shift - Side 1] Screen" (P.116).
¢ Side 2
Displays the [Image Shift - Side 2] screen.
Refer to "[Image Shift - Side 2] Screen" (P.116).

* Mirror Side 1
Select this check box when you want the positioning of Side 2 to match the
positioning of Side 1.

B 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).
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[Image Shift - Side 1] Screen
This screen allows you to set the image shift for Side 1.

1 Select any option. 7 Image Shfe-side W Joom ]
St
Y & o
Auto Center ==t o
comr i <+ B .,
| Margin Shif | ‘ 0 ‘
¥ & & -

mOff
Does not shift the position of document image.

HAuto 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 mmin 1 mm increments.

ECorner 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.

EMargin 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 S 2 Wemm Joomm
50<—>0<->SQmm
off 0

Comer Shift 50 &0 & 50mm

| — |
Margin Shift w

— |
I

mOff
Does not shift the position of document image.

HAuto 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 1 mm increments.
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ECorner 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.

EMargin 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.

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]. PR [SSTI BTN pY— grp—
N="1 5 e - 2 Sided
= 25Sided Copying... | 48] Book Copying... PREES .
1-1 Sided off off
J
| b original size... [ =1 Mixed Size originats... Edge Erase...
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm ‘|
) | Center: Omm v
| B} 1mage shift... [ EJ invert image... [ original Orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
J
2 Select any option. et (e
Mirror Image Negative Image
| B Normal Image | B] Positive Image
SR ]| |
| | wirror Image | 'I'r:gg'ei"e

EMirror Image
Reverses the left and right sides of the document image.

ENegative 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 « If the [Original Orientation] setting differs from the actual document orientation, the machine
may not detect the top of the document correctly.

1 Select [Original Orientation]. cocopy | imagequaity |, bereut [ outputFormat | sob Assembly -
| 7= 2'sided Copying... | 48] Book Copying... (| ;osti::cdnpying...
1-1 Sided off off
I
| b original size... [ _1I] Mixed Size Originals... Edge Erase...
Auto Detect off Top / Bottom: 2mm / 2mm 172

Left / Right: 2mm / 2mm ‘|

L | Center: Omm v

| B} 1mage shift... [ EJ invert image... [EE3) Original Orientation...

Side 1: Off Normal Image Upright Images
‘Side 2:0ff | ‘Poslllve Image
2 Select [Upright Images] or [Sideways £ Original Orentation [cancst [ save
Images] according to the orientation of the Orghnal oetaton s tobform e
document loaded. ﬂw \@wahﬂ”“gﬁ | e e

2 Sideways This information is used by the system to make
Images 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
Creation.

BUpright Images

Select this option when placing the top edge of the document against the top side of
the document glass or document feeder.

mSideways 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).

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.

1 Select [|mage ROtation]. & Copy Ilmugelluullty] fepens Inutpu! Formatl Job Assembly -

=/ image Rotation...

On during Auto
Staple Position

272
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[x Cancel ” < Save

= Image Rotation

2 Select any option.
On during Auto provides automatic rotation

of the image on your original to fit correctly
on your selected copy paper when Auto Select | | (5] Botetion
Staple Position

off

or Auto % s selected.
Always On —) | [— — | [E—
e [ ERE| =RE
On during Auto I ‘ =
(]

When Auto is selected When Auto
is not selected

mOff
Copies documents as they are, even if the orientation of the images does not match

that of the paper.
EAlways On
Automatically rotates document images so that the orientation of the images matches
that of the paper.
BOn 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].

i .

ERotation Direction
Displays the [Image Rotation - Rotation Direction] screen.
Refer to "[Image Rotation - Rotation Direction] Screen" (P.119).

[Image Rotation - Rotation Direction] Screen
This screen allows you to set the reference position for rotation.

[®5] Image Rotation - Rotation Direction [x Cancel ” < Save

1 Select any option.
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
2]

2y
Al
2]

L&

EStaple 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.
EPortrait 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.

EPortrait 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.
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Output Format

This section describes the features you can select on the [Output Format] screen. The
following shows the reference section for each feature.

2 Sided Copying (Making 2 Sided COPIES) ...cveeueerierieieieeieieie ettt 120
Booklet Creation (Creating @ BOOKIEL) .......ccocieuieiiieeieieseec et 121
Covers (Attaching CoVers t0 COPIES) ....eeueeruerririerieniiniieiterte sttt sttt sttt sttt saeeaens 124
Pages per Side (Copying Multiple Pages onto One Sheet)..........cccovivieienineeieiiie e 125
Poster (Making Enlarged Copies Spread over Multiple Sheets)...........ccocooeiveniiiccncnieninene. 127
Repeat Image (Making Multiple Copies on One Sheet)..........cccevevieiienieninieenenineeienicneeeen 128
Annotations (Adding a Comment/a Date/Page Numbers to COPies).......cceceeveereererreerieseeneeenens 129
Watermark (Printing Control Numbers on the Background of Copies) .........ccceeevererenienennene 135
Secure Watermark (Managing Document SECULILY) .......c.evererierereiieienesiieienee e 138
Tab Margin Shift (Copying on Tab Stock Paper)........ccocceeeieieiiiiinieinieeeeeee e 141
Face Up/Down Output (Specifying Face Up or Down)........ccccocveviiniiiniinineneniiieiecseene 142
Folding (Outputting Bi-Folded/Tri-Folded Paper) .........ccceeeviiieieniiieeeeceeeeeee e 142
Preset Repeat Image (Making Multiple Copies on a Single Sheet).......c..coceevevinirieniencncnnen. 143
Transparency Options (Inserting Blank Sheets between Transparencies).........cccceeeveveeceennene 144
Copy Output (Specifying Finishing OPtions) ..........cccevivierierienieiene et 146
ID Card Copy (Copying Both Sides of an ID Card) ........cccceevriireniriiininicienienccieneniecee e 153
1 Select [Copy] on the [Services Home] TR S ——— e

screen. e | B, U = | =

Calibration

Activity Report

FaxReceiving
Mode

Store to Folder end from Folder

Print Mode

2 Select a feature on the [Output Format] scory | magequatty | bttt | ouputrormar | b asertty [N
screen. |5 2sidedcopying.. || 5] Bookletcreation.. | | [ covers.. |
1-1 Sided off off
Note * Select [ A] to return to the previous { A 4s J
screen or [ ¥]to move to the next screen | & passspersiae. || B8 roser. [ Repeatimage.. |
off off off 172
x J1 I [ v]
| [ Annotations.. || [ watermrk.. [ [8 secure watermark |
off off off

L J U J L J

5 Copy I Image Quality I Layout ] Output Format [ Job Assembly -

o Face Up / Down )
[[ ] Tdb Marginshife.. | | e [ Folding...
off Auto off
L J J J
- T (= 1| A
| ¥ preset Repeat image.. | | [[7] groneparency ] copy outpur..
off off Auto 272
Right Top Tray

L J1 ( )

\ T ID Card Copy... ‘
off

)

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen. For more information,
refer to "2 Sided Copying (Making 2 Sided Copies)" (P.106).
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Booklet Creation (Creating a 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 Finisher C2 with Booklet Maker (optional) or the Finisher D2-P 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.

* 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 "5 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.

Note

IlmugeQunllty] Loyolt [OulputFormutI Job Assembly -

2Sided
LJ Book copying...
off

EEm

Specify the orientation of the document in
[Original Orientation] on the [Layout
Adjustment] screen.

7 2Sided Copying... A B] Book Copying...
1-1 Sided off

]| Mixed size Originals.. | | (29 Edge Erase.

Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm

1 original size...
Auto Detect off

( | | Center: omm )| v
7] tmage shift... I 1nvert tmage... [E3 original Orientation...
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
{
Select [Booklet Creation] on the [Output oy | imagecuaty | bt | oupusromat | oo asers [N
Form at] screen == 2ided Copying.. 8/ Booklet creation... [ covers...
1-1 Sided off off

( J

B Pagesper side... || Repeat Image...
off off off 1/2

[ 1]
25 Poster..

|_] watermark...

| 4] Annotations.. | % secure Watermark
off off off
3 Select any option. = Bookiet reaton (e
Covers ||| Binding Shift...
( | | Omm
off off

| = CreateLeft/Top |
" Bound Booklet

i8] Foldstaple...
'\  Blank Cover off

[ CrectsRisht

Bound Booklet

[ print on Both
L |

| 2| Paper Supply...
| it |

|
_ [
== copy Booklet N 1SidedCovers || coyers:
L B8 cory | |55 print outside | 5=Auto Detect Plain
Last Page Main Body:
on Back Cover 1=A4 G Plain

mOff
Disables this feature.

HCreate Left/Top Bound Booklet
Copies are made to enable left binding or top binding.

ECreate Right Bound Booklet
Copies are made to enable right binding.
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ECopy 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.

ECovers
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.

* 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.

EBinding Shift
Displays the [Booklet Creation - Binding Shift] screen.
Refer to "[Booklet Creation - Binding Shift] Screen" (P.123).

EDivide Output

Displays the [Booklet Creation - Divide Output] screen.
Refer to "[Booklet Creation - Divide Output] Screen" (P.123).

EFold & Staple
Displays the [Booklet Creation - Fold & Staple] screen.
Refer to "[Booklet Creation - Fold & Staple] Screen" (P.123).

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

EPaper 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 ().
When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).
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[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.

[x Cancel ” < Save

1 Use [+] and [-] or the numeric keypad to L Booklet Creation - inding Shift
specify a binding shift value. o
55
[ 9]

+

[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.

* When you specify the folding feature, specify the dividing number of sheets in the range

Note
from 1 to 15.
1 S e IeCt [O n] . B Iﬂ Booklet Creation - Divide Output [x Cancel H <7 Save 1
Sheets per Subset
9 o
on [+]

2 Specify the number of sheets using [+] and [-] or the numeric keypad.

[Booklet Creation - Fold & Staple] Screen

When the Finisher C2 with Booklet Maker (optional) or the Finisher D2-P with Booklet
Maker (optional) is installed, [Fold Only] and [Fold & Staple] become available.

{5/ Booklet Creation - Fold & Staple [®cancel || save

1 Select any option.

Output will be delivered at the arrow shown.

l"\\‘ ey
‘ .

(=1

off
L | LR

Fold Only

O —
Fold & Staple

mOff
No finishing is carried out.

EFold Only
The copies are folded in half. The number of copies that can be folded is up to 5. When
the number is more than 5, the document is divided by every 5 sheet.
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Covers (Attaching Covers to Copies)

EFold & Staple

The copies are folded in half and stapled at the center. The number of copies that can
be folded and stapled is 2 to 15 when the Finisher C2 (optional) or the Finisher C2 with
Booklet Maker (optional) is installed and 2 to 20 when the Finisher D2-P with Booklet

Maker (optional) is installed.

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.

Important « When you select this feature, if the number of pages scanned by the machine exceeds the
maximum, the machine will not print the already-scanned data. In that case, follow the
instructions of the message displayed on the screen to cancel the job. The maximum
number of pages that the machine can scan is 999 pages per job.

o Copy I Image Quality I Leyout ] Output Format [ Job/Assembly -

1 Select [Covers].

2 Select any option.

BFront Cover

Attaches a front cover to the copies.

7= 25ided Copying...
11 sided

| &) Booklet creation...
off

[ covers...
off

B Pagesperside...
off

25 poster...

off

Repeat Image...
off 1/2

Annotations...
off

[ ] watermark..
off

)

| Secure Watermark
off

‘LD Covers

[x Cancel ” < Save

Front Cover

Back Cover

off
|

off

Blank Cover

5

~ Printon Side 1

= Printon Side 1 MainBody:
1=A4 5 Plain

1

-/ Printon Side 2
L {

= Printon Both

|-/ printon Side2

[7 PrintonBoth

(22 Paper Supply...

Front Cover:
5=/ Auto Detect Plain

|| Blankcover Back Cover:

=/ Auto Detect Plain

Load back cover original.

-

Off

No front cover is attached.

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.

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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mBack Cover
Attaches a back cover to the copies.
¢ Off
No back cover is attached.
¢ 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.

EPaper 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.
* Main Body Tray
Select the tray used for the body pages of the document.

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.90).

Note « If [Covers] is set, [Auto Detect] cannot be selected in [Tray 5].

EFront 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.

mBack 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.

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.
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* 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 "5 Tools" >
"Copy Service Settings" > "Copy Control" > "Auto Paper Off" in the Administrator Guide.

1 Select [Pages per Side]. scory | magequatty | pberest | ouputrormar | b asertty [N
7> 25ided Copying... | B/ Booklet Creation... [ covers..
1-1 Sided off off
J L L )
B Pagesperside... [ 25 poster.. || Repeat Image...
off off off 172
J { L J v
| 4] Annotations... __ Watermark.. | % secure Watermark
oft off off
J L
2 Select any option. 55 Pages per ide Wom s ]
Reading Order Original Orientation
‘ [ off | ‘E‘i #ifi:z';'og::;/m @ Upright Images
‘ (| 2Pages [Zi]  RightsLeft \J fimds;e“sys
- 4Pages
|
00 spages
mOff

Disables this feature.

B2 Pages
Copies two document pages onto one side of a single sheet of paper.

H4 Pages
Copies four document pages onto one side of a single sheet of paper.

H8 Pages
Copies eight document pages onto one side of a single sheet of paper.

EReading Order
Allows you to select how to layout images on a page.

mOriginal 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).
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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]_ & Copy ImageQuality |, h¥OU | output Format I Job Assembly -
7= 2 Sided Copying... 8/ Booklet creation... [ covers...
1-1 Sided off off
L J
BB Pages per side... 25 poster... || Repeat Image...
off off off 172

2 Select any option.

mOff
No enlarged copies are made.

EOutput Size
Allows you to select the paper size.

EEnlargement %

Refer to "When [Enlargement %] is Selected" (P.127).

EPaper Supply
Displays the [Paper Supply] screen.
Select the paper tray to be used.
Note

| 4] Annotations..
off

|_] watermark...

off

| & secure watermark
off

2% Poster

[x Cancel ][<7 Save 1

8 on
L=

‘ ] output size ‘

BO

A0

B2

A2

[ Papersupply... |
Tray 1

A4T
|Plain

] Entargement %

B1

B3

L
[
) |
I
L

Al

* When you use the bypass tray, select [Bypass] on the [Paper Supply] screen.

When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]

Screen" (P.90).

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 [ pete [®eand  [swe |
the width and length. o o
B ot s 100 [} PaperSupply... |
Y Tray 1
a Output Size b ’T ‘f,‘lﬁi?
) Enlargement % oz
[ 100 :‘LocerV%
+
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EWidth - 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.

BLock X -Y%
Allows you to make the same ratio adjustment for the width and length at the same
time.

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 "5 Tools" > "Copy Service Settings" > "Copy Control" > "Auto Paper Off" in the

Administrator Guide.

] Image Quality I gLavout ] Output Format [ Job Assembly -

[ covers...

e Copy

1 Select [Repeat Image].

7= 25ided Copying... | B/ Booklet Creation...
1-1 Sided off off

= =
B8] Pages per side... | B poster.. Repeat Image...

off off off 172
J { L A 4
[ 4 Annotations.. | 7 watermark... | & Secure Watermark
off off off
J |
2 Select any option. Troe o Wema Joom ]

Image Layout

‘w;‘ Evenly Spaced |

7| Side by Side
E

[ N

7] Auto Repeat
%

il
| Variable
.| Repeat
j

mOff
Disables this feature.

HAuto 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.

mVariable 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 33 in the X direction, and a value
between 1 and 23 in the Y direction.
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Himage 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.

Important « When you select this feature, if the number of pages scanned by the machine exceeds the
maximum, the machine will not print the already-scanned data. In that case, follow the
instructions of the message displayed on the screen to cancel the job. The maximum
number of pages that the machine can scan is 999 pages per job.

* 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 a layout 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 "5 Tools" > "Common Service Settings" > "Force
Annotation" 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.

Note

s/ Copy Image Quality

Layout
Adjustment | Output Format | Job Assembly

7= 2 Sided Copying... 8/ Booklet creation... [ covers...
1-1 Sided off off

1 Select [Annotations].

( J

B Pagesper side... || Repeat Image...
off off off 1/2

am
25 Poster..

| 4] Annotations.. || watermark... | % secure Watermark
off off off

2 Select any option. T Perios Mo oo ]
G5 Comment.. | ||| Batesstamp.. Original Orientation
- o @ Upright Images
L J
o o
off —

..o Page Numbers..
off

EComment

Displays the [Comment] screen.
Refer to "[Comment] Screen" (P.130).

mDate

Displays the [Date] screen.
Refer to "[Date] Screen" (P.131).
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EPage Numbers

Displays the [Page Numbers] screen.
Refer to "[Page Numbers] Screen" (P.132).

EBates Stamp

Displays the [Bates Stamp] screen.
Refer to "[Bates Stamp] Screen" (P.134).

BOriginal 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).

[Comment] Screen
This screen allows you to select a comment style and its position.

1 Select any option. i Comment R || sme
Stored Comments
9 ot | CONFIDENTIAL l ) Appiy To..
— ‘ AllPages
- | Copy Prohibite J |
URGENT J | Position...
Selected Comment: I Top Right
CONFIDENTIAL | IMPORTANT | |SameasSide1 |
| Greulate J X, Format &Style...
) Size: 48 Points
| lanore side2 | ¥ | |Font Color: Black

No comment is added.

EOn
A comment is added.

mStored Comments

Allows you to select comment text from eight preset options, or text set in the System
Administration mode.

For information on how to register text, refer to "5 Tools" > "Common Service Settings" > "Watermark"
> "Custom Watermark 1 to 3" in the Administrator Guide.

HApply 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.

130



Output Format

EPosition
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].

EFormat & 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.

* When both [Date] and [Page Numbers] are set, or when [Force Annotation] is set, the

Note
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.
You can change the date format. For more information, refer to "5 Tools" > "Common Service Settings"

> "Watermark" > "Date Format" in the Administrator Guide.

i .

[x Cancel ” < Save }

1 Select any option. = ome
Format
( 7J Apply To...

% off 20/01/2011
AllPages
Date allows you to place today's date in the |
Q? on margins of your copies.

| Position...
Bottom Right
| Mirror Side 1
¢ Fontsize..
10 Points

mOff
No date is added.

EOn
A date is added.

HApply 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.

HPosition
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].

EFont 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.
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[Page Numbers] Screen

1 Select any option. . Page Numbers W sae

This screen allows you to select a page-number style and its position.

“ off 11,23 l 1N, 2/N, 3N L] Apply To...

1 Last Page
-1/N-, -2/N-,
{@ on A2, 3 o

|Startat 1
Page 1, Page 2, Page 1N,
Page3 Page 2/N.... Bottom Center
/| Mirror Side 1

| Position...

=| TotalPages(N).. || ¥ FontsSize...
Auto 10 Points.

mOff
No page number is added.

EOn

Page numbers are add onto copies.
mStyle

*1,2,3

Adds page numbers only.
-1-, -2-, -3-

Adds page numbers, and hyphens before and after each page number.
(Example: -1-, -2-)

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 Page (N)] is used.
-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 Page (N)] is used.
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 Page (N)] is
used.

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.
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HApply To

Displays the [Apply Page Numbers To] screen.

Refer to "[Apply Page Numbers To] Screen" (P.133).
HPosition

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].
HFont 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.

1 Select any option. T T Porty Page Wearbere s Mo Joom ]

Starting Number
16999

‘

+
Page Number J
| A |

Ending
Page Number

Start & End Include Covers /
| Page Numbers | Separators

Starting Page Ending Page
AllPages ‘ 1 Last

Starting

HAIll Pages

Adds page numbers to all copy pages.

EStarting 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.

BEnding 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 end page number.

EStart & 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.

Hinclude Covers/Separators

This option is available when you select [All Pages]. Select this check box to include
covers and separators.

mStarting 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.
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[Bates Stamp] Screen

1 Select any option.

This screen allows you to add prefix text and page numbers onto copies.

[x Cancel H() Save

. Bates Stamp

1] ApplyTo..
1o LastPage

mOff
Does not add prefix text and page numbers onto copies.

EOn
Adds prefix text and page numbers onto copies.

mPrefix

Allows you to enter prefix text with up to 16 characters, using the displayed keyboard.

ENumber 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 9in 1 digit increments.

HApply To
Displays the [Apply Bates Stamp To] screen.
Refer to "[Apply Bates Stamp To] Screen" (P.134).

HPosition
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].

HFont 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.

| Apply Bates Stamp To [x Cancel H < Save

1 Select any option.

\

Starting Page Ending Page Starting Number

,
N 1 999999999
1 =) .
Starting +

Page Number )
|ageTTmber |

Ending

| Page Number |

Start & End Include Covers /
| Page Numbers, | Separators
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HAIll Pages
Adds prefix text and page numbers to all pages.

EStarting 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.

BEnding Page Number

Allows you to specify the end 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 end page number.

EStart & 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.

Hinclude Covers/Separators

This option is available when you select [All Pages]. Select this check box to include
covers and separators.

EStarting 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 end 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.

Important * When you select this feature, if the number of pages scanned by the machine exceeds the
maximum, the machine will not print the already-scanned data. In that case, follow the
instructions of the message displayed on the screen to cancel the job. The maximum
number of pages that the machine can scan is 999 pages per job.

Note « If a layout 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 "5 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 "5 Tools" > "Common Service
Settings" > "Watermark" 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.
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1 Select [Watermark].

2 Select any option.

EControl Number

* Do Not Add
No control number is printed.

* Add

| Copy ] Image Quality I hioLl ] Output Format [ Job Assembly -

7= 25ided Copying...
1-1 Sided

| 1 Bookiet creation...
off

)

[ covers...
off

B Pagesperside...
off

[ 25 poster..
off

|| Repeat Image...
off 172

| 4] Annotations...
off

| Watermark...
off

| & secure Watermark
off

’_,-\ Watermark

[x Cancel ][ < Save ]

| Control
T Number...
| Do Not Add

| User Account

Number...

| | Do Not Add

[ ) stored
sec. Watermarks...
|off

[ == Date&Time..

O
| Do Not Add

Serial Number...

( 27
| Do Not Add

J

Original Orientation

@ Upright Images
Side
LEEoeg

|
[ Erreer
off

)

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.
Refer to "[Stored Watermarks] Screen" (P.137).

mDate & Time

Allows you to select whether to print the date and time when the copy job started.
For information on the date format, refer to "5 Tools" > "Common Service Settings" > "Watermark" >

"Date Format" in the Administrator Guide.

B Serial Number

Allows you to select whether to print the serial number of the machine.

BmUser 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

* [User Account Number] is the No. (User Administration Number) registered by users with the
Authentication and Accounting feature.

* You can see if a user is authenticated by checking that the <Log In/Out> button lights up.

BOriginal Orientation

Allows you to specify the orientation of the document so that the machine can identify

the top of the document.
Note

may not detect the top of the document correctly.

* Upright Images

« If the [Original Orientation] setting differs from the actual document orientation, the machine

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).

EWatermark Effect

Displays the [Watermark Effect] screen.
Refer to "[Watermark Effect] Screen" (P.137).

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]. oo Mo Josm ]

Copy Prohibited ‘

98 ot

ot l Copy

Duplicate

2 Select any text.

mOff
No text is printed.

EOn
Textis 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.
For information on how to register text, refer to "5 Tools" > "Common Service Settings" > "Watermark"
> "Custom Watermark 1 to 3" in the Administrator Guide.

[Watermark Effect] Screen
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], [Date & Time], [Serial Number], and [User Account
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 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.

1 Select any option. T e Mema Joome

Select Embossed or Outline option to be applied
to the watermark image.

123‘ off
‘The faint watermark image on the output will
be visible when itis used o originals to make

coples.

| Embossed |

T Outline
L )

i
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mOff
Prints the text specified in [Stored Watermarks] as it is.

BEmbossed

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.

EOQutline

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.

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 "5 Tools" > "Common Service Settings" >
"Watermark" in the Administrator Guide.

Secure Watermark (Managing Document Security)

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.
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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.

1 Select [Secure Watermark].

2 Select any option.

BOff

Does not manage document security.

EOn

= ’ Layout I -
s/ Copy Image Quality | . uZtment Output Format | Job Assembly

7= 2 Sided Copying... 8/ Booklet creation... [ covers...

1-1 Sided off off
( J

BB Pages per side... 25 poster... || Repeat Image...

off off off 172

L I 4
| 4] Annotations.. || watermark... | % secure Watermark

off

off

off

% Secure Watermark

[x Cancel ][<7 Save

‘aoﬁ

Protection Code

off

{<7 on

-

Duplication

[ | StoredSecure |
¢/ Watermarks...
off

Manages document security. Specify any option if necessary.

EProtection Code
* Off

Does not prevent document duplication. A digital code is embedded into copies.

* Prevent Duplication

Prevents document duplication. Any documents with a digital code cannot be copied.

Important ¢ This setting also affects scan operation.

mStored Secure Watermarks

Displays the [Stored Secure Watermarks] screen.

Refer to "[Stored Secure Watermarks] Screen" (P.140).
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[Stored Secure Watermarks] Screen

1 SeleCt any opt|on. e Stored Secure Watermarks [xCuncel ”QOSave ‘

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.

Stored Secure Watermarks Original Orientation

$¢orr ICopy Prohibited 1 688 upright Images
Copy id
o ‘ =

Duplicate |
|

Selected ;
Copy Prohibited

mOff

Does not print hidden text.

EOn

Prints hidden text.
Allows you to specify text from three preset texts, or text registered in the System

Settings.
For information on how to register text, refer to "5 Tools" > "Common Service Settings" > "Secure
Watermark" > "Secure Watermark Effect" > "Custom Secure Watermark 1 to 3" in the Administrator

Guide.

mOriginal 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).
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Tab Margin Shift (Copying on Tab Stock Paper)

This feature allows you to adjust the position of your document image to copy the image
onto tab stock paper.

Available sizes of tab stock paper are A4[J and 8.5 x 11"[,J.

Available paper tray is Tray 1, Tray 2, Tray 5 (Bypass), and Tray 6 (HCF B1-S). Load
tab stock paper face up, with the edge opposite to the tab to be fed first.

1 Select [Tab Margin Shift]. PP [ (T T r— pew—
U Tab Margin Shift... [ :‘;ﬁ:&’{” Down [l Folding..
off Auto off
E preset Repeat Image... ey F] copyoutput.. 4
off off 272

Auto
Right Top Tray

" ID Card Copy...
off

2 Select any option. Tab Margin it [ E—|
Paper Supply How to LoadOriginal
shift Value 1= A4
off 0015mm [ =
I | |
| shift to Tab ‘ B [ rzénml 7
e

= -+ IP—
| ! shiftau L 8.1

Plain

4L1A4

Plain

|| AddTab Stock... B
Lot =

More...

mOff
Disables this feature.

B Shift to Tab

Copies the image located on the edge of the document onto the tab area of tab stock
paper.

Enter a value in [Shift Value] to adjust the position of the tab image so that it is correctly
copied onto the tab area. Only the shifted image is copied, which means that the rest
of the image on the document is not copied.

mShift All
Copies the whole image of the document onto tab stock paper.

Specify a value in [Shift Value] to shift the position of the image located on the edge of
the document so that the image can be copied onto the tab area.

B Shift Value

Allows you to specify how much the image needs to be shifted in the range from 0 to
15 mm in 1 mm increments.

EAdd Tab Stock
Allows you to specify the number of sheets of tab stock paper.

EPaper Supply
Allows you to select a tray to be used for tab stock paper.
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Face Up/Down Output (Specifying Face Up or Down)

This feature allows you to select whether to output copies facing up or down.

1 Select [Face Up/Down Output].

2 Select any option.

Note * To display [Face Up (Reverse Order)] on
the [Face Up/Down Output] screen, a
prior setting is required in the System

Administration mode.

EAuto

I Image Quality I Layout ] Output Format [ Job Assembly -

S Copy
) T Face Up/ Down
|7 Tab Margin shift... [ ] Gt [ Folding...
off Auto off
)
pu A
=i Transparency 7
EJ¥ preset Repeat Image... U_[ atiseen £ | copy output...
off off Auto 2/2

Right Top Tray
J L l

off

[ T8 ID Card Copy..

@ Face Up / Down Output

[cancel |7 save

[og FaceUp

= F

\jﬂum—‘ when Face Up is selected.

%, Face Down

ace Up
|00 Reverse Order) |

The job will take longer to output

Automatically determines whether copies are output facing up or down.

EFace Up

Copies are output facing up and delivered from the last page.

BFace Down

Copies are output facing down and delivered from the last page.

EFace Up (Reverse Order)

Copies are output facing up and delivered from the first page.

Folding (Outputting Bi-Folded/Tri-Folded Paper)

This feature allows you to fold copies in half or in three.
When the Finisher C2 (optional) or the Finisher C2 with Booklet Maker (optional) is

installed, [Single Fold] is available.

When the Finisher D2-P with Booklet Maker (optional) is installed, [Z Fold], [C fold], and

[Single Fold] are available.
Note

* The supported paper orientation is only [ 7. Select the tray whose orientation is set to [ 5.

* [Z Fold] 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.

1 Select [Folding].

I Image Quality I Layout ] Output Format [ Job Assembly -

S Copy
) T Face Up/ Down
|7 Tab Margin shift... [ ] Gt [ Folding...

off Auto off

L )

=i Transparency 7

[ BT preset Repeat Image... U_[ atiseen £ | copy output...
off off Auto

Right Top Tray
J L L

[ T8 ID Card Copy..

off

(
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|/ Folding [$€ cancel H & save

2 Select any option.

Image Position

The arrow shows where the output
will be delivered.

Image
e | ‘ () inde Fold
I

|5 Image
o “ I outside Fold

J iy 4
| I cFold | hS i \?

~ 4

[]l single Fold »

mOff
Does not fold copies.

mZ Fold
Folds copies in three with the printed side inside or outside.

&

printing surface

printing surface i
comes outside

comes inside

mC Fold
Folds copies in three with the printed side inside or outside.

&

printing surface printing surface
comes inside comes outside

ESingle Fold
Folds copies in half.

Himage Inside Fold
Folds copies so that the image is printed inside.

EIimage Outside Fold
Folds copies so that the image is printed outside.

Preset Repeat Image (Making Multiple Copies on a Single Sheet)

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 times the original is copied onto one sheet from [2 Times],
[4 Times], or [8 Times].

2 Times 4 Times 8 Times
<</ | AAAA
AA << anaa
< AA 33
< AA 22

* When you select an option other than [Auto %] in [Reduce/Enlarge], image loss may occur
depending on the image size of the document.

Note
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o Copy

] Image Quality I Adj:gtment

ot ]ouxpm Format [ Job Assembly -

1 Select [Preset Repeat Image].
|

off

) Tab Margin Shift... i ::::.ﬂ'_’__l Down [/ Folding...
Auto off

L

o]

o IE
SJE preset Repeat Image... [ [ o
off

Transparency [£'] copy output...
ot Auto
Right Top Tray
| (
7@} ID Card Copy...
off

272

(% cancel

Toome

2 Select any option.

£ Preset Repeat Image

4Times
P |

8 Times

mOff
Disables this feature.

B2 Times

B4 Times
Makes four copies of the document image

H8 Times
Makes eight copies of the document imag

Makes two copies of the document image on a single sheet of paper.

on a single sheet of paper.

e on a single sheet of paper.

Transparency Options (Inserting Blank Sheets between Transparencies)

This feature allows you to insert blank separators between output transparency sheets

At the same time, you can make copies for handouts.
Important ¢ Using transparency sheets for color (with white border) may cause a malfunction or paper

jam.
* When loading A4 size transparencies on Tray 5 (Bypass), we recommend that you load

Note
them in portrait orientation.

* Load transparency sheets in a tray in the same orientation as the paper to be used for

handouts and separators.

1 Select [Transparency Options].

I Image Quality I Layout ] Output Format [ Job Assembly -

S/ Copy
|7 Tab Margin shift... [ z‘:ﬁ;lﬂ"’ Do

off

Auto

Transparency

[l Folding...
off

£ | copy output...
2/2

[ S preset Repeat Image... U_[ OtTores
off

off
J

Auto
Right Top Tray

[ T8 ID Card Copy..
off
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2 Select any option. _ Transparency Options Ko JFsme )
Transparency Tray ~ Separator & Handout
1= A4 1=A4
@i ‘ = Plain ‘ [ ] pram
P
Blank Transparency l [= []2=m3 21=A3
| Separators = Plain Plain
| Separators |
Blank Separators. @ ‘ 3=B4 3=B4
&Handouts - Plain Plain |
Transparency Set = ‘ 5= Auto Detect 5= Auto Detect
| &Handouts | % Plain % Plain |
[} More... ] More..

Does not insert separators.

EBlank Transparency Separators
Inserts a separator each time a transparency is copied. Only one set of copies can be
made.

EBlank Separators & Handouts
Inserts a separator each time a transparency is copied. At the same time, the required
number of copies is made for handouts.

ETransparency Set & Handouts

Makes copies on transparencies. At the same time, the required number of copies is
made for handouts.

i .

ETransparency Tray
Allows you to select the paper tray to be used for the transparencies.

Select [More] to display the [Paper Supply - Transparency] screen on which you can
select a tray.

Note * When you use the bypass tray, select [Bypass] on the [Paper Supply - Transparency]
screen.

When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).

ESeparator Tray

Allows you to select the paper tray to be used for the separators.

Select [More] to display the [Paper Supply - Separator] screen on which you can
select a tray.

Note * When you use the bypass tray, select [Bypass] on the [Paper Supply - Separator] screen.

When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).

ESeparator & Handout

Allows you to select the paper tray to be used for the separators and handouts.

Select [More] to display the [Paper Supply - Separator & Handout] screen on which

you can select a tray.

Note * When you use the bypass tray, select [Bypass] on the [Paper Supply - Separator & Handout]
screen.

When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).
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EHandout Tray

Allows you to select the paper tray to be used for the handouts.

Select [More] to display the [Paper Supply - Handout] screen on which you can select
a tray.

Note * When you use the bypass tray, select [Bypass] on the [Paper Supply - Handout] screen.

When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).

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.

If the offset stacking module is installed, the output position of copies is offset
alternately to separate each set of copies.

If the finisher is installed, each set of copies can be stapled, and then output.

The output destination is automatically selected depending on the selected feature.
Outputs are delivered to the output tray when [Auto] is selected, while outputs are
delivered to the finisher tray when [Collated] or [Uncollated] is selected. For the
machine with the Finisher C2 with Booklet Maker or the Finisher D2-P with Booklet
Maker, when [Fold & Staple] for [Booklet Creation] or [Single Fold] for [Folding] is
selected, outputs are delivered to the booklet tray.

/\ 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.

Select [Copy Output] S/ Copy I Image Quality I Layout ] Output Format [ Job Assembly -
[ Tab Margin Shift... (@ z‘;ﬁ:x’i’ Down [ Folding...
off Auto off
L L
B preset Repeat image.. | | [ 1] ransparency £ | copy output.. ‘
off off 272

Auto
Right Top Tray

| 7)) ID Card Copy...
off

Select any option. | | Copy Output [Scancet [ save
Staple Hole Punch
[ Auto ’ off T] [ off F] R 2lanel
| | Upright Images.
1Staple [ 2Holes [
% Collated | J
Q}, 2staples || ‘ 2Holes i J ZFoi
Uncollated 1 o
25toples [ v | 2Holes ) [‘);J Half Sheet...
1] Uncollated with -
[esoenudton) @j Output / Offset
Right Top Tray
HAuto

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, [Blank Separators &
Handouts] or [Transparency Set & Handouts] of Transparency Options, Booklet
Creation, Stapling, Build Job, Sample Set, and Combine Original Sets.
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ECollated
The machine outputs sheets sorted into sets that are arranged in page order.

EUncollated
The machine outputs the specified number of copies and sorts sheets by page.

EUncollated with Separators

The machine outputs copies with inserting blank sheets as a separator and sorts
sheets by page.

ESeparator Tray

When you select [Uncollated with Separators], select the paper tray to be used for the
separators.

When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).

EStaple

Specify the position for stapling. The Finisher C2 and the Finisher C2 with Booklet
Maker are capable of stapling 2 - 50 sheets of paper (when 80 gsm paper is used). The
Finisher D2-P with Booklet Maker is capable of stapling 2 - 100 sheets of paper (when
80 gsm paper is used). Available paper types are as follows.

* Finisher C2 or Finisher C2 with Booklet Maker

- Plain (64 - 79 gsm) - Plain (80 - 90 gsm)

- Plain (91 - 105 gsm) - Heavyweight (106 - 128 gsm)

- Heavyweight (129 - 150 gsm) - Heavyweight (151 - 176 gsm)

- Extra-HW (177 - 220 gsm) - Plain Reload (64 - 79 gsm)

- Plain Reload (80 - 90 gsm) - Plain Reload (91 - 105 gsm)

- HW Reload (106 - 128 gsm) - HW Reload (129 - 150 gsm)

- HW Reload (151 - 176 gsm) - Extra HW Reload (177 - 220 gsm)
- Punched (64 - 79 gsm) - Punched (80 - 90 gsm)

- Punched (91 - 105 gsm) - Punched HW 1 (106 - 128 gsm)

- Punched HW 1 (129 - 150 gsm) - Punched HW 1 (151 - 176 gsm)

- Punched HW 2 (177 - 220 gsm) - Tab Stock (106 - 128 gsm)

- Tab Stock (129 - 150 gsm) - Tab Stock (151 - 176 gsm)

- HW Tab Stock (177 - 220 gsm) - Recycled (64 - 79 gsm)

- Recycled (80 - 90 gsm) - Recycled (91 - 105 gsm)

- Gloss (106 - 128 gsm) - Gloss (129 - 150 gsm)

- HW Gloss (151 - 176 gsm) - HW Gloss (177 - 220 gsm)

- Gloss Reload (106 - 128 gsm) - Gloss Reload (129 - 150 gsm)

- HW Gloss Reload (151 - 176 gsm) - HW Gloss Reload (177 - 220 gsm)
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* Finisher D2-P with Booklet Maker

- Plain (64 - 79 gsm) - Plain (80 - 90 gsm)

- Plain (91 - 105 gsm) - Heavyweight (106 - 128 gsm)

- Heavyweight (129 - 150 gsm) - Heavyweight (151 - 176 gsm)

- Extra-HW (177 - 220 gsm) - Extra-HW Plus (221 - 256 gsm)

- X-HW Plus 2 (257 - 300 gsm) - Plain Reload (64 - 79 gsm)

- Plain Reload (80 - 90 gsm) - Plain Reload (91 - 105 gsm)

- HW Reload (106 - 128 gsm) - HW Reload (129 - 150 gsm)

- HW Reload (151 - 176 gsm) - Recycled (64 - 79 gsm)

- Recycled (80 - 90 gsm) - Recycled (91 - 105 gsm)

- Gloss (106 - 128 gsm) - Gloss (129 - 150gsm)

- Gloss (151 - 176 gsm) - HW Gloss (177 - 220 gsm)

- X-HW Gloss (221 - 256 gsm) - Gloss Reload (106 - 128 gsm)

- Gloss Reload (129 - 150 gsm) - HW Gloss Reload (151 - 176 gsm)
- HW Gloss Reload (177 - 220 gsm) - X-HW Gloss Reload (221 - 256 gsm)
- Tab Stock (106 - 128 gsm) - Tab Stock (129 - 150 gsm)

- Tab Stock (151 - 176 gsm) - HW Tab Stock (177 - 220 gsm)

- X-HW Tab Stock (221 - 256 gsm) - X-HW Tab Stock (257 - 300 gsm)

The Finisher D2-P with Booklet Maker cuts the staple nails depending on the number
of sheets. The stapled nails may be bent depending on the type of paper used.

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.

EHole Punch
Sets the position for punching.
The positions for punching vary depending on a finisher installed.

Important ¢ Ensure that the actual orientation of the original document matches the [Original Orientation]
setting on the [Layout Adjustment] screen.

EOriginal 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).

148



Output Format

BZ 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). For example, if you have a

combination of A4 (portrait) and A3 (landscape), the Z fold is only applied to A3.
EOutput Destination/Offset

Allows you to select the output destination tray and offset operation.

* Offset Stacking

This option is displayed if you select [Right Middle Tray] for the output destination.

The offset is a function for slightly offsetting and outputting each paper stack to allow
you to distinguish the separations.

You can specify by set, job, specified number of pages, or specified number of
copies for a paper stack.

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
* Finisher C2/Finisher C2 with Booklet Maker

1Top .
1 Staple Right 2 Staples 2Top 2 Right

A4l B5(],
8 x 10", I;{eporl ‘é Repor; ,‘é IReport I‘é Reporty
8.5x 11"(], G & | & !
16K (]
A4, 8 x 10", “a - i
85x 11" eport eport
8.5x13", .
8.5 x 14" 'é ’ 'é

L& & =

I Report ! <3 Report !

A3, B4, ; S ! N4 !
11 x 17..Y 8K Report Report

& g

*

: 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.

* Finisher D2-P with Booklet Maker

1Top .
1 Staple Right 2 Staples 2Top 2 Right

A4ﬂ I;{eport ‘é Repor; ,‘é
& &

> IReport I's Reporti

B5f1, 8 x 10"€l, | [~ * * [7 I 12 I
Report || § Report s
8.5x 11"tl, 3 3
o (a

16K (] '
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1 Top .
1 Staple Right 2 Staples 2Top 2 Right
A3 V4 N
Report Report

J& 2
A4, B4, ] : Report : ;ﬂ% Report :
8.5x 11", Report Report
8.5x13",
8.5x 14", = * =
11 x17", & &

| oC o
8K

1 Left 1 Top 1 Right

Center Center Center
A4ﬂ, B5ﬂ,
8 x 10"ﬂ, Report £ ReportI
8.5 x 11"(], <
16K (]
A4, A3, B4,
8.5x 11",
8.5x 13", , Report . é Report ,
8.5x 14", &
11 x 17",
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.

Paper Size and Punching Position

* Finisher C2/Finisher C2 with Booklet Maker

- 2 Holes’

2 Holes
Left

2 Holes
Top

2 Holes
Right

A4(l, B5(],
7.25x 10.5"(1,
8 x 10"(],

8.5 x 11",
16K (1,

A4 Cover(f],
9x 11"(]

loReport

o

o

[s]
Report

Reporio|

O
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2 Holes
Left

2 Holes
Top

2 Holes
Right

A4, A3, B4,
215 x 315 mm,
8x 10",

8.5x 11",
8.5x 13",
8.5x 14",

11 x 15",

11 x 17",

8K

° Report
o

Report

Report °
o

*

: The distance between the two holes of Finisher C2/Finisher C2 with Booklet Maker is 80 mm and is 70 mm with the

US 2/3 Hole Punch Kit for Finisher C.

- 3 Holes (with US 2/3 Hole Punch Kit for Finisher C or 3 Hole Punch Unit (for

C-Finisher))
S
3 Holes 3 Holes 3 Holes 2
Left Top Right
A4ﬂ’ B5ﬂ’
7.25x 10.5"(1,
8 x 10"(], N S ]
85x 11" ﬂ, c>Report A d‘% ReportO
16K (], ° ° ‘
A4 Cover(l,
9x 11"
A3, B4,
1 1 X 15", g Report 2 E_ Reportg
11 x17", ° o & o
8K
- 4 Holes
4 Holes 4 Holes 4 Holes
Left Top Right
A4,
7.25 x 10.5€1,
8.5 x 11", oReport ° ‘é Repor{]
9x11"(], o o .
A4 Coverfl,
16K (1
A3,
11 x 15"’ 8 Report 8 § Reportg
11 x17", S oig o
8K
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* Finisher D2-P with Booklet Maker
- 2 Holes’

2 Holes 2 Holes 2 Holes
Left Top Right

A4, B5(],
7.25 x10.5"(1,
8 x 10"E|,
8.5 x 11",
16K [,

A4 Cover(d,
9x 11"

A4, A3, B4,
215 x 315 mm,
8 x 10",

8.5x 11",

(o]
8.5x13", Report
8.5 x 14", 2
11 x 15",

11 x 17",
8K

o
Report

loReport] Reporfo|

o

o O

o

Report °
(<]

o
Report

*: The distance between the two holes of Finisher D2-P with Booklet Maker is 80 mm and is 70 mm with the US 2/3
Hole Punch Kit for D2-Finisher.

- 3 Holes (with US 2/3 Hole Punch Kit for D2-Finisher or 3 Hole Punch Unit (for
D2-Finisher))

3 Holes 3 Holes 3 Holes
Left Top Right

A4f], B5(],
7.25x 10.5"E|,
8 x 10"(], N S ]
85x 11" ﬂ, c)F{eport N E% Reporto
16K (], ° ° °
A4 Cover(l,
9x11"d
A3, B4,
11 x 15", g Report 2 é Reportg
11 x17", ° o & °
8K
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- 4 Holes
4 Holes 4 Holes 4 Holes
Left Top Right

A4,
7.25x10.5(1,
8.5 x 11", oRepor o 5 Repor()
16K (], o o °
A4 Coverfl,
9x11"t]
A3,
11 x 15" S Report ° § Report o
11 x17" S Sig s
8K

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.

Original document Original orientation Copied output

Front side

Front side Back side ABC

ABC S S

| Y B R N

Back side 123

123

1 Specify the orientation of the document in cocony | meseauy | ittt | oupurormar | sobasensty NI
[Original Orientation] on the [Layout |7 25idedcopying. | |18 Book Copying. AR
off

1-1 Sided off

Adjustment] screen. ‘ I J )

| original size... | [ =1 mixed Size originats... Edge Erase...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm | ——
J | Center: Omm J| v
\% Image Shift.. | { E rrvert image.. [EE original Orientation...
Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image
L )
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2

close the document glass.

Place the document slightly away from the top left corner of the document glass, and

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 the copy magnification ratio for ID Card Copy, refer to "5 Tools"

> "Copy Service Settings" > "Copy Control" > "ID Card Copy - Reduce/Enlarge" in the

Administrator Guide.

For information on how to specify the orientation of a document, refer to "Original Orientation
(Specifying the Orientation of Loaded Documents)" (P.118).

3 Select [ID Card Copy] on the [OutputFormat]

screen.

4 Select [On].

mOff

Disables ID card copying.

EOn

Enables ID card copying.

e Copy

[[77 Tab Margin shift...

off

[ Folding...

( T e
off

Output...
Auto

] Image Quality I n J}l‘:gt‘::;“ ] Output Format [ Job Assembly -

J L
= [T Transparency 3 A
P preset Repeat Image... | | IE] bt [£'] copy output...
off off Auto 212
Right Top Tray
L L
7@} ID Card Copy...
off
“8)1D Card Copying [®cancel || save

‘xoﬂ
00"

1. Copy thefront of the card as usual.

2. Tum the cord over without changing its position
10 copy the back of the card.

Note: Place the card slightly away from the top left
comer of the Document Glass to capture the whole

image of the card.

154




Job Assembly

Job Assembly

This section describes the features you can select on the [Job Assembly] screen. The

following shows the reference section for each feature.

Build Job (Processing Documents Scanned with Different Settings as One Job) ................... 155
Sample Job (Checking the Finished Output of the COpYy)......ccervirviririeniieieieeeeeee e 160
Combine Original Sets (Adding Originals).........coceveriereniirieienienireeneresieetese e 161
Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected Area).................... 162
Stored Programming (Calling a Stored Program for Build Job)............cccccovvininiininninnns 164

1 Select [Copy] on the [Services Home]
screen.

2 Select a feature on the [Job Assembly]
screen.

Language

Screen
Brightness

Fax/ Intemet Fax

Calibration

Activity Report

FaxReceiving

Print Mode

e Copy image Quality [, - ¥t | outputFormat | Job Assembly -
= V=

(18 Buitd Job... | @, Sample Job... \ | combine original sets..

off off off

L A J U J

[ ’—w Delete Outside/
| Delete Inside...
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].

2 Select [On].

3 Select any option.

5 Copy. | Image Quality | e, |0ulputFovmatI Job Assembly -
( . | [ g
[ 8) suild sob... | { @] sample Job... | ( {1 Combine Original Sets.. \
off off off
L J L J L J
| @ Delete Outside / |
‘ Delete Inside...
off
)
{8 Build Job [Fsae |
| copy output... 8 Booklet Creation... |
( 1 Auto off
98 ot Right Top Tray
\ J L J
<7 on LF} Covers.. Q Annotations... ‘
off off 172
il
L J L )| v
["1l] segment separators... | | | | Watermark... |
No Separators off
J L J

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

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.
For information on features available in Build Job, refer to "Features that can be set in Build Job"

(P.156).

Features that can be set in Build Job

ECopy Output

For more information, refer to "Copy Output (Specifying Finishing Options)" (P.146).

mBooklet Creation

For more information, refer to "Booklet Creation (Creating a Booklet)" (P.121).

ECovers
Important ¢« The machine does not copy on a cover when using the Build Job feature.
For more information, refer to "Covers (Attaching Covers to Copies)" (P.124).

EAnnotations
For more information, refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)"
(P.129).

ESegment Separators

For more information, refer to "[Segment Separators] Screen" (P.158).

EWatermark
For more information, refer to "Watermark (Printing Control Numbers on the Background of Copies)"

(P.135).

mSecure Watermark
For more information, refer to "Secure Watermark (Managing Document Security)" (P.138).

mFace Up/Down Output
For more information, refer to "Face Up/Down Output (Specifying Face Up or Down)" (P.142).

[Copy] Screen When Build Job is in Progress

The following describes the screen that appears while the Build Job is being executed.

[1copy File 00096 [ x ]
Quantity: 20/300 Q? Sample Job
Pages: 40/50 §clete
originals: 50
(a4 ) [+ Lastoriginal |
)
Black & White - N P o
100%, 200% H —_
Collated == g5
| =j= Chapter Start... | |7} Insert =|| Change Change
h ) | Separators... ‘ﬂ“ Quantity... 7%, Settings...
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EChapter Start

Displays the [Build Job - Chapter Start] screen.
Refer to "[Build Job - Chapter Start] Screen" (P.158).

Hinsert Separators

Displays the [Segment Separators] screen.
Refer to "[Segment Separators] Screen" (P.158).

EChange Quantity

Displays the [Change Quantity] screen on which you can change the number of copy
sets using the numeric keypad.

EChange 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.

For information on how to register a stored program, refer to "Registering Stored Programs for Build
Job" (P.352).

HDelete
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.

HLast Original
Select this button to end scanning of documents. The build job starts.

ENext Original

Select this button when you have another document. This button is always selected
when you use the Build Job feature.

EStart
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.

ESample 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.
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[Build Job - Chapter Start] Screen

This screen allows you to set the chapter start.

[x Cancel ][ < Save

1 Select any option. =" Build Job - Chapter Start

This feature determines whether the first page of the added originals

i is 1o be copied onto a new sheet of paper.
off It works when 2 Sided Copying is selected.
Select Off to copy onto the continuing page of the previous set of
i originals.
‘ o, select On to copy onto Side 1 of a new sheet of poper.

Pages per Side
| -NewPage

Or, select "Pages per Side - New Page” to copy onto a new sheet of
paper.

mOff
The next stack of documents is copied after the previous stack.

EOn
The next stack of documents is copied from Side 1 of a new sheet of paper.

HPages 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 Page Per Side feature, the next stack of
document is copied from Side 2 of the paper.

[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.

1 Select any option. " Seqment Separators Rew Josme ]
Segment Separator Tray ?i’)"g";‘s"’:'e‘le‘l‘s“"“‘y
Noseparators || || ho A p e ‘ ‘7’]‘
| [ ]
B e e -
= 1 Sided i 3=/8K = ores

Side 1 Only Plain

7 1Sided
7 side2 Only

= 2Sided
7 Separators

4= B5
Plain

2 Select any option.

ENo Separators
Does not insert any separators.

EBlank 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.
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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.

H1 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.

N2 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 Separator] in [Build Job - Separators]. If you do not select [No Separator], 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.

ESegment Separator Tray

Allows you to select the tray, which is loaded with paper to be used as a separator.
When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5]
Screen" (P.90).

ESeparator Quantity

This option is available when you select [Blank Separators]. You can specify the
number of separators in the range from 1 to 99.
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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, the machine automatically outputs the data remained if the
machine is left uninstructed for the period specified in [Auto Job Release]. For more
information on [Auto Job Release], refer to "5 Tools" > "Common Service Settings" >
"Machine Clock/Timers" > "Auto Job Release" in the Administrator Guide.

1 Select [Sample Job]. cocory | imagequaity | ,bareut [ outputromat | sob Assembly -
| [8) suitd Job... || [@ sampe sob... | [ & combine original sets.. |
off off off

) ) |
| @ Delete Outside/ ‘
Delete Inside...
2 Select [On]. " Sample Job oo s
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
x off programming if desired, or submit the rest of the job to be printed.
<2 on

mOff
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.

[1copy File 00095 [ x ]

Quantity:  20/300 (9 oo
Pages: 40/50
Originals: 50

(A4 Q)

Black & White = -
w1 A4 =

= | ( )
100%, 200% = I 35t

Collated

ﬂ‘ Change [ 5.~ Change
=) Quantity... 7. Settings...

EChange 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.
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EChange Settings

Displays the [Change Settings] screen. To cancel the settings you have made, deselect
the check box for the feature you want to cancel.

HDelete
The remaining copies are canceled.

mStart
The remaining copies are made.
Note * You can also press the <Start> button on the control panel to perform the same operation.

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 the first original set is copied, the machine automatically outputs the data remained if
the machine is left unused for the period specified in [Auto Clear]. For more information on
[Auto Clear], refer to "5 Tools" > "Common Service Settings" > "Machine Clock/Timers" >
"Auto Clear" in the Administrator Guide.

1 Select [Combine Original Sets]. ocory | imagocuaty | et | oupueromat | Job aseriy [N
[ 8) uild Job... @ sample Job... | < combine original sets.. |
off off off

( J
& Delete Outside /
Delete Inside...
off
2 Select [On]. - Combine Original Sets (®eancel [ Fsave |
Use this feature if the number of your originals | Original Orientation
| exceeds the capacity of the Document Feeder. | (o
- ’
&Ko The sets will be combined into one job. (At upright mages
o Note: If you want to select different features Sideways
& for each group, use Build Job. L‘ﬂ Images
mOff

Disables this feature.

EOn
Enables this feature.

mOriginal 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. Always select [Sideways Images] when the

top of the document is placed facing the left side (horizontal text).

[Copy] Screen When Combine Original Sets is in Progress
The [Copy] screen is displayed when copying starts.

(xiclose |

[FTcopy File 12345
Quantity: 20/300 -
| Delete |

Pages  40/50 <
originals: 10

(A4 ) Last Original |
Black & White — = Next Original
i
100%, 200% H — \
Collated " g

[§) Chonoe
Quantity...

EDelete

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.

HLast Original
Select this button to end scanning documents.

ENext Original

Select this button when you have more documents to copy. This button is always

selected when the Combine Original Sets feature is used.

mStart

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.

1 Select [Delete Outside/Delete Inside]. cocory | imagecualty | od9 T oupurrermar | o sty [

(8 Buitd sob... | @, sample Job...
off off

@ Delete Outside / |
Delete Inside... |
off

| Combine Original Sets.. |
off

162



Job Assembly

2 Select any option. % Delete Outside / Delete Inside (®eancel [ Fsave |
Area Settings Originals Original Orientation
‘ ) .
off Area ... | 77 Bothsides ‘ ‘@ Upright Images
LI |NotDefined -
Delete Outside : ' [7 side1only ‘ kg ?lmd:;:sys
Area 2.
Delete Inside T 7 side 2 Only
N The above setting is
: only applicable to
Not Defined 2-sided originals.
|

No area is deleted.

EDelete Outside
Deletes the outside of the selected area.

EDelete Inside
Deletes the inside of the selected area.

HArea Settings

Displays the [Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] screen. You can
specify up to three areas.
Refer to "[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen" (P.164).

EOriginals

When the original document is a 2-sided document, specify from which side the
specified area is to be deleted.

* 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.

mOriginal 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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).
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[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen

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 1 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.

1 Select [Area 1], [Area 2], or [Area 3]. " Detete Ot DeleteInside Area e Joome ]
O
" gty apposne comers
2 Enter the value for X1 using the numeric keypad.
3 Select the text box for [Y1], and enter the value for Y1 using the numeric keypad.
4 Select the text box for [X2], and enter the value for X2 using the numeric keypad
5 Select the text box for [Y2], and enter the value for Y2 using the numeric keypad.

Note e If all of [X1], [Y1], [X2], and [Y2] are set to [0], 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.

EClear Area 1 (Area 2 or Area 3)
Clears all the values set for Area 1 (Area 2 or Area 3).

Stored Programming (Calling a Stored Program for Build Job)

This feature allows you to call a stored program for Build Job.
This feature is the same as "8 Stored Programming" > "Calling a Stored Program" > "Calling a Stored
Program for Build Job". For more information, refer to "Calling a Stored Program for Build Job"

(P.356).
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This chapter describes the basic operations and features for the Fax services.

® FaX ProCEAUIE .......ooiiiii e 166
® Operations during FaxXing .........cccociiiiiiiiiiiie e 173
® About Internet FaX ... 176
¢ ADOUL IP FaX (SIP) .ottt e 184
® ADOUL SEIVEN FaX..iiiiiiiiiieiiii et 189
® SIMPIE FAX.euiiitiiiiiii e ———— 191
¢ FaX/INtEIrNEt FaX... oo e e 197
® Layout AdJUSIMENT ... 209
* Fax/Internet Fax OptioNsS .......cocuiiiiiiiiiiiee e 214
® MOrE OPLIONS ..o ———— 235
® BroadCast......oooi i 241
® RECEIVING FAXES ....utiiiiiiiiiiiii et 249
* Facsimile Information ServiCes ..o 252
Note ¢ LINE2, LINE3, 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.
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Fax Procedure

This section describes the basic fax procedures. The following shows the reference
section for each procedure.

Step 1 Loading DOCUMENLS .......ccueiiiiieiieeieiieieie ettt ettt et ettt e besseeeessesseeneesaesnens 166
Step 2 Selecting FEALUIES ......eeuveiiiieeieie ettt ettt see e nsens 168
Step 3 Specifying DeStNAatiOns .........cccoiveieiiirienieinesieiet et 169
Step 4 Starting the FaX JOD ...co.ooiiiieee e 171
Step 5 Confirming the Fax Job in JOb Status.......c.ccoceveeiinininiiniiiiiciccecscece e 172

Step 1 Loading Documents

The following two methods are available to load documents:

EDocument Feeder
* Single sheet
* Multiple sheets

EDocument Glass
* Single sheet
* Bound documents, such as books

Document Feeder

The document feeder supports single and multiple sheet documents with sizes from
139.7 x 139.7mm (Standard size: A5, A5(], 5.5 x 8.5", 5.5 x 8.5"(]) to 297 x 600 mm
(long) (Standard size: A3, 11 x 17").

The document feeder automatically detects documents of standard-size widths.

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 "5 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.

Document Size Detected by the

Original Document Size 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

weigh Numeer o
38 - 80 gsm 250 sheets
81-128 gsm 150 sheets
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.
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For information on how to fax mixed sized documents, refer to "Mixed Size Originals (Scanning
Different Size Documents Simultaneously)" (P.210).

1 Remove any paper clips and staples before
loading a document.

2 Adjust the document guides to match the
size of the document loaded.

Note * When loading a large size document such
as A3, lift up the document feeder tray,
and open the document stopper
rightward.

N
o
/o
Documen

3 Load the document (the front side of 2-sided
document) face up in the center of the
document feeder.

Note * The Confirmation indicator lights up when
the document is loaded correctly.

* When the document is loaded in the
document feeder, the document feeder
tray lifts up. You can set the timing of the
lift. For more information, refer to "5
Tools" > "Common Service Settings" >
"Other Settings" > "Document Feeder
Tray Elevation" in the Administrator Guide.

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.

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 "5 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.
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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 a standard size document is loaded on the document glass, the size of the document
is displayed in the message field.

Step 2 Selecting Features

The following two services are available to send faxes.

ESimple Fax
Allows you to only select basic features to send faxes.

BFax/Internet Fax
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.

For information on the Simple Fax feature, refer to "Simple Fax" (P.191).

Important ¢ The Fax and Internet Fax services are not available while the Server Fax service is enabled.
Note * The features 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.

<Services Home> button

2 Select [Fax/Internet Fax].

Screen
Brightness

Calibration
Activity Report

Fax Receiving
Mode

Store to Folder

Print Mode
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3

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

<Clear A|I|> button

Select each tab, and select a feature as T e [

necessary Fax jv Recipient[ ]:Fax

When you press the <Energy Saver> button while (= [ Joriae o ires

configuring the features, you can select whether to e \

enable the 2 Sided (Skip Blank Pages) feature. For ‘ﬁ

more information on [2 Sided (Skip Blank Pages)], P —— (5 | (g e |
. . —_— i =| Original Type esolution

refer to "2 Sided (Skip Blank Pages)" (P.206). < m - E‘;;mmng & ‘T% P \%mam A

The following shows the reference section for each tab.
"Fax/Internet Fax" (P.197)

"Layout Adjustment" (P.209)

"Fax/Internet Fax Options" (P.214)

"More Options" (P.235)

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 Ogﬁt-::::h Address Book
Phone Number ¢} X X

4 digits (0001 to 2000)

Address Number 3 digits + * 2 digits (1 to 70) or From the list tab and
(Speed Dialing) (nnn0 to nnn9) (1 to 60)* index
2 digits + *

(nn00 to Nn99)

Group Dial Number # + 2 digits X 0

O Available

X Not available

*: There 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 71 and 72 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 72 are used for stored programs and they correspond to the registered
stored programs 1 to 12.

By default, [Type 1] is selected. For information on how to change the settings registered to the one touch buttons, refer

to "5 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.
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2 To specify multiple recipients, select [+ Add] [[orarm=] s, [ | Fe=smen

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.

For information on Broadcast Send, refer to "Broadcast Send (Transmitting to Multiple Recipients)"
(P.241).

To specify a line to send a fax when the Additional G3 Port 2 (optional) is installed, refer to "Specifying
a Line (Port)" (P.203).

The following describes how to enter a phone number with the numeric keypad as an
example.

Enter a fax number using the numeric
keypad.

Numeric keypad

on the touch screen. \(F“ ~ | recpenta0o1r: Fa0123456709

L

) Show Fax No. / E-mail Address

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

( New
| B Reciplents.. |

* 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.

Darken Lighten =75 Sided | [=| onginalType | | Resolution
< m > | W Scanning & Bl “ [@ ‘A
M) I

|1 Sided | (Text | |standard (200x...

|
)

For information how to specify a fax number using the Address Book, refer to "Specifying a Destination
Using the Address Book" (P.199).

For information how to specify a fax number using the speed dialing, refer to "Speed Dialing
(Specifying a Destination Using an Address Number)" (P.200).

For information how to specify a fax number using one touch buttons, refer to "Specifying a Destination
Using a One Touch Button" (P.201).

For information on the Internet Fax, refer to "About Internet Fax" (P.176).

For information on the IP Fax (SIP), refer to "Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/
Fax)" (P.197)
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Step 4 Starting the Fax Job

3

The following describes how to start a fax job.

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. <Start> button

* If a problem occurs, an error message

appears on the touch screen. Solve the
problem according to the message.

mIf 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.

i N

While documents are being scanned, select |Lilstorerax Fleaoozt {x ]
.. B 012\MNE67

[Next Original]. F = x

Note * When using the document feeder, load

the next document after the machine has | ™= 10
finished scanning the first document.

* When [Next Original] is displayed on the | Suerfine(eoo e
screen shown on the right and no Start Time: 1236 AM
operation is performed during 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 [Resolution],
[Original Size], and [Lighten/Darken] that
are displayed after selecting [Next
Original].

Load the next document. 7

Press the <Start> button.
If you have more documents, repeat steps 3 and 4.

When all documents have been scanned, [ 3] storeFax File00021 B
select [Last Original]. home T
Job Type: Send Fax X

Pages: 10 [+ Lastoriginal |

D Next Original
Superfine (600 dpi) [ L} Start |
A6 01 e )

Start Time: 12:36 AM [, Change ]
|7 Settings.. J
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onfirming the Fax Job in Job Status

Step5C

The following describes how to confirm the status of a fax job.

1 Press the <Job Status> button.

<Job Status> button

Active Jobs [ Completed I Secure Print Print Close
Jobs Jobs & M ‘Waiting Jobs

Progress

2 Confirm the job status.

~ |rminal Status

Note * Select [ A ] to return to the previous
screen or [ ¥ ] to move to the next screen. —
(=) printer &Print from Folder Jobs [ LT 55/“] &
* From the drop-down menu, you can S —
select [Scan, Fax, & Internet Fax Jobs] —
. . . Job Flow &File Transfer Jobs
and dlsplay the deSIred JOb' 02222 -Copy 11x22mm:3% User Action 55/66
02222-Copy 11x22mm:3% Copying 55/66( v

mIf undelivered faxes exist
You can confirm undelivered faxes on the [Job Status] screen or in an Activity Report.

For information on how to resend or delete undelivered faxes, refer to "Job Status" (P.373).
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Operations during Faxing

This section describes the available operations during faxing. The following shows the
reference section for each operation.

StOPPING the FAX JOD ....euiiuiiiiiiieietceee ettt ettt st nane 173
Changing the SCan SEtHNES .......cceeiueriirieieiiri ettt e sttt eseeseesaeeseeseeseeeneens 174

Stopping the Fax Job

To cancel scanning a fax document, use the following procedure.

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

i N

By —
[ 4]storeF {1 )
B 0120567
dokokano

Delet
Job Type: Send Fax $g el
Pages 10

E Next Original 1

Superfine (600 dpi)
A6 0
Start Time: 12:36 AM

T = ¢
2 Select [Delete]. [Dstoerax @
B 012567
dokokano T
Job Type: Send Fax ‘ ¢ o=t |
Pages: 10 ——y [ Lostoriginal |
~& .
=
Superfine (600 dpi) H I ( @ Start
A6 0 O J
Start Time: 12:36 AM .~ Change
> Settings... J

mIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

<Job Status> button
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2 Select the job to cancel. e o "
X | (5 AllJobs -l | Display Time |
Note * Select [ A] to return to the previous Gl ey
File/ Job Type Remote Terminal Status Progress
screen or [ ¥] to move to the next screen. ‘
00103 -Send Fax 012-345-6789 Send Wait 0/1' A |
03344-Send Fax 012-345-6788 Send Wait on
e
J

3 Se|eCt [Delete] L,_L‘StnreFux File 00021 [ X

BH0T \567
dokokano
[ @9 Delete
Job Type: Send Fax x =
Pages: 10 - Last Original
[ u Next Original |
Superfine (600 dpi)
A6 0

Start Time: 12:36 AM

4 Select [Delete] . [ ]store Fax File 00021 (% /ctose

B 012567
dokokano

| 99 Delet
Job Type: Send Fax x te
Pages: 10 Last Original
D Next Original
< ; e
Superfine (600 dpi) 3 stert
A6 0 { 4
Start Time: 12:36 AM | 9.7 Change

| 75 Settings...

Changing the Scan Settings

You can change the scan settings while scanning a document.

1 Select [Next Original]. [HstoreFax = E

B 0120 \567
dokokano ——
Job Type: Send Fax ® |
Pages: 10 " Last Original

[ ’—‘ Next Original |
Superfine (600 cpi)
A6 (O

Start Time: 12:36 AM

2 Select [Change SettlngS] [ ]store Fax File 00021 (% /ctose

B 012567

dokokano

Job Type: Send Fax 1&
pogs 10 st orginal
il;pﬂerfine(SOOdpi) ‘QT\
Start Time: 12:36 AM Tm
3 Set[Resolution], [Original Size], and use [ @] [ cangesettings [Weaea [P sare
and [ ] to set the fax density. RETiE orginal size Dot Ughen

e Standard | | Auto Detect « 0| >
} 8 (200 100 dpi) i)

Fine (200 dpi) ‘ ‘Ma
For each setting, refer to "Resolution (Specifying the } o sprine |-

Scanning Resolution)" (P.208), "Original Size = :T;p' =
(Specifying the Scan Size for the Original)" (P.209), {E‘“" e J w

or "Lighten/Darken (Adjusting Fax Density)" (P.205).
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4 Select [Savel.

5 Press the <Start> button.

7 Change Settings [X Cancel H < Save

Resolution Original Size Darken Lighten
( \

7 Stondard | [ Auto Detect < mmlin ~
|55 oox00dpi | (— =
[

@] Fine (200 dp) | ma
| |

@) Superfine e

@ (400 dpi) ‘ ‘

@, Superfine ALQ

(600 dpi) } ‘
More...
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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.

For information on how to connect the machine to a network and how to set the network environment,
refer to "5 Tools" > "Connectivity & Network Setup" in the Administrator Guide, and the manual
included in the Driver CD Kit.

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.178). For information on profiles, refer to "Internet Fax Profile (Specifying
Internet Fax Profiles)" (P.232).

« If a document 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.

mUsing 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 "5 Tools" > "Fax Service Settings" > "Internet Fax Control" > "Internet

Fax Path" in the Administrator Guide.

BRegistering 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.

For information on how to register address numbers, refer to "5 Tools" > "Setup" > "Add Address Book

Entry" in the Administrator Guide.
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mUsing 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.

For information on how to specify recipients, refer to "Step 3 Specifying Destinations" (P.169) and

"Specifying a Destination Using the Address Book" (P.199).

BForwarding 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.

For more information, refer to "Forwarding Files Stored in a Folder" (P.182).

ESending 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.

For information on the fax gateway feature, refer to "Sending Internet Fax to regular fax machines via a

relay station" (P.182).

EPrecautions when sending Internet Fax

The message "Files Sent" displayed on the [Job Status] screen of the machine, a 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.

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.214).

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.179).

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.
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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

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 regular fax machines via a relay station"
(P.182).

Sending Internet Fax

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.

1 Select [Internet Fax]. T REEAEET |
‘F‘“ \QJ Recipient[ ]: Fax ”
| Fax ushowFaxNo,lE—muilAddress

1P Fox (SIP)

Intemet Fax
[ ﬁ Redial List...
P“'ker ”9“‘“: [ 25ided B Original Type | ([ Resolution Wl
[ -y e rext | |stondard @00x.. ||

2 Select [New Recipients]. S [ e —— T

(;r::me' jvJ Recipient[ ]: Internet Fax H

|| |showFaxo./Emait address
| yr=\ Address |
Book...

‘ = g::plents...

| % Redial List...

P“T"@‘" “IL%"‘ ;cs;::::‘g | [ oranalType !A \'gnesoluuon \A:
! |~ J1Sided ) | Text | |Standard (200x... | |

178



About Internet Fax

3 Specify a recipient with up to 128 characters [“irepentic clow
using the keyboard displayed on the touch Tioman Fezwmmmm =1 (5 DleteTent
screen. G ) G (0 0 (G P Gl

\7\ 7q‘7w7e‘7r7t7y7u‘7|70‘7p7[ ] 1
e e e e e e e
Shift ji‘zi‘xTcivain‘imi f.ilT ;ﬁ
MoreChum; ‘7 77777 o |

Important e 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@[192.168.0.101]

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.200), "Specifying a Destination Using a One
Touch Button" (P.201), and "Specifying a Destination Using the Address Book" (P.199).

4 Enter a subject and message if necessary.

For information on how to enter the subject, refer to "Internet Fax Subject (Specifying the Internet Fax
Subject)" (P.222). For information on how to enter the message, refer to "Internet Fax Message (Editing
the Internet Fax Mail Contents)" (P.222).

Note « If the hard disk 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.

« If the hard disk of the machine becomes full during Internet Fax transmission, the
transmission is canceled and the document data is deleted.

« If TIFF-J is 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 a recipient 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, check if the address
contains a domain that is not permitted for use. In this case, the address cannot be used.

Receiving Internet Fax

EReception 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".

For information on folders, refer to "5 Tools" > "Setup" > "Create Folder" in the Administrator Guide.
For information on job flow sheets, refer to "5 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 "5 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 "4 Machine Status" > "Machine Information" > "Print Reports" in
the Administrator Guide.
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HPrinting 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.

BReceiving e-mail

Each e-mail header and attachment (TIFF file) of received e-mail will be printed.
* 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.

* 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.

BRestricting 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.

For information on the Domain Filtering, refer to "S Tools" > "Connectivity & Network Setup" > "Other
Settings" > "Domain Filtering" in the Administrator Guide.
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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.

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 "5 Tools" > "Setup" > "Create Folder" in the Administrator Guide.

Fax/Inter- | Layout Fax/Intemet |_More Opti
1 Select [intemnet Fax]. T T T
’ Eax H‘ Recipient[ 1:Fax H
Fax || showFaxo. /Email address
1P Fax (SIP)
Internet Fax
[ Redial List...
=2
oy atien 2Sided | (= original Type | | [ @ Resolution |
[ < m ,“]Jseunnlng .| [E .| & ‘A
( J |1 sided ) (Text || |standard (200x.. | |

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 indicate @ + host name of the  Domain name of the receiving
folder) + folder number receiving machine machine

Example Folder number..........ccccccoooviiiiiiiiiiie e, 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 e If the hard disk of the machine becomes full during Internet Fax transmission, the
transmission is canceled and the document data is deleted.

Note « If the hard disk 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.
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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.

3 Enter the e-mail address of the receiving machine in the following format:

FAX= 0312345678 /T33S=123 @myhost.example.com

S

FAX= Fax number of /T33S= (fixed @ + host name of Domain
(fixed characters) the recipient characters) and F the machine that name
code (if necessary) converts and sends
the received e-mail

as a fax.
Example Faxnumber...........ccooiiiiiiii e 0312345678
F code (if necessary)........cccccoeeenvieiniecennenn. /T33S=123
Host name of the receiving machine............ myhost
Domain name of the receiving machine....... example.com

Important e If the hard disk of the machine becomes full during Internet Fax transmission, the
transmission is canceled and the document data is deleted.

Note * If the hard disk 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.

For information 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.329).

For information on how to set the Folder Selector feature, refer to "5 Tools" > "Fax Service Settings" >
"Fax Received Options" in the Administrator Guide.
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BForwarding 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.

EHow 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.

For information on the transmission method, refer to "More Options" (P.235).
* 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.

For information on how to create a job flow, refer to "5 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 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 are available for our compatible

machines in a corporate intranet. (Able 1407 is not available.) Hereinafter, IP Fax (SIP)
device is referred to as our IP Fax (SIP) compatible machine.

.
Branch A
| [IPFax(SIP) ]
machine ==
—> IP Fax (SIP)
A “' machine

Intranet (1) 2)

Fax communication Branch Publi Vendor
between terminals (T.38) @l 1) == telek;)hcl)%e
| S——
y = network
é Sy g L
|

SIP server VolIP gateway

) machine

IP Fax (SIP) can be configured with SIP server and VolP Gateway. The functions of the
devices are as follows:

mSIP 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 register the
address in the database (registrar server).

* Relays request and response from the SIP client (proxy server).

BVolP Gateway

VolIP gateway allows the machine to relay fax communications between the IP network
and the public telephone network. A VolP gateway is required for communicating with
a G3 Fax device.
Note * Cisco MCS7816H3 (Cisco Unified Communications Manager 6.1 is installed) is validated as
a SIP server available for the machine.
* Cisco CISC0O2801-V/K9 (I0S 12.4) is validated as a VolP Gateway available for the
machine.

* For more information on configuration of SIP server and VolP 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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HIP Fax (SIP) Device Only
IP Fax (SIP) devices communicate with each other directly, using IP network (Intranet).

SIP device address of the communication target shall be designated as an IP Fax (SIP)
between IP Fax (SIP) devices. For example, 1111@192.168.1.1 (address of SIP
device).

ESIP 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 VolP 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 VolP 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@192.168.1.1 (SIP device address).

* For G3 Fax device, designate the telephone number. For example, 0312345678
(telephone number)

ESIP Server and VolP 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 VolP 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 appropriate form, you can send and
receive fax documents in a similar manner of operating regular fax.

Also, you can use most features available for regular fax such as redial feature, remote
folder, and others.
For other available features, refer to "Difference from other fax features".

For operations of fax documents received by using the Remote Folder, please refer to "Fax/Internet Fax'
(P.197).

Reduction of telecommunication fee

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 VolIP 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

Direct Fax

When a VolP gateway is installed and configured for IP Fax (SIP), you can have fax
communication with G3 fax machines connected to the public telephone network.

For the configuration of a VoIP gateway, check with your network administrator.

The Starting Rate supported in IP Fax (SIP) is G3.

You can use the Direct Fax feature to fax documents created with your computer
applications directly in the same manner as printing.
For the Direct Fax feature, refer to "Sending Fax" (P.402).

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:

IP Fax (SIP)
Features | Regular fax™' | [p Fax (SIP) VoIP Gate-
only SIP server way
Redial List O O O O
Relay Broadcast O X X X2
Local Name O O O X
Starting Rate @) (0] @) @)
Priority Send @) (0] @) @)
Delay Start O o] O 0]
Cover Page O O O 0]
Recipient Print @) (0] @) X
Sets :EI
Remote Folder O 03 ox X2
F Code O O O O
Remote Polling 0] o™ o™ o™
On-hook O X X X
Manual Send O X X X
Manual Receive O X X X
Direct Fax O (0] O O
Folder Selector - O X X X
Service Setup
Folder Selector O (0] O O
Setup
Output Destina- @) (0] @) @)
tion 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.

Note * The buttons of some unavailable features are not displayed on the control panel.
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Sending IP Fax (SIP)

The following describes the procedure of sending IP Fax (SIP).

1 Select [IP Fax (SIP)]. o ] e . R

’[E"! e EH Recipient[ ]: Fax

H

| pax || showFaxNo. /Emaitaddress

[
| 1PFax(sIP)
|

|| Internet Fax

( qp Redlal List.. )

Darken Lighten

| 2Sided
[ m ra L} Scanning A | =
( |1 Sided | (Text

| "\% orlglnulType

@ Resolution ‘
|

) | Standard (200x...

|
J

2 Configure features as necessary.

For available features, refer to "Fax/Internet Fax" (P.197)

3 Specrfy a reCIplent :::;;:xer-[ Layout IF:;‘/;::?;:? More Options _

[IPFax |

Example: Telephone numper: 0312345678 |87 = = B
Show Fax No. / E-mail Address
SIP user name: 1111 L —
. | peens..
SIP device address: 1111@192.168.1.1 —
Important ¢ Method to input IP Fax (SIP) destination Darken Ughten (5 Seq | (= onginaiType Resolution
i ; Tl L o =R ]
differs depending on the fax type of a (= il > )| 3 T!n ‘ Ls%amuoox 2

recipient or the connection configuration.
For these differences, refer to "About IP
Fax (SIP)" (P.184).

* Check the recipient information before sending the fax.

| For the method to specify a recipient using keyboard, refer to "Entering Text" (P.68).

| For other methods to specify a recipient, refer to "Fax/Internet Fax" (P.197).
| For the broadcast sending, refer to "Broadcast" (P.241).
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 <Start> button

appears on the touch screen. Solve the
problem according to the message.

If a fax cannot be sent, refer to "15 Problem Solving"> Fax problem.
For the method to cancel sending fax, refer to "Stopping the Fax Job" (P.173)

Receiving IP Fax (SIP)

Received fax documents are printed automatically in a manner similar to that of a reg-

ular fax.

For information on operations of the Remote Folder, refer to "Fax/Internet Fax" (P.197).
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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.
For information 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 Driver CD Kit.

Important * While the Server Fax service is enabled, the Fax service is detected as "not installed" even if
the Fax Kit 2 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

1 Select [Fax] on the [Services Home] screen.

Language

Screen
Brightness

Calibration

Activity Report

FaxReceiving

Print Mode

2 Use the keyboard to directly enter a B (el
destination, or use the Address Book to { Recpient. T
specify a destination. o speeaoil vame
| S
Cr-y

For information on how to use the keyboard, refer to "Specifying a Destination Using the Keyboard
Screen" (P.202).

For information on how to use the Address Book, refer to "Specifying a Destination Using the Address
Book" (P.199).

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.
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Features Unavailable for Sending Server Fax
The following features are available for regular faxes, but are not available for server

faxes.
Screen Features
Fax Resolution*
Transmission Options Priority Send
Cover Page

Recipient Print Sets

Remote Folder
F Code

More Options 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:

* Read Receipts
* Reply To
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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. The following shows
the reference section for each feature.

Specifying a Destination Using the Numeric Keypad .........ccoccoeivirienininiieneenceeeeee 192
Speed Dialing (Specifying a Destination Using an Address Number) ...........cocceceeveneneeenne. 192
Specifying a Destination Using a One Touch Button ...........coccooiviriieieniniieneiceeee e 193
Resolution (Specifying the Scanning ResSOIUtION) .........ccoeuveieiieriirieiereeeee e 194

Original Type (Selecting the Document Type)
2 Sided Scanning (Transmitting 2-sided Originals)

1 Select [Simple Fax] on the [Services Home]

screen.
Note

2 Select a feature on the [Simple Fax] screen. [EREINOZS

Note

Screen
Fax/ Intemnet Fax Brightness

* [Simple Fax] is not displayed on the M : .
[Services Home] screen when the Server Simplmp,k . . " Calibration

Fax service is enabled.

Simple Fax

Activity Report

B o v T
i Mode
Store to Folder Send from Folder
( 4 Vs IR Print Mode

Recipient

| |
Resolution ‘ { Original Type ‘ 2 Sided

{@ - Al i Scanning -

|Standard (200x... | |Text I |1 Sided

* 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.
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Specifying a Destination Using the Numeric Keypad

Specify a destination using the numeric keypad.

1 Enter a fax number using the numeric
keypad.

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

Numeric keypad

@ Simple Fax

Recipient

10123456789 |

i 2 Sided
Scanning

1 Sided

4

E ‘ -

@ Resolution = Original Type

Standard (200x... Text |

2 Press the <Start> button.

<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.

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 "5 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 and IP Fax (SIP) cannot be specified.
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1 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.

<Start> button

3 Confirm the destination displayed on the touch screen, and then select [Yes].

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>.

For information on how to register address numbers, refer to "5 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 71 and 72 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 72 are used for stored programs
and they correspond to the registered stored programs 1 to 12.
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1 Press a one touch button. Confirm that the

recipient (fax number) specified with the one Y T
touch button is displayed on the touch = =
screen. [ e

e

®———— One touch buttons

Important ¢ The one touch buttons have a sensor to detect which page of one touch buttons (1 - 24, 25 -
48, 49 - 72) is currently opened. Before pressing a one touch button, turn over the one touch
panel completely, and take your hand off 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.

|
<Start> button

3 Confirm the destination displayed on the touch screen, and then select [Yes].

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.

You can specify the resolution for each address number. For information on how to register address

numbers, refer to "5 Tools" > "Setup" > "Add Address Book Entry" in the Administrator Guide.
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1 Select [Resolution]. m———

[® Fine (200 dpi) ‘

8{ Superfine (400 dpi)

8\ superfine (600 dpi)

i Resolution {% Original Type ‘ H' |2 Sided \ ‘
x| = - Scanning ||

Standard (200x.. | | |Text | 1Sided |

mStandard (200 x 100 dpi)
Select this option when transmitting standard documents.

(200 x 100 pels/25.4 mm)
EFine (200 dpi)
Select this option when transmitting documents with small text or detailed images.
(200 x 200 pels/25.4 mm)
ESuperfine (400 dpi)
Select this option when transmitting documents with fine images.
(400 x 400 pels/25.4 mm)
ESuperfine (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)

You can select the type of the original document, such as text and photo documents.

1 Select [Original Typel.

Recipient
Text ‘
[ Photo & Text '

Photo

Resolution Original Type 2 Sided
@ g yp {

[ B\ - x i Scanning
LStandnrd (200x... J Text it 1 Sided )

EText
Select this option when transmitting a document that contains only text.

EPhoto & 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.

HPhoto
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.
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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.

1 Select [2 Sided Scanning],

( Recipient
I (/1 Sided
[ 2 Sided
(& Resolution ] ‘ = Original Type I ‘ 2 Sided
1 & A! S a DSx:ﬂnnlng x
|Standard (200x... | |Text || (1Sided

H1 Sided
Select this option to scan one side of the document.

H2 Sided
Select this option to scan both sides of the document.

H2 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 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.

* 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 <Energy
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.

[2 Sided (Skip Blank Pages)] is displayed only when [Skip Blank Pages] is enabled. For more

information, refer to "5 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.
The following shows the reference section for each feature.

Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax) ......c.ccocvcveveninicieneneeicncnenens 197
+ Add (Sending Faxes to Multiple RECIPIENLS) ....ccceruerueeieiieriiriieieieeieie e 198
Specifying a Destination Using the Address BooK .........ccccocevveeniniiieniincninniiiicncieeee e 199
Speed Dialing (Specifying a Destination Using an Address Number) ...........cccceceeveneneeeenne. 200
Specifying a Destination Using a One Touch Button ...........coccooevieiiiieniniieneeceeee e 201
Specifying a Destination Using the Keyboard SCreen ...........cocoevvievienininiieninencnnecienenene 202
Specifying a Destination Using the Redial Feature ............cccooceeieiieienciiieieeseeee e 203
Specifying @ LiNe (POT) ....ccueiieieiiie ettt ettt ettt ae e enas 203
Entering Specific SYMDOIS .....c.eitiiiiiiiiiiiiieeie ettt 204
Removing/Confirming @ RECIPICNT .....c.eoriiruiriieiiieciieie ettt 205
Lighten/Darken (Adjusting Fax DenSIty)........ceceevueriirierieniiniieienieniinieeneesiesieeitesie st 205
2 Sided Scanning (Transmitting 2-sided Originals).........ccocevereereninenieeninineenereneeeese e 206
Original Type (Selecting the Document TYPe) ......cc.eeeeieiiriiieeieieieee e 207
Resolution (Specifying the Scanning Resolution) ..........cccceecvevieriininiineninicieneeeene e 208

You can customize the layout of features displayed on the [Fax/Internet Fax] screen. For more
information, refer to "5 Tools" > "Fax Service Settings" > "Screen Defaults" in the Administrator Guide.

1 Select [Fax/Internet Fax] on the [Services SN ST E— P
Home] screen. B : e

Calibration

Activity Report

FaxReceiving

Print Mode

2 Select a feature on the [Fax/Internet Fax] screen.

Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax)

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.

1 Select[Fax], [IP Fax (SIP)], or [Internet Fax] [ ammm, | o | vecror [
from the drop-down menu. =

Fox | | show FoxNo. / E-mail Address

Recipient[ J:Fox ”

1P Fax (SIP)

(
Internet Fax

"ﬁ Redial List...

Darken Lighten n ‘ — T v
2Sided —| Original Type | | [ [ Resolution | |
ey -ﬁ’jﬂ HEScuﬂning < Eeser=ee] 7
»
il

~
|1 Sided L) | Text | |Standard (200x.. | |
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+ Add (Sending Faxes to Multiple Recipients)

OO O AW

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 2 (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 ¢ For Fax and Internet Fax, the maximum number of recipients that you can specify at one
time is as follows:
Using the numeric keypad only: 200 locations; using address numbers only: 600 locations;
and using both the numeric keypad and address numbers: 600 locations.
For Server Fax, the maximum number of recipients that you can specify at one time is 50.

* 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.56).

* 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.

* You cannot specify [Confirmation Options].

BShow Fax No./E-mail Address

If you select this check box, the recipient’s name will not be displayed in the recipient
field.

EEnable 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.

[Enable Broadcast] is displayed only when [Broadcast Checkbox on 1st Tab] is set to [Enabled]. For
more information on the setting, refer to "5 Tools" > "Fax Service Settings" > "Fax Control" >
"Broadcast Checkbox on 1st Tab" in the Administrator Guide.

1 iNi Fax/ Inter- Layout Fax/Internet | More Opti
Select the first recipient. ORI T |
) ‘ <
(= ~ || Recipient{d001}: Fox 0123456789 £ Add H
X it ) ),
|| showFaxNo. /Emaitaddress
[ Address )
Book...
| g New
Recipients...
Rukey Ly 2Sided —| original Type | | [ | Resolution
[ m roud| I Scanning A B - & -
L ) |1 Sided ) (Text | |standard (200x.. | |

Select [+ Add].

Note * Depending on the settings, a screen to re-enter the recipient may be displayed after

specifying the recipient and then selecting [+ Add] on the touch screen. In that case, re-enter
the recipient.

Select the next recipient.
Repeat steps 2 and 3.
Press the <Start> button.

Select [Yes] on the confirmation screen to start transmission.
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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.

For information on how to register address numbers, refer to "5 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.

Fax/ Inter- Layout Fax/Intemet | More Options
& net Fax j Fax Options

Covadd H

1 Select [Address Book].

Fax

v ‘ Recipient[d001]: Fax 0123456789

Show Fax No. / E-mail Address

) Address |
Book.

[ ) New |
| Recipients..

Darken Lighten f - =
- ; 2 Sided I | Original Type
) (D Scanning al|E
|~ ) 1 sided J | Text

‘@Resolution il
A a

<
‘ I |Standard (200x.. ||

2 Select the item you want to set for a [ Fax Address Book [ cose
recipient, and select [Add]. Lot || e D ; g Chanoial
. . .. . Speed Dial Name Recipient(s)
Note * To specify multiple recipients, specify the l:“‘m ‘mmmemo(m o T
recipients one after another. ©= P—— J
* You can sort recipients in alphabetical 1402 SpeedDial Name1402<Fa 012) |
order or address number order. 1403 <Fax 01213451403
* To search fax numbers by other methods, ||« speedDial Nome1404<Fax 012- | v | m ‘

select and switch to [List all public
entries], [Retrieve fax 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 "5 Tools" > "Connectivity & Network
Setup" > "Remote Authentication/Directory Service" > "LDAP Server/Directory Service
Settings" in the Administration Guide.

Important « When specifying an address from the Address Book for Internet Fax/IP Fax (SIP), check if
the address contains a domain that is not permitted for use. In this case, the address cannot
be used.

Using the Address Book

You can search for the fax numbers of recipients using [List all public entries], [Retrieve
fax entries using index], [List all group entries], and [Search Network].

You can set the starting numbers of address numbers in the System Administration mode. For
information on how to change the settings, refer to "5 Tools" > "Fax Service Settings" > "Screen
Defaults" > "Address Book Speed Dial Default" in the Administrator Guide.

EList all public entries

Displays the list of registered recipients.
Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen. Select
items you want to set for a recipient, and select [Add].

BRetrieve fax 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].
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HList all group entries

Allows you to search for the pre-registered group dial numbers.
Select [A] to return to the previous screen or [ ¥] to move to the next screen. Select
items that you want to specify for a recipient, and select [Add].

For more information on how to register groups dial numbers, refer to "5 Tools" > "Setup" > "Create
Fax Group Recipients" in the Administrator Guide.

mSearch 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].

EGo 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 do not use the [+ Add] button.

BShow Fax No./E-mail Address

When you select this check box, the names of recipients will not be displayed in the
recipient fields.

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.

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 Wildcard Target Address The Number of Target
Numbers Addresses
000* 0001 - 0009 9
001* 0010 - 0019 10
010* 0100 - 0109 10
100* 1000 - 1009 10

200



Fax/Internet Fax

* When using wildcards for the last two digits

How to Enter Wildcard Target Address The Number of Target
Numbers Addresses
00** 0001 - 0099 99
01* 0100 - 0199 100
10** 1000 - 1099 100

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 "5 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 "5 Tools" > "Common Service Settings" >
"Other Settings" > "Auto Validation of Speed Dial Entry" in the Administrator Guide.

* 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"

1 Press the <Speed Dial> button, and enter a
4-digit address number. Repeat this step for
each additional recipient.

<Speed Dial> button

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>.

For information on how to register address numbers, refer to "5 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 71 and 72 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 72 are used for stored programs
and they correspond to the registered stored programs 1 to 12.

* The Large Size Ul (optional) does not support the one touch buttons.
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1 Press a one touch button. Confirm that the
recipient (fax number) specified with the one
touch button is displayed on the touch
screen.

One touch buttons

Important ¢ The one touch buttons have a sensor to detect which page of one touch buttons (1 - 24, 25 -
48, or 49 - 72) 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 [New Recipients] button cannot be used.

1 Select [New Recipients]. B | i e S
‘\F‘“ jvJ Recipient[ ]: Fax ”
; : ushowFaxNo,lE—muilAddress '
‘ Qigr:fs J |d001 <Fax 0123456789>
e
[ ﬁ Redial List...
P“'ker ”9“‘“: 7 25ided RIE On'ginulT)'Pe\A ([ Resolution U
[ MR > siged g Text | |stondard @00x.. ||
2 Specify a recipient with up to 128 characters [Fireapentiit @ [ close
using the keyboard displayed on the touch e ) peeteTent
screen. ey
’1}2‘3}&‘5}6‘7}&}9}0}-}chkspace
\w/ G ru/t“u;J I\u/ ‘u'[\]\ )
‘Tone(:)Ta[sWd[fWg[r‘ﬂ il Fols] Té‘
T AfnoooosEn - |
More Characters “ Space |
Note * When the Server Fax service is used, a destination must be less than 50 characters long.
The available characters are as follows:
Oto9 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
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= 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.

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,A@the [Redial list] button cannot be used.

1 Select [Redial List]. e e N

) —
Itz - ‘ Recipient[ J: Fax H

) Show Fax No. / E-mail Address
( ) Adiress l

Book... ) idom <Fox 0123456789> |

[ New |

H pecipients.. |

[ @ Redial List...

Darken Lighten

7 o 2 Sided | ['=| original Type [ Resolution | |
4 e L Jseunnlng - \:‘ - @ PN

| J 11 sided

L) | Text | |Standard (200x... | |

2 Select items you want to specify for a R Rediol List & [Fooe |

recipient, and select [Close]. Specdbial 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>

\5. #04 GrpName3(Total Entries: 2)<1545,1525>

I
J
J

4. #03 GrpName2(Total Entries: 2)<150%,158*
| J
J
J

‘6. #05 GrpName4(Total Entries: 20)<1601,1602,1543,1545,1500,1506,1507,

Specifying a Line (Port)

You can specify lines using the keyboard screen. When the Additional G3 Port 2

(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.

Important « When transmission to a certain recipient is prohibited in the System Administration mode,
the [New Recipients] button cannot be used.

For information on how to set [Local Terminal Information], refer to "5 Tools" > "Fax Service Settings"

> "Local Terminal Information" in the Administrator Guide.

1 Select [New Recipients]. o i e I

Fax

T
- ‘ Recipient[ ]:Fox H

Show Fax No. / E-mail Address

[ Address l
Eockc) J idom <Fox 0123456789> |
[ New |
B pecipients.. |

( o Recl List..

Darken Lighten - = =

7 o 2 Sided | [ = original Type [ Resolution | |
e TR | (0D Scanning - H - @ PN

( J |1 sided L) (Text | |Standard (200x.. | |
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2 Select [Shift], and enter in the following
format "<"’ "port numberll’ ||>|| "

telephone number"

| Recipient List

& [ close

recipient’s (Fe e

\) Delete Text |

Shift o X

The following shows the corresponding lines

to each port:
<1>: Line 1
<2>:Line 2
<3>:Line 3

Example when using Line 1:
<ISXXXXXXXXXX

I Entering Specific Symbols
b

1 Recipient List & [ close
|Ccam——— W‘
. =
e
Ly Jalwle i iz e L be b R L
= (oS (3] elle m s e ol

Shift 7271X7CTV75TN7MT e T77-“7

[ Momchurac;“i Space ‘ o

!

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 Used to enter a pause. Press the <Pause>
<Pause> (-) One pause is 3 seconds. | button.
You can enter pauses of | (Example)
6 seconds, 9 seconds, 0-123 ...
etc. with additional 0--123 ...

button presses.

Transmitusinga |S
password

When a password has
been set, transmission
will start only if the
password matches the
ID number on the remote
terminal.

1. Select [New
Recipients] on the
[Fax/Internet Fax]
screen to display the
keyboard.

2. Select [S].

(Example)

0312345678S512345678

Transmit DTMF
signal

Used to transmit the
DTMF signal.

1. Select [New
Recipients] on the
[Fax/Internet Fax]
screen to display the
keyboard.

2. Select [More
Characters].

3. Select [!].

(Example)

0311123456!123#

When using the DTMF method, use specific symbols. For information on the DTMF method, refer to
"Remote Folder (Using Remote Folder)" (P.225) and "Broadcast" (P.241).
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Removing/Confirming a Recipient
You can remove or confirm recipients from the pop-up menu.

[fg) Fe! Inter- Layout Fax/Intemet | More Options
@ ji Fax Options

net Fax

1 Select the recipient to be removed or

Fax @ ‘ Recipient] J: Fax ”

confirmed from the selected recipients. |
JShowFaxNo,/ \i’.l kel
| = Address | 1M Remove
I sook. J [dom <Fox 012 — l
PN ¢ Details...
‘M R:’i'piems,.. )
‘W \5 Close Menu
g rel
‘D“‘”‘e" Lighten (7 258 , | [ oromalType | | ([ Resolution | |
J 1 sided ) | Text | stondard (200x... | |

2 Select any option from the pop-up menu.

ERemove
Removes the recipient.

HDetails
Displays the [Details] screen. You can confirm recipients or address numbers.

i N

EClose Menu
Hides the pop-up menu.

[Details] Screen
This screen allows you to confirm recipients. [Tipewis 1201 & close
Speed Dial: 1401
Name:
Fax Number: 012-345-6789-1401

[ 6 StartingRate |

|63 Auto J

mStarting Rate
Allows you to select a communication mode according to the features of a recipient's

machine.

Lighten/Darken (Adjusting Fax Density)

You can select a fax density from seven levels.

[fg) Fox! Inter- Layout Fax/Intemet | More Options
et Fax ji Fax Options
T
(e v ‘ Recipient[d001]: Fax 0123456789 h+Add ”

1 Use [4] and [P] to set the density level.

Show Fax No. / E-mail Address

| = Address |
I8 sook..

| g New
| = Recipients.. |

=| Original Ty [ @] Resoluti I
’;‘ riginal Type | @‘\ esolution \A

Darken Ughten (5 ceq
[ o 0 Scanning |~
J 1 Sided Text |Standard (200x... ||
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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.
1 Select a scan Opt|0n o Faxyinter: T Layout IF:;(/;:;T:;“? More Options _
(F‘”‘ ‘v] Recipient[ ]: Fax H
‘4 Addrkess | E1slded
Book...
’ N:: | | A5 2 Sided (Head to Head)
|
MRS i1l 2 Sided (Head to Toe)
ﬁ Redial List... ’F o
P“T"@‘“ |||L%"W m icsaln“fng 1B OriglnalType‘A ([ Reseluton | |
R | ) ({iSided N (Text | [Standard (200x.. | |
1 Sided

Select this option to scan one side of the document.

B2 Sided (Head to Head)
Select this option when both sides of the 2-sided document are in the same orientation.

B2 Sided (Head to Toe)
Select this option when both sides of the 2-sided document are in opposite orientations.

EMore

Displays the [2 Sided Scanning] screen.
Refer to "[2 Sided Scanning] Screen" (P.206).

[2 Sided Scanning] Screen

1 Select whether the document is one-sided or [7 2siedscaming Wews Joom
two-sided. When [2 Sided] or [2 Sided (First oreinels

Page 1 Sided)] is selected, also select the |1 "= [w e
orientation of the document. 2 | oo
W 2 Sided (_Firsl
(Z_Pogetsided) ]

m1 Sided
Select this option to scan one side of the document.

N2 Sided
Select this option to scan both sides of the document.

m2 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.

m2 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.
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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.

* 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 <Energy
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.

[2 Sided (Skip Blank Pages)] is displayed only when [Skip Blank Pages] is enabled. For more

information, refer to "5 Tools" > "Fax Service Settings" > "Fax Control" > "Skip Blank Pages" in the

Note

Administrator Guide.

EOriginals
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.

i N

Original Type (Selecting the Document Type)

You can select the type of the original document, such as text and photo documents.

B Fome Layout Fax/Intemet | More Options
/ Fax Options

1 Select the original type. ety
Itz = "Recipient[ J:Fax H
|| showFaxo. /Email address
[, Address )
I8 soor. g
— By
= ;‘:Cvlv ients.
e Rorplents- [&] photo 8 Text
[ @ Redial List... | o
Dten Ughten " Sided | (=) onginaltype] | 7 Resolution
[ ) Scanni A [iE HES -
i | > j‘15|deaemnng ) (et | Standard 200x.. | |
EText

Select this option when transmitting a document that contains only text.

EPhoto & 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.

HPhoto
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.
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Resolution (Specifying the Scanning Resolution)

1 Fax/ Inter- Layout Fax/Internet | More Options
elec e resolution é
. O netFax d Fax Options
. ‘ =
[Fax v} Recipient[ ]:Fax H
|| showFaxNo. /Emaitaddress =
[ Address | &, Standard (200x100dp)
Book. —
‘W‘ & Fine (200 dpi)
_ Redplents, B superfine (400 dpi)
| Redial List... | —
[ mg‘ Superfine (600 dpi)
Darken Lighten 7
F —gen 2Sided —| Original Type & Resolution
<« m e 1 scanning~ ~ E Y %
L ) |1 Sided ) [ Text . |Stondard (200x... | |

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.

You can specify the resolution for each address number. For information on how to register address

numbers, refer to "5 Tools" > "Setup" > "Add Address Book Entry" in the Administrator Guide.

mStandard (200 x 100dpi)
Select this option when transmitting standard documents.

(Approx. 200 x 100 pels/25.4 mm)
EFine (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)
ESuperfine (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.
The following shows the reference section for each feature.

2 Sided Scanning (Transmitting 2-sided Originals)...........cccireerierireenieriirieei e 209
Original Size (Specifying the Scan Size for the Original) ..........ccoceveeciiiieieniieere e 209
Mixed Size Originals (Scanning Different Size Documents Simultaneously) ............cc.c...... 210
Book Faxing (Scanning Facing Pages onto Separate Sheets).........ccooevierierienenceecieneeeeienns 211
Reduce/Enlarge (Specifying a Scan Ratio) .......coceeeevirinienininiiiinicnnceeeeeecceseie e 213

Select [Fax/Internet Fax] on the [Services

Language

Home] screen. | . i [ | e

Fax/ Intemet Fax

Brightness

Calibration

Activity Report

FaxReceiving

Print Mode

= Layout Fax/Intemet | More Options
net Fax j Fax Options

( { = Mixed Size Originals... ‘

Select a feature on the [Layout Adjustment]
screen.

( Ay [, original Size..
!

1 Sided Auto Detect off

L I J1 J
|
J

\w Book Faxing... ‘ [ E Reduce/Enlarge...
off Auto %

L JU

2 Sided Scanning (Transmitting 2-sided Originals)

This feature is the same as [2 Sided Scanning] on the [Fax/Internet Fax] screen. For more information,
refer to "2 Sided Scanning (Transmitting 2-sided Originals)" (P.206).

Original Size (Specifying the Scan Size for the Original)

1 Select [Original Size].

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.

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 "5 Tools" > "Fax Service Settings"
> "Original Size Defaults" in the Administrator Guide.

[eyfasiines Layout Fax/Intemet | More Options
net Fax ji Fax Options
( 7 Sided Scanning... [ Oriinal Size..

Auto Detect

‘ ) Mixed Size Origindis..
1 Sided off
( Al

J
Vlﬁﬂ Book Faxing... ‘ \ﬁ Reduce/ Enlarge... ‘
off

J

J

Auto %

L JU
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2 Select any option.

mAuto Detect

[x Cancel

[ save

‘11)(!7"0

;E Original Size
Auto Detect A6 a
A3a I B4
i
Aua B5 0

‘8.5)(14"5

[85x13700

85x11" 0

‘SXT’G

Detects the document size automatically.

Document Feeder

Document Glass

Auto-detectable
Document size

B5, B5(1, B4, A5, A5(], A4,
A4, A3, 8.5x 11",
8.5x 11" (1, 11 x 17, 16K(],

B6, B6(1, B5, B5(1, B4, A6,
A5, A5, A4, A4f], A3

8K

Note « If the document size cannot be detected automatically, a screen to enter the document size
appears.

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 "5 Tools" > "Common Service
Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

mStandard Size

Select the original size from preset sizes.

You can change the sizes displayed on the screen. For more information, refer to "5 Tools" > "Fax
Service Settings" > "Original Size Defaults" in the Administrator Guide.

Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

1 Select [Original Size]. e

You can scan documents of various sizes simultaneously and send faxes using each
size or a single size of paper. 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.

Layout Fax/Intermet | More Options
dj Fax Options

‘ [= 2 Sided Scanning... ‘ ‘ & Original Size...

‘ ‘ z Mixed Size Originalls... ‘
1 Sided Auto Detect off
L J I J
Book Faxing... Reduce /Enlarge...
ey E [ g
off Auto %
( J J
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2 Confirm that [Auto Detect] is selected, and
select [Save]. If [Auto Detect] is not selected,
select [Auto Detect] and then [Save].

3 Select [Mixed Size Originals].

4 Select [On].

mOff

'} Original Size [®cancel || save
Auto Detect A6 O L b
\ \ 1 1
A3a B4 85x14"a
f ; ; |
Aba B5a 85x13"'a
A4 8K a 85x11"a
| I | 1
ASa 16K 0 5x7°a
L | | J

’fk Fax/ Inter- Layout Fax/ Internet More Options
net Fax ji Fax Options.

[7 25ided Scanning.. [ (3 original size.. ‘ [ o Mixed Size Originals.. ‘

1 Sided Auto Detect off

\ J JL J
a3 BookFeng.. ( A Reduce/Enlarge... ‘

off Auto%

[ Mixed Size Originals [®cancel || save

- Align the top-left comers of your Originals and load them
(o= | intheDocumentFeeder asshown.
“ off Adjust the Guides to just touch the largest size paper.

-Load 5.5 x 8.5" and A5 originals in portrait orientation.

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.

1 Select [Book Faxing].

@ Fax/ Inter- Layout Fax/Intemet | More Options

net Fax ji Fax Options
L—w 2 Sided Scanning... ‘ ‘—H Original Size... ‘ ‘ 7) Mixed Size Originals... ‘
1 Sided Auto Detect off

L J J U J
(a3 Book Faxing.. ([ Reduce/ Enlarge.. ‘

off Auto %

L L J
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2 Select any option. 1 Book Faxing

| off | lMBothﬂges ‘

B h?fe:. P;.gﬁl [ LeftPage Only ‘

Right Page Right Page Only
e —| P

Top Page
=1 then Bottom

mOff
Does not scan as a bound document.

HLeft Page then Right
Scans the left page and then the right page of facing pages.

ERight Page then Left
Scans the right page and then the left page of facing pages.

ETop Page then Bottom
Scans the top page and then the bottom page of facing pages.

EBoth Pages
Scans both pages in page order.

HLeft Page Only
Scans the left page only. You can select this option when [Left Page then Right] or
[Right Page then Left] is selected.
ERight Page Only
Scans the right page only. You can select this option when [Left Page then Right] or
[Right Page then Left] is selected.

ETop Page Only
Scans the top page only. You can select this option when [Top Page then Bottom] is

selected.

EBottom Page Only
Scans the bottom page only. You can select this option when [Top Page then Bottom]

is selected.
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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.

1 Select [Reduce/Enlarge]. R e
L-‘ 2 Sided Scanning... [ ‘;I!‘ Original Size... } ‘ =1 Mixed Size Originals... ‘
1 Sided Auto Detect off
J L ) J
g Book Faxing... ( m Reduce/ Enlarge... }
off Auto %
J L
2 Select a preset ratio, or specify a value. P Reduce/Enlarge [Reoes JPswe )
' . . e . Variable % Preset %
Note « If a magnification is specified in [Reduce/ N = : :
50 400 | 100% 86% A3-B4,
Enlarge], [Rotate 90 degrees] does not [ ] ‘L QYD |
1 | = Auto % 115% B4-A3,
function. i B5 A4 |
50% A3-AS5, 122% A4-BA4, ‘
B4-B6 A5-B5
‘ 70% A3->A4, 141% A4-A3,
| B4-B5 ‘ B5-B4 ‘
[ 81% Ba->A4, | 200% A5-A3, |
lBSeAS | B6->B4 J

mVariable %

Specify a ratio in the range from 50 to 400% in 1% increments. To specify a value, use
the numeric keypad or [+] and [-].

HPreset %
* 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 "5 Tools" > "Fax Service Settings" > "Fax Control" > "Rotate 90
degrees" in the Administrator Guide.

* Preset ratios
Select from preset scan ratios.

You can change the default values of scan ratios other than [100%] and [Auto %]. For more information,
refer to "S5 Tools" > "Fax Service Settings" > "Reduce/Enlarge Presets" in the Administrator Guide.
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Fax/Internet Fax Options

2 Select a feature on the [Fax/Internet Fax O T [T s
Options] screen. el s el
Report: Off G3 Auto Priority Send : Off
. . Read Receipts: Off Delay Start : Off
Note * Only [Delay Start] is available for the { !\ { )
SerVer Fa SerV.Ce == Transmission Header Nﬂ Cover Page... ‘elnlemet Fax Subject... |
X Ice. Fax: [;?;lt(;.y Header off Auto Set 72
Internet Fax: Display Header I | J‘ .
‘c :;nernet Fax ‘ ‘ f‘ Recipient Print Sets... ) EFM Pages per Side... | =
g 15et(s) off
L J J U

This section describes the features you can select on the [Fax/Internet Fax Options]
screen. The following shows the reference section for each feature.

Acknowledgement Report (Confirming Transmission Results)..........ccocevvroieiiniiiinieneneenen. 214
Starting Rate (Selecting a Communication Mod@) .........c.eeevevueriieieiieniiniieeeiee e 216
Priority Send/Delay Start (Specifying Send Priority/Send Time) .........cc.cccoceveveevccncnieninnene. 217
Transmission Header Text (Adding Sender Name and Phone Number to Faxes).................... 219
Cover Page (Transmitting Documents With a Cover Page) ............cooviveniciinincnicinnienn. 220
Internet Fax Subject (Specifying the Internet Fax Subject)........cccceveveneininineniincncnicnenne 222
Internet Fax Message (Editing the Internet Fax Mail Contents)..........cceceveeeeieneeeesieniesenenenn 222
Recipient Print Sets (Printing Multiple Sets at the Remote Machine).........c.ccccevirerienicncnen. 224
Pages per Side (Combining Multiple Pages into One Sheet)..........cccoevereeierenenieiieieeeeeneen 224
Remote Folder (Using Remote FOIAET)........ccoooiiiriiiieieieeeeeeee e 225
F Code (Using F Code TranSmiSSION)........c.eeeeterererierienenietenieeeetenieeeesiesieeseeseesiesseensenuens 228
Internet Fax Profile (Specifying Internet Fax Profiles) ........ccocceevievieiinienienenieieeseeieeee 232
Encryption (Sending Internet Fax Encrypted by S/IMIME) .........cccociiiiiinininiiiniicieceeen 233
Digital Signature (Sending Internet Fax with a Digital Signature by S'MIME) ..........ccccccovneencne. 234
1 Select [Fax/Internet Fax] on the [Services - —— e

Home] screen. - I =

Simple Copy Simple Fax Scan to PC

Activity Report
Fax Receiving
Mode

Stored

StoretoFolder || SendfromFolder [ Ol

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.
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* 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 "5 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 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].

2 Select any option.

EConfirmation Options
e Off

No Transmission Report is printed.

* Off

Read Receipts: Off
{

B Fax/ Inter- Layout Fax/Intemet | More Options

' net Fax Adjustment Fax Options

| /=] Acknowledgement Starting Rate... | Priority Send / |
B Repors- & L Detay St
Report: Off G3 Auto Priority Send : Off

Delay Start : Off
J{ )

Text...
Fax: Display Header
Internet Fox: Display Header

[/ Transmission Header Cover Page...

| elntevna Fax Subject... |

Auto Set 172
—

) v

L
[ @ Intemet Fax
€ Veise.

1 Set(s)

) L
B8 Recpient Print Sets... | [ (3 Pages per Side..
€

off

E\ Acknowledgement Report

[x Cancel ][<7 Save }

Confirmation Options  Read Receipts

;aoﬂ ;;aoﬂ

oo H@on

‘The Confirmation Options feature
automatically prints a report after each
Internet Fox transmission.

‘The Read Receipts feature requests the
Internet Fox recipient to send a confirmation
10 the sender indicating the result of the
transmission. The recipient's server must
support the MDN standard.

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.

HRead Receipts
e Off

Disables the Read Receipts feature.

* 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.

EDelivery Receipts
* Off

Disables the Delivery Receipts feature.

* On

Enables the Delivery Receipts feature. You can check whether the Internet Fax you
sent was correctly delivered to the destination folder.
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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.

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 "5 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 "5 Tools" > "Fax Service Settings" > "Fax
Defaults" > "Starting Rate" in the Administrator Guide.

Select Stal’tln Rate - Fax/ Inter- Layout Fax/Internet | More Options
g . L netFax dj Fax Options
‘ = :cknowledgemem ‘ [ o) Starting Rate... ( j ;r:ari(yssmdl |
= Report... L& ay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start : Off
{ J\ J\ J
‘ == Transmission Header ‘ ‘ @ Cover Page... ‘e Internet Fax Subject... |
Text.. |
Fox: Display Header off Auto Set 72
Internet Fox: Display Header —
( J ( Jl v
‘c Internet Fax ‘ ‘ =) Recipient Print Sets... | [ Ny Pages per Side... 1
Message... S|
1 Set(s) off
J1 J L )
2 Select any option. " starting Rate W Joome
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.
@ SAue
54

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.

EForced 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.
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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.

1 Select [Starting Rate]. Onmem L | el [
| [=| Acknowledgement E(b Starting Rate... | Ef Priority Send / |
=/ Re t... Delay Start...
Reporl:e?)?; G3 Auto Priorilyesgd Soff
Delay Start: Off

) )
| elntemeﬂ Fax Subject... |

Read Receipts: Off
.

L

[ == Transmission Header E Cover Page...
Text...

Fax: Display Header off

Internet Fox: Display Header T

L ) J J v

[E]) Rechient Print Sets.. | [ (35 Pages per side... 1
—] £

Auto Set 172

[ Internet Fax
Message...

1 Set(s) off
) L
2 Select [Forced 4800 bps], and then select & Starting Rate TN
[S ave] . This feature is not available for Internet Fax recipients.
[ ) G3 Auto e applied to another Internet Fax machine
which is used as a relay station for fax transmission.
Forced
L& Gaoobps
@ 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 @ IE' II' Country || Area code ||Fax number of the

company ID code other party

Important ¢ In some areas, you may need to enter a pause after the telephone company ID number.

Note * For information on the telephone company ID number, contact your telephone company.

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].
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- Fax/Inter- Layout Fax/Internet | More Options
| O net Fax d| Fax Options

1 Select [Priority Send/Delay Start].

=) Acknowledgement ‘ [ o) Starting Rate... ( j Priority Send / |
=/ Report... £~ Delay Start...
Report: Off G3 Auto Priority Send : Off

Delay Start : Off

Read Receipts: Off
{ J\ J\ J
‘e Internet Fax Subject... |

== Transmission Header Cover Page...
|0 Te ME

Fox: Display Header off Auto Set 2
Internet Fox: Display Header —

J L v
‘ c Internet Fax
Message...

‘ ‘ =] Recipient Print Sets... [ fiﬁ'\ Pages per Side...
1 5et(s) off
J1 J L )

| % Priority Send / Delay Start [x Cancel ][(7 Save

2 Select any option.

Priority Send

(a9 off off
% J

J

Delay Start

4 Specific Time...
A

| (9:00PM

l < SpecllicTime J

& On

I
\C/

EPriority Send
* Off
Priority Send is not applied.
* 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.

You can give priority to a pending job. For more information, refer to "Job Status" (P.373).

EDelay Start
e 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 "5 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.
W Specific Time

Displays the [Delay Start - Specific Time] screen.
Refer to "[Delay Start - Specific Time] Screen" (P.219).
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[Delay Start - Specific Time] Screen

2

This screen allows you to specify the start time for fax transmission.

Note * You can change the default value of [Specific Time] in the System Administration mode. For
more information, refer to "5 Tools" > "Fax Service Settings" > "Fax Defaults" > "Delay Start
- Specific Time" in the Administrator Guide.

Se|eCt [AM] or [PM] . (&) Delay Start - Specific Time [xCancel ][<7Snve ]
e Minutes Curent Time
il “ 9 | oo “ ‘ 7:00PM ‘
N -

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.

Transmission Header Text (Adding Sender Name and Phone Number to

Faxes)
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.

* The start 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 "5 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.

For information on the sender name and G3 ID, refer to "5 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 "5 Tools" > "Fax Service Settings" > "Fax
Defaults" > "Transmission Header Text" in the Administrator Guide.
1 Select [Transmission Header Text]. ] o |t NN
| =| Acknowledgement r\smning Rate... Priority Send / |
e e .
Read Receipts: Off Delay Start : Off
{ ) L J{ )
[ ’——‘ Transmission Header Tl_i Cover Page... e Internet Fax Subject... |
Fax: Jij:lt(;] Header off Auto Set 72
Internet Fax: Display Header —
L ) L ) v
( c Intemnet Fax a‘ Recipient Print Sets... ) Pages per Side... 15
o 15et(s) off
)
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2 Select [Display Header].

mOff

No header information is attached.

EDisplay Header

Header information is attached.

™| Transmission Header Text [®cancel [ save

Fax Intemet Fax

( | This f ddsi ion such as date of
x off a off transmission and sender's name to the top of

I I the transmitted documents.

. Display Header J { . DisplayHeader J

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.

You can specify whether to attach a cover page for each address number. For information on how to
register address numbers, refer to "5 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.

1 Select [Cover Page].

2 Select [Print Cover Page].

mOff
No cover page is attached.

HPrint Cover Page
A cover page is attached.

[ Fax/Inter- | Layout Fax/Internet | More Options
| O net Fax d Fax Options

‘ = Report...

= Acknowledgement

Starting Rate... | [~ Priority Send/ |
EiE % Delay’

Delay Start...

Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start : Off
{ J\ J\ J
‘ == Transmission Header ‘ ‘ @ Cover Page... ‘e Internet Fax Subject... |
Text..
Fox: Display Header off Auto Set 72
Internet Fox: Display Header —
{ J J Iy
‘c Internet Fax ‘ ‘ = Recipient Print Sets... | [ Ny Pages per Side... 1
Message... S|
1 Set(s) off

J 1 J L )

Cover Page

[x Cancel ][(7 Save

:xoﬂ

(o print
Cover Page

E Comments...

Recipient: None
Sender: None

The following comments are added to the top of the cover page.

Fax Cover Page
To: (Name as in Address Book)
From: (Company Logo)
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EComments

Displays the [Cover Page - Comments] screen.
Refer to "[Cover Page - Comments] Screen" (P.221).

[Cover Page - Comments] Screen

This screen allows you to select comments to be added to the recipient and sender
fields.

1 Se|eCt any Opt'on @Cnver Page - Comments [xCancel ][()Save ]

Recipient’s Comment Sender’s Comment

l None None

\ 1. Comment 1

| 2. Comment2

\3. Comment 3 3. Comment 3

4. Comment 4

\ 4. Comment 4

5. Comment 5

| l
i 1. Comment 1 J
‘ 2. Comment 2 ‘
| J
| J
| |

| 5. Comment 5

HRecipient'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.

ESender'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.

For information on how to register comments, refer to "5 Tools" > "Setup" > "Add Fax Comment" in the
Administrator Guide.

About the Cover Page

HTo

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.

ERecipient's Comment
Prints the comment selected in [Recipient’'s Comment].

BFrom
Prints the registered sender name.

ESender's Comment
Prints the comment selected in [Sender's Comment].

BFax Number
Prints the fax number of the machine. For G3 communications, "G3 ID" is printed.

ENumber of Pages
Prints the number of pages.

EmSend Date and Time

Prints the transmission date and time.
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BRemarks

Prints remarks when the document is sent using Broadcast, Folder, Relay Broadcast,
or Redial Mode.

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.

1 Select [Internet Fax Subject]. iz o [ SN
‘ E ;:I;:::{ledgemmt ‘ [70 Starting Rate... “j ;?;iywsxs‘::i/ |
Report: Off 63 Auto Priority Send.: Off
Read Receipts: Off I Delay Start: Off
{ J J )
‘ == Transmission Header ‘ ‘ @ Cover Page... ‘e Internet Fax Subject... |
Text..
Fox: Display Header off Auto Set 2
Internet Fox: Display HeaderJ ‘ —
L J L )| v
‘c Internet Fax ‘ ‘ =) Recipient Print Sets... | [ Ny Pages per Side... 1
i 15et(s) off
s
L J\ J1 )
2 Se|eCt [Keyboard] @ Internet Fax Subject [xCuncel Mq?Save
Auto Set
[ sy Keyboard..

3 Enter a subject with up to 128 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.68).

Note * If no subject 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 may not be available for some models. The optional component is required. For
more information, contact our Customer Support Center.

For information on how to register comments, refer to "5 Tools" > "Setup" > "Add Fax Comment" in the
Administrator Guide.

Fax/Inter- L Fax/ I More Opti
1 Select [Internet Fax Message]. iz o [ SN
‘ = :cknowledgemem ‘ [ o) Starting Rate... “j ;T:ri(yssmd/ |
=/ Report... £ ay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off | Delay Start : Off
{ ) J\ )
‘ == Transmission Header ‘ ‘@ Cover Page... ‘e Internet Fax Subject... |
Text..
Fox: Display Header off Auto Set 2
Internet Fox: Display Header ‘ —
J J )l v
‘c Internet Fax ‘ ‘ =) Recipient Print Sets... | [ Ny Pages per Side... 1
Message... =)
1Set(s) off
L J1 J L )
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2 Select any option. (=0 W Joome

[ s Keyboard..

i |
I8 comment...

HDelete Text

Deletes the comment displayed on the screen.

mKeyboard

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.
For information on how to enter characters, refer to "Entering Text" (P.68).
EAdd Comment

Allows you to insert a registered comment. Select this button to display the [Add
Comment] screen.

Refer to "[Add Comment] Screen" (P.223).

[Add Comment] Screen
This screen allows you to select a comment to be added.

1 Select any option. € Add Comment Mo Joom ]

Select Comment

\ 1. Comment 1

L

| 2. Comment 2

\ 3. Comment 3

\ 4. Comment 4

| 5. Comment 5

\ 6. Comment 6

ESelect Comment

Displays the registered comments.

For information on how to register comments, refer to "5 Tools" > "Setup" > "Add Fax Comment" in the
Administrator Guide.
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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]. iz o [ SN
= knowled: i i [T iorit d. |
HEsEs | [ il
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off | Delay Start : Off
{ J ) L J
‘ == Transmission Header ‘ ‘@ Cover Page... ‘e Internet Fax Subject... |
Text...
Fox: D;;ray Header off Auto Set 72
Internet Fax: Display Header —
L ) | J| v
‘c Internet Fax ‘ ‘ = Recipient Print Sets... | [ Ny Pages per Side... 1
M =]
S 1 Set(s) off
J 1 J 1 J
2 Select any option. = Redpint Prntses Mo Joom
2 © 99 Sets
= | Hultplesets [
Fors B

H1 Set
The remote machine will output one set of the fax document.

HMultiple Sets

Allows you to specify the number of print sets the remote machine will output, in the
range from 2 to 99 in 1 set increments.

Use [+] and [-] or the numeric keypad to specify the value.

Pages per Side (Combining Multiple Pages into One Sheet)

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 e 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.
1 Select [Pages per Sidel]. P e R e
‘ =| Acknowledgement ‘ [ o) Starting Rate... “j Priority Send / |
Report Off 63 Ao Prory Sead:off
‘Reud Receipts: Off I LDeluy Start : Off J
‘ == Transmission Header ‘ ‘@ Cover Page... ) ‘elnleme« Fax Subject... |
Text...
Fox: D;;ray Header off Auto Set 172
lImemet Fax: Display HeaderJ ‘ ‘ ‘VT
‘c Internet Fax ‘ ‘ =) Recipient Print Sets... (7 Ny Pages per Side... \
i 15et(s) off
J 1 J L )
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2 Select [On] . [# | Pages per Side [xCuncel ][q?Suve
Originals
x> =
o M
mOff

The Pages per Side feature is not applied.

EOn

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.

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.

* Fax signal method and 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.228).

¢ In the IP Fax (SIP) using VolP Gateway, remote folder using Fax signal method is not
available. Only the F code method is available.

ESending 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.

mSecure 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 afile 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.

For information on how to print files received in a folder, refer to "Printing Files in a Folder" (P.332).

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.335).

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 "5 Tools" > "Common Service Settings"
> "Reports" > "Folder Report" in the Administrator Guide.

ESending 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.
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Sending to Folder (Fax Signal Method)

1 Select [Remote Folder].

2 Select [On].

mOff

Disables the Remote Folder feature.

EOn

[ Fax/Inter- | Layout Fax/Internet | More Options
| O net Fax d Fax Options

‘ &\ Remote Folder... ‘ [ =g F Code... ‘ﬂ Internet Fax Profile... |
0]
off off TIFFS
I\ JL )
A
L
212
& Remote Folder [x Cancel H<7 Save

(o | Remote Folder Number
b 4 (Example: 001, 010, 100)

I

Folder Passcode

_

Enables the Remote Folder feature. Enter a folder number in [Remote Folder Number].

BRemote Folder Number

Select the [Remote Folder Number] box, and enter a 3-digit folder number of the

remote machine using the numeric keypad.

BFolder 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.

2 Select [Remote Polling].

3 Select [Poll a Remote Device].

4 Select [Save].

3 Remote Polling... ‘ ‘ . Storefor Polling... ‘ 1 zﬂ On-hook

‘ (Manual Send/Receive)

off
L JL J

| Fax/Inter-|  Layout Fax/Intemet | More Options
. net Fax Adjustment Fax Options

© Remote Polling [Boameet [ sme

This feature allows you to retrieve files from a remote machine.

b 4 off 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

 polorenoe Remote Folder feature.
Device This feature is unavailable for Internet Fax recipients.
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5 Select the [Fax/Internet Fax Options] tab to
display the [Fax/Internet Fax Options]
screen, and select [ ¥] to display the next

page.

6 Select [Remote Folder].

7 Select [On].

mOff

Disables the Secure Polling feature.

EOn

= Layout Fax/Intemet | More Options
net Fax Adjustment Fax Options

| =] Acknowledgement @ Starting Rate... | \j? Priority Send / |
=| Report... Delay Start...
Report: Off G3 Auto Priority Send : Off

Read Receipts: Off Delay Start : Off
{

J 1 J U )
| [==| Transmission Header Cover Page...
O tan 2
off

e Internet Fax Subject... |

Fax: Display Header Auto Set 72
Internet Fox: Display Header —
L ) L ) L )| v
(@~ Intemet Fax =] Recipient Print Sets... (% Pages per Side... 1
[ g B 3

1 Set(s) off

L ) | J J

B Fax/ Inter- Layout Fax/Intemet | More Options
" net Fax ji Fax Options

[ &) Remote Folder... Ij F Code... | ﬂ Internet Fax Profile... |
off off TIFFS
( J ) ——
A
‘
2/2
& Remote Folder [®cancel ][ save

| Remote Folder Number
(Example: 001,010, 100)

i =

Folder Passcode

[]

off

Enables the Secure Polling feature. Enter a folder number in [Remote Folder Number].

BRemote Folder Number

Select the [Remote Folder Number] box, and enter a 3-digit folder number of the

remote machine using the numeric keypad.

BFolder 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)

1 Select [New Recipients] 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 @ 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.

TS T T T T T ! | A |
Telephogf number |} Facsimile tone ! 1Beep! !
remote machine

Folder number Passcode of iils‘ieiebﬂ
on folderon | 7777
remote machine remote machine
Note * Use the keyboard on the touch screen to enter symbols such as "!" and "+". For information

on how to enter characters, refer to "Entering Text" (P.68).
* Enter a passcode only if necessary.
* You can specify any machine that supports our DTMF method feature.

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 "5
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.
You can set the F Code and password for each address number. For information on how to register
address numbers, refer to "5 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
Documents Through a Relay Station)" (P.242) and "Remote Relay Broadcast (Performing Relay
Broadcast to Remote Locations)" (P.245), respectively.

You can use the following features with F Code transmission.
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ESending 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) : 0 (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

ESecure 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.

F Code (sub-address) : 0 (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.

A file 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.335).

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 "5 Tools" > "Common Service Settings"
> "Reports" > "Folder Report" in the Administrator Guide.

For information on how to print files received in a folder, refer to "Printing Files in a Folder" (P.332).

Sending to Folder (F Code Method)

1 Select [F Code]. ] 7 |
‘&) Remote Folder... ’_216 F Code... EL Internet Fax Profile... |
off Off. TI‘FJFS
l P
A
272
2 Select [On]. E o | sewe
F Code
x° H l
& Password
[ = 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.
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4

Secure Polling (F Code Method)

If necessary, select the [Password] box, and enter a password using the displayed

keyboard or the numeric keypad.
Note * You can enter up to 20 digits for the password.
mOff

The F code transmission is not used.

EOn

BF Code

The F code transmission is used. Enter the F 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.

mPassword

Select the [Password] box, and enter the password using the displayed keyboard or the
numeric keypad. If a password is not set, leave this box blank.

Note * You can enter up to 20 digits for the password.

mKeyboard

Enter the F code or the password using the displayed keyboard.
For information on how to enter characters, refer to "Entering Text" (P.68).

5 Specify a destination, and then press the <Start> button.

1 Fax/Inter-
| net Fax

Layout Fax/Internet | More Options
ju Fax Options

1 Select the [More Options] tab to display the
[More Options] screen. ‘w

Remote Polling...
2]

‘ ‘ 3. Storefor Polling... ‘ ‘F On-hook |

off

2 Select [Remote Polling].

[x Cancel ][ < Save

3 Select [Poll a Remote Device].

© Remote Polling

a(}ﬂ

& Poll a Remote
Device

4 Select [Save].

To retrieve files from a folder of a remote device, select "Poll a Remote

This feature allows you to retrieve files from a remote machine.

Device" on this screen and specify the remote folder number using the
Remote Folder feature.

This feature is unavailable for Intemet Fax recipients.
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5 Select the [Fax/Internet Fax Options] tab to G| s | s [F=e= N
d |Sp|ay the [FaX/I nternet Fax Optlons] ‘g} Remote Folder... ;.Zﬁ F Code... | E:xeme« FaxProfile... |
screen. \ J| ) I}

L

6 Select [F Codel. Ol e R I

‘&) Remote Folder... ’__”JI) F Code... | ﬂ Internet Fax Profile... |
off Off. TIFF-S
| J ) )—
7 Select [On]. S Coe (R
F Code
% | l
oo Password
H |
[ ) Keyboard...

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.

9 If necessary, select the [Password] box, and enter a password using the displayed
keyboard 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.

EmPassword

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.

mKeyboard

Enter the F code or the password using the displayed keyboard.
« For information on how to enter characters, refer to "Entering Text" (P.68).

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.

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

You can set an Internet Fax profile for each address number. For information on how to register address
numbers, refer to "5 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 "5 Tools" > "Fax Service Settings" > "Fax
Defaults" > "Internet Fax Profile" in the Administrator Guide.

- 1 Select [Internet Fax Profile]. [t e R
§<) \ (% RemoteFolder.. | | (F F Code.. ( E?JF ;nleme& FaxProfile... |

| “ | E
2 Select any option. CIE—— Mome Joome

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.

TIFF-F Use TIFF-F or TIFF-J to send larger originals up to 11 x 17" or A3 size

with Superfine Resolution.

ANz This feature is not available for Fox recipients.
| J

ETIFF-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 documentsize : 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.

mTIFF-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 a fax 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.
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ETIFF-J
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 a fax 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.

* To send Internet Fax encrypted by S/IMIME, register certificates of the machine and the
recipient’'s machine in advance. For information on certificates, refer to "13 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 "5 Tools" > "Fax Service
Settings" > "Fax Defaults" > "Internet Fax Encryption" 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.

mOff
Sends Internet Fax without encryption.

HOn
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/IMIME.

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.
* To send Internet Fax with a digital signature by S/IMIME, register certificates of the machine
and the recipient’s machine in advance. For information on certificates, refer to "13
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 "5 Tools" > "Connectivity &
Network Setup" > "Security Settings" > "S/MIME Settings" 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.

mOff
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. The
following shows the reference section for each feature.

Remote Polling (Retrieving Files from Remote Machines)..........ccoceecvevieririnienencnieienee 235
Store for Polling (Storing Files on the Machine that a Remote Machine can Retrieve).......... 238
On-hook (Confirming Remote Machine Response Prior to Transmission).........c..cccceeevenneee 239

1 Select [Fax/Internet Fax] on the [Services -
Home] screen. | ' e

Setup

Calibration

Activity Report

H Fax Receiving
Mode

Stored

Programming

Print Mode

2 Select a feature on the [More Options] CITAMETER TN 0 |
screen. (=9 On-hook l

[ RemotePolling... [}, Store for Polling...
] L (Manual Send/Receive) |

off off

L JU J

i N

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.

For information on Facsimile Information Services, refer to "Receiving Faxes" (P.249).

Note * The Remote Polling feature may be not 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.

ERemote 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.

ESecure 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 * DTMF method is not available in the IP Fax (SIP).
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Remote Polling

1 Select [Remote Polling].

2 Select [Poll a Remote Devicel.

Note * To use Multi-Polling, specify multiple
recipients.

mOff
Disables the Remote Polling feature.

HPoll a Remote Device
Enables the Remote Polling feature.

— Fax/Inte- | Layout Fax/Intemet | More Options
) net Fax d Fax Options

Remote Polling... ‘ [ 3. Storefor Polling... ‘ [ ﬁ On-hook |
| " (Manual Send/Receive) |
off
( I J
<) Remote Polling [x Cancel ][(7 Save
This feature allows you to retrieve files from a remote machine.
® off 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.
<> PollaRemote
Device This feature is unavailable for Internet Fax recipients.

3 Specify a destination, and then press the <Start> button.

Secure Polling (DTMF Method)

1 Select [New Recipients] on the [Fax/Internet
Fax] screen to display the keyboard on the
touch screen.

| Recipient List L") <7 Close
{m—f W\
C T2 «]s]s]7]c]s]o] ] Backspace |
\ I I I | . I t I I o i I I [ 1 | )
Ll bl L ) St
st x|« [c v b n]m].].]/ |

More Characters
L

2 Enter a format corresponding to Auto Send or Manual Send, and then select [Close].

3 Select the [More Options] tab to display the
[More Options] screen.

— Fax/Inte- | Layout Fax/Intemet | More Options
) net Fax d Fax Options

‘ 5 Remote Polling... ‘ [ 3. Storefor Polling... ‘ \ﬁ On-hook |

(Manual Send/Receive) |
off

{ J1 J
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H [ Fax/Inter- L Fax/1 More Opti
4 Select [Remote Polling]. CITAMETER TN 0 |
[ Remote Polling... | Store for Polling... ( on-hook |
9} ! | [ > i ‘ ﬁ. (n:\‘anolfal Send/Receive) |
off off .
L JU )
5 Select [Poll a Remote Device]. © Remote Polling [Scancet [ save
This feature allows you to retrieve files from a remote machine.
[ ® off 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.
Polla Remote
Bleudes This feature is unavailable for Internet Fox recipients.

6 Select [Save].  Remote Poling (o | s
“This feature allows you to retrieve files from a remote machine.
[ b 4 off 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
PTPTS— Remote Folder feature.
Device This feature is unavailable for Internet Fax recipients.

mOff
Disables the Secure Polling feature.

HPoll a Remote Device
Enables the Secure Poling feature.

BFormat for Auto Send

Telephone number E] Folder number

of on
remote machine

Passcode of

folder on
remote machine

remote machine

BFormat for Manual Send

T . ! 1
Telephogf number :_F_a_c§|_rr1|I_e_ts)r_ugJI ! Beep! [
remote machine

Folder number Passcode of E_B_e_eia!_i

on folderon | — T77°7
remote machine remote machine

Note *» Use the keyboard on the touch screen to enter symbols such as "!" and "+". For information
on how to enter characters, refer to "Entering Text" (P.68).

* Enter a passcode only if necessary.

* You can specify any machine that supports our DTMF method feature.

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 "5

Tools" > "Setup" > "Add Address Book Entry" in the Administrator Guide.
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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.

The machine can be set to automatically delete files after they are retrieved with polling. For more
information, refer to "5 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.
1 Select [Store for Polling]. ol L] > N
‘ Remote Polling... ‘ ‘ 3. Store for Polling... ‘ | On-hook
Of%‘ o | & (Manual Send/Receive)
L I J
2 Select any option. ¥ Storefor Polling Mo Joome
Savein:
off | [ PublicFolder.. ‘
Number of Files: 300
3. Store for Free Polling ‘ |
Store for Secure Polling
| % J
mOff

Disables the Store for Polling feature.

mStore 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.

mStore 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.

You need to create a private folder in advance. For more information on how to create a folder, refer to
"5 Tools" > "Setup" > "Create Folder" in the Administrator Guide.

ESave in:

* When [Store for Free Polling] is selected

The [Public Folder] button is displayed. Selecting this button displays the [Public
Folder] screen.

Refer to "[Public Folder] Screen" (P.239).
* When [Store for Secure Polling] is selected

The [Private Folder] button is displayed. Selecting this button displays the [Folder]
screen. Select a folder to store files in for Secure Polling.
For information on how to select a folder, refer to "Selecting a Folder" (P.328). For information on how
to check files for Secure Polling, refer to "Checking/Operating Files in a Folder" (P.329).
Press the <Start> button.
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[Public Folder] Screen
This screen allows you to print and delete files stored for Free Polling.

1 Select the file to be printed or deleted. You [ rubicroua [@retren [ close
can select either one file or all files. T SR e SareerofFes
. | 1. 00001 - Store for Polling 2011/1126 7:26 PM 9999 Select All
N Ote * SeleCt [ A ] to retu rn to the preVIous \ s 00002 - Store for Polling 201171726 7:26 PM 9999 J
screen or [ ¥ ] to move to the next screen. - -
i 3. 00003 - Store for Polllng 2011/1/26 7:26 PM 9999
‘ 4. 00004 - Store for Polling 2011/1/26 7:26 PM 9999
i Ly 00005 - Store for Polling 201171726 7:26 PM 9999
L

| 6. 00006 - Store for Polling 201171126 7:26 PM 9999 | v

ERefresh
Refreshes the information about files stored in the public folder.

HSelect All
Selects all files stored in the public folder.

EDelete

Deletes the selected file. Selecting this button displays a confirmation screen. Select
[Delete] on the screen to delete the file.

EPrint
Prints the selected file.

On-hook (Confirming Remote Machine Response Prior to Transmission)

i B

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.

* On-hook is not available in the IP Fax (SIP).
You can change the volume of the line monitor in the System Administration mode. For information on
how to change the volume, refer to "S Tools" > "Common Service Settings" > "Audio Tones" > "Line
Monitor Volume" in the Administrator Guide.

1 Pick up the telephone receiver, or select L ez earmas] *> |
[On-hook (Manual Send/Receive)]. R e e R e |

off off
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2 Select any option. 3 ook s
W‘;

) I I I
Manual Send 0

Manual Receive | ( | ( | ( | ( |

More Characters

EManual Receive/Manual Send
Use the drop-down menu to switch between [Manual Receive] and [Manual Send].

Allows you to check if connection is established before
sending a fax.

* Manual Send

Allows you to receive a fax manually, such as Facsimile
Information Services.

* Manual Receive

HEntering 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).
EMore Characters
Select this button to display a symbol screen, allowing you to use symbols to specify a
destination.
ELine 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)

Relay Broadcast (Transmitting Documents Through a Relay Station)..........c.ccocceceeninininnns 242
Remote Relay Broadcast (Performing Relay Broadcast to Remote Locations)..............c........ 245

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 2 (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.

* 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.56).

* 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.

1 Select the first recipient. B et e
(23 " ecipient - Fax * |
Note « When you specify recipients from Fax and | repemorracorsasores E—
Internet Fax for a single job (Mix o |1 showFoxo.s mai Addres
Broadcast), select the fax type for each e
recipient from the drop-down menu. | Redpients..
Darker Lighten 3 sided | [ =| originalType | | [ (g Resolution | |
B i Edif"""‘"g i T’;‘l " s‘tqd d (200 i
Select [+ Add].

Select the next recipient.
Repeat steps 2 and 3.
Press the <Start> button.

SO G A W N

Select [Yes] on the confirmation screen to start transmission.
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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:

EFax 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.

EDTMF Method

G3 fax machines that support Manual Send can perform Relay Broadcast for the
machine.

BF Code Method

This method can be used among machines that support the F Code and the Relay
Broadcast features.

Before using the Relay Broadcast Feature

Before using the Relay Broadcast feature, register the following information.
For information on how to register address numbers, refer to "5 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
"x" can be used.

DTMF Method (G3)/F Code Method

* No registration is required. The dialing format can be registered to an address
number.

For information on the setting items to be registered in relay stations, refer to the documentation
provided with relay stations.

Fax Signal Method

1 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.
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DTMF Method

The following two types are available in the DTMF method: Auto Send and Manual
Send.

HAuto Send (Transmitting without picking up the receiver)

1 Select [New Recipients] to display the keyboard on the touch screen and enter in the
following format.

Relay station @M Relay Address Address

telephone station

number D 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 relay
station

* Address number

An address number for the relay recipients registered at the relay station
The wildcard "=" can also be used.

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 "5 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.

EManual 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 e v wa) " T
[On-hook (Manual Send/Receive)]. [Beiciasii i oSt G sentnecave |
L J |
3 Select [Manual Send] from the drop-down  [Eonhes e
men.
W’wT\T\T\?TT\TTT‘fT
e e e fe] e ]
5 el ) )l i 2
___BRgnononen |
More Characters |
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4 Use the keyboard displayed on the touch screen to enter numbers in the following

format.

Relay station
telephone
number

Note

F Code Method

Address

number

Relay
station
ID

* You can specify up to 20 locations for relay recipients.

You can perform Relay Broadcast by registering the relay station’s F code and
password (if necessary) to the machine.

Note

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.

1 Select the [Fax/Internet Fax Options] tab to
display the [Fax/Internet Fax Options]

screen.

2 Select [F Codel.

3 Select [On].

@ Fax/ Inter-
~— net Fax

‘ [ =g F Code... (

‘ & Remote Folder...
off off

| J J L

ﬂ Intemet Fax Profile... |
)

TIFF-S

Jr

L

* When performing Relay Broadcast with the F Code method, you can use a password if you

Layout Fax/Internet | More Options
d Fax Options

A

272

[ ¢)Faxt Inter.
" net Fax

Layout Fax/Internet | More Options
ju Fax Options

‘ &) Remote Folder... [

‘ ‘ =g F Code...
Off.

@ Internet Fax Profile... |

TIFFS

A

272

[“IF Code [®cancel || save
) F Code
3 L J
<7 o Password
l l
\'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 Broadcast Print

Directive

Relay
Station ID

Address
Number

Address
Number

Address
Number

* Relay Broadcast

Up to 20 digits

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
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* Print Directive
Printing/not printing at the relay station
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:

mFax 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.

EDTMF Method

G3 fax machines that support Manual Send can perform Remote Relay Broadcast for
the machine.

BF 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

-
13
x

Register the following information in the address numbers of initiating stations in
advance.

For information on how to register address numbers, refer to "S 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

Station Relay 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.

For information on the setting items to be registered in a primary relay station and a secondary relay
station, refer to the documentations provided with them.

Select an address number or group dial number to which a remote relay broadcast is
registered, and press the <Start> button.

The following two types are available in the DTMF method: Auto Send and Manual
Send.

For information on how to register address numbers, refer to "5 Tools" > "Setup" > "Add Address Book
Entry" in the Administrator Guide.

For information 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.

HAuto Send (Transmitting without picking up the receiver)

1 Select [New Recipients] to display the keyboard on the touch screen and enter in the

following format.

Primary relay station @ Password Relay Address

telephone number station ID 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
The address number for the secondary relay station registered at the primary relay
station

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 "S5 Tools" > "Setup" > "Add Address Book
Entry" in the Administrator Guide.

2 Select [+ Add] to perform Multiple Relay Broadcast.
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EManual Send (Transmitting with picking up the receiver or on-hook)

1 Select the [More Options] tab to display the [More Options] screen.

|\ Fax/Inter- Layout
net Fax Adjustment

Fax/ Internet
Fax Options

Pick up the telephone receiver, or select [On-
hook (Manual Send/Receive)].

| ‘ . Store for Polling... ‘ | On-hook |
| £ (Manual Send/Receive) |

[ Remote Polling...
2l

off off

L ) )

3 Select [Manual Send] from the drop-down 3 on-hook 5 tnecut |
menu.

Manual Send | | | | I |

Manual Receive

More Characters

4 Use the keyboard displayed on the touch screen to enter numbers in the following

format.
Primary rlay | Facsimile tone | (3]} Beopl | [# ) [Password] [ Fefay | (# ) [aqurecd] (£ - Boop |
station telephone| =~ """ """ T 7T station number|
number ID
Note * You can specify up to 20 locations for relay recipients.

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  [Ciara= | wgeme | cveme [ oo N
dISp|ay the [FaX/|nternet FaX Optlons] ‘&ﬁ)Ruﬂo(eFoldgr.“ \Tf:ﬁFCode... | @InterneﬂFaxProfilem ‘
screen. \ ) [

n

2 Select [F Codel]. i k] ' v e R

[ &) Remote Folder...
off

% F Code...
off

(o B Gl |
TIFFS
J

A
L

272
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Select [On]. HIF Code [®cancel || save

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 Broadcast Print Primary Address Address
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
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

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.

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 "S 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 "5
Tools" > "Fax Service Settings" > "Fax Control" > "Block Inbound Faxes" and "Block Unknown Fax
Numbers" in the Administrator Guide.
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Switching between Auto Receive and Manual Receive

1 Press the <Machine Status> button.

Select [Fax Receiving Mode] on the e i
[Machine Information] screen. Genera nformation i coengrmenet | EP G |
(Website: [ overwrite |
Callyour local Service Representative. Software “~! Hard Disk...
Version... | Standby
Machine Serial Number 9 :‘::z::ljay ‘@. Print Mode...
Current System Software \Onine
. [ Fax Receivint |
S L
3 Select [Manual Receive] or [Auto Receive]. [ raxecevinghode [Home [ sme
| Manual Receive |
Auto Receive

EManual 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.

HAuto 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:

EWhen 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.

EWhen 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.
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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 "5 Tools" >
"Common Service Settings" > "Audio Tones" > "Line Monitor Volume" in the Administrator
Guide.

1 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.

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.

-n
Q
x
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): 0 (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

Note * For IP Fax (SIP), fax signal method and F code method are available.

* For IP Fax (SIP), in communicating via VolP gateway, the Sending to Folder with fax signal
method is not available. Only the Sending to Folder with F code method is available.
* The DTMF method is available for Remote Folder. The supported signals are numerals, "+",
and "#" only.
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 "5 Tools" > "Common Service
Settings" > "Reports" > "Folder Report" in the Administrator Guide.

For information on how to print a file stored in a folder, refer to "Printing Files in a Folder" (P.332).
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Facsimile Information Services

For information on subscriptions and advanced operating procedures, contact the
corresponding facsimile information service.

Using the Receiver

1 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.

For information on how to change the volume of the line monitor, refer to "5 Tools" > "Common
Service Settings" > "Audio Tones" > "Line Monitor Volume" in the Administrator Guide.

Select [On-hook (Manual Send/Receive)] on [t s, [ | v
the [More Opt|0ns] Screen ( ORemotePolling... | 2. storeforPolling... \1 g;\‘;m::iSend/Receive) |

off off

Select [Manual Receive] from the drop-down menu.
Specify the fax number of the facsimile information service.

-n

Q

x

* You can use the numeric keypad, address numbers, or one touch buttons to specify 4
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.

When the machine connects to the service, you will hear voice prompts. Follow the
voice prompts to enter the required numbers.

After entering the numbers, press the <Start> button.
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5 Scan

This chapter 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.

To use the Scan services, network settings are required. For information on the network settings,
refer to "9 Scanner Environment Settings" in the Administrator Guide.
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Scanning Procedure

This section describes the basic scanning procedure. The following shows the
reference section for each procedure.

Step 1 Loading DOCUMENLS .......cc.eiiiiieiieeieiieieie ettt ettt et ettt e e bes st eseessesteeneesaesnens 256
Step 2 Selecting the FEAtUIES .....c..oviiieieieieeee ettt sae e 258
Step 3 Starting the SCan JOD......cc.oociiiiiiiiiiee e 261
Step 4 Confirming the Scan Job in JOb Status .........cecvveeieiiiiieiieieeeeeeeeeee e 262

263

Step 5 Saving the Scanned Data ..........ccccoviieiiiiniiniiiieie e

Step 1 Loading Documents

The following two methods are available to load documents:

EDocument Feeder
* Single sheet
* Multiple sheets

EDocument Glass
* Single sheet
* Bound documents, such as books

Document Feeder
The document feeder supports single and multiple sheet documents with sizes from
139.7 x 139.7 mm (Standard size: A5, A5(1, 5.5 x 8.5", 5.5 x 8.5"(1) to 297 x 432 mm
(Standard size: A3, 11 x 17").
The document feeder automatically detects standard size documents. For non-
standard size documents, enter the size on the [Original Size] screen.
For information 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.312).

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 "5 Tools" > "Common
Service Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

The document feeder accepts the following number of sheets.

Weigh oo o
38 - 80 gsm 250 sheets
81-128 gsm 150 sheets
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.
For information on how to scan mixed sized documents, refer to "Mixed Size Originals (Scanning
Different Size Documents Simultaneously)" (P.313).
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1 Remove any paper clips and staples before
loading a document.

2 Adjust the document guides to match the
size of the document loaded.

Note * When loading a large size document such
as A3, lift up the document feeder tray,
and open the document stopper
rightward.

o ~
Document stopper =7
el | /\/

3 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.

* When the document is loaded in the
document feeder, the document feeder
tray lifts up. You can set the timing of the
lift. For more information, refer to "5
Tools" > "Common Service Settings" >
"Other Settings" > "Document Feeder
Tray Elevation" in the Administrator
Guide.

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.

For information 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.312).

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 "5 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.
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2 Load the document face down, and align it
against the top left corner of the document

glass.

3 Close the document cover.

Step 2 Selecting the Features

On the [Services Home] screen, you can select from six Scan services: [E-mail], [Store
to Folder], [Network Scanning], [Scan to PC], [Store to USB], and [Store & Send Link].

You can select features for each service.
Note * The features displayed on the screen depend on your machine configuration.
* 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 "9 Scanner Environment Settings" in the Administrator Guide.

BE-mail
Scans a document and sends the scanned data as an e-mail attachment after
converting the data to TIFF, JPEG, PDF, DocuWorks, or XPS (XML Paper

Specification).

EStore to Folder
Scans a document and saves the scanned data in a folder on the machine.

You need to create a folder in advance. For information on how to create a folder, refer to "5 Tools" >

"Setup" > "Create Folder" in the Administrator Guide.

ENetwork Scanning
Scans a document using a job template created on CentreWare Internet Services.

When Scan to Home is enabled and the Remote Access feature is available, the
scanned data can be transferred to a different destination according to an

authenticated user.
For information on how to create a job template, refer to the help of CentreWare Internet Services.

EScan to PC
Scans a document and sends the scanned data to a network computer via the FTP or

SMB protocol.

EStore to USB
Scans a document and saves the scanned data to a USB memory device.

EStore & 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.
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The following table shows file formats available for each Scan service.

File Format
Scan Service File Format can be
Selected When Docu- “
PDF Works XPS TIFF | JPEG
E-mail Using the control panel | 0% 07 o) ¢} ¢}
Scan to PC when scanning 02z | 03 ) o o
Store to USB 0% 03 0 o o
Store & Send Link 0% o 0 0 0
Store to Folder Using Centre.Ware 02 o' o o o
Internet Services
Using Stored File X X X o o
Manager 3
Using DocuWorks 4 X 0" X X X
Using EasyOperator X X X 0] 0]
Using Adobe Acrobat™® | 02 X X X X
Job Flow Sheet | Creating a job flow 0% 03 0 o o
Network Scanning | Creating a job template X X X @) @)
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
Note * If you do not specify a file name for the document to be saved, a file name is automatically

assigned to each file or folder based on a particular rule. For example, the file name "img-
123123456" indicates that the document was scanned at 12:34:56 on January 23.
X, Y, and Z represent October, November, and December, respectively.

The following describes how to store scanned data into a folder as an example.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Store to Folder].

Screen
Brightness

Calibration

Activity Report

Fax Receiving
Mode

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

<Clear All> button

4 Specify a folder to save the data in. St | e | oo T rimsorer: |
{32;;% (s {gg;uj % 0
|

L J

e 007 008 = i
TESTS TEST6 J TEST7 TEST8 S

U L J

v

009 + (010 011 ~ (012 DPrevie'w
TESTO TEST10 } TEST11 TEST12

J L

¢ )

[ @@ Color | [ 2Sided 1| [ (= originalType | |
I .
|Black&White || | 1Sided | (Text ™l

Advanced Layout [ Filing Options
Settings . 4
e i age Enhancement...

Lighten / Darken: Normal
Sharpness: Normal

[#) Color Space... w

5 Select each tab, and configure features as e
necessary.

off

Auto Suppression
Contrast: Normal

‘ g Shadow Suppression...

off SRGB.

The following shows the reference section for each tab.

"Store to Folder" (P.295)

"Advanced Settings" (P.304)

"Layout Adjustment" (P.309)

"E-mail Options/Filing Options" (P.317)

When you use another Scan service, [Store to Folder] is replaced with [E-mail],
[Network Scanning], [Scan to PC], [Store to USB], or [Store & Send Link].
The following shows the reference section for each service.

"E-mail" (P.267)

"Scan to PC" (P.289)

"Store to USB" (P.297)

"Store & Send Link" (P.301)

"Network Scanning" (P.287)
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Step 3 Starting the Scan Job

The following describes how to start a scan 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.

* 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. <Start> button

mif 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.

2 While documents are being scanned, select [lilswretofoiter ~ Ficovon s X ]
[Next Original]. EHE A o
Note * When using the document feeder, load ) :

- Last Original

the next document after the machine has | Pe= 2
finished scanning the first document.

( D Next Original |

* When [Next Original] is displayed on the MO e
screen shown on the right and no 200 dpi
operation is performed for a certain period L==

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].

3 Load the next document. Z
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4 Press the <Start> button.
If you have more documents, repeat steps 3
and 4.

5 When all documents have been scanned, [[istoreto

Save in: Folder 001 - TEST1

select [Last Original]. File Namet img:715164436

Pages: 2

A4 O

Black & White
200 dpi

100%

w Change
"\ 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.

<Job Status> button

Active Jobs Completed Secure Print Close
| "

2 Confirm the job status.
Note * Select [ A ] to return to the previous O — [z

minal Status Progress

screen or [ ¥ ] to move to the next screen. —

() Printer & Printfrom Folder Jobs [ [z 55/“] -
* From the drop-down menu, you can =

£ Scan, Fax, & Intemet Fax Jobs

select [Scan, Fax, & Internet Fax Jobs]

) X i [ &3 Job Flow &File Transfer Jobs

and dlsplay the deSIred JOb 02222-Copy 11x22mm:3% User Action 55/66

02222-Copy 11x22mm:3% Copying 55/66 v
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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:
Eimport using an application

Use Network Scanner Driver.
Refer to "Importing to a TWAIN Compatible Application" (P.404).

EImport using Stored File Manager 3

Use Stored File Manager 3 (Fuji Xerox application software).
Refer to "Importing Using Stored File Manager 3" (P.406).

Himport using CentreWare Internet Services

Use CentreWare Internet Services.
Refer to "Importing Using CentreWare Internet Services" (P.409).

Bimport using EasyOperator

Use EasyOperator (Fuji Xerox application software).
Refer to "Importing Using EasyOperator" (P.410).

263



5 Scan

Operations during Scanning

The following describes the operations available during scanning. The following shows

the reference section for each operation.
Stopping the Scan JOb..........cecvevvveeiennnnne.
Previewing the Scanned Images during a Scan Job

Changing Scan Settings ..........ccocevveveerennene.

Stopping the Scan Job

To cancel scanning a document, use the following procedure.

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

2 Select [Delete].

<Stop> button

— ]

| 4 |Store to Folder

Save in: Folder 001 - TEST1
File Name: img-715164436

® Delete ]

Pages: 2

A4
Black & White
200 dpi

100%

=
|4 |Store A

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2 R
=~ .
/2= [l
H EI Seeo
=] Start
Aua r—— =5 |
Black & White
200 dpi
100%

mif [Delete] does not appear on the screen:

1 Press the <Job Status> button.

<Job Status> button
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2 Select the job to cancel.

3 Select [Delete].

4 Select [Delete].

Note « If you cancel the job, the scanned data

stored in the folder will also be deleted.

Active lobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
[ (
=) All Jobs = Display Time |
File / Job Type Remote Terminal Status Progress
‘ 00004-Store to Folder Folder 001 Scanning 444 | A
‘ 02222 -Copy 11 x22mm:3% User Action 55/66‘
| 02222-Copy 11x22mm:3% Copying s5/66| v
E‘ Store to Folder File 00101 [ X ]

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2

A4
Black & White
200 dpi

100%

"a Delete

E\ Store to Folder

File00101 [ x

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2

A4 q
Black & White
200 dpi

100%

[ x Delete |

- Last Original

| ’—‘ Next Original

( ‘j Start |

Previewing the Scanned Images during a Scan Job

You can preview the scanned images while scanning the document.

Important ¢ You cannot preview the scanned images when [MRC High Compression] is set to [On] or
the [Specific Color] check box is selected on the [File Format] screen.

1 Select [Next Original].

2 Select [Preview] to display a preview screen.
The first page of the last scanned document
is displayed.

E‘ Store to Folder

File 00101 [ x

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2

A4
Black & White
200 dpi

100%

"a Delete

E\ Store to Folder

File00101 [ x

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2

A4 q
Black & White
200 dpi

100%

[ x Delete |

Last Original

( ‘j Start |

[, Change
|7 Settings..

| @ Preview...
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3 From the drop-down menu, specify the View [l eviewfor stretoFataer [Gooe |
size by selecting [Whole Page] or [Enlarge | wriersse - g
View], and set [Current Page]. — |- il
SAMPLE
4 After the confirmation, select [Close] to close the preview screen.
Changing Scan Settings
You can change scan settings while scanning the document.
1 Select [Next Original]. [T Store taFolder — =
Fhaame 715164436 .
Pages: 2 ~ LostOriginal
Q [/ Next Original
9 — D
> a4 a o
- =
2 Select [Change Settings]. r——— = Fee ]
e o
Pages: 2 Last Original
i
i i | P
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.
"Color Scanning (Selecting an Output Color)" (P.275)
"Original Type (Selecting the Document Type)" (P.277)
"Resolution (Specifying a Scanning Resolution)" (P.310)
"Image Options (Adjusting Scan Density and Image Sharpness)" (P.305)
"Original Orientation (Specifying the Orientation of the Loaded Documents)" (P.316)
"2 Sided Scanning (Scanning Both Sides of a Document)" (P.310)
"Original Size (Specifying a Scan Size)" (P.312)
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

Note

service allows you to scan a document and send the scanned data as an e-mail
attachment. The following shows the reference section for each feature.

Address Book (Specifying an E-mail Address)
New Recipient (Entering an Address).........eoererieiinieninienenieneeeeeesienieee et
Add Me (Adding the Sender’s Address) .......cueoiieeieriereeieiee sttt
Recipient(s) (Editing @ RECIPIENL).......eoueeiiririiriirieieriicieseee ettt
From (Setting the Sender’s AdAIresSs) ......oveueierieieiee ettt
Subject (Setting the SUDJECL) ......eeuiiieieieeee ettt neen
Message (Entering the E-mail Body)

Preview (Previewing the Scanned Images during a Scan Job) ........cccvverviiieiienicieieieeeee 274
Color Scanning (Selecting an Output Color) ......cc.evirierieriinieienenereeserereeie e 275
2 Sided Scanning (Scanning Both Sides of a Document) ...........c.ccocovvevienininienininicicnceee 276
Original Type (Selecting the Document TYPe) ......cc.eeeeieriiriiieeieieeet e 277
File Format (Selecting a File Format for Output Data).........c.ceceveviniiiienininieneneneeieneene 278

* You can encrypt e-mail or send it with a digital signature by S/IMIME. 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 "13 Encryption and Digital Signature Settings" >
"Configuration of E-mail Encryption/Digital Signature" in the Administrator Guide.

You can customize the layout of the features displayed on the [E-mail] screen. For more information,
refer to "5 Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

1 Select [E-mail] on the [Services Home]
screen.

2 Select a feature on the [E-mail] screen.

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]
buttons may not be displayed depending
on the settings in the System
Administration mode.

Fax/ Intemet

Fax

Language

Screen
Brightness

Calibration

Activity Report

FaxReceiving
Mode

Stored

Erogiamming| Print Mode

(@ Emall Advanced Layout E-mail Options
Settings
Recipient(s) From:

[ ”———‘ Address | ‘ mail@add.ress ‘
| IS Book...
‘Newi\ Subject...
| Recipient.. | ]
[ 8 Add Me ]
( | Message...
[ Jrrovew |
[ @@ Color | 2 Sided [ [ /@ original Type | | [¢m| File Format |

e N [ R[= R
| Black & White ) 1 sided | J [Photo & Text | |Docuworks )
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Address Book (Specifying an E-mail Address)

The following describes how to select a recipient using the Address Book.

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 must be registered in the
Address Book in advance. For information on how to set the Address Book, refer to "5 Tools" > "Setup"
>"Add Address Book Entry" in the Administrator Guide.

To verify the validity of a certificate, prior settings are required. For information on the settings, refer to
"5 Tools" > "Connectivity & Network Setup" > "Security Settings" > "Certificate Revocation Retrieval

Settings" in the Administrator Guide.

E-mail Advanced L E-mail Opti
1 Select [Address Book]. Rl =T ETET
Recipient(s) From:
| Qddrkess mail@add.ress ‘
00k...
o Subject... )
= pecipient... [
| [g} Add Me |
Message...
[[reven [ |
| @ color | [ 2Sided Hongmd'rype‘ “‘ﬂ FileFormat | |

2 Selecta recipient from the address list, and  |[B email AddressBook [ ctose
then select [To], [Cc], or [Bcc]. e & \GCH e
. . . [ & Name/E-mail Address | ——— ecipient(s)
Note * When specifying multiple recipients, [m | | Recip
1 1 To-
SpeC|fy them COntanOUSIy. ‘0101 E-muilNamemkmuiLadd‘
* To search for recipients by other 0102 Emai Name 102<malLodd | (=)
methods, select and switch to [List all @ Bec
public entries], [Search Public], or {0104 EmatName 104<malLadd | v J

[Search Network] from the drop-down
menu on the [E-mail Address Book]

\_ Scanning
| Block & White

Scanning
) |1 Sided

) [Photo & Text |

) | DocuWorks )

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 "5 Tools" > "Connectivity & Network
Setup" > "Remote Authentication/ Directory Service" > "LDAPServer/ Directory Service

Settings" in the Administration Guide.

Important « When specifying an e-mail address, check if the address contains a domain that is not
permitted for use. In this case, the address cannot be used.

EmList all public entries
Displays the local address list.

Refer to "When [List all public entries] is Selected" (P.269).

ESearch Public

Searches recipients in the local address list.

Refer to "When [Search Public] or [Search Network] is Selected" (P.269).

mSearch Network

Searches recipients in the remote address list.

Note

* This feature is supported only by the ApeosPort series.

* To display [Search Network], the prior setting is required in the System Administration mode.
Refer to "When [Search Public] or [Search Network] is Selected" (P.269).

BEName/E-mail Address
Lists names and their e-mail addresses.
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ETo
Sets the selected address as a recipient.

EmCc
Sets the selected address as Cc.

EBcc
Sets the selected address as Bcc.

EGo to

Enter an address number using the numeric keypad to display the e-mail address at
the top of the list.

m[[1]] button
Displays detailed information on the selected recipient.

EShow E-mail Address
Select this check box to display only e-mail addresses in the list.

When [List all public entries] is Selected

1 Select a recipient from a list under [Name/ [ E-mait Address Book [Faoe ]
E-mail Address]. e, |7) (@ D e
. 4 | Name / E-mail Address Recipient(s)
Note * Select [ A ] to return to the previous (6100 Emtiame to0cna odd

Too |

screen or [ ¥ ] to move to the next screen. | [ =
— ‘

Cc
\ 0102 E-mail Name 102<mail_add

| 0103 E-moilName 103<mail_add Beco> |

\ 0104 E-mail Name 104<mail_add | v

When [Search Public] or [Search Network] is Selected

1 Enter keywords to search for an address. [ Public E-mail Address Book & close

| search Public... |
-

Note * The screen as shown on the right
appears when [Search Public] is selected.

* When multiple keywords are used, the
address is searched with the AND clause. | ™" s ]

Attribute Type Keyword

= ]

For information on how to enter characters, refer to Custom Item :
"Entering Text" (P.68). Hene a S

EName

Searches with a recipient name as a keyword. Selecting the field for [Name] under
[Keyword] displays the screen for entering the keyword. Up to 32 characters are
allowed.

Example: John Smith

BE-mail Address

Searches with an e-mail address as a keyword. Selecting the field for [E-mail Address]
under [Keyword] displays the screen for entering the keyword. Up to 128 characters are
allowed.

Example: myhost@example.com
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ECustom Item

Select this option to search with a keyword item other than a recipient name and e-mail

address.

Select any option from [Custom Item] and then select the box under [Keyword] to
display a screen for entering a keyword. You can enter the keyword with up to 60

characters.
Note * You can select only one custom item.

* None

No custom item is used for the keyword search.

* Custom Item 1 (Telephone Number)

[Telephone Number] is set by default. When selected, a telephone number is used

for the keyword search.
* Custom Item 2 (Office)

[Office] is set by default. When selected, an office name is used for the keyword

search.
* Custom Item 3 (Department)

[Department] is set by default. When selected, a department name is used for the

keyword search.

For information on how to change the settings for the custom items, refer to "5 Tools" > "Connectivity
& Network Setup" > "Remote Authentication/Directory Service" in the Administrator Guide.

EKeyword

Select a keyword item, and then enter the keyword.

mSearch

The search starts. The searched results are listed on the screen.

New Recipient (Entering an Address)

You can enter e-mail addresses using the keyboard.

1 Select [New Recipient].

2 Use the keyboard displayed on the screen to
enter an e-mail address with up to 128
characters.

BTo/Cc/Bcc

(@ Emall Advanced Layout E-mail Options
Settings d

Recipient(s) From:
| f Address | [ mail@add.ress ‘
Book... J
(e | Subject... )
=2 Recpient... J [
| tg} Add Me |
Message...
Preview i ‘
( Color | 2Sided & Original Type | | [¢m| FileFormat | |
e Scanning af |0 Scanning - u - ‘J -
| Black & White ) |1 sided ) |Photo &Text | J [Docuworks )
1 Recipient List [ close
[T0:0 Cc:0 Bec:0 ]

\[ & 1
o= (€5 +add o DeleteText
() S
— )

1l2fafals|elz]le]olol Backspace

I I | | | | |

\ q w e r i y i o P [ 1

More Characters | o | )
)

Allows you to switch the recipient type (To/Cc/Bcc) from the drop-down menu.
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m+ Add
Allows you to add e-mail addresses to send e-mails to multiple recipients (Broadcast).

W[ ] button
Searches for names.

mDelete Text
Deletes all the entered e-mail addresses.

EBackspace
Moves the cursor back to delete one character.

mShift
Used for entering uppercase characters.

EMore Characters
Displays symbols. Use this button to enter symbols for the e-mail address.

Add Me (Adding the Sender’s Address)

The sender's address can be added to [To], [Cc], or [Bcc].

E-mail Ady ed L E-mail Opti
1 Select [Add Me]. EEE AT BT ST
Recipient(s) From: ‘
[ =) Address I i@add. ‘
o =
T | Subject... )
[ &‘; Add Me | —
Message... ‘
[ e L |
[ Color | 2 Sided | Original Type [ File Format |
oo - (e R
| Black & White | ) [1sided ) |Photo &Text | Docuworks )
2 Select any option. 2 rdawe Mo Joom
Cc
Bce
{ )

ETo
Adds the sender's address to To.

EmCc
Adds the sender's address to Cc.

EBcc
Adds the sender's address to Bcc.
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Recipient(s) (Editing a Recipient)

You can confirm, delete, or edit recipients using the pop-up menu displayed.

1 From the [Recipient(s)] list, select the CEERTTRNTNEEES |
recipient to be deleted, confirmed, or edited. B E 11:@ R:m - }

[ sy New A Subject

| [ ]

S5 JuEs B e

2 Select any option from the pop-up menu.

ERemove
Removes the selected recipient.

mEdit
Displays the [Edit Recipient] screen on which you can confirm or edit the recipient.
Refer to "[Edit Recipient] Screen" (P.272).

EClose Menu
Hides the pop-up menu.

[Edit Recipient] Screen
This screen allows you to confirm and change the settings of the recipient.

1 Select the item to be changed.

2 Select [Edit @ Emat ‘Advanced Tayout E-mall Options
. Settings d
ipi \i{ From:
( 1 Remove i
[ Address 'B i mail@add.ress ‘
Book... ) = S
( N | S Subject...
Ei: il —
Recipient.. | X Close Menu [
( 8 Add Me )
) Message...
Preview i ‘
( Color ] 2 Sided & Original Type | | [¢m| FileFormat | |
\_/ Scanning A | Scanning u - Tﬂ ~
| Black & White ) 1 Sided |Photo & Text | |Docuworks )

~*_Edit Recipient [Fsae |

3 Select any option.

Items Current Settings

i 1. E-mail Address mail_address100@co.jp

i 2. Name E-mail Name 100 J

BE-mail Address

To change the e-mail address, select [E-mail Address] to display the keyboard and
enter a new address.

EName
To change the recipient name, select [Name] to display the keyboard and enter a new
name.
When the recipient name is registered in the Address Book, that recipient name is
displayed.
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BS/MIME Certificate

To check whether or not any certificate is linked to the e-mail address, select [Change
Settings].

If SIMIME is enabled, and a certificate is linked to the e-mail address, you can check
the contents of the S/MIME certificate.

Note * This feature is supported only by the ApeosPort series.

For information on S/MIME communication, refer to "13 Encryption and Digital Signature Settings" >
"Configuration of E-mail Encryption/Digital Signature" in the Administrator Guide.

From (Setting the Sender’s Address)

Specify a sender's e-mail address. You can specify only one address as a sender's

address.

Note * When the Authentication feature is enabled, the e-mail address registered in user
information is automatically set as a sender's address. For more information on user
information, refer to "5 Tools" > "Accounting" > "Create/View User Accounts" in the
Administrator Guide.

* [From] may not be editable depending on the setting in the System Administration mode.
* When you send e-mail with a digital signature, the machine’s e-mail address becomes the
sender’s address.

For information on a digital signature, refer to "13 Encryption and Digital Signature Settings" >

"Configuration of E-mail Encryption/Digital Signature" in the Administrator Guide.

1 S e |e Ct F rom (@ Email Advanced Layout I E-mail Options
. Settings ji
Recipient(s) From:

[ = Address | ‘ mail@add.ress ‘
Book... )

(P — Subject...
New —_—
= Recipient... ‘ ‘
( Y Add Me —

Message...
e \ |
[ am Color [ [ 2Sided | [&) original Type | | ém| FileFormat | |
\_/ Scanning .| (0D Scanning a ’_‘ - ﬁ ~
| Black & White | ) [1sided ) | Photo & Text | Docuworks )

2 Select any option from the pop-up menu FEO VTR ST T

H Recipient(s) From:
d|$p|ayed [ @) Address | [ AddressBook...
B 5o i
(e, 4 Keyboard...
‘M Recipient...
1
P &P T !\ Close Menu
| Message... g
[Eleen \ |
(@ Color [ [ 2Sided | [@) original Type | | [¢m| FileFormat | |
\_/Scanning & EScunning - D - @ -
| Black & White | J 1 Sided  |Photo &Text | DocuWorks ]

BAddress Book

Allows you to select the sender's e-mail address from the Address Book.
For information on the Address Book, refer to "Address Book (Specifying an E-mail Address)" (P.268).

EKeyboard
Allows you to enter the sender’s e-mail address with up to 128 characters using the
displayed keyboard.

EClose Menu
Hides the pop-up menu.
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Subject (Setting the Subject)

You can specify the e-mail subject using the following procedure.

HAuto Set
Automatically sets the subject to [Scan data from XXX] (where XXX is the host name
of the machine).

BTo set a user-defined subject

1 Select [Subject].
2 Enter a subject with up to 128 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.68).

Message (Entering the E-mail Body)

You can enter the e-mail body using the following procedure.

1 Select [Message].
Enter a message with up to 512 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.68).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.

1 Select the [Preview] check box. e Ty [, == I
Recipient(s) Gioin) )
= e
p—— Subject...
B et 1
& Mesage.
esen (I

Original Type | | [¢m| File Format |
e i) R

[ @ color | 2Sided
) Scanning &/ | I Scanping

| Black & White | 1 Sided {Photo &Text || (Docuworks )

2 Preview the scanned images after the document is scanned.

Important ¢ You cannot preview the scanned images when [MRC High Compression] is set to [On] or
the [Specific Color] check box is selected on the [File Format] screen.
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Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.

Note * Only [Black & White] is selectable when [Searchable Text] is set to [Searchable] on the [File
Format] screen. To enable [Grayscale] and [Color], the High Compression Image Kit
(optional) is required. For more information, contact our Customer Support Center.

1 From the menu displayed by selecting [Color [E== [ A | oo, TErrcre .
H H Recipient(s) From:

Scanning], select any option. = [osoiiee ]

@ Auto Detect L

@ coor L ]

A Black 8 White Message..

4 Grayscole ‘ ‘

xs:::rm"g - ‘;I J;ju'::ng A\ H Original Type m ‘Tﬂ File Format \A‘

Black & White [ [1Sided | (Photo & Text | |DocuwWorks )

mAuto Detect

The color of the document is determined automatically; the machine scans in full color
when the document is colored, otherwise scans in monochrome.

Note * When you select [Auto Detect], the available features on the [Advanced Settings] screen are
the same as when you select [Color] in [Color Scanning] for color documents, or the same
as when you select [Black & White] in [Color Scanning] for monochrome documents.

EColor

Select this option to scan a color document.

mBlack & White

Scans a document in monochrome two tones. You can select the document type in
[Original Type].

Note * [Black & White] is not selectable when [MRC High Compression] is set to [On] on the [File
Format] screen.

EGrayscale

Scans a document in grayscale. Adds shades to monochrome, creating intermediate

tones that change gradually. Suited to documents containing gradations that cannot be
reproduced with monochrome (2-color tone).
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2 Sided Scanning (Scanning Both Sides of a Document)

You can scan a 1-sided or 2-sided document on one or both sides of paper.
By setting the binding style, both sides are scanned in the same orientation.

1 From the menu displayed by selecting [2
Sided Scanning], select any option.

H1 Sided

(@ Emal Advanced Layout E-mail Options
Settings d
Recipient(s) From:
‘ mail@add.ress ‘
1 H1 11 sided Subject...
| | I, 2 sided (Head to Head) [
M -
{111 2 sided (Head to Toe) KL‘
( Color | 2Sided & Original Type | | [¢m| FileFormat | |
Njm--- . =] .| |E ~

\_/ Scanning
| Black & White | (1sided L) (Photo & Text

| [Docuworks )

Select this option to scan only one side of the document.

B2 Sided (Head to Head)

Select this option when both sides of the 2-sided document are in the same orientation.

m2 Sided (Head to Toe)

Select this option when both sides of the 2-sided document are in opposite orientations.

EMore

Displays the [2 Sided Scanning] screen.
Refer to "[2 Sided Scanning] Screen" (P.276).

[2 Sided Scanning] Screen

This screen allows you to select the status and orientation of original documents.

1 Select any option.

H1 Sided

L; 2 Sided Scanning

[x Cancel N < Save

]

Originals

[ ided
‘E 1 Si
|

j o 2sided

| 1,@ Head to Head ‘
| [

ﬁl Head to Toe

Original Orientation

| 4] Upright Images |
[ Verignt Imag

oy

Select this option to scan only one side of the document.

B2 Sided

Select this option to scan both sides of the document.

EOriginals

This option is displayed when [2 Sided] is selected.

* Head to Head

Select this option when both sides of the 2-sided document are in the same

orientation.

* Head to Toe

Select this option when both sides of the 2-sided document are in opposite

orientations.
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mOriginal Orientation
Specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

Load the document in the [Sideways Images] orientation when [File Format] is set to
[TIFF/JPEG Auto Select], [TIFF], or [JPEG]. The document is displayed in the [Upright
Images] orientation when viewed on your computer screen.

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 the document feeder. Always select [Sideways Images] when
the top of the document is placed facing the left side (horizontal text).

Original Type (Selecting the Document Type)

When you select [Black & White] in [Color Scanning], select the document type.

1 From the menu displayed by selecting FEO VTR TR T
.. . Recipient(s) From:
[Original Type], select any option. B [rosores ]
( = New | Subject... ‘
‘ﬁ [ Photo & Text ‘ ‘
E _— Message...

[ preven L]
‘egionr"ing \A‘ ‘;I J;eSuI::qg A: H Original Type - ‘Tﬂ File Format \A‘
| Black & White | ) [1Sided | |Photo & Text ) |Docuworks )

EPhoto & Text
Select this option when scanning a document that contains both text and photos. The
machine automatically identifies text and photo areas to scan each area with optimum
quality.

EText
Select this option when scanning text clearly.

HPhoto
Select this option when scanning photos.
Note * [Photo] is not selectable when [Searchable Text] is set to [Searchable] on the [File Format]

screen.
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File Format (Selecting a File Format for Output Data)

1 From the menu displayed by selecting [File [EF [ e

You can select a file format for scanned data.
Note * If the High Compression Image Kit (optional) is installed, the machine can save PDF,
DocuWorks, and XPS files with high compression.

* If the High Compression Image Kit (optional) is installed, scanned data containing a small
number of colors can be compressed with the Specific Color feature. For more information,

refer to "Specific Color" (P.280).

Advanced Layout I E-mail Options

—
. Recipient(s) T TIFF / JPEG Auto Select
Format], select any option. = | =
Address | TiFE
Book... J
= )
5 pecpient.. —
g | pOF
| [g} Add Me | —
| DocuWorks
(e =
= = | More..
[ @ col | 2Sided Original I File Format
O sring o [[Dscming (o] (B 0702 | (1= R
| Black & White ) 1 Sided ) |Photo &Text || (Docuworks |

ETIFF/JPEG Auto Select

Automatically selects JPEG or TIFF. The file format is determined for each page:
[JPEG] for full-color and grayscale pages, and [TIFF] for monochrome pages.

BTIFF
Saves scanned data in TIFF format.

BJPEG

Saves scanned data in JPEG format. This option is selectable when either [Color] or
[Grayscale] is selected in [Color Scanning].

EPDF

Saves scanned data in PDF format.
Note « The version of PDF files is Adobe®Acrobat® 4.0 (PDF 1.3).

EDocuWorks
Saves scanned data in DocuWorks format.
Note * To browse or print DocuWorks files on a computer, one of the following software is required:

* DocuWorks 4.0 or later
* DocuWorks Viewer Light 4.0 or later
* DocuWorks Viewer Light for Web 4.0 or later

EMore

Displays the [File Format] screen.
Refer to "[File Format] Screen" (P.279).
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[File Format] Screen
This screen allows you to select all available options for File Format.

1 Select any option. = Fie Format e Joome
( 1
TIFF / JPEG PDF 5,/ Compression | [ ] PDF Security.. |
% Auto Select ﬁ l &% Method... ﬂ
| / | Auto off
) TIFF =) DocuWorks (
: - | MRC High
f | | (@ g
IPEG XPS > Compression...
o Scarchable
Specific Single File for Im Teé“i" Optimize For
eci
‘ Chior ’Qy Each Page e Quick Web View

ETIFF/JPEG Auto Select

Automatically selects JPEG or TIFF. The file format is determined for each page:
[JPEG] for full-color and grayscale pages, and [TIFF] for monochrome pages.

BTIFF
Saves scanned data in TIFF format.

BJPEG

Saves scanned data in JPEG format. This option is selectable when either [Color] or
[Grayscale] is selected in [Color Scanning].

EPDF

Saves scanned data in PDF format.
Note « The version of PDF files is Adobe®Acrobat® 4.0 (PDF 1.3).

EBDocuWorks

Saves scanned data in DocuWorks format.

Note * To browse or print DocuWorks files on a computer, one of the following software is required:
* DocuWorks 4.0 or later
* DocuWorks Viewer Light 4.0 or later
* DocuWorks Viewer Light for Web 4.0 or later

mXPS
Saves scanned data in XPS format.

ECompression Method
Allows you to select a compression method for scanned image data.

Note * When you select [Auto], the following compression methods will be used:
* When [Original Type] is set to [Photo & Text] or [Text] for black-and-white images: MMR
* When [Original Type] is set to [Photo] for black-and-white images: MH
* For grayscale and color images: JPEG

* When you select [TIFF], [DocuWorks], or [XPS] and then select [Manual Select] in
[Compression Method] under [File Format], you can select a compression method from [MH]
and [MMR] under [Black & White Pages].

« If you select [PDF] and then select [Manual Select] in [Compression Method] under [File
Format], you can select a compression method from [MH], [MMR], [JBIG2 Arithmetic
Encoded], and [JBIG2 Huffman Encoded] under [Black & White Pages], and one from
[JPEG] and [Flate] under [Grayscale/Color Pages]. Selecting [Flate] saves the image data
with higher compression than [JPEG].

* You cannot retrieve grayscale or color images in uncompressed (Raw) format.
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EMRC High Compression
Allows you to save PDF, DocuWorks, and XPS files with high compression.

Important ¢ If you use the E-mail or Scan to PC service to scan a document with [MRC High
Compression] enabled, the image quality of the scanned data may differ from when you use
CentreWare Internet Services to retrieve the scanned data from a folder with [MRC High
Compression] enabled.
* DocuWorks 5.0.x and earlier versions (including trial version) do not support high-
compressed DocuWorks files.
Note * To browse or print DocuWorks files on a computer, one of the following software is required:
* DocuWorks 6.0 or later
* DocuWorks Viewer Light 5.1 or later
* DocuWorks Viewer Light for Web 5.1 or later

* This feature is available when [Color Scanning] is set to [Auto Detect], [Color], or
[Grayscale], when [Resolution] is set to [200 dpi] or [300 dpi], and when [File Format] is set
to [PDF], [DocuWorks], or [XPS].

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

mSearchable Text

Allows you to select whether to perform character recognition in PDF and DocuWorks
files.

When [Searchable Text] is set to [Searchable], the following settings are available
Refer to "[File Format - Searchable Text] Screen" (P.282).

Setting Item

When [MRC High
Compression] is Set
to [No]

When [MRC High
Compression] is Set
to [On]

E-mail/Scan to

Color Scanning

Black & White™,

Auto Detect, Color,

Folder/Network Auto Detect, Color, Grayscale
Scanning/ Grayscale
Scan to PC/ —
Store & Send Link/ Original Type | Photo & Text, Text
Store to USB File Format PDF, DocuWorks
Advanced Settings | Color Spalce*2 sRGB
Layout Adjustment | Resolution 200 dpi, 300 dpi
Reduce/ 100%
Enlarge Note * [Auto %] is not supported.

*1 Only [Black & White] is available for some models. An optional component is required to select options other than
[Black & White]. For more information, contact our Customer Support Center.

*2 [Color Space] may not appear for some models, or may not appear on the screen depending on the setting in the
System Administration mode. For more information, refer to "5 Tools" > "Scan Service Settings" > "Other Settings"
> "Color Space" in the Administrator Guide, and "Color Space (Specifying the Color Space)" (P.307).

mSpecific Color
Allows you to scan documents containing a small number of colors and save the

scanned data with compression. Selecting this check box enables the file size to be
smaller than selecting [MRC High Compression].

Note * This feature is available when [Color Scanning] is set to [Color], when [Resolution] is set to
[200 dpi] or [300 dpi], and when [File Format] is set to [PDF] or [DocuWorks].

* To browse or print DocuWorks files on a computer, one of the following software is required:
* DocuWorks 6.0 or later
* DocuWorks Viewer Light 5.1 or later
* DocuWorks Viewer Light for Web 5.1 or later
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* This feature is not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

EAdd Thumbnail

Allows you to attach thumbnails to DocuWorks and XPS files when [DocuWorks] or
[XPS] is selected. A thumbnail is a reduced, small file size image that helps you check
the file contents.

mSingle File for Each Page
Saves each page as a single file in the specified format.

Note * When you use the Store to Folder, Job Flow Sheets, or Network Scanning service, files
cannot be split.

EPDF Security
Displays the [File Format - PDF Security] screen.

Allows you to configure security on the data saved as a PDF file to prevent
unauthorized access.

Refer to "[File Format - PDF Security] Screen" (P.283).

EPDF Signature
Displays the [File Format - PDF Signature] screen.

A visible signature added to a file enables to detect alterations in the file, or to prevent
impersonation of the sender.

To verify the signature with Adobe Acrobat, select [Digital Signatures] under
[Preferences] on Acrobat, and then select the following option for [When Verifying].
- Acrobat 6.0.x : Windows Digital Certificate Security

- Acrobat 7.0.x : Adobe Default Security
- Acrobat 8.0.x : Adobe Default Security

* Off
No visible signature is added.
* On
Adds a visible signature using the certificate of the machine.

* Signature Location

Select the position where the signature is displayed when you select [On] in [PDF
Signature].

When you select [Invisible Signature], an invisible signature is added using the
certificate of the machine.

Note * The certificate of the machine is used for PDF digital signature. A user certificate cannot be
used for the digital signature.

« This feature is supported only by the ApeosPort series.

BOptimize For Quick Web View
Optimizes the PDF file so that it is displayed faster on a web browser.

EDocuWorks Security
Displays [File Format - DocuWorks Security] screen.

Allows you to configure security on the data saved as a DocuWorks file to prevent
unauthorized access.
Refer to "[File Format - DocuWorks Security] Screen" (P.285).
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EDocuWorks Signature
Displays the [File Format - DocuWorks Signature] screen.
A visible signature added to a file enables to detect alterations in the file, or prevent
impersonation of the sender.
* Off
No visible signature is added.
* On
Adds a visible signature using the certificate of the machine.

* Signature Location

Select the position where the signature is displayed when you select [On] in
[DocuWorks Signature].

Note * The certificate of the machine is used for DocuWorks digital signature. A user certificate
cannot be used for the digital signature.
* This feature is supported only by the ApeosPort series.

mXPS Signature
Displays the [File Format - XPS Signature] screen.

A visible signature added to a file enables to detect alterations in the file, or prevent
impersonation of the sender.

* Off
No visible signature is added.
* On
Adds a visible signature using the certificate of the machine.

Note * This feature is supported only by the ApeosPort series.

[File Format - Searchable Text] Screen
Allows you to select whether to perform character recognition in PDF and DocuWorks
files.

[x Cancel N < Save

1 Select any option. L Fia Pt Semmchatia Tox

§¢ meseonty || (£ gt

English
. Searchable

@ Text
Compression...

Enabled
(Flate Compression)

ELanguage of the Original
Allows you to select a language to identify the text on the original document.

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

EText Compression

Allows you to select whether to compress the text areas of the document when using
the Searchable Text feature.
Important ¢ Note the following when [Searchable Text] is set to [Searchable].
* When the text on the document is small (10 points or smaller), scan the document with
high resolution (300 dpi).
* Color scanning is recommended when the document has outlined white text, or when it
has text placed on a dark background.
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« If you use the E-mail or Scan to PC service to scan a document with both [MRC High
Compression] and [Searchable Text] enabled, the recognition rate of the scanned data
may differ from that of the data retrieved from a folder with both [MRC High Compression]
and [Searchable Text] enabled, using CentreWare Internet Services.

¢ In the following cases, the Searchable Text feature may not function properly.

« If the document is not loaded correctly and thus the text is slanted, or if the text on the
document is in different orientations

« If the text on the document is decorated (italic, hatching, strike-through, etc.)
« If the document has background patterns or noise
« If the text on the document is handwritten

Note * This feature is not available for some models. An optional component is required. For more
information, contact our Customer Support Center.
[File Format - PDF Security] Screen

This screen allows you to encrypt a PDF file with a password, and assign the access
privileges for the file operation.

1 Select any option. = Fte Format - POF Securty e

Encryption Algorithm  Supported Version

off | [ 128-bit Rea , File Open
| ‘ Acrobat 5.0 or later | | 5 D¢ TREY
| Sl il

(Not Set)
Password J

128-bit AES
J

Permissions... |

No Restrictions.

mOff
The file is not encrypted, and no access privilege is assigned.

EPassword
Encrypts the file using a password.

EEncryption Algorithm
Allows you to specify the encryption method.
¢ 128-bit RC4

Encrypts the file by the 128-bit RC4 method. Files encrypted by this method can be
opened with Adobe® Acrobat® 5.0 or later.

Important « When the 128-bit RC4 method is used to encrypt a file, and [PDF Signature] is selected, files
can be opened only with Adobe® Acrobat® 6.0 or later.

* 128-bit AES

Encrypts the file by the 128-bit AES method. Files encrypted by this method can be
opened with Adobe® Acrobat® 7.0 or later.

ESupported Version
Displays the supported versions of Adobe® Acrobat® for encryption.

HFile Open Password
Displays the [PDF Security - File Open Password] screen.
If you select [On] and set a password, the password is required to open the file.
You can enter a password with up to 32 characters.

EPermissions

Displays the [PDF Security - Permissions] screen.
Refer to "[PDF Security - Permissions] Screen" (P.284).
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[PDF Security - Permissions] Screen

This screen allows you to assign access privileges to a file.

1 Select [Permissions].

2 Select [Security Password].

Select [On].

Select any option.

mSecurity Password

2, File Format - PDF Security

[ﬂfsave

l

| off | | 128bitRca
L | \

Password J 128-bit AES

Encryption Algorithm  Supported Version

Acrobat 5.0 or later

[ = File Open
2 Password...
(Not Set)

Permissions...
No Restrictions.

{

PDF Security - Permissions

[x Cancel

] H<//Save

]

Items.

Current Settings

1. Security Possword

2. Printing

Not Allowed

Not Allowed

4. Allow Contents Copying and Extraction

Not Allowed

‘ 3. Changes Allowed

5. Text Editing by Screen Reader

Allowed

Enter the security password, and select [Save].

Likewise, re-enter the security password, and select [Save].

Displays the [PDF Security - Security Password] screen.

[Security Password] allows to assign access privileges to files. The password is
required to change the access privileges or to perform unauthorized operations.

You can enter a password with up to 32 characters.

HPrinting

Displays the [Permissions - Printing] screen.

Specify whether to allow printing the file. If allowed, select the print resolution.

EChanges Allowed

Displays the [Permissions - Changes Allowed] screen.

Specify whether to allow changing the file contents, such as inserting pages or adding

notes.

mAllow Contents Copying and Extraction

Displays the [Allow Contents Copying and Extraction] screen.
Specify whether to allow copying the file contents, such as text and images.

B Text Editing by Screen Reader

Displays the [Text Editing by Screen Reader] screen.

Select [Allowed] to use application software, such as a screen reader, that reads out
PDF documents for the visually handicapped.
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[File Format - DocuWorks Security] Screen

This screen allows you to encrypt a DocuWorks file with a password, and assign the
access privileges for the file operation.

1 Select a ny opt'on . 2. File Format - DocuWorks Security <7 Close
Encryption Algorithm  Restricted Operations
off | ‘ 56.bit DES ‘ No File L:é Open Password... |
) Editing (NotSet)
Password No Annotation
(V4 Compatible) Editing L )
Full Access |
Password No Printing =)
i > Password...
| (V4 Incompatible) | (NotseD
Digital Certificate No Copying
| (V4 Incompatible)

mOff

The file is not encrypted, and no access privilege is assigned.

mPassword (V4 Compatible)

Encrypts the file by the 56 bit DES method using a password. Files encrypted by this
method can be opened with DocuWorks Ver. 4.0 or later.
Select [Open Password] to set a password.

EPassword (V4 Incompatible)

Encrypts the file by the 128 bit AES method using a password. Files encrypted by this
method can be opened with DocuWorks Ver. 5.0 or later.
Select [Open Password] to set a password.

EDigital Certificate (V4 Incompatible)

Encrypts the file by the 128 bit AES method using a certificate. Files encrypted by this
method can be opened with DocuWorks Ver. 5.0 or later.
Select [Certificate] to set a certificate.

Important ¢ If you encrypt a file using a certificate without Basic Constraints, you cannot use DocuWorks
Ver. 5.0.1 and Ver. 6.0.1 to open the file. To use such certificates, use DocuWorks Ver.
5.0.2, or Ver. 6.0.2 or later.

Note * This feature is supported only by the ApeosPort series.

* When you select [Full Access Password] or [Open Password] in [Digital Certificate (V4
Incompatible)], the same certificate name may be redundantly displayed in [Security
Settings] of a DocuWorks document to be generated, in the following conditions. However,
this does not affect the operation.

* When you created a job flow on the machine, the same certificate was selected
redundantly.

* The certificate data was obtained from an LDAP server, and the same certificate was
selected redundantly.

EEncryption Algorithm
Displays the encryption methods.

BRestricted Operations
Select file operations to assign access privileges. When assigning access privileges,
set [Full Access Password].

EOpen Password
Displays the [DocuWorks Security - Open Password] screen.

If you select [On] and set a password, the file is encrypted. To open the file, the
password is required. The access privileges set in [Restricted Operations] are
assigned.

You can enter a password with up to 32 characters.
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EFull Access Password
Displays the [DocuWorks - Full Access Password] screen.
If a password is set, the password is required to change the access privileges set in

[Restricted Operations].
You can enter a password with up to 32 characters.

HCertificate
Displays the [DocuWorks Security - Certificate] screen.

Note * This feature is supported only by the ApeosPort series.

Refer to "[DocuWorks Security - Certificate] Screen" (P.286).
[DocuWorks Security - Certificate] Screen
This screen allows you to specify parties to whom the encrypted file is disclosed, and
addresses to which privileges are assigned.
Note * You can specify up to 50 parties to whom the encrypted file is disclosed, on the [DocuWorks
Security - Certificate] screen.

* This feature is supported only by the ApeosPort series.

EmList all public entries
Displays the local address list.

ESearch Public
Searches recipients in the local address list.

ESearch Network
Searches recipients in the remote address list.
* To display [Search Network], prior settings are required in the System Administration mode.

Note
W [[1]] button
Displays the [Certificate Details] screen.
Certificate information, such as issuer, expiration date, and persons to whom the
certificate is issued, is displayed.
EName/E-mail Address/DN
Lists names and their e-mail addresses.

EAdd
Select this button to add the certificate as one of the certificates of persons who are

allowed to open the file.

B Grant full access to this file
Configure certificates of persons who are allowed to change access privileges

including editing or operating the file (full access).
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Network Scanning

This section describes the procedure to select features on the [Network Scanning]
screen. On the [Network Scanning] screen, you can scan documents after specifying a
file (job template) saving scanning conditions, information on the forwarding destination
server, and others.

This feature creates job templates on a computer using CentreWare Internet Services.
Scanned data is converted to the format specified in a job template, and is
automatically sent to a server. The machine allows you to automatically retrieve job
templates stored in a server. The following describes features available on the
[Network Scanning] tab.

Note « If characters not supported by the machine are used in names or descriptions of job
templates, the characters will not be displayed or will be garbled on the screen. For
information on characters available for use, refer to "16 Appendix" > "Notes and
Restrictions" > "Notes and Restrictions on the Use of the Machine" in the Administrator
Guide.

* This service is supported only by the ApeosPort series.
When Scan to Home is enabled, and when the Remote Access feature is available, the

scanned document can be transferred to a different destination according to an
authenticated user.

Important « When using the Scan to Home feature in computer environment earlier than Windows® 98/
NT, a destination user name in the earlier format (domain name\user name) will not be
determined automatically.

Before scanning, change the user name with which you can log in correctly.

Note * You can configure the Scan to Home feature from CentreWare Internet Services.

For information on how to use CentreWare Internet Services, refer to the help of CentreWare Internet
Services.

Select [Network Scanning] on the [Services — c— E— R
Home] screen. | eovorscami | N =

Media Print
-Text

Job Flow Sheets

Activity Report
Fax Receiving

Web Applications
e — Print Mode

Select a job template, and then select a o, T el it N
feature on the [Network Scanning] screen. 001 Name1 : oo
002 @Name2 7 @‘
"003 Name3 !TJ .I;:srxil::iin
004 Names "% |
| 005 @Names b
@ Color RiEE=R [§ OomalType]|_| (] FleFomat 1 |
Ll;;lckicwf:‘ill"eg = usadesémmng = ) e =]

EJob Template
Select a job template for the scan job.

* DEFAULT - This is the default job template. This template is used as a base template
when a new template is created on CentreWare Internet Services. This template
cannot be deleted. It can be edited and returned to the factory-default template only
by the system administrator.

* @S2HOME - This is the template for the Scan to Home feature. Selecting this
template verifies a user and sends scanned data to the folder prespecified for the
user.
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* The job template "@S2HOME" is displayed only when the remote authentication is enabled,

Note
and also [Enabled] is selected in [Status] under [Properties] > [Services] > [Scan to Home]

on CentreWare Internet Services.
* The job template name "@S2HOME" can be changed by the system administrator from

CentreWare Internet Services.
For information on how to use CentreWare Internet Services, refer to the help of CentreWare Internet

Services.
EGo to
Use the numeric keypad to enter a 3-digit job template number. The job template then
appears at the top of the list.

ETemplate Description
Displays the [Template Description] screen on which you can view the description of

the job template. This button is displayed only when the description has been added to
a job template.
EUpdate Templates
Refreshes the information. If a created job template has not been displayed, selecting

[Refresh] will display the job template.

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.274)

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.275).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.

By setting the binding style, both sides are scanned in the same orientation.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.276).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.277).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.278)
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Scan to PC

This section describes the procedure to select features on the [Scan to PC] screen. The
Scan to PC service allows you to scan documents and send the scanned data to a
network computer via the FTP or SMB protocol. The following describes features
available on the [Scan to PC] tab. The following shows the reference section for each

feature.
Transfer Protocol (Selecting a Transfer Protocol) .........cceoveeireriiiciicniniciieninnceeeseeee 289
Address Book (Specifying a Destination PC Using the Address Book)..........cccccecuvuenicnennne. 290
Browse (Specifying a Destination PC by Browsing Your Network).........ccocceovvinieveninnnen. 291
Specifying a Destination (Specifying a Destination PC Using the Screen Keyboard)............ 292
Note » Before scanning, you must create a shared folder on your computer to save scanned data

in. Furthermore, if you use the FTP protocol, you must set the FTP service. For information
on the computer settings, refer to the documentation provided with your operating system.
For information on supported operating systems, refer to "16 Appendix" > "Specifications" in
the Administrator Guide.

You can customize the layout of the features displayed on the [Scan to PC] screen. For more
information, refer to "5 Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

1 Select [Scan to PC] on the [Services Home]
screen. e B

Brightness

Setup

Calibration
Simple Copy Simple Fax Scan to PC

| StoretoFolder || Send from Folder m:::::,‘;\,"g

2 Select a feature on the [Scan to PC] screen. [~ [ Sat | s

, , [T sarver ‘\
Note * Fields displayed on the screen vary e ‘i
. " Shared N
depending on the protocol you have ([ ek | V
\ / Savein
selected. (goome | ‘
\ | User Name I

D Preview Password ‘[

[ g color | [ 2Sided | [ =) original Type | | [4m| File Format |
O || (M || [E NI .
| Black & White ) |1 Sided L (Text | \TIFF/JPEGAuto... | |

Transfer Protocol (Selecting a Transfer Protocol)

You can select a transfer protocol using the following procedure.

1 Select [Transfer Protocol]. e [ e | e oo [
[, Transfer “Semr V ”

Protocol...
|smB

) Shared Name | ]

\m Address Book... | ‘[ ”
—
g Browse...

[ Jevien Pasvord | J
[ am Color | 2 Sided | ['=| original Type | | [4m| File Format |

o . N[ R
|Black&White | | | 1Sided L) (Text | \TIFF/JPEGAuto... | |

P )
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2 Select any option. T et P Mome Joome

Changing the protocol will delete the specified

storage location in which the scanned files will
et

I

SMB

| (UNCFormat) |

mFTP
Transfers using the FTP protocol.

ESMB

Transfers using the SMB protocol.

ESMB (UNC Format)
Transfers using the SMB protocol (UNC Format).

UNC stands for Universal Naming Convention and its format is as follows:
\\host name\shared name\directory name

Address Book (Specifying a Destination PC Using the Address Book)

You can specify the server name, the name of the user who can decrypt an encrypted
file, and other information from the Address Book.

For information on how to set the Address Book, refer to "5 Tools" > "Setup" > "Add Address Book
Entry" in the Administrator Guide.

1 Select [Address Book]. ] T 1 I

[ Transfer | ‘ ”
L
~ Protocol... Server L
| SMB. )
~—————— SharedName ‘\

=) AddressBook... |
swen |
_Q Browse... | User Name ‘\ ”

[ preview e [ ]

Color ] 2Sided = Original Type | | [gm) FileFormat | |
e Scanning Al |0 Scanning - H - ﬂ -
Black & White J |1 Sided ) | Text | |TIFF/JPEGAuto... | |

2 Select the destination to store the data in. [ server Address Book [ close

0001 Svr Address Name1  FTP

Savein

Add> | ‘ ‘
0002 Svr AddressName2  SMB ‘ Address

User Name:
0003 Svr AddressName3  FTP Protocol: SMB.
J Savein:

0004 Svr AddressName4  SMB

0005 Svr AddressName5  FTP I

3 Select [Add].

Important ¢ You can only use destinations configured for SMB or FTP.

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

EName, Protocol

Lists recipient names and protocols.

mAdd

Adds a selected recipient to the [Save in] box.
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ESave in
Displays a selected recipient.

EmGo to

Enter a recipient number using the numeric keypad to display the recipient at the top

of the list.

m[[1]] button

Allows you to confirm information, such as [Name] and [Server Name/IP Address], on

the screen displayed.

Browse (Specifying a Destination PC by Browsing Your Network)

This feature displays a hierarchy consisting of server names and folders. You can
specify a save destination by tracing the hierarchy.

St Advanced Layout Filing Options
Settings

1 Select [Browse].

2 Select the destination to save the data in.
Select [Previous] or [Next] to move to
another level.

Important ¢ You can specify recipients for SMB only.

ESave in
Shows the current location in the hierarchy.

BAdd to Address Book
Displays the [Add to Address Book] screen.
Refer to "[Add to Address Book] Screen" (P.292).
EPrevious

Allows you to move to the upper directory.

[ Transfer

i | server
Protocol...

SMB

)
Shared Name

| AddressBook... |

/. Savein

l
| User Name

Password

( Color g [ | 7| 25ided ] \% Original Type
Scanning | & scanning - -
| Black & White | J 1 ided ) (Text

| [TIFF/sPEG AutO... | |

‘t% FileFormat | |

= Browse [x Cancel ][ < Save ]

(
Savein | W3

Add to Address |
Book..

0
1
2
B
4

v

% Previous |
‘ F et

Note * This button is grayed out if there is no upper directory.

ENext

Allows you to move to the lower directory.

Note ¢ This button is available when a folder is selected.
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[Add to Address Book] Screen

This screen allows you to register the save destination specified in [Browse], in the
Address Book.

1 Select [Add to Address Book]. R o Rl s o Wecaes JTome )

Edit...

Address: 0001 |

Name: (Not Set)

Server Name: 3 172
Shared Name: 4 v

Savein:

2 Select [Save].

HAddress
To change the address number, select [Edit] and then the desired number.

EName

To change the recipient name, enter a new name with the keyboard displayed by
selecting [Name].

Note * The recipient name may not be displayed depending on the settings.

Specifying a Destination (Specifying a Destination PC Using the Screen
Keyboard)

Enter information in the fields provided for the selected protocol, to specify a forwarding

destination.
1 Select the item to be set. i | At T o [ [
‘;n: Transfer | S I
Note * You can also select [Address Book] to ) " “ ‘;
enter information. ) Aadssook.. | s Nome ‘f }‘
* Fields displayed on the screen vary B | e ‘\ l;
. L I§
depending on the selected protocol. [ rever i ‘l )
PColor_ A‘ i 25Sided m E\ onginolType‘A \@FileFormm \A‘
Bla;k%:wlz‘ill"eg ) 1Sidesdm"m"g ;T;(l | \TIFF/PEGAuto... | |
2 Enter information using the keyboard & server [Beand [ seve
displayed on the screen. ‘, prE
For information on how to enter characters, refer to e e e s s o oo o]
"Entering Text" (P.68). * Jafofe e e Lo el fo el e]s]
Note * To delete characters, select [Backspace]. | L‘%‘i‘%‘i"‘;“i“i‘L“;“i‘i
Shift ¢ s X o v b n m - “ 1 Shift
ore Charaters T (e »
EServer

This option is displayed when you select [FTP] or [SMB] in [Transfer Protocol]. Enter a
server name or IP address. When the save location is in the DFS namespace on
Windows, enter a domain name or server name. Up to 64 characters are allowed.

The following are examples:
* For [FTP]:

Server name: myhost.example.com
(myhost: host name, example.com: domain name)

IP address: 192.168.1.100
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* For [SMB]:
Server name: myhost
IP address: 192.168.1.100

EShared Name

This option is displayed when you select [SMB] in [Transfer Protocol]. Enter a shared
name. When the save location is in the DFS namespace on Windows, enter a root
name. Up to 64 characters are allowed.

ESave in

This option is displayed when you select [FTP] or [SMB] in [Transfer Protocol]. Enter a
directory path. When the save location is in the DFS namespace on Windows, enter a
folder name. Up to 128 characters are allowed.

Note * The folder name is the same as the link name for Windows Server 2003.
* For [FTP]:

Example: mydoc/Scan
* For [SMB]:

Example: mydoc\Scan

ESave in
This option is displayed when you select [SMB (UNC Format)] in [Transfer Protocol].

Enter the following directory path: "\Host Name\Shared Name\Directory Name". When
the save location is in the DFS namespace on Windows, enter "\Domain Name\Root
Name\Folder Name" or "\Server Name\Root Name\Folder Name". Up to 260
characters are allowed.

mUser Name

Enter the user name of the computer you are forwarding to. When a user name is not
required for the destination, this field can be skipped.

When you select [FTP] in [Transfer Protocol], up to 97 characters are allowed.
When you select [SMB] in [Transfer Protocol], use one of the following formats:
* For Active Directory:

User name@Domain name (user name: up to 32 characters, domain name: up to 64
characters)

Example: fuji@example.com (fuji: user name, example.com: domain name)
* For Windows NT Domain:

Domain name\User name (domain name: up to 64 characters, user name: up to 32
characters)

Example: example\fuji (example: domain name, fuji: user name)
* For workgroups:

Local user (up to 32 characters)

Example: Fuji-Taro

EPassword
Enter the password for the user name. Up to 32 characters are allowed.
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Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.274).

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.275).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.
By setting the binding style, both sides are scanned in the same orientation.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.276).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.277).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.278)
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Store to Folder

This section describes the procedure to select features on the [Store to Folder] screen.
You can scan documents and save the scanned data in a folder of the machine.

The following describes features available on the [Store to Folder] tab.

Note * When [Store to Folder] is selected, [File Format] is disabled.

* When you use CentreWare Internet Services to retrieve a file from a folder, you can set
[Searchable Text] if all scanned images of the file in the folder are set as follows:

* Image Size: 15 x 15 mm to 309 x 432 mm
¢ Original Type: Photo & Text, Text

* Color Space: sRGB

* Resolution: 200dpi, 300dpi

* Reduce/Enlarge: 100%

You need to create a folder in advance. For more information on how to create a folder, refer to "5
Tools" > "Setup" > "Create Folder" in the Administrator Guide.

You can customize the layout of the features displayed on the [Store to Folder] screen. For more
information, refer to "5 Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

1 Select [Store to Folder] on the [Services =
Home] screen. | " S

Brightness

Calibration
Scan to PC

Activity Report
Bt Fax Receiving
Mode

Stored
Programming

Print Mode

2 Select a feature on the [Store to Folder] P (e e T
screen. | ng;ﬂ\;j ‘E Lg@a‘ @; oo 507
Note « If a passcode is set for the folder, the T ([ T D

005 006} il 1007 il (0 05)

TESTS | TEST6 | TESTZ TEST8
passcode entry screen may appear. Enter || i it )i

the passcode and select [Confirm]. If you o CTl— 1 e v [Frrovew
have forgotten the passcode, set the \ ) JL it )
folder passcode in the System [@coor T | 2sied | (1 originalType |
Administration mode again' \Blﬂck&whlleg ) 1 Sided 2 | J [Photo & Text

)
J
)
J

HFolder

Select a folder to save the scanned data in.

Note « Select [ A ] to return to the previous screen or [ ¥ ] to move to the next screen.
EGo to

Use the numeric keypad to enter a 3-digit folder number. The folder then appears at
the top of the list.

mFile List

Select a folder and then select this button to display the [File List] screen. You can
confirm or delete files stored in the folder.
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Color Scanning (Selecting an Output Color)

You can specify the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.275).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.
By setting the binding style, both sides are scanned in the same orientation.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.276)

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.277).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.274).
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Store to USB

This section describes the procedure to select features on the [Store to USB] screen.
The Store to USB service allows you to scan documents and save the scanned data to
a USB memory device. The following describes features available on the [Store to

USB] tab.
Save in (Specifying a Storage Location in the USB Memory Device).......cccccevueveervrieieennee. 298
Details (Displaying the Details of a Storage Location in the USB Memory Device).............. 299
Preview (Previewing the Scanned Images during a Scan Job) .........cccevevirivienininicnicncnne 299
Color Scanning (Selecting an Output Color) ....299
2 Sided Scanning (Scanning Both Sides of a Document) ...........c.ccocoovevienininienininicicnceee 300
Original Type (Selecting the Document TyPe) ......c..cceeeeriiriireriiiiiienteeeiesc e 300
File Format (Selecting a File Format for Output Data)..........cccccevereieieiienininieneceeeeieee e 300

Important ¢ Before removing the USB memory device, make sure that the screen indicating that data is
being transferred is not displayed. If you remove the USB memory device while the data is
being stored, the data in the device may be damaged. You can also view the [Job Status]
screen to confirm if the data has been stored to the USB memory device.

Note * An optional component is required to use this service. For more information, contact our
Customer Support Center.
* A USB memory device encrypted with software is not supported.
* Use the following USB memory devices:
* A formatted USB memory device

* A USB 2.0 compliant memory device (USB 1.1 is not supported.)
* A USB memory device with a storage capacity of up to 128 GB

You can customize the layout of the features displayed on the [Store to USB] screen. For more
information, refer to "5 Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

1 Insert the USB memory device into the USB memory slot on the control panel.

Select [Store to USB] on the [Services = :
Home] screen. A S st

Setup

Calibration

Activity Report

Fax Receiving
Mode

Web Applications
R = Print Mode

Store t Advanced Layout Filing Opti

3 Select a feature on the [Store to USB] Tl T ST T |
screen. fae=ee—F l
‘mne«uilsm |

’3‘ D] Space Available: 62.0MB (Out of 62.0MB)

( 1 ided || [ = original ( il |

= g:;:‘:‘i"g \A\ ‘E :cs(;nning A\ % Original Type m @ File Format \A

|Black&White | | | 15Sided 1 (Text | TIFF / JPEG Auto... | |

Important ¢ Data stored in a USB memory device may be lost or damaged in the following cases. Make
sure to back up the data in the device before use.

* When ejecting the medium or switching the power off/on by methods other than described
in this guide.

* When receiving the effect of electrical noise or an electrical discharge

* When a failure occurs or repairing

* When receiving damage resulting from a natural calamity
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* We assume no responsibility for any direct and indirect damages arising from or caused by
such data loss.

Note * If you do not specify the file storage location, the scanned data is saved in the root directory.

Save in (Specifying a Storage Location in the USB Memory Device)

You can specify a file storage location in the USB memory device.

1 Select [Save |n] St [ ‘Advanced Layout IFIIIngOptlons _
. usB Settings d|
Savein... 1(, ‘
| i | Details...
U i Space Available: 4.5MB (Out of 5.3MB)
e;:(l‘::‘mg A‘ [ ;cs;::::‘g m \% OriglnolType‘A \gFIleFormuﬁ \A‘
Black & White J |1 Sided ) [ Text | |TIFF/JPEGAuto... | |
2 Select a folder to save the data in. oven [Rowe |2 sme
( /SCAN_001/
Name 4 | Last Updated
SCAN_001 2011/1/26 11:32
SCAN_002 2011/1/26 11:32
SCAN_003 2011/1/26 11:32
SCAN_004 2011/1/2611:32
SCAN_005 2011/1/2611:32 @ Next
Note * Select [ A ] to return to the previous screen or [ ¥ ] to move to the next screen.

* You can sort the order of folders displayed in ascending or descending order by selecting
[Name] or [Last Updated].

* Up to 900 folder names can be displayed in the list of [Save in]. File names are not
displayed.

« If a folder or file name has more than 170 characters long, the folder or file name is not
displayed.

* Folders in the DCIM folder of digital cameras cannot be displayed. Thus, you cannot save
files in these folders either.

* Folder names which include characters that the machine does not support may not be
correctly displayed. If you specify the folders as file storage locations, an error occurs. For
more information on characters that the machine supports, refer to "Entering Text" (P.68).

* The machine does not distinguish between upper and lower cases of folder and file names
that are created in Windows environment and that consist of eight characters or less. The
names for these folders and files are displayed in capital letters.

« If a full path (a string of folder and file names in all directories) of the file created exceeds
257 characters long, an error occurs.

3 Select [Savel. Soen Mo Joome ]
‘ /SCAN_001/
[ Name A | Last Updated
SCAN_001 2011/1/2611:32
SCAN_002 2011/1/2611:32
SCAN_003 2011/1/2611:32
SCAN_004 2011/1/2611:32
SCAN_005 2011/1/2611:32 [ {E Next
HPrevious

Allows you to move to the upper directory.

Note * This button is grayed out if there is no upper directory.
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ENext

Allows you to move to the lower directory.

Note * This button is available when a folder is selected.

Details (Displaying the Details of a Storage Location in the USB Memory
Device)

Selecting [Details] displays the [Details] screen.
[Details] Screen

This screen displays the folder directory in the USB memory device.

1 Specify the folder directory, and then select Savein
[Save].

‘ /SCAN_001/

[x Cancel H<7 Save

There are no folders.

Previous
t+

2 Select [Details].

’@ Store to Advanced
5 UsB Settings

i |
Savein.. [

|[§ | Details...

D B Space Available: 4.5MB (Out of 5.3MB)
‘qcaor_ [ [ 25ided ] E\ Original Type .@ FileFormat | |
\l;la;kitfw;illr‘eg ‘A; L1?idesjmmng A; i - | TIFF / JPEG Auto... ‘A‘
3 The folder and file names in all directories to [T ewts [ close
be saved are displayed. savein

/SCAN_002/image_001/2010_01/

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.

For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.274).

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.

For more information, refer to "Color Scanning (Selecting an Output Color)" (P.275).
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2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.
By setting the binding style, both sides are scanned in the same orientation.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.276).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.277).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
Important ¢ When you use the Media Print - Text service to print scanned data stored with the Store to

USB service, the data cannot be printed if they are saved in Docuworks format.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.278).
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Store & Send Link

If an authenticated user scans a document, the machine temporarily saves the
scanned data, and automatically obtains the user’s e-mail address that was registered
in advance. Then, the machine sends an e-mail to the user to notify of two URLs: one
is for the location to retrieve the scanned data, and the other is for the location to delete
the data.

Only the authenticated user who logs in to the machine can be the recipient of an e-
mail transmission. The machine cannot send e-mail to multiple recipients.

After receiving the e-mail on a computer, the user can retrieve the scanned data using
a web browser.

The following describes features available on the [Store & Send Link] tab.

Important « Scan files stored in the machine will be automatically deleted when the retention period
expires. This retention period can be specified in [URL File Expiration] by the System
Administrator in the range of 1 to 168 hours. The default value is 3 hours. The files are to be
always deleted automatically.

* To strengthen security, after retrieving the scanned data, access the URL to delete the
scanned data stored in the machine.

Note » The Store & Send Link service does not provide document management features, such as
backing up/restoring files, deleting all data at one time, listing files, and displaying available
storage space.

* The Store & Send Link service allows you to retrieve scanned data without specifying an
e-mail address from the Address Book or a folder for each scan job. However, the size of the
data and its retention period are restricted on the machine. If you want to avoid these
restrictions, use the Scan to PC or E-mail service.

For more information, refer to "5 Tools" > "Scan Service Settings" > "Other Settings" > "Store & Send
Link - Maximum File Size" and "URL File Expiration" in the Administrator Guide.

You can customize the layout of the features displayed on the [Store & Send Link] screen. For more
information, refer to "5 Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

1 Press the <Log In/Out> button on the control panel or select the login information field
on the touch screen.

2 Enter the user ID.

3 Select [Store & Send Link] on the [Services [ =
Home] screen. “ i | &

Brightness

Media Print Media Print

sl Ll Job Flow Sheets |

Activity Report

Fax Receiving
Mode

Web Applications
Print Mode

4 Select a feature on the [Store & Send Link] COT WO ST TR
screen. snts [ | ko thstieter
3 Hours

From H (Not Set)

Subject H (Not Set)

Message H (Not Set) | D D

[ & Color [ ] [ 2Sided | (= original Type | | [m] FileFormat | |
) Scarning |« || I SConning | E .| = N
|Black&White || 1 Sided ) | Text | |TIFF/ JPEG AUtO... ||
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Scan To (Displaying the E-mail Address of the Authenticated User)

Automatically obtains the pre-registered e-mail address of the authenticated user.

From (Displaying the E-mail Address of the Authenticated User)

Automatically obtains the pre-registered e-mail address of the authenticated user.

Subject (Setting the Subject)

You can specify the e-mail subject using the following procedure.

mAuto Set
Automatically sets the subject to [Scan Reference from XXX] (where XXX is the host

name of the machine).

BTo set a user-defined subject

1 Select [Subject].
2 Enter a subject with up to 128 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.68).

Message (Entering the E-mail Body)

You can enter the e-mail body using the following procedure.

1 Select [Message].
2 Enter a message with up to 512 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.68).

Color Scanning (Selecting an Output Color)

You can set the color mode to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.275).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.

By setting the binding style, both sides are scanned in the same orientation.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.276).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.277).
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Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.274).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.

The Store & Send Link service allows you to retrieve scanned data from a computer
without password authentication.

To prevent other parties from viewing your scan data, select [PDF] or [DocuWorks] in
[File Format] and set a password in [PDF Security] or [DocuWorks Security] before
scanning the document.

For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.278).

Note * If you select [TIFF/JPEG Auto Select] or the [Single File for Each Page] check box on the
[File Format] screen when scanning a document, a file is downloaded in zip format.
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Advanced Settings

This section describes the features you can select on the [Advanced Settings] screen
under [E-mail], [Store to Folder], [Network Scanning], [Scan to PC], [Store & Send
Link], or [Store to USB]. The following shows the reference section for each feature.

Photographs (Scanning a Color Photograph)..........cccecueveeirireieniiiinieieeeseeeceeeeeeieees 304
Image Options (Adjusting Scan Density and Image Sharpness) ..........coccocevveereneneereneneenns 305
Image Enhancement (Erasing the Background Color of Documents/Adjusting Contrast) ......306
Shadow Suppression (Suppressing the Document Background)...........ccocveeiininiininininnenne 307

307

Color Space (Specifying the Color SPACE) ......ceeivuieiereriieieieiee ettt

1 On the [Services Home] screen, select
[E-mail], [Store to Folder], [Network " on N ereara | eea e
Scanning], [Scan to PC], [Store & Send i
Link], or [Store to USB]. ' e Calbration

Activity Report

Fax Receiving
Mode

Send from Folder
g Programming Print Mode

Language

- . Screen
Store &Send Link Store to USB Brightness

- — @ B 22 Calibration
Media P Job Flow Shests
-Photos

Activity Report

Fax Receiving
Mode

Web Applications

Print Mode

Advanced Layout E-mail Options
Settings | Adjustment |

@ E-mail

2 Select a feature on the [Advanced Settings]

Screen e i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression
. . . Sharpness: Normal Contrast: Normal
Note * To activate [Color Space], a prior setting | ‘ )
. | Shadow Suppression... Color Space...
must be made in the System ‘D i l T l
off SRGB.
\

Administration mode. For information on I
the setting procedure, refer to "5 Tools" >
"Scan Service Settings" > "Other
Settings" > "Color Space" in the
Administrator Guide and "Color Space

(Specifying the Color Space)" (P.307).

Photographs (Scanning a Color Photograph)

Use this feature when scanning a color photograph.
This feature is available only when [Color Scanning] is set to [Color].

Important ¢ You cannot use the document feeder with this feature.
* When this feature is enabled, the Shadow Suppression and Background Suppression
features cannot be used.
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1 Select [Photographs]. P ] s (i e

( ‘ hotographs... | ‘e Image Options... ‘ [i Image Enhancement...
off Lighten / Darken: Normal Auto Suppression
Sharpness: Normal Contrast: Normal |
{ J J
( ’—‘ Shadow Suppression... | ‘ () Color Space...
off sSRGB
L J )
2 Select [Enhance Photographs]. I3 Photographs [#omea [ save

( | | The Photographs feature enhances the image for files scanned from
a off || originals which are photographs.

h Shadow Supp and pp are
(N set to Off when this feature is selected.
Photographs

Image Options (Adjusting Scan Density and Image Sharpness)

This feature allows you to adjust the scan density and image sharpness.

H il iy ed -mail Optit
1 Select [Image Options]. e [ W T
[ Photographs... | ‘6 Image Options... ‘ ‘i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression
‘ Sharpness: Normal ‘ Contrast: Normal
L A )
[ u Shadow Suppression... | “) Color Space... ‘
off SRGB
L J L
2 Select any option. @ tmags Optors Mo Joom
Lighten / Darken Sharpness
|| Lighten —
—/ o Sharpen
[ Normal Normal
6 ° Soften
Darken o

HELighten/Darken
You can select a scan density level from seven levels between [Lighten] and [Darken].

Selecting an upper cell on the bar makes the scan density lighter, and selecting a lower
cell makes darker.

ESharpness
You can select a sharpness level from five 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.
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Image Enhancement (Erasing the Background Color of Documents/
Adjusting Contrast)

This feature allows you to suppress the background color of a document such as
newspaper and colored paper. In addition, when [Color Scanning] is set to [Color] or
[Grayscale], you can adjust the contrast.

Set [Background Suppression] and
[Contrast].

L

JL

“mall dvanced -mail
1 Select [Image Enhancement]. e BTN TR G
“ Photographs... ‘ ‘6 Image Options... ‘ ‘i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression
| ‘Shurpness: Normal | lcOmmsu Normal |
{
[/ Shadow Suppression... ‘ ‘ [#) Color Space... ‘
off SRGB

i Image Enhancement

Background Suppression Contrast

8 € T | More
[ noma
® Less

EBackground Suppression

* Off
Scans the document backgrounds with no filtering.

* Auto Suppression

When [Color Scanning] is set to [Black & White], the background of a document
printed on colored paper, such as newspaper, will be suppressed.

When [Color Scanning] is set to [Color], the background of a document printed on
white-color paper will be suppressed.

EContrast
Allows you to select a contrast level from 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.
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Shadow Suppression (Suppressing the Document Background)

When you scan a 2-sided document printed on thin paper, this feature allows you to
suppress the image and colors on the reverse side of each document page from
appearing in the scan image.

This feature is available only when [Color Scanning] is set to [Color] or [Grayscale].

Important ¢ This feature cannot be used with [Photographs].

(@ Emal Advanced
Settings

1 Select [Shadow Suppression].

| ‘ hotographs...
off

L

| ‘ e Image Options...

Lighten / Darken: Normal
Sharpness: Normal

Hi Image Enhancement... ‘

Auto Suppression
Contrast: Normal

J 1 J

off

[ [ | Shadow Suppresson..

| [#) Color Space...
SRGB
J

J

’_\ Shadow Suppression

[x Cancel ][<7 Save

2 Select [Auto Suppression].

‘aoﬂ

This feature is unavailable when Black & White is selected in
- Color Scanning.
Suppression

|| Shadow Suppression hides background colors and image
bleed-through.

Color Space (Specifying the Color Space)

This feature allows you to set the color space.
Note

* [Color Space] is available when [Color Scanning] is set to [Color].

* To activate [Color Space] on the [Advanced Settings] screen, a prior setting must be made
in the System Administration mode. For more information, refer to "5 Tools" > "Scan Service
Settings" > "Other Settings" > "Color Space" in the Administrator Guide.

* [Device Color Space] is not selectable when [Searchable Text] is set to [Searchable] on the

[File Format] screen.

il dvanced -mail Opti
1 Select [Color Space]. e [ W T
[ Photographs... ‘6 Image Options... ‘ ‘i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression
‘ Sharpness: Normal ‘ Contrast: Normal |
( ) A )
[ u Shadow Suppression... | ‘\) Color Space... ‘
off SRGB
L J L
2 Select either [SRGB] or [Device Color < Color Space Hcaa || see
S pa Ce] . This feature is only available when Color is selected in Color Scanning.
~/ SRGB The following features are locked in their factory default state.
-Lighten / Darken
Do r;:)nlrast
~Sharpness
L O color Space ]| - chkaound Suppression
~Shadow Suppression
EsRGB

Uses the color space that conforms to sYCC.
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EDevice Color Space
Uses the color-space standard of the machine. Recommended for advanced color

processing using high-quality color.
* You can find ICC profile data in the Driver CD Kit. When processing data scanned by
selecting [Device Color Space] with application for color processing, ICC profile is effective.

Note
* When [Device Color Space] is selected, the following image quality features are changed to

their defaults:
Lighten/Darken, Contrast, Sharpness, Background Suppression, Shadow Suppression
* When [Color Scanning] is set to [Auto Detect], [SRGB] is applied to color pages of the

documents.
* When [Device Color Space] is selected, [2-sided] cannot be selected in the [2-side

scanning].
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen
under [E-mail], [Store to Folder], [Network Scanning], [Scan to PC], [Store & Send
Link], or [Store to USB].

The following shows the reference section for each feature.

Resolution (Specifying a Scanning ReSOIULtION)........cceverieiriirienieieerieieieieseeeeeeeie e 310
2 Sided Scanning (Scanning Both Sides of a Document) ............coocevieveririeiieneseeiere e 310
Book Scanning (Scanning Facing Pages on Separate Sheets) .........cccovvvevvererieerenieneeeeennes 310
Original Size (Specifying a SCaN SiZe) ......ccuverieieirieieiriirieieieeieete ettt eae e 312
Mixed Size Originals (Scanning Different Size Documents Simultaneously) ..........ccccceeue...e. 313
Edge Erase (Erasing Edges and Margin Shadows in the Document) .........c..cccccoeeeenveveinnenae 314
Reduce/Enlarge (Specifying a Scanning Ratio) .........cccevueerieieniiiienieieieeeeee e 315
Original Orientation (Specifying the Orientation of the Loaded Documents).............cccceve.. 316

1 On the [Services Home] screen, select [E-
mail], [Store to Folder], [Network Scanning],
[Scan to PC], [Store & Send Link], or [Store
to USB]. o o yEg I S

Activity Report

Brightness

Fax Receiving
Mode

Store
Store to Folder Send from Folder 0
) Programming Print Mode

Screen

Network Scanning Store &Send Link Store to USB Brightness

Activity Report

Fax Receiving
" Mode

‘Web Applications

Print Mode

2 Select a feature on the [Layout Adjustment] [Zemer] g | ioer " [rmsce
Resolution... = 2Sided Scanning.. lag) Book Scanning...
screen. [;% dpi Eded off ‘
L
&7 Original Size... ] () Mixed Size Originals.. ] % Edge Erase...
Auto Detect off | T78: 2mm w
t (cu omm
( E Reduce/ Enlarge... [ Oiginal Orientation...
100% Sideways Images
L
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Resolution (Specifying a Scanning Resolution)

This feature allows you to set the resolution to scan a document.

As the value increases, the scan becomes more detailed, but the data size also
increases. The scanning and transfer time increases as well.

1 Select [Resolution].

2 Select any option.

* Select either [200 dpi] or [300 dpi] when
[MRC High Compression] is set to [On]
for PDF, DocuWorks or XPS files on the
[File Format] screen.

* Select either [200 dpi] or [300 dpi] when
[Searchable Text] is set to [Searchable]
for PDF or DocuWorks files on the [File
Format] screen.

Note

| g ScantoPC | Advanced Layout Filing Options
@ Settings ji
‘ @ Resolution... ‘ ‘ = 2Sided Scanning... ‘ ‘\iﬂ Book Scanning... ‘
200 dpi 1 sided off

J1 J1
‘ \‘:If Original Size... ‘ h 1 Mixed Size Originals... {52 EdgeErase... ‘
Auto Detect off : 2mm

L J

LR: 2mm
J | Ctr:omm )

[ [ Reduce/Enlarge.. ‘ [ g5 Original Orientation..

100% Sideways Images

| J L

|
)

@ Resolution

[x Cancel ][(7 Save

[ .;I@ 200 dpi
| @y 200

| g 400 dpi

* Select either [200 dpi] or [300 dpi] when the [Specific Color] check box is selected for PDF or
DocuWorks files on the [File Format] screen.

2 Sided Scanning (Scanning Both Sides of a Document)

This feature is the same as [2 Sided Scanning] on the [E-mail] screen.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.276).

Book Scanning (Scanning Facing Pages on Separate Sheets)

This feature allows you to scan facing pages of a document onto separate sheets of

paper in page order.

It is useful if you want to separately scan facing pages of a bound document such as a

booklet.
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.

1 Select [Book Scanning].

Advanced

| L ScantoPC
= Settings

‘ @ Resolution... ‘ ‘ = 2Sided Scanning... ‘ hﬁﬂ Book Scanning...

200 dpi 15ided off

l J 1 J | J
‘ &7 Original Size... ‘ ‘E Mixed Size Originals... ‘ ‘ i Edge Erase... ‘
Auto Detect off T/B: 2mm

LR: 2mm
) |ctr: omm J

L J1
[ [ Reduce/Enlarge..
100

Sideways Images

‘ ‘ Original Orientation...
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2 Select any option. - Bock Scamming Mo Joom

Binding Edge Erase

off |1.5) Both Pages } J

{
[ |
_ | LeftPage LeftPageOnly | 0©50mm
= L]
then Right } } E
Right Page Right Page Only
L then Left ] I
| | L ) +
Top Page RS,
then Bottom

mOff
Does not scan as a bound document.

HLeft Page then Right
Scans the left page and then the right page of facing pages.

HRight Page then Left
Scans the right page and then the left page of facing pages.

ETop Page then Bottom
Scans the top page and then the bottom page of facing pages.

EBoth Pages
Scans both pages in page order.

HLeft Page Only

Scans the left page only in page order. You can select this option when [Left Page then
Right] or [Right Page then Left] is selected.

ERight Page Only
Scans the right page only in page order. You can select this option when [Left Page
then Right] or [Right Page then Left] is selected.

ETop Page Only
Scans the top page only in page order. You can select this option when [Top Page then
Bottom] is selected.

EBottom Page Only
Scans the bottom page only in page order. You can select this option when [Top Page
then Bottom] is selected.

EBinding Edge Erase

Erases the shadow from the center section of the document. You can specify the
binding erase width in the range from 0 to 50 mm in 1 mm increments.
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Original Size (Specifying a Scan Size)

SeleCt [Or|g|na| Size]_ Scun(oPCl l-\sd;(::':;: “Layout [Flllngﬂptlons _
‘ Q Resolution... ‘ ‘ = 2Sided Scanning... ‘ hﬁﬂ Book Scanning... ‘
200 dpi 1<Sided off
( J J )
‘ EE Original Size... ‘ ‘ = Mixed Size Origindls... ‘ ‘E:,;[ Edge Erase... ‘
Auto Detect off 'Lf//gzzrnm
{ JL ) |t omm J
‘ i Reduce/Enlarge... ‘ ‘@ Original Orientation... ‘
:)7 % Sideways Images
L J L
2 Select any option. " origna e Moo Joom ]
When you select a non-standard size, ‘ . 150297mm
specify values for the X and Y directions. a— "6” i sty ‘@{
A3 B4 lgsx1a7 e +
} '159432@m -
Auto ‘*’

This feature allows you to set the scan size for a document.

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 can also add margins, or delete
unnecessary margins using this feature.

)
A4Q N

ASa

|
|
Aba [B500 85x13"a
|
|
|

|
| \
\ \
\ \
\ \
\ |
i 1
( J

HAuto Detect

Detects the document size automatically. The following table shows the document
sizes that can be detected automatically.

Document feeder Document glass
B5, B5(1, B4, A5, A5€1, A4, A4(l, | B6, B6(1, B5, B5(1, B4, A6, A5,
S"m'detetc:.'b'e A3,8.5x 11", 8.5 x 11"(], A5(1, A4, A4(], A3, 8.5 x 11"€],
ocument SIzes | 14, 477 16K(], 8K 16K, 16K(1, 8K
Note * If the document size cannot be detected automatically, a screen to enter the document size

appears.
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 "5 Tools" > "Common
Service Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

EStandard Size
Allows you to select from preset sizes.

BVariable Size

Allows you to enter the desired scan size when scanning a non-standard size
document or when scanning at a size different from the original document size. You can
specify a value in the range from 15 to 432 mm for the scan width (X), and a value in
the range from 15 to 297 mm for the scan length (Y), in 1 mm increments. The scales
attached on the upper and left edges of the document glass are helpful for you to
specify values.

Note * When [MRC High Compression] is set [On] for PDF, DocuWorks, and XPS files on the [File

Format] screen, or when the [Specific Color] check box is selected, the variable ranges are
50 to 432 mm for the scan width (X) and 50 to 297 mm for the scan length (Y), in 1 mm

increments.
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Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

You can scan documents of various sizes simultaneously with the respective sizes or
with the same size. To use this feature, load the documents in the document feeder.

Important « When you select [Color] in [Color Scanning], and [2 Sided] in [2 Sided Scanning], set
[Resolution] to [400dpi] or lower.

* When you select [2 Sided] in [2 Sided Scanning] to scan A3 documents, set [Resolution] to
[400 dpi] or lower. Selecting [600 dpi] will cause an error message to be displayed.

* 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 the B5 documents in portrait orientation.

* 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 * When you select [Enter Output Size] in [Reduce/Enlarge] and specify the output size in
[Output Size], the scanned data is automatically reduced/enlarged to the specified size.
However, since the scanned image is not rotated, the image will be reduced/enlarged to fit
the specified size while keeping its orientation. For example, when an A3 landscape original
is loaded and the output size is set to A4 portrait, the scanned image is reduced to A5
landscape and printed on A4 portrait paper.

« If the document size cannot be detected automatically, a screen to enter the document size

appears.
H H 1A ScantoPC |  Advanced Layout Filing Opti
1 Select [Mixed Size Originals]. TIAMCTEN BTN T
[ ‘@ Resolution... [ = 2Sided Scanning... | hﬁﬂ Book Scanning... ‘
200 dpi ‘I‘Sided off
L J\ ) J
) Original Size.. [ [y Mixed size Originals... | | = Edge Erase... ‘
Auto Detect off T/B: 2mm
L/R: 2mm
( L J [ ctr:omm J
( T, Fele e ([ Originl Orientation.. |
100% Sideways Images
L J |
2 Select any option. ™ Mixed Sne Orignas Wewm Josor ]
- Align the top-left comners of your Originals Original Orientation
( || ondload them in the Document Feeder ( - )
a off as shown. @ Upright Images
Adjust the Guides to just touch the L
y o largest size paper. G
-Load 5.5 x 8.5" and A5 originals in portrait Images
orientation.
%

mOff
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.

B Original Orientation
Specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).

Edge Erase (Erasing Edges and Margin Shadows in the Document)

When you scan a document with the document cover open or when you scan a book,
the edges and center margin of the document may be scanned 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.

Select [Edge Erase] . [ g Seantop I l-\sd::::':;: ] “Layout [ Filing Options _
‘ Q Resolution... ‘ ‘ 7 2 Sided Scanning... ‘ Mﬁﬂ Book Scanning...
200 dpi 1 Sided off
{ J J J
[ ) Oroinal sie... ‘ [ (o Mixed size Originls.. ‘ ‘LQ;[ Edge Erase... ‘
Auto Detect off T/B: 2mm

J 1

LR: 2mm
J |.ctr: omm J

L
[ [ Reduce/Enlarge..
100%

Original Orientation...
CEE \

Sideways Images

Select any option. 5] EdgeErase

[x Cancel ][() Save }

& AllEdges

4 ParallelEdges

Erase Value 0650mm Original Orientation

| @ @ E‘ ‘§‘Uprighumages |
Top &Bottom Left &Right  Center <] Sdevwys
[ 2] [ 2] o] =%
T [ i s | [ o

- +* |

) |

J

If you select [Parallel Edges], use [+] and [-] to specify the erase widths of top and

bottom, left and right, and center of the document.

Select [Original Orientation].

HAIl Edges

The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

HParallel Edges
Allows you to adjust the edge erase amounts.
* 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 to erase in the

range from 0 to 50 mm in 1 mm increments.
* 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 to erase in the

range from 0 to 50 mm in 1 mm increments.
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* Center

Erases the shadow in the center of facing pages of a bound document. You can
specify the center erase width in the range from 0 to 50 mm in 1 mm increments.

B Original Orientation
Specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).

Reduce/Enlarge (Specifying a Scanning Ratio)

This feature allows you to set the scanning ratio for the document to be scanned.

Note * When [Searchable Text] is set to [Searchable], [Reduce/Enlarge] is [100%].

* When [Searchable Text] is set to [Searchable] and the [Specific Color] check box is selected
on the [File Format] screen, [Reduce/Enlarge] is [100%].

— —
1 Select [Reduce/Enlarge]. (e ] o, i I
( & Resolution... (= 2Sided Scanning... | [(3) Book Scanning.. ‘
200 dpi 1 Sided off
L L J J
‘—H Original Size... [ [y Mixed size Originals... | [ 45 Edge Erase... ‘
Auto Detect off T;B: 2mm
L/R: 2mm
\ J L J | Ctr: omm
m Reduce/Enlarge... (g2 Original Orientation... |
100% Sideways Images
L L
2 Select any option. 77 Reduce  Everge Mo Joom

Variable % Preset %

H Proportional% | 25 400% [ | [ 100% 86% A3-B4,
| ‘A4<>BS
\ 100 M

Enler 50% A3-AS5, 115% B4-A3,
Oulpnl Size B4-B6 B5->A4

61% A3-B5 122% A4-B4,
A5-B5

70% A3->A4, 141% A4-A3,
B4-B5 B5-B4

81% Ba-A4, 200% A5-A3,
B5-A5 B6-B4

EProportional %

Allows you to select a preset ratio, or enter a value in the range from 25 to 400% in 1%
increments.

Use the numeric keypad or [+] and [-] to enter a value.
* Variable %

Enter the scanning ratio. Specifying "100%" scans at the same image size as the
original document.

* Preset %
Select from preset ratios.
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You can change the default values of scan ratios other than [100%]. For information on the settings,
refer to "5 Tools" > "Scan Service Settings" > "Reduce/Enlarge Presets" in the Administrator Guide.

EEnter Output Size

In [Output Size], select the output size of the scanned document. The machine
automatically calculates the scanning ratio based on the selected output size and the

original document size.

Note * Selecting [Enter Output Size] may T e e K Joswe ]
generate blank margin areas. ]
Output Size
[ [} Proportional % | 3o B4D lesx14' o
| | |
;ﬂ (E)l:ll;ruls‘le A4D BS5© 85x13' D

|
1
i 1
A4D 8K D 85x11" 0

AS O 16K D 5x7'0
|
T

A6 1Mx17' 0

Original Orientation (Specifying the Orientation of the Loaded
Documents)

This feature allows you specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

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. Always select [Sideways Images] when the
top of the document is placed facing the left side (horizontal text).
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E-mail Options/Filing Options

This section describes the features you can select on the [E-mail Options]/[Filing
Options] screen under [E-mail], [Store to Folder], [Network Scanning], [Scan to PC],
[Store & Send Link], or [Store to USB].

The following shows the reference section for each feature.

Quality/File Size (Specifying an Image Compression Ratio When Scanning)............cc.c....... 318
Read Receipts (Specifying Read RECEIPLS) ....ccueruiruierieriiiieieieeeeeeeieieee et 318
Split Send (Sending in SECLIONS) ......eueviruerierieiirieieieteet ettt sttt sbe e e saens 319
File Name (Specifying a Name for the File to be Sent) .......cccoceveieiniinienininerieciereeeen 320
Reply To (Specifying a Reply Address) .......oveoiiieieiiieeeeeee et 320
File Name Conflict (Setting the Action to be Taken for File Name Conflict)...........ccccceueuenen 321
File Name (Specifying a Name for the File to be Saved) .......cccooeviiieieiinieeeeeee 321
Encryption (Sending E-mail Encrypted by S/MIME)........cccoviiiiiiiiiiieceeeee e 322
Digital Signature (Sending E-mail with a Digital Signature by S/MIME) ........c..ccccoccevnnenne 322
LOZIN NAIMIE ...ttt ettt ettt e ettt et e te e st eseessesaeeseeseesneensansensesneas 323
PASSWOIT. ...ttt ettt ettt sttt 323
IMEtA DAtA ....c.ceiiiiiiiciice et st 323

1 On the [Services Home] screen, select [E-

Language
mail], [Store to Folder], [Network Scanning], | - wrmemerrax | [ S
[Scan to PC], [Store & Send Link], or [Store . — S
to USB]. Caliration

Simple Copy Simple Fax Scan to PC
‘ - Activity Report
Fmaﬂ:mng
| storetoFolder || sendfrom Folder || Pro::::nmlng ‘ R
sunnseion | srviouss [ o
Activity Report
e ‘ an:;ec:lvlng
Web Applications o
Print Mode
2 Select a feature on the [E-mail Options]/ C il sl - TG
[Flllng OptionS] screen. [@ Quality / File Size... ] { ., ReadReceipts... ) { o Split Send... )
Pl s g 2 . P
Note * The features displayed on the screen { \ ‘
depend on the Scan service selected on | = ™™™ il
the [Services Home] screen. The screen | |
as shown on the right appears when
[E-mail] is selected.
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Quality/File Size (Specifying an Image Compression Ratio When

Scanning)

set to [Color] or [Grayscale].

1 Select [Quality/File Size].

2 Select any button.

Note

* If the High Compression Image Kit
(optional) is installed, and when [MRC

High Compression] is set [On] on the [File
Format] screen, three image compression
levels are available.

ENormal Quality
The image is saved with high compression. Image quality degrades, but the file size

decreases.

EHigh Quality
The image is saved with low compression. Image quality improves, but the file size

increases.

This feature allows you to select an image compression level when [Color Scanning] is

I Advanced Layout ]E-mail Options _

(@ Email
Settings
[ [fé Quality / File Size... ‘ ‘ Read Receipts... ‘ ‘ T Split Send... ‘
Quality: Higher +2 off Splitby Page
File Size: Larger +2 I I
d )
‘ E‘ File Name... ‘ ‘ 4 ReplyTo...
Auto Name
J |
A% Quality / File Size (®cance [ save
This feature is
Normal Quality High Quality unavailable
when Black & White
is selected.
a

Small File Size

Read Receipts (Specifying Read Receipts)

Large File Size

When using the E-mail service, you can receive read receipts from e-mail recipients.
This feature is available only when recipients support the MDN feature.
* Read Receipts] is displayed only when [Tools] > [System Settings] > [E-mail/Internet Fax

Settings] > [E-mail Control] > [Read Receipts] is set to [On].
* When multiple e-mails are sent using [Split Send], a read receipt is requested for each

Note

e-mail.

* Read receipts are returned to the address specified in [Reply To], or they are returned to the
address specified in [From] on the [E-mail] screen if [Reply To] is not set.
* This feature is only available when the recipient also sets to return read receipts.

1 Select [Read Receipts].

(@ E-mal I Advanced

Settings

‘ \5 Quality /File Size...

Quality: Higher +2
File Size: Larger +2

‘ ‘ . Read Receipts...

off

‘ [ B Split Send...

split by Page

L
‘ Eﬂ File Name...

Auto Nome

H 4 ReplyTo...

J |

J
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2 Select [On]. ~ Read Receipts [®cancel || save

This feature is used to request the recipient to send
—————aconfirmation mail to the sender indicating the mail
a off delivery status.

Support for MDN must be provided by the recipient.

mOff
Select this option when you do not request read receipts.

EOn

Select this option when you request read receipts.

Split Send (Sending in Sections)

When using the E-mail service, and the size of the data to be attached is large, you can
split the data at page breaks or by a certain data size and then send the data.

For information on [Split Send], refer to "5 Tools" > "E-mail/Internet Fax Service Settings" > "E-mail
Control" > "Split Send Method" in the Administrator Guide.

1 Select [Sp“t Send]. (@ Emal A;::Ir:lce:d ayout E-mail Options _
[ 1% Quallity / File Size... | ‘ . Read Receipts... ‘ [ B Split Send... ‘
et re—] S
e JL JL J
‘@File Name... | [ 4, ReplyTo.. }
Auto Name
L ) L J
2 Se|eCt any Opt'on 7 Split Send [xCuncel ][(7Suve
[ soitbypoge | B e e
to be sent separately as E-mails.
) e
mSplit by Page
The data is split at page breaks.
Note * [Split by Page] is available only when [File Format] on the [E-mail] screen is set to [PDF],

[DocuWorks], or [XPS], or when [File Format] is set to [TIFF] with [Single File for Each Page]
check box not selected.

ESplit by Data Size
The data is split by a certain data size.

Note » Select this option if your e-mail application supports message/partial.
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File Name (Specifying a Name for the File to be Sent)

When using the E-mail, Scan to PC, Network Scanning, or Store & Send Link service,
you can specify a name for the file to be sent.

EAuto Name

The file name is "img-xxx-yyy.zzz" (where xxx is the date and time, yyy is the page
number, and zzz is the extension).

The extension depends on the setting in [File Format].
When [TIFF] is selected in [File Format]: tif

When [JEPG] is selected in [File Format]: jpeg
When [PDF] is selected in [File Format]: pdf

When [XPS] is selected in [File Format]: xps

When [DocuWorks] is selected in [File Format]: xdw

BTo set the file name

1 Select [File Name].

Enter a file name using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.68).

Note * When each page is saved as one file, the page number is added to the end of each file
name.
» Up to 128 characters can be entered as a file name for the Scan to PC service.
* Up to 28 characters can be entered as a file name for the E-mail service.
* Up to 28 characters can be entered as a file name for the Store & Send Link service.
* Up to 40 characters can be entered as a file name for the Network Scanning service.

Reply To (Specifying a Reply Address)

When using the E-mail service, you can specify the address for reply.

1 Select [Rep|y TO] (@ Emal I l-\sd;(::':;: I “Layout ] E-mail Options _
H& Quality /File Size... ‘ ‘ . Read Receipts... ‘ ‘ B Split Send... ‘
Quality: Higher +2 off split by Page
‘FlleSIze: Larger +2 [l [l
‘E.L‘ File Name... ‘ [ & ReplyTo.. ‘
Auto Name
( J J
2 Enter an address for reply. © ReplyTo [ cancet [ save
Reply To
[ & Reply To Me
; AddressBook |
EReply To

Select the [Reply To] box to display the keyboard screen on which you can enter an
address for reply.
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mClear

Deletes the address entered in [Reply To].

EReply To Me
Uses the address specified in [From] on the [E-mail] screen as a reply address.

Note * [Reply To Me] is selectable only when an address is specified in [From] on the [E-mail]
screen.

BAddress Book

Allows you to select a reply address from the Address Book.
For more information, refer to "Address Book (Specifying an E-mail Address)" (P.268).

File Name Conflict (Setting the Action to be Taken for File Name Conflict)

When using the Scan to PC service, you can set the action to be taken when the file
name conflicts with another file stored in the destination.

1 Select [File Name Conflict]. (e e L izse] o |GGG

[ g Quallity / File Size... ( E" File Name...
gL =

| ‘ [ File Name Conflict... ‘
] =

Quality: Higher +2 Auto Name Rename New File

File Size: Larger +2 ‘
L L ) L

2 Select any option. ) File Name Conflict (®cancel  [[Fsae |

The new file is not saved if there is an existing file with the same

Do Not Save file name in the same directory.

Rename

New File
Overwri
| B

ite
xisting File |

EDo Not Save
Cancels the job without saving the file.

BRename New File

Automatically changes the file name by appending a number (0001 - 9999) to the file
name, and saves the file.

mOverwrite Existing File
Replaces the existing file with the new one.

File Name (Specifying a Name for the File to be Saved)

When using the Store to Folder service, you can specify a name for the file to be saved.

EAuto Name

The file name is "img-xxx" (where xxx is the date and time).
Note « If a file name is deleted, [(Auto Set)] is displayed.
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BTo set the file name

Select [File Name].
Enter a file name with up to 28 characters using the displayed keyboard.

Note « If a file stored in a folder of the machine is imported to a computer, the specified name may
not be reflected on it depending on import method.

For information on how to enter characters, refer to "Entering Text" (P.68).

Encryption (Sending E-mail Encrypted by S/MIME)

When using the E-mail service, you can send e-mail encrypted by S/MIME.
When sending encrypted e-mail, select an e-mail address associated with a certificate
that can be encrypted, from the Address Book.

Note * You can change the default value of [E-mail Encryption] in the System Administration mode.
For information on how to change the default value, refer to "5 Tools" > "Scan Service
Settings" > "Scan Defaults" > "E-mail Encryption" in the Administrator Guide.

* This feature is supported only by the ApeosPort series.

mOff

Sends e-mail without encryption.

EOn
Sends e-mail with encryption.

Digital Signature (Sending E-mail with a Digital Signature by S/MIME)

When using the E-mail service, you can send e-mail with a digital signature by
S/MIME.

Digital Signature allows a recipient to confirm whether contents of the e-mail are
changed, or whether the e-mail is sent from the proper sender.

To use this feature, the machine's mail address must be linked to a certificate.

Note * This feature is supported only by the ApeosPort series.
For information on how to link a certificate to the machine’s e-mail address, refer to "13 Encryption and
Digital Signature Settings" > "Configuration of E-mail Encryption/Digital Signature" in the

Administrator Guide.

mOff
Sends e-mail without a digital signature.

HOn
Sends e-mail with a digital signature.
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Login Name

You can enter the login name for a destination server.

Note * This feature is displayed only when [Network Scanning] is selected on the [Services Home]
screen.

1 Select [Login Name].

2 Enter the login name using the keyboard displayed on the screen.

For information on how to enter characters, refer to "Entering Text" (P.68).

Password

You can enter the password for a destination server.

Note * This feature is displayed only when [Network Scanning] is selected on the [Services Home]
screen.

1 Select [Password].

2 Enter the password using the keyboard displayed on the screen.

For information on how to enter characters, refer to "Entering Text" (P.68).

Meta Data

You can change the values of the Document Management Field (DMF) if they are
specified for a selected job template.

Note * This feature is displayed only when [Network Scanning] is selected on the [Services Home]
screen.
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Scan
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6 Send from Folder

This chapter describes the basic operations and features to use folders.

Folder Operating Procedure ..o 326
Selecting @ FOIder..... ... 328
Checking/Operating Files in @ Folder ..., 329
Checking File DetailS ........ocueeiiiiii e 331
Printing Files in @ FOlIder ... 332

Configuring/Starting JOb FIOW.............uuuiiiiiiiiiie e 335
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6 Send from Folder

Folder Operating Procedure

This section describes the basic procedure to operate files in folders.
You can store print files submitted by a computer, scan files, and fax files in folders on

the machine.

These files stored in a folder can be sent by e-mail and be retrieved from a network

computer.

You can also automate routine tasks, or register private folders and shared folders

separately.

The following shows the reference section for each procedure.
Step 1 Opening the [Send from Folder] SCreen ........coocueveiiririinene e 326
Step 2 Selecting @ FOIART ...c..eouiiiiiiiiiiiee e et 326
Step 3 Checking/Selecting Files in @ FOLAET ........coeouviririenieirieieieieccceseeeeeeeeeee e 327
Step 4 Operating Files in @ FOIAET ......cc.oiiiiiiiieeeeeee et 327

Step 1 Opening the [Send from Folder] Screen

The following describes how to select features on the [Send from Folder] screen.
Note * The features displayed on the screen depend on your machine configuration.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Send from Folder].

Screen
Fax/ Internet Fax Brightness

Calibration

Activity Report

| o . i
: | L N jeceh
Stored
Store to Folder Send from Folder
. ErogIamiing N Print Mode

Step 2 Selecting a Folder

Access to some folders may be restricted, depending on the settings of the
Authentication feature.

For information on selectable folders depending on the Authentication feature, refer to "14
Authentication and Accounting Features" > "Authentication for Job Flow Sheets and Folders" in the

Administrator Guide.
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1 Select a folder to operate on.

2

Step 3 Checking/Selecting Files in a Folder

m Send from Folder

(001 002 \ 003 ™ 1004 \ Gojto)
TEST1 TEST2 TEST3 TEST4 USE
L J J L JL J :ﬂ
(005 —— (006 00700 s 0B s | —
TESTS TEST6 TEST7 TEST8

J I J J
(@0 = (@i —— (o T2 R |
TEST9 TEST10 TEST1 TEST12 v
L J L L ) —
(013 —— (o014
BN=SR IS TEST14
) )

If a passcode is set for the folder, enter the passcode and select [Confirm].

1 Select the display style from [List] and
[Thumbnail].

2 Select a file to send by e-mail or to print.

| Folder 001 -File List (@refresn ||/ close
List Number of Files: 12 Select All |
o | ZpateaTime  |Pages
Thumbnail 2011/1/2% 2:20PM 1 I
[© DocName102 2011/1/26 2:20PM 12
Job Flow
¥ Doc Name103 2011/1/26 2:20PM 13 Settings...
g DocName104 2011/1/2%6 2:20M 14
[ DocName105 2011/1/26 2:20PM 15) v |
" Folder 001 -File List (@refresn  [[Fcose |
Number of Files: 12 Select All l
Order [File Name 4| Date &Time [Pages
‘ £ DocName101 2011/1/26 2:20PM 1
l [© DocName102 2011/1/26 2:20PM 12
Job Flow
I g DocName103 2011/1/26 2:20PM 13 Settings...
l ¥ DocName104 2011/1/26 2:20PM 14
l (& DocName105 2011/1/26 2:20PM 5| v
J

For information on the [File List] screen, refer to "Checking/Operating Files in a Folder" (P.329).

Step 4 Operating Files in a Folder

The following shows the reference sections for operations available on the [Send from

Folder] screen.

Selecting @ FOLART ....c..eiuiiiiiiieiicteeecee ettt ettt 328
Checking/Operating Files in @ FOLAET .......c..coiriiiiiiiiiiiiiicecc e 329
ChecKing File DEtailS ......cceeiiieieeieiieiieee sttt sttt et esee st eseeneeseesaeeseeseesneeseees 331
Printing Files in @ FOIART ....cccuouiiiiiiiiiiiiicecee et 332
Configuring/Starting JOD FIOW ........cooiiiiiiiieei ettt 335
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Selecting a Folder

The following describes how to select a folder.

Access to some folders may be restricted, depending on the settings of the
Authentication feature.

For information on selectable folders depending on the Authentication feature, refer to "14
Authentication and Accounting Features" > "Authentication for Job Flow Sheets and Folders" in the
Administrator Guide.

Select a folder on the [Send from Folder]
screen. Lo (o W Wommn Gt

e |
\ [ 007 | 008

. J
Note * Select [ A] to return to the previous (005 (006
screen or [ ¥ ] to move to the next screen. | Il ) e\ e
J

(009 010 (o y[012

* An arrow is displayed next to each folder | % TesT10

which has a link to a job flow sheet and = ;_\;J
for which the auto start is set. Tons || Tene |
) | )

[ ]
v
J

TEST11 TEST12
L

* If the passcode entry screen appears,
enter the passcode and select [Confirm].

EmGo to

Displays a folder at the top when you enter the 3-digit folder number with the numeric
keypad.
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Checking/Operating Files in a Folder

You can check or operate files stored in a folder.

Note

* When selecting print files, [Job Flow Settings] cannot be selected.

1 Select a folder on the [Send from Folder]

(001 002 \[003 ™ 1004 Gojto)
screen. TEST1 || TEsT2 TEST3 TEST4 00156500
i
(005 (006 007 ~— (008 \ \
TESTS TEST6 TEST7 TEST8
J L J J
(009 ~—— (010 " (011 (@8 =
TEST9 | TesTi0 TEST11 TesT2 ||y
L J L L ) =
(013 — (o014
BN=SER IS TEST14
2 Select the display style from [List] and I~ Folder 001 -File List [@reren [ close
[Thum bnai I] List Number of Files: 12 SelectAll |
FE 2 Date & Time Pages
Thumbnail 2011/1/26 2:20PM 1
‘O Doc Name102 2011/1/26 2:20PM 12
Job Flow
% Doc Name103 2011/1/26 2:20PM 13 Settings..
g DocName104 2011/1/26 2:20PM 14
[& DocName105 2011/1/26 2:20PM 15 v ‘
3 Select afile. 7 Folder 001 - File List (Grefresn  [[Pctose |
Number of Files: 12 Select All l
Order [File Name 4 Date &Time |Pages Delete
l1 = DocName101 2011/1/26 2200 1 - -
File Details...
I ‘O Doc Name102 2011/1/26 2:20PM 12
Job Flow
| g DocName103 2011/1/26 220PM 13 Settings...
Print...
| ¥ DocName104 2011/1/26 2:20PM 14
I ‘@ Doc Name105 2011/1/26 2:20PM 15| v
Note * Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.

* You can sort files in ascending or descending order by selecting either [File Name] or [Date
& Time].
* At the left of each file name, an icon is displayed to show the file type.
5 : Scan file
: Print file
: File for Secure Polling
Fax/IP Fax (SIP) file
: Internet Fax file

©/Clw i

* You can select up to 100 files separately, or select all files at a time. If you select files
separately, a number appears to the left of the icon indicating the order in which it was
selected. Files are processed in this order.

4 Select any option.

ERefresh

Displays the updated information.

EList

Lists the files stored in the folder, with their stored dates and pages.
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B Thumbnail

Displays the images and names of the files stored in the folder.

Important ¢ If the power is cut off immediately after a scanned file is stored in a folder, or if the hard disk
space is insufficient to display thumbnails, files in the folder may not be displayed in
thumbnail view. In that case, display them in list view.

* Characters and images in thumbnail view may not be correctly displayed because they are
scaled down from the actual sizes.

Note * The orientation of an image displayed in thumbnail view depends on which orientation the
document was stored in.

ENumber of Files
Displays the number of files stored in the selected folder.

ESelect All
Selects all the files in the folder. To deselect all the files, select this button again while
all the files are being selected.

EDelete
Deletes the selected files in the folder.

HFile Details
Previews the selected file to allow you to check its details.
Refer to "Checking File Details" (P.331).

mJob Flow Settings
Displays the [Job Flow Settings] screen on which you can create, link, and execute job

flows.

Refer to "Configuring/Starting Job Flow" (P.335).

Note * Files stored in a folder by specifying [Store in Remote Folder] on a print driver are called
"print files". Job flows are not available for print files. If print files are included in the selected
files, a job flow can be executed for the files other than the print files.

EPrint

Allows you to print the selected files separately.
Refer to "Print" (P.332).

mBatch Print

Allows you to print the selected multiple files as one file.
Refer to "Batch Print" (P.333).
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Checking File Details

You can preview the selected file to check its details.

Note * Monochrome images with high gradation levels may appear bluish when previewed.

* When the Image Log Control feature is used, it may take more time than expected to
preview a file.

1 Select a file on the [Folder - File List] screen. [ rodeoo-rietst [@retren [ ctose
(List v Number of Files: 12 Select All
Order |File Name 4 | Date & Time |Pages Delete
m "
[1 L DocName101 2011/1/% 2:20PM 1|] b
| [© DocName102 2011/1/26 2:20PM 12
Job Flow
\ 3& Doc Name103 2011/1/26 2:20PM 13 Settings..
| g DocName104 2011/1/26 2:20PM 14 bt
| [ DocName105 2011/1/26 2:20PM 15‘ v
2 Click [File Details]. ~ Folder 001 -File List (Grefresn  |[7 close
- Number of Files: 12| Select Al
Order [File Name A Date & Time |Pages Delete
l1 &= DocName101 2011/1/26 2:20PM 1 — — \
File Details...
| [© DocNameto2 2011/1/26 2:200M 12
Job Flow
I % Doc Name103 2011/1/26 2:20PM 13‘ Settings..
| ¥ DocName104 2011/1/26 2:20PM 14 Prnt...
| [® DocNametos 2011/1/26 2:200M 5|y
3 Select any option. © Folder 001 -File Details [P |
| Whole Page | Current Page
M) 1e4
| No Rotation -l - ‘ 1 ‘ [ + |
[15) fr— )
File Number:
00012
File Name: SAMPLE
Doc Name1
Date & Time:
26/01/2011 (g hanee

File Name...

EWhole Page

Allows you to select whether to display the whole page or to enlarge the image by
200%. You can select the view size from [Whole Page] and [Enlarged View].

Note * A small size of a document may not be enlarged even if you select [Enlarged View].

* You can rotate or enlarge the image of the file in a folder in preview, but cannot save the file
with the image rotated or enlarged.

ENo Rotation

Allows you to select an angle to preview the image from [Right 90 degrees], [Left 90
degrees], and [180 degrees].

Note * You can rotate or enlarge the image of the file in a folder in preview, but cannot save the file
with the image rotated or enlarged.

EChange File Name
Allows you to change the file name. Use the displayed keyboard to enter a new name.

ECurrent Page

Specify a page to preview on the screen.
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Printing Files in a Folder

You can print selected files in a folder.

1 Select files on the [Folder - File List] screen.

" Folder 001 - File List (@refresn  |[7 close
List M Number of Files: 12 Select All
Order [File Name 4 Date & Time |Pages Delete
[1 ~4 DocName101 2011/1/26 220M 11] - - g
= File Details...
i Q‘; DocName102 2011/1/26 2:20PM 12J
Job Flow
i %DocName103 2011/1/26 2:20PM 13J Settings..
l g DocName104 2011/1/26 2:20PM 14‘ Pt
i @ DocName105 2011/1/26 2:20PM 15J v
2 Select [Print] or [Batch Print]. Folder 001-File it (G com
. . [List v Number of Files: 12 Select All
Note * When multiple files are selected, [Batch
. . . 4A\ i Del
Print] allows you to print the selected files [""""' EEa Dere s e (2 ] eete
. . . . 1 ;ﬁ DocName101 2011/1/26 2:20PM 1" e
as a single file, while [Print] allows you to s FICEET -
. . Doc Name102 2011/1/26 2:20PM 12
print them as separate files. = ‘ Job Flow
i BanocNumems 2011/1/26 2:20PM 13} Settings...
For information on [Print] and [Batch Print], refer to By Doctamenns — A prin..
"Print" (P.332) and "Batch Print" (P.333). | voctameros 2011/ 220 5] v
3 Select any option. Enter the number of print [ Fae001-printsetings [ ctose

sets using the numeric keypad, if necessary. || &=

Auto Select

‘ ‘ = 2 Sided Printing... ‘
1 Sided

J J

File Details...

‘ 7 Output...

Staple: Off
Hole Punch: Off
| Right Top Tray

Print Quantity
1999 Sets

,‘ Lo

4 Select [Print].
Note

* When a file stored by [Store in Remote Folder] of a print driver is printed, the settings

specified on the control panel or CentreWare Internet Services will override the settings
specified on the print driver except the [Pages Per Sheet (N-Up)], [Skip Blank Page], and

[Print Position] settings.
Print
Allows you to set printing.

EPaper Supply
Allows you to select paper.

H2 Sided Printing
Allows you to set 2-sided printing.

EOutput

Allows you to set stapling, punching, and a tray where the output is delivered.

Note
information, contact our Customer Support Center.

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

For examples of the settings of stapling and hole punching, refer to "When stapling/punching holes"

(P.334).

Note
information, contact our Customer Support Center.

* This feature does not appear for some models. An optional component is required. For more
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BFile Details

Displays the [File Details] screen. Select a file from the list to check its preview image.
For information on how to preview a file, refer to "Checking File Details" (P.331).

EPrint Quantity
Specify the number of print sets.

EPrint
Prints the selected file.

Batch Print

Allows you to set batch printing.

You can print multiple files as one file. Up to 100 files can be bound in the selected
order.

Note * For 2-sided printing, the last page becomes blank when the total number of printed pages is
odd. For printing of multiple files, a blank page is inserted after the final page of each file.

« If a different size document is included in multiple files, it may be printed in improper
orientation.

« [Batch Print] is not available while interrupting another job.

« [Batch Print] is not available for files received by fax or Internet Fax, or files for Secure
Polling. When the selected files contain fax or Internet Fax files, the machine will not print
the fax or Internet Fax files but only the scan and print files.

EPaper Supply
Allows you to select paper.

H2 Sided Printing
Allows you to set 2-sided printing.

EOutput
Allows you to set stapling and punching, and a tray where the output is delivered.

The Finisher C2 and the Finisher C2 with Booklet Maker are capable of stapling 2 - 50
sheets of paper (when 80 gsm paper is used). The Finisher D2-P with Booklet Maker
is capable of stapling 2 - 100 sheets of paper (when 80 gsm paper is used).

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

For examples of the settings of stapling and hole punching, refer to "When stapling/punching holes"
(P.334).
HFile Details

Displays the [File Details] screen. Select a file from the list to check its preview image.
For information on how to preview a file, refer to "Checking File Details" (P.331).

EPrint Quantity
Specify the number of print sets.

EPrint
Prints the selected file.
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6 Send from Folder

When stapling/punching holes

The following table shows the stapling/punching positions for print files stored in a
folder by specifying [Store in Remote Folder] on a print driver, and for scan files. The
following uses the example of [1 Staple] for stapling and [2 Holes] for punching.

* For print files in a folder stored by specifying [Store in Remote Folder] on a print

driver

Original Report §_
[}]
(74

. ’ ’
Stapling Report b=
aer e ael o
Position 2
N (3
Punching oReport =
Position o
o °lor

* For scan files stored in a folder

Important ¢ Ensure that the actual orientation of the original document matches the [Original Orientation]
setting in [Edge Erase] or in [2 Sided Scanning] on the [Layout Adjustment] screen.

Original Report Report Report Report

Original
Orientation
Stapli % ; f
apling Report Report 1 N
Position '§ Report
I = —
Punching oReport oReport o 1D —
Position '§ Report
o o o =1
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Configuring/Starting Job Flow

Job Flow is a feature that allows you to register transfer settings of scan data, such as
a transfer method and destination, to simplify data-transfer tasks.

Job flow sheets are categorized into two types according to the target. One type of job
flow sheet targets files stored in folders, and the other type targets scan files. This
section describes the first type of job flow sheet, targeting files stored in folders.

A job flow operates files stored in a folder, and starts in either of the following ways: 1)
automatically start a job flow when a file is stored in a folder, or 2) select a job flow to
manually operate files stored in a folder.

To automatically start a job flow, you must make a link with a folder and a job flow sheet
in advance. Files are automatically processed with the job flow sheet when they are
stored in the linked folder.

Note * When the Authentication feature is disabled, a job flow created in [Send from Folder] can
only be used/edited/duplicated/deleted through the folder where the job flow is created. This
type of job flow is not displayed on the [Create Job Flow Sheet] screen. When the
Authentication feature is enabled, job flows whose owners are authenticated are displayed
on the [Create Job Flow Sheet] screen.

For information on job flows that target scan files, refer to "Job Flow Sheets" (P.341).
You can register the following features:
* Forward
* E-mail Notification
* Print
For information on the restrictions on the combination of features, refer to "5 Tools" > "Setup" > "Create
Job Flow Sheet" in the Administrator Guide.
EForward
Multiple forwarding recipients can be configured for each forwarding method.
* FTP
Forwards via FTP. Up to 2 recipients can be specified.
* SMB
Forwards via SMB. Up to 2 recipients can be specified.
* Mail
Forwards via E-mail. Up to 100 recipients can be specified.
* Fax
Forwards via fax. Up to 100 recipients can be specified.
* Internet Fax
Forwards via Internet Fax. Up to 100 recipients can be specified.
¢ IP Fax (SIP)
Forwards via IP Fax. Up to 100 recipients can be specified.

BE-mail Notification

You can receive the job results by e-mail.

For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Create New Job Flow
Sheet" in the Administrator Guide.
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HPrint
Files in a folder can be printed.

1 Select files on the [Folder - File List] screen. Folder 001 -File List [Green [ close
List - Number of Files: 12 Select All |
order [FileName " &Date&Time |Pages Delete
[ 1 :‘ﬁ DocName101 2011/1/26 2:20PM 1" ] m‘
‘ [© DocName102 2011/1/26 2:20PM 12‘
Job Flow
i 33 Doc Name103 2011/1/26 2:20PM 13} Settings..
Print...
i g DocName104 2011/1/26 2:20PM )
‘ [€ DocName105 2011/1/26 2:20PM 15‘ v
J
2 Select [Job Flow Settings]. Folder 001-File it G Jooom
List - Number of Files: 12 Select All |
order [FileName " &Date&Time |Pages Delete
[ 1 :‘ﬁ DocName101 2011/1/26 2:20PM 1" ] m‘
‘ [© DocName102 2011/1/26 2:20PM 12‘
Job Flow
i 33 Doc Name103 2011/1/26 2:20PM 13} Settings..
Print.
i g DocName104 2011/1/26 2:20PM )
‘ [€ DocName105 2011/1/26 2:20PM 15‘ v
J
3 Select any option. i Folder 001 - Job Flow Settings [ close
Job Flow Sheet that has been linked to this folder: (g SIS
Name1 Gt i
| Create/ |
| &2 changeLink..
Description:
Comment1
Auto Start ‘3 JS;:r;liuwrrenl ‘W
| Flow sheet...
HAuto Start

This sets auto start of the job flow for files stored in the folder. The job flow automatically
starts when a file is stored.

mStart Current Job Flow

Select files in the folder, and then select this button to start the job flow linked to this
folder.

Important ¢ After executing the job flow, confirm the [Job Status] screen or print a Job History Report to
check the result. For information on the Job History Report, refer to "5 Tools" > "Common
Service Settings" > "Reports" > "Job History Report" in the Administrator Guide.

ECut Link
Cancels the link between a folder and the linked job flow sheet.

B Create/Change Link
Displays the [Link Job Flow Sheet to Folder] screen.
Refer to "[Link Job Flow Sheet to Folder] Screen" (P.337).
mSelect Job Flow Sheet

Select this button while files are selected to display the [Select Job Flow Sheet] screen.
Refer to "[Select Job Flow Sheet] Screen" (P.338).
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[Link Job Flow Sheet to Folder] Screen

You can change the link between the folder and its job flow sheet.

¥ DocName104

2011/1/26 2:20PM

Note * Linking, delinking, and auto start settings can be also performed when you create a folder.
1 Select a JOb flow sheet to link to. " Folder 001 -File List (Grefresn  [[Pctose |
List n Number of Files: 12 SelectAll |
Order [File Name 4 Date &Time |Pages Delete
l ol JE- DocName101 2011/1/26 2:20PM 1 - —
File Details...
\ \O Doc Name102 2011/1/26 2:20PM 12
Job Flow
\ % Doc Name103 2011/1/26 2:20PM 13 Settings..
Print...
[
L

[ Doc Name105

2011/1/26 2:20PM

Important  Selecting [Save] without selecting a job flow sheet does not set a link. If the selected job flow

sheet is already linked, the link is canceled.

Note » Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
* You can sort the list in ascending or descending order by selecting either [Name] or
[Updated].
2 Select [Job Flow Settings]. " Folder 001 -File List (Grefresn  |[2 close
List ) Number of Files: 12 SelectAll |
Order [File Name 4| Date &Time |Pages Delete
l ol JE- DocName101 2011/1/26 2:20PM m EREDeTanE
\ | € Doc Name102 2011/1/26 2:20PM 12
Job Flow
| g DocName103 2011/1/26 2:20PM 13 Settings.
| ¥ DocName104 2011/1/26 2:20PM 14 it
\ | € Doc Name105 2011/1/26 2:20PM 15| v
3 Select [Create/Change Link]. | &3 Folder 001 - Job Flow Settings [cose |
Job Flow Sheet that has been linked to this folder: (g GUEs |
Name1 T ———
0 ChongeLink.. |
Description:
Comment1
Auto Start [ StartCurrent | e ———
Ol 5o S
4 Selecta ny option. = Link Job Flow Sheet to Folder 001 (@refresn  [[rsave ]
Search by Name
Name a1 updated -
' Nome1 201171726 A ‘ ‘
Search by Keyword
| 5 Name2 2011/1/26 ‘ |
| /=7 Name 3 201171726 Select
| [ Name4 201171726 5 Reyword .
Sheet Filtering... |
| [’ Name 5 201171726 ‘N% -
| [None
| Refresh [ E Create... | [ 1] Edit/Delete.. |

Displays the updated information.

ECreate

Displays the [Create New Job Flow Sheet] screen.

For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Create New Job Flow

Sheet" in the Administrator Guide.

mEdit/Delete
Displays the [Details] screen.

For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Edit/Delete" in the

Administrator Guide.
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ESearch by Name

Searches for job flows that partially match the entry. The machine searches through job
flow names that were registered upon each job flow creation. The entry can be up to

128 characters long.

For information on how to enter characters, refer to "Entering Text" (P.68).

ESearch by Keyword

Searches for job flows that fully match the entry. The machine searches through
keywords that were registered upon each job flow creation. The entry can be up to 12
characters long. You can select from preset keywords if they have been registered in

the System Administration mode.

For information on how to enter characters, refer to "Entering Text" (P.68).

ESelect Keyword

Displays the [Select Keyword] screen. Select a keyword registered in the System
Administration mode to search for job flows. Job flows that fully match the entry are
searched. The machine searches through keywords that were registered upon each

job flow creation.

B Sheet Filtering

Displays the [Sheet Filtering] screen.
Refer to "[Sheet Filtering] Screen" (P.338).

[Sheet Filtering] Screen

This screen allows you to filter the job flow sheets displayed.
Displayed job flow sheets may vary depending on the Authentication feature. For more information,
refer to "14 Authentication and Accounting Features" > "Authentication for Job Flow Sheets and

Folders" in the Administrator Guide.

[x Cancel N < Save

Target

1 Select the filtering conditions, and select |3 Sheet Filtering
[Save]. e
System Folder
Note * The job flows that can be displayed on M:“ms“' L4
[Send from Folder] are those whose Mwmiﬁww
[Target] is [Folder], and those stored in
the machine.
EOwner

Select the owner of job flow sheets to filter.

ETarget
Select the target of job flow sheets to filter.

[Select Job Flow Sheet] Screen

This screen allows you to select and execute a job flow for the selected files.

1 Select a job flow, and select [Start].

[ Refresn N P Close

]

(ame

[ Folder 001 - Select Job Flow Sheet
N

4 Updated

Search by Name

Note * Select [ A] to return to the previous

201171726

Al
Search by keyword

screen or [ ¥] to move to the next screen.

201171726

L

2011/1/26

[ Select

descending order by selecting either

2011/1/26

Keyword...
Sheet Filtering... |

l
|
* You can sort the list in ascending or |7 Name3
|
i -

[Name] or [Updated].

201171726

[

J |None

(A

Details...

| kj Start |
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mStart
Executes the selected job flow sheet.

HRefresh
Displays the updated information.

EDetails

Displays the [Details] screen.
For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Edit/Delete" in the
Administrator Guide.

EChange Settings

If the selected job flow sheet setting is editable, the [Change Settings] screen appears.
You can temporarily change the settings.

ESearch by Name

Searches for job flows that partially match the entry. The machine searches through job
flow names that were registered upon each job flow creation. The entry can be up to
128 characters long.

For information on how to enter characters, refer to "Entering Text" (P.68).

mSearch by Keyword

Searches for job flows that fully match the entry. The machine searches through
keywords that were registered upon each job flow creation. The entry can be up to 12
characters long. You can select from preset keywords if they have been registered in
the System Administration mode.

For information on how to enter characters, refer to "Entering Text" (P.68).

ESelect Keyword

Displays the [Select Keyword] screen. Select a keyword registered in the System
Administration mode to search for job flows. Job flows that fully match the entry are
searched. The machine searches through keywords that were registered upon each
job flow creation.

ESheet Filtering

Displays the [Sheet Filtering] screen.
Refer to "[Sheet Filtering] Screen" (P.338).

Job Flow Restrictions

A job flow sheet can be used by only one user, can be shared by multiple users, or can
be used for only certain folders.

Job flow restrictions may vary depending on the Authentication feature. For more information, refer to
"14 Authentication and Accounting Features" > "Authentication for Job Flow Sheets and Folders" in the
Administrator Guide.
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7 Job Flow Sheets

This chapter describes the scanning operation using a job flow sheet registered
on the machine.

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

Note « Job flow sheets targeting scanned documents is supported only by the ApeosPort
series.

* Job Flow Procedure

* Selecting/Changing a Job Flow Sheet...........cccooiiiiiii 344
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7 Job Flow Sheets

Job Flow Procedure

Job flow sheets are categorized into two types according to the target. One type of job
flow sheets targets scanned documents, and the other type targets files stored in
folders. This section describes the first type of job flow sheets, targeting scanned
documents.

For information on job flow sheets that target files stored in folders, refer to "Configuring/Starting Job
Flow" (P.335).

The following describes the procedure to operate a job flow. Refer to the following
section for each procedure.

To create and register a job flow sheet, use a computer.

Step 1 Opening the [Job FIow Sheets] SCreen ........ccevuieierieriiiieiere et 342
Step 2 Selecting @ JOb FIOW SHEEL ......ccuiiuiiieiiiieieieeeeeeee ettt 343
Step 3 Confirming/Changing the JOb FIOW Sheet.........ccccecivirierinirinieieieneeieeeeieeeeee e 343
Step 4 Starting the JOD FIOW SREET .....c.ovviiiieiiiieieiee e 343
Note * To create a job flow sheet, use EasyOperator or Device Setup Tool. EasyOperator is

included in the Driver CD Kit. Device Setup Tool is included in the ApeosWare Management
Suite, which you can download from our website.

Step 1 Opening the [Job Flow Sheets] Screen

The following describes how to open the [Job Flow Sheets] screen.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Job Flow Sheets].

. . Screen
Store & Send Link Brightness

b Flow Sheets
Activity Report

- e

- Mode
Web Applications

\ Print Mode

342



Job Flow Procedure

Step 2 Selecting a Job Flow Sheet

1 Select a job flow sheet. I JobFlow Sheets
Name ~ ‘ Updated: Search by Name... §
55 Name1 2011/1/29 ‘ ‘
Search by Keyword...
55 Name2 2011/1/29 f I
&
55 Name3 201171729 e ‘
&5 Nomed 2011/1/29 | Kepwod. .}
[ E Sheet Filtering... ‘
55 Names 20111729 | ¥ g
)" ) |options Selected |
"@ Refresh
e J

For more information on the [Job Flow Sheets] screen, refer to "Selecting/Changing a Job Flow Sheet"
(P.344).

Step 3 Confirming/Changing the Job Flow Sheet

1 To confirm the details, select [Details]. To IE: Job Flow Sheets

change the settings, select [Change R I

S tt|n S] 55 Name1 2011/1/29J J
e g . et e ——— e Search by Keyword...

For information on how to check or change job flow 2l Name3 201171729 =i et

settings, refer to "Selecting/Changing a Job Flow & Names ENIRIES #‘

Sheet" (P.344). S s [RENC |

‘@ Refresh \ ‘\E Details.. \ x) g:m?:s

Step 4 Starting the Job Flow Sheet

1 Load a document.
Note ¢ A job flow with an application linked does not require you to load a document.
2 Press the <Start> button.

Important ¢ After executing the job flow, be sure to print a Job History Report to check the result. For
information on the Job History Report, refer to "5 Tools" > "Common Service Settings" >
"Reports" > "Job History Report" in the Administrator Guide.
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7 Job Flow Sheets

Selecting/Changing a Job Flow Sheet

This section describes how to select or edit a job flow sheet created on a network
computer with EasyOperator or Device Setup Tool.

Important ¢ If characters not supported by the machine are used in the name or description of a job flow
sheet, the characters will not be displayed or will be garbled on the screen. For information
on characters that can be used in the names or descriptions of job flow sheets, refer to "16
Appendix" > "Notes and Restrictions" > "Notes and Restrictions on the Use of the Machine"
in the Administrator Guide.

Note * To communicate with network computers, enable the SOAP port on the machine.

* A job flow sheet created on a network computer can be deleted, but cannot be changed or
duplicated. However, you can temporarily change some items that are permitted to be
changed.

For information on how to enable the port, refer to "S Tools" > "Connectivity & Network Setup" > "Port
Settings" in the Administrator Guide.

Select a job flow sheet
i i [ Name 2 updated: Searchby Name..
Note * Displayed job flow sheets may vary 5 amei ot \ \
depending on the settings of the [z e Search by Keyword..__

[ Select

Authentication feature. For more

‘ g Name3 2011/1/29

information, refer to "14 Authentication Fo— o (2 kepwora..
and Accounting Features" > o — FESEEEES
"Authentication for Job Flow Sheets and = e
‘@Refresh | { | Details... v Change
o s &7 Settings...

Folders" > "Overview" > "Job Flow Sheet
Types and Overview" in the Administrator
Guide.

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

* You can sort the list in ascending or descending order by selecting either [Name] or
[Updated].

ERefresh
Displays refreshed information.

B Details

Displays the [Details] screen. You can confirm the details of a job flow such as the
name, last updated date, target, owner, and save location. When you select the [[1]]
button, the whole text of the description which was registered when creating the job
flow sheet is displayed.

EChange Settings

Displays the [Change Settings] screen. You can change the job flow settings.
Refer to "[Change Settings] Screen" (P.345).

ESearch by Name

Searches for job flows that partially match the entry. The machine searches through job
flow names that were registered upon each job flow creation. The entry can be up to
128 characters long.

ESearch by Keyword

Searches for job flows that fully match the entry. The machine searches through
keywords that were registered upon each job flow creation. The entry can be up to 12
characters long. You can select from preset keywords if they have been registered in
the System Administration mode.
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ESelect Keyword

Displays the [Select Keyword] screen. Select a keyword registered in the System

Administration mode to search for job flows. Job flows that fully match the entry are
searched. The machine searches through keywords that were registered upon each
job flow creation.

ESheet Filtering

Displays the [Sheet Filtering] screen on which you can filter the job flow sheets
displayed.
Refer to "[Sheet Filtering] Screen" (P.346).

[Change Settings] Screen

1 Select [Change Settings].

2 Select a group to be changed from [Group of

3

ltems].
Note

* The screen as shown on the right does
not appear if only one group is registered.

Select the item to be changed.

Note

* A triangle icon appears at the left of each
mandatory item.

4 Select any option.

Hitems

Displays the items set for the job flow sheet.

ECurrent Settings

Displays the values set for the job flow sheet.

EPrevious Group

Displays the items of the previous group.

ENext Group

Displays the items of the next group.

BmAdd E-mail Recipient
Adds recipients for the e-mail.

| 55 Name4

2011/1/29

| S Names

2011/1/29

‘@Refrsh E ‘De!alls... NE
o (

Change
| | settings...

|Options Selected |

I Job Flow Sheets
Name 2 Updated: Searchby Name..
| % Nome1 201171729 ‘7‘
Search by Keyword...
[EET Ramc 201171729 ‘7‘
| <5 Nome3 2011/1/29

( Select |
|48 Keyword... J

[ Sheet Filtering...
© B

7 Change Settings [q?close ]
Group of Items
| 1. Name2-Grp1 ‘
| 2 MName2Grp2 ‘
|3 Name2Grp3 ‘
| 4 Name2Grpa ‘
| 5 MNme2GmpS ‘
| 6. Name2-Grp6 ‘ v J
Name2-Grp1 [Fcose |
Items Current Settings
| D 1. TypeSTR 12345
| P 2. TypePwD ez
| ) 3. TypelINT 3
Next Group
| P 4 TypesSEL 1234567890123456789012345
| D) 5 TypeDESTISMTP hogehoge.jp
| ) 6. TypeDESTISMTPSEC hogehogejp v | [AddEmal

Recipient
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7 Job Flow Sheets

[Sheet Filtering] Screen

This screen allows you to filter the job flow sheets displayed.
Job flow sheets displayed vary depending on the settings of the Authentication feature. For more
information, refer to "14 Authentication and Accounting Features" > "Authentication for Job Flow
Sheets and Folders" > "Overview" > "Job Flow Sheet Types and Overview" in the Administrator Guide.

1 Select [Sheet Filtering].

2 Select the filtering conditions, and select

|

I Job Flow Sheets

Search by Narme...

Name Updated: —_—
55 Name1 201171729 H—H
,,,,,,,,,,,, T Search by Keyword...
Name2 201171729 ]
5 Name3 201111729 e et
elect
55 Name4 ED ( Keyword... )
[, Sheet Filtering...
Kl Names 2011/1/29 |
) |Options Selected |
| Refresh | |3 Details... 9.~ Change
(94 J (al |75 settings..

| & Sheet Filtering

[x Cancel ][ < Save

[S ave] i Owner Target
= s
M ﬂﬁk.f.f.'ﬁ,'{‘o, 5‘ External Application
:‘Copyjohs
EOwner
Select the owner of job flow sheets to filter.
ETarget
Select the target of job flow sheets to filter.
Note * Job flow sheets whose [Target] is [Folder] can be used only from [Send from Folder].
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8 Stored Programming

This chapter describes the Stored Programming service that enables you to
store customized job settings.

* Stored Programming OVEIVIEW............eeiiiiiiiiiieeeiiee e 348
* Registering/Deleting/Renaming Stored Programs...........ccccceeeiiiienennnns 349
* Calling a Stored Program
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8 Stored Programming

Stored Programming Overview

The Stored Programming service allows you to store settings that you expect to use
frequently and call them with a single button operation. You can also assign a screen
to a stored program button, to use the button as a short-cut to the screen.

A stored program can store not only settings of a feature, but a flow of settings
configured on multiple screens.

For example, this service is available when you want to record a procedure starting
from pressing the <Machine Status> button, to displaying the screen under [Print
Reports] to print a Job History Report.

In addition, while Build Job is running, this service can be used for the remaining
document stacks.

For information on Build Job, refer to "Build Job (Processing Documents Scanned with Different
Settings as One Job)" (P.155).

The following shows the reference section for each feature.
Registering/Deleting/Renaming Stored Programs..........cceceeereerieneiieiene oo ses e 349
Calling @ Stored PrOZIAIM ... ....c.eeiiiieieeiiee ettt sttt ee et ete e enaens 355

348



Registering/Deleting/Renaming Stored Programs

Registering/Deleting/Renaming Stored Programs

You can register and delete stored programs on the [Stored Programming] screen.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Setup].

Screen
Brightness

E o b Calibration
Simple Copy

Activity Report
- . " ) 0
Store to Folder
A A 4 Print Mode

[ close

3 Select [Stored Programming].

| Group

oCrems Folder...

Stored Programming... _

Create Job Flow
°SheeL..

Add Address Book
Oenry...

Create Fox Group
Recipients...

oAdd Fax Comment... v

4 Selecta feature.

. <Available>

Store Build Job

Delete

. <Available>

[ Enter / change
Name
Assign /

| Change Icon

. <Available>

=S IR S Y N

. <Available> e

EStore

Register a stored program.
Refer to "Registering Stored Programs" (P.350).

EStore Build Job

Register a stored program for Build Job.
Refer to "Registering Stored Programs for Build Job" (P.352).

HDelete

Deletes a stored program. Select the stored program number to be deleted.
Refer to "Deleting Stored Programs" (P.352).

BEnter/Change Name

Enter or change the name of a stored program.
Refer to "Entering/Changing a Stored Program Name" (P.353).
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8 Stored Programming

HAssign/Change Icon

Specify an icon for a registered stored program.
Refer to "Assigning/Changing Icons for Stored Programs" (P.354).

Registering Stored Programs

Up to 100 actions can be registered with one stored program. Up to 40 stored programs
can be registered in the machine.

Actions registered in stored programs No.1 and 2 or No. 1 to No.12 can also be
performed by using one touch buttons <71> and <72> or <61> to <72>. (This feature
is available only when the optional Fax service is installed.)

The following describes how to register actions with stored programs.

Important e If registered settings such as tray paper size and comments, or default values in the System
Settings are changed after a stored program is registered, the program's content also
changes.

Note * Services using System Settings, Job Flow Sheet, Network Scanning, or Address Book
cannot be registered.

* The registering procedure for a stored program is canceled when the <Interrupt> button is
pressed, the Auto Clear feature causes a time-out, or a pop-up window (paper jam, etc.)
appears.

* 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. For information
on how to change the settings registered to the one touch buttons, refer to "5 Tools" >
"Common Service Settings" > "Screen/Button Settings" in the Administrator Guide.

*[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 71 and 72 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 72 are used for stored programs
and they correspond to the registered stored programs 1 to 12.

1 Select [Store]. X JobStore A

Store
Store Build Job i 2. <Available> Jj
W ‘ 3. <Available> ‘
S l 4. <Available> J
Enter / Change
Name 5. <Available>
Assign / i G i J
| Change Icon J l . <Available: | J

Select a number to register a stored program.

Note * Once a job is stored to a button, it cannot be overwritten.

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

Set the feature you want to register.

Note * The machine sounds an audible tone while a stored program is being registered.
* Press the <Interrupt> button to cancel registration.

You can change the volume of the sound that notifies that a stored program is being registered. For
information on the setting, refer to "5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored
Programming Tone" in the Administrator Guide.

Press the <Start> or <Clear All> button.

Note * If no name is entered for a registered stored program, the name becomes "(No Name)".
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For information on how to name a registered stored program, refer to "Entering/Changing a Stored
Program Name" (P.353).

Notes and Restrictions on Registering Stored Programs

The following notes and restrictions applies when you register stored programs.

* When registering a stored program to select a paper size or type loaded on the
bypass tray, register both the paper size and the paper type. If only the paper size or
type is registered, the stored program may not be called properly.

* If any of the following operations is performed while a stored program is being
registered, the stored program may not be registered or may not work correctly.
- Removing or inserting a paper tray
- Loading or reloading paper in the bypass tray

* If any of the following operations is performed after a stored program is registered,
the registered stored program may not be called properly.
- If the stored program has the Watermark feature and the default values of that
feature are changed.
- If the stored program has an operation for a folder and the folder passcode is
changed.
- If the settings of the control panel are changed.
- If the services assigned to the <Custom> buttons are changed.
- If any setting is changed under [Tools] > [System Settings] > [Copy Service
Settings] > [Preset Buttons].
- If the selection is made from a list of the Address Book or Job Flow Sheet.
If any optional components installed on the machine, such as a finisher, are
changed, and thereby the associated buttons become no longer available.
If the measurement unit, millimeters or inches, is changed.
If a job is selected from the list of the stored jobs in [Secure Print Jobs & More]
under Job Status.

ﬁ Buiwweiboid palols

* The following features and operations cannot be registered in Stored Programming.
- Registration and call of a stored program
- System Settings
- The [Media Print - Text] and [Media Print - Photos] buttons on the [Services Home]
screen
- The [Store to USB] button on the [Services Home] screen

- The [Network Scanning], [Job Flow Sheets], and [Web Applications] buttons on
the [Services Home] screen (ApeosPort series only)

- The <Custom> button to which the Network Scanning or Job Flow Sheets service
is assigned.

- The Address Book for the Fax/Internet Fax, E-mail, and Scan to PC services

- Unselectable buttons

- The [Language] button on the [Services Home] screen

- The [Screen Brightness] button on the [Services Home] screen

- Selecting items using the scroll bar

- Scrolling operation while previewing

- The [Browse] button for the Scan to PC service

- Operations to edit e-mail addresses for the E-mail service (the pop-up menu
[Keyboard], [Remove], and [Edit] displayed by selecting [Recipient(s)] or [From])

- The <Energy Saver> button
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8 Stored Programming

* Astored program registration is canceled when the <Interrupt> button is pressed, the
Auto Clear feature causes a time-out, or a pop-up window (such as a paper jam
window) appears.

* If the Fax service is available, one touch buttons can be used.

Registering Stored Programs for Build Job

Up to 100 actions can be registered with one stored program for Build Job. Up to 40
stored programs can be registered in the machine.

The following describes how to register actions with stored programs.

Select [Store Build Job]. % Job Store i

Note * Once a job is stored to a button, it cannot
be overwritten.

* Select [ A] to return to the previous }
screen or [ ¥] to move to the next screen. | *** e e
l

| store

2. <Available>

L

Store Build Job

3. <Availoble>

| Enter / Change

Name . <Available>

Assign / | - _l .

lChunge Icon J 6. <Available> v |
Select a number to register a stored program.
Note * Once a job is stored to a button, it cannot be overwritten.

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

Set the feature you want to register.

Note * The machine sounds an audible tone while a stored program is being registered.
* Press the <Interrupt> button to cancel registration.

You can change the volume of the sound that notifies that a stored program is being registered. For
information on the settings, refer to "5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored
Programming Tone" in the Administrator Guide.

Press the <Start> or <Clear All> button.
Note * An icon is displayed to the left of each registered stored program for Build Job.
* If no name is entered for a registered stored program, the name becomes “No Name”.

For information on how to name a registered stored program, refer to "Entering/Changing a Stored
Program Name" (P.353).

Deleting Stored Programs

The following describes how to delete stored programs.

1 Select [Delete].

| Store [ 1. (NoNome)

Store Build Job

Delete

Enter / Change
Name

Assign /
| Change Icon J el
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Registering/Deleting/Renaming Stored Programs

2 Select the number to deleted.

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

3 Select [Delete]. _ﬁ

g & Delete Stored Programming

( Are you sure you want to delete the stored settings?

st
Job Number: 1

= Job Name: (No Name)

K3
g
s

Cancel
x

HDelete
Deletes the stored program.

Note * Deleted stored programs cannot be restored.

ECancel
Cancels deleting the stored program.

Entering/Changing a Stored Program Name

The following describes how to enter or change the name of a stored program.
Up to 18 characters are allowed for a stored program's name.

For information on how to enter characters, refer to "Entering Text" (P.68).

1 Select [Enter/Change Name]. X Job store T

8@ ‘i 1. (NoName) ‘

Store Build Job

‘ Delete ‘

Enter / Change

Assign /
| Change Icon |

2 Select the number to register or change a name.

Note * Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
3 Enter a name, and select [Save]. . Change Name [ concel [ save
| “S’) Delete Text |
2 o e o e 7 o o o) - )(meamem
\ | q \W\ . 1 r | t 1 y | a 1 i . 1 p | [ 1 1 |
S e ikl gThi T i (i) ) ) (g
Shift :‘ b | X | L ‘ v ‘\ b ‘ n | m ‘ - | " ‘ e | Shift
[ Querty A‘Tnbc “,H — \E‘ -
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8 Stored Programming

Assigning/Changing Icons for Stored Programs

The following describes how to assign or change an icon of a stored program.
You can select from 12 icons.

1 Select [Assign/Change Icon]. X Job Store

[ close

( )
e i 1. (NoName)

Store Build Job

o

Delete

} \

Enter / Change

Name
Assign/
Change Icon

2 Select the number to assign or change an icon.

Note * Select [ A] to return to the previous screen or [ ¥] to move to the next screen.
3 Select an icon, and select [Save]. -2 Assign / Change Icon - Job Number 1 [canc [ save

lo Icon = [ = |
L )
}Eg } | | |
12 b s J

c E |

= = |

(2 = J

ENo Icon

No icon is assigned to a registered stored program.

Hicon
Select an icon according to the content of the registered stored program.
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Calling a Stored Program

Calling a Stored Program

The following describes how to call a stored program.
When you call a specified stored program, the last screen shown when you registered

the stored program appears.

1 Press the <Services Home> button.

2 Select [Stored Programming].

3 Select a number of a stored program
containing the features you want to use.

Note * You can only select registered numbers.

<Services Home> button

Sl B =
‘ ‘ =
creen
Copy Fax / Internet Fax E-mail Brightness
T wa@ay S
“ B= 172 Calibration
Simple Copy Simple Fax Scan to PC E

Activity Report

| S | ” R
Store to Folder Send from Folder
Wilscbuwalll it Mot

£, Stored Programming

. (No Name)

~

<Available>

<Available>

4. <Available>

5. <Available>

6. <Available>

» Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
« After the stored program has been called, the machine sounds an audible tone. If a failure

occurs, the machine sounds a fault tone.

For information on how to change the volume of the sound that notifies that a stored program has been
called, refer to "S5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored Programming

Complete Tone" in the Administrator Guide.

4 After the stored program is called, select other features if necessary.

5 Press the <Start> button.

<Start> button
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8 Stored Programming

Calling a Stored Program for Build Job

You can call a stored program for Build Job on the [Copy] screen displayed while Build
Job is running.

1 Select [Change Settings]. Tilcory — O
Quantity: 20/300 Sample Job
Pages: 40/50 z‘ [ “ Delete

originals: 50
(A4 ) [+~ Last Original

Black & White
100%, 200%
Collated \J st

_\f' Chapter Start... | ‘ H Insert chang= [ Change
J Separators... Quunmy A Settings...

2 Select the [Job Assembly] tab.

(%)

Select [Stored Programming].

4 Select a number of a stored program containing the features you want to use.

Note * You can only select registered numbers.
* After the stored program has been called, the machine sounds an audible tone. If a failure
occurs, the machine sounds a fault tone.
For information on how to change the volume of the sound that notifies that a stored program has been
called, refer to "5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored Programming
Complete Tone" in the Administrator Guide.
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9 Web Applications

This chapter describes how to operate web applications.

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

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

® Web Applications OVEIVIEW ..........cooiiiiiiiiiiiiiii et 358
® Accessing Web Applications.............uueiiiiiiiiiiii e 359

* Accessing Using Buttons Registered on the [Services Home] Screen.....360
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9 Web Applications

Web Applications Overview

Web Applications is a service that allows you to access to web applications via a
network using the browser on the machine in order to display and store data.

The machine provides the following features:

* Accessing web applications from the machine, and displaying the web application
screen on the machine

* Storing scanned documents directly in a web application folder

* Printing a file directly that is stored on a remote server

Note » The web applications that can be displayed on the machine are those which are compatible
with the machine. You cannot access website on the Internet.

To access the web application on the machine, prior settings are required. For information on the

settings, refer to "5 Tools" > "Web Applications Service Setup" in the Administrator Guide.
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Accessing Web Applications

Accessing Web Applications

The following describes how to access web applications.

You need to register an access destination in advance.

For information on how to register an access destination, refer to "5 Tools" > "Web Applications Service
Setup" > "Server Setup" in the Administrator Guide.

1 Press the <Services Home> button.

<Services Home> button
2 Select [Web Applications].

Note e |f Auto Link has been set, the machine ' Brightness
can access the remote service.

Screen

Calibration

Activity Report

Fax Receiving

‘Web Applications
Print Mode
3 Select an access destination.

Server Name URL

‘WebService01 http://www.test0 1

‘WebService11 http://www.test11 7; 4

‘WebService21 http://www.test21

‘WebService31 http://www.test31

‘WebService41 http://www.testa1

‘WebService51 hittp://www.test51 e
4  Select [Open] from the pop-up menu

dlsplayed i Server Name
| i Details..
Webservicel1 -
| %] Close Menu
WebService21 — = ost21
Webservice31 hup:/rwww.test31
WebService41 hup:/Awww.testal
WebService51 hup:/rwww.tests1 v
EOpen

Accesses the specified remote service.

EDetails
Displays the information of the specified remote service.

EClose Menu
Hides the pop-up menu.
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9 Web Applications

Accessing Using Buttons Registered on the [Services Home]

Screen

You can register frequently used web applications on the [Services Home] screen as
buttons. The following describes how to access the applications by simply selecting the

buttons.

For information on how to assign buttons displayed on the [Services Home] screen, refer to "5 Tools" >
"Common Service Settings" > "Screen/Button Settings" > "Services Home" in the Administrator Guide.

1 Press the <Services Home> button.

2 Select [Head Office] registered on the
[Services Home] screen.

Note * In this example, an access destination
named [Head Office] is registered in the
default position of the [Web Applications]
button. You can assign the button
anywhere on the screen.

<Services Home> button

Network Scanning ||| Store & Send Link Store to USB Brightness
Media Prin .
feco Job Flow Sheets

2a Calibration

Activity Report

Fax Receiving
Mode

Print Mode
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10 Media Print (Text and
Photos)

This chapter describes the basic procedures and features of Media Print - Text
and Media Print - Photos when a USB memory device is connected.

Note * This service is not available for some models. An optional component is required.

For more information, contact our Customer Support Center.
* Overview of Media Print
* Media Print - Text
* Media Print - Photos
* Selecting the Printing Options
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10 Media Print (Text and Photos)

Overview of Media Print

If a USB memory device is connected to the machine, the data stored in the USB
memory device can also be printed. You can also print scanned data stored with the
Store to USB service.

The installation of commercially available Memory Card Reader allows the machine to
retrieve and print image data (DCF1.0-compliant JPEG and TIFF) taken with a digital
camera as well as document files (PDF, TIFF, XPS, XDW, XBD and JPEG (JFIF)).

Important ¢ Data stored in USB memory device may be lost or damaged in the following cases. Make
sure to back up data in media before use.

* When disconnecting/connecting the USB memory device by methods other than
described in this guide.

* When receiving the effect of electrical noise or an electrical discharge.
* When a fault or failure occurs during operation.
« If the USB memory device receives mechanical damage.

* We assume no responsibility for any direct and indirect damages arising from or caused by
such data loss.

* When you use the Media Print - Text service to print scanned data stored with the Store to
USB service, the data cannot be printed if they are saved in DocuWorks format.
* For Media Print - Photos, images can be displayed in thumbnail view, but cannot be

previewed. For Media Print - Text, files cannot be displayed in thumbnail view and cannot be
previewed either.

Note * Commercially available Memory Card Reader with single slot *1 can be used for Media Print
feature (text/photo), but its safe performance is not guaranteed.
When a Memory Card Reader with multi-slot "Zs used, only one particular slot is available.
And which slot is available differs according to models and slot of media\Memory Card that
you want to use is not always available. Safe performance of a Memory Card Reader with
multi-slot is not guaranteed, either.

* *1: Media/Memory Card that has one slot. Some allows only one type of media/Memory
Card, while others allows more than one types (ex. SD card, xD-Picture Card).

¢ *2: Media/Memory Card that has two or more slots.
 "Exif" is a file format that embeds information required to print the image data taken with a
digital camera. The machine supports Exif 2.0 to 2.2.

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

The Media Print feature comprises two modes: Media Print - Photos and Media Print -
Text. The Media Print - Photo mode prints data stored in the standard digital camera
format, while the Media Print - Text mode prints data stored in text format. The feature
also includes Index Printing that prints a list of files retrieved in the both modes.
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Overview of Media Print

Supported Media and File Formats

The machine supports USB memory devices.
Supported media and file formats are as follows.

Supported Media

Supported File Format

Media Print - Photos

Media Print - Text

* USB 2.0 memory

* JPEG files

* TIFF files
Supports DCF1.0-compliant
JPEG/TIFF files (Exif2.0,
Exif2.1, Exif2.2)

PDF files

Extension: pdf, PDF 1.3 or
later

TIFF files

Extension: tif, Grayscale 4-
bit/8-bit uncompressed, 8-
bit/24-bit JPEG
compressed, MH/MMR
compressed

XPS files

Extension: xps

JPEG (JFIF)

Extension: jpg

Important « When you specify the save location, only folder names are displayed in the list. File names

Note

and shortcuts (symbolic link or alias) are not displayed.

* Folders that comply with the Design rule for Camera File system (DCF) standard used for
digital cameras are not displayed.

« If a full path (a string of folder and file names in all directories) of the file created exceeds
257 characters long, an error occurs.

« If the medium contains more than 900 folders, the machine may not be able to recognize the

medium correctly.

« PDF files saved on Mac OS® cannot be displayed on the screen and cannot be printed.

« If a file name contains characters that are not supported by the machine, the file name will
not be displayed on the screen.

* In the Media Print - Photos mode, only 8 characters can be recognized as a file name. In the
Media Print - Text mode, up to 255 characters can be recognized.

* Up to 900 files can be processed with Media Print.
* Use media formatted with digital cameras or computers (FAT12, FAT16, FAT32 only).

* Use USB 2.0 compliant memory devices with the size up to 128GB only. (USB 1.1 compliant
memory devices are not supported.)

* The use of media recommended by Fuji Xerox is suggested. For information on
recommended media, contact our Customer Support Center.

« If a file name contains machine-dependent codes, the file may not be recognized or
displayed on the screen correctly.
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10 Media Print (Text and Photos)

Notes and Restrictions on Media Print

The following notes and restrictions apply on the use of the Media Print service.

Use the Media Print - Photos service with a medium inserted. Otherwise, an error
code (016-794/116-212) is displayed on the screen.

Image files other than files in Exif format (JPEG/TIFF files created on computers)
cannot be printed.

Once an image file in Exif format is edited or saved on a computer, the file format is
no longer the Exif format.

If the medium fails, the process is terminated within a few minutes, and an error
message is displayed.

Eject the medium before switching off the power.

Be sure to wait until printing is completed and then eject the medium by following the
procedure described in this chapter.

Always back up data in a medium before use.

Printing data may take from a few minutes to several tens of minutes, depending on
the size and number of files in the medium.

Before storing document files, format the USB memory with a computer (FAT12,
FAT16, FAT32 only).

When you print a PDF file using Media Print, [PDF Bridge] is selected regardless of
the [Print Processing Mode] setting in [PDF Direct Print].

For more information on [Print Processing Mode], refer to "16 Appendix" > "PDF Direct Print" in the
Administrator Guide.

To print from a USB memory device, the USB Memory Print Kit (optional) is required.

You can use a USB host adapter to print from your USB memory device or via your
USB cable (as necessary), but the operation is not guaranteed.

Multiple USB memory devices cannot be used simultaneously.

Use USB 2.0 compliant memory devices only. USB 1.1 compliant memory devices
are not supported.
The following USB memory devices are not supported:

- A USB memory device with multiple media partitions that require other utilities to
access to the contents therein.

- A USB memory device connected via an external hub.
Do not use a medium if it stores data that cannot be backed up, such as music data

with the copyright protection function. We assume no responsibility for any direct and
indirect damages arising from or caused by such data loss.

The machine does not display a menu to prevent you from removing a USB memory
device while it is being accessed.
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Media Print - Text

Media Print - Text

Selecting Files

You can select files using any of the following three methods:
¢ Selecting all files
¢ Selecting the desired files on the [Select From List] screen

* Selecting one file or a range of files with index numbers

Note * You can select up to 32 files simultaneously.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Media Print - Text].

Screen
Brightness

Media Print Media Print
sl Ll | sobFlowshests |

Activity Report

Fax Receiving
Mode
‘Web Applications
Print Mode

The machine starts retrieving files from the medium.
During the retrieval, a screen appears on the control panel indicating that the files are
being transferred.

Note * Index numbers from 001 to 900 are automatically assigned to the files retrieved.
3 After the files are retrieved, select either
[Select All] or [Select From List] to specify A ame Lost Updated
f|IeS Sy — 001 IMAGE_1.JPG 2011/1126 502 PM
" List...

}W 002 IMAGE_2.JPG 201141726 5:02 PM
. J|oo3 IMAGE_3.JPG 2011/1/26 502 PM
\e Output Color R [Papersupply \A] ( gﬂsu:led A“ "D Output A\
| Black & White | Auto Select | \1S|dedn i ) Lot )

4 After selecting the files to be printed, select the printing options.

For more information on the printing options, refer to "Selecting the Printing Options" (P.369).

Note » On the pop-up menu displayed when selecting files, you can cancel the selection or display
details.

* Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
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10 Media Print (Text and Photos)

ESelect All
Selects all document files to be printed.

Note * Depending on the type of files stored in the medium or the directory configuration, some files
may not be printed.

B Select From List

Displays the [Select From List] screen.
Refer to "[Select From List] Screen" (P.366).

ESelect Range

Use [+] and [-] to specify the range of files to be printed in [First File] and [Last File]
under [Media Print - Text].

Note * Select [Select From List] to display a list of files, and reference the list when selecting the
range.

Bindex Print

Prints a list of the selected files with the index numbers automatically assigned.
For more information on Index Print, refer to "Index Print" (P.371).

[Select From List] Screen

This screen displays a list of files with their folder and file names and stored dates and
times.

You can select the desired files from a list of files.

1 Select the desired files from a list of files. [ SelectFrom List [cance || save
‘ /Folder1/
[ & ] Name Last Updated i‘e:ifst lael‘l,ef:les |
Hﬁ 001 IMAGE_1.JPG 201141126 5:02PM ] DetaiE]

‘ 002 IMAGE_2.JPG 201171726 5:02 PM ‘

[7003 IMAGE_3.PG 2011/1126 5:02 PM ‘

Previous

Important ¢ Select [ A ] to return to the previous screen or [ ¥ ] to move to the next screen.

* You can sort the list in ascending or descending order by selecting [# A ], [Name], or [Last
Updated].

* A check mark is placed in the check box for each file selected. To deselect the file, select the
file again while the file is selected (highlighted).

* If a folder or file name has more than 170 characters long, the folder or file name is not
displayed.

* Folder names which include characters that the machine does not support may not be

correctly displayed. If you specify the folders as file storage locations, an error occurs. For
more information on characters that the machine supports, refer to "Entering Text" (P.68).

* The machine does not distinguish between upper and lower cases of folder and file names
that are created in Windows environment and that consist of eight characters or less. The
names for these folders and files are displayed in capital letters.

EDetails

Displays detailed information on the selected (highlighted) file. To print the file, select
the [Print] check box on the [Details] screen.
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Media Print - Photos

Media Print - Photos

Selecting Files

You can select files using any of the following three methods:
¢ Selecting all files

* Selecting the desired files on the [Select From List] screen. You can select up to 100
files simultaneously

* Selecting one file or a range of files with index numbers

1 Press the <Services Home> button.

<Services Home> button

2 Select [Media Print - Photos].

Screen
Brightness

Calibration
edErnt Job Flow Sheet

Activity Report

—_— " Mode
‘Web Applications
Print Mode

The machine starts retrieving files from the medium.
During the retrieval, a screen appears on the control panel indicating that the files are
being transferred.

Note * Index numbers from 001 to 900 are automatically assigned to the files retrieved.
3 After the files are retrieved, select either Tooron ™ (LS

[Select All] or [Select From List] to specify ez

files. sanan
Select Range
L —
\_llnde(l’rim
\'w Output Color AJ [Pupersupply \A] ( D gﬂsr:::‘: ‘A‘ \'@ (sillx‘:putPhota AJ
| Color [1=A4 [0 ) | 1Sided | J | FullPage Print

4 After selecting the files to be printed, select the printing options.

For more information on the printing options, refer to "Selecting the Printing Options" (P.369).

Note * On the pop-up menu displayed when selecting files, you can cancel the selection or display
details.

» Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
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10 Media Print (Text and Photos)

mSelect All
Selects all image data to be printed.
Note * Depending on the type of files stored in the medium or the directory configuration, some files

may not be printed.

B Select From List

Displays the [Select From List] screen.
Refer to "[Select From List] Screen" (P.368).

ESelect Range

Use [+] and [-] to specify the range of files to be printed in [First picture] and [Last
picture] under [Media Print - Photos].

Note * Select [Select From List] to display a list of files, and reference the list when selecting the

range.

Bindex Print

Prints a list of the selected files with the index numbers automatically assigned.
For more information on Index Print, refer to "Index Print" (P.371).

[Select From List] Screen

You can select the desired files from a list of files.

Note * Select [ A] to return to the previous T Select From List [Weanel | save
screen or [ ¥ ] to move to the next screen. | =
* A check mark is placed in the check box 001 002 003
for each file selected. To deselect the file, || | ] ]
select the file again while the file is | PO o ‘
selected (highlighted). - 005 006
(] (] ] ‘
sois sorav__||zo i romav__ | o1 oosu )
HList
Display a list of files with their names and stored dates and times.
Note * You can sort the list in ascending or descending order by selecting [# A ], [Name], or [Date &
Time]. The number of files selected appears on the top on the screen.
EThumbnail

Displays a list of the images and names of the files.

Important ¢ The thumbnail view may not be available for some files. If a file is not displayed in thumbnail
view, display it in list view or in Index Print.

» Characters and images may not be correctly displayed in thumbnail view because they are
reduced in size.

Note * An image is displayed in thumbnail view in the orientation with which the file was stored.

EDetails

Displays detailed information on the selected (highlighted) file. To print the file, select
the [Print] check box on the [Details] screen.

EDeselect All
Deselects all selected files.

mSelect All
Selects all files.
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Selecting the Printing Options

Selecting the Printing Options

You can set the printing options on the [Media Print - Text] or [Media Print - Photos],

and [Advanced Settings] tabs.

By default, pressing the <Custom 3> (Review) button on the control panel allows you

to view a list of the setting values.

Media Print - Photos

Tab Item Setting Value
- Quantity Specify the number of print sets in the range of
1-999, using the numeric keypad.
Media Print Photos Output Color Color, Black & White
Paper Supply Trays 1-6

Note * Select the tray in which any of the following
sizes of paper is loaded: SRA3, B4, A4, A4ﬂ,
8.5x 11", 8.5x 11"C], B5, B5L].

* When the desired tray is not displayed, select
[More], and on the screen displayed, select the
tray.

When you select [More] and then [Bypass], you

can set [Paper Size] and [Paper Type].

* Paper Size

Select the paper size to be used from the list:
SRA3, B4, A4, A4(], 8.5x 11", 8.5 x 11"(], B5,
B5f1, 100 x 148 mm

* Paper Type

Select the paper type to be used from the list.

2 Sided Printing

Off, Long Edge Flip, Short Edge Flip

Media Print Photos Output Photo Size

* Full Page Print

* 5x7"
When you select [Output Size] on the screen
displayed after selecting [More], the following
sizes are selectable:
A4,85x11",100 x 148 mm, 3.5 x 5", 5 x 7"

Note  According to the size selected here and the
paper size, only the photos fitting on one sheet
of paper are aligned and printed. If you select
[1 Picture per Page], one sheet of paper is
used for one file and printed.

* 3 Pictures per Page (Center)
When you select [Pictures per Page] on the
screen displayed after selecting [More], the
following options are available:
2 Pictures, 3 Pictures (Center), 3 Pictures
(Left), 4 Pictures, 6 Pictures, 8 Pictures

Advanced Settings Bitmap Smoothing

Off, On

Note * When you select a paper size smaller than the image size, the image is automatically
reduced. When you select a paper size larger than the image size, the image is printed at its

original size.
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10 Media Print (Text and Photos)

* The features displayed on the [Media Print - Photos] and [Advanced Settings] screens may
vary depending on the combination of the optional components installed on the machine.

Media Print - Text

Tab Item Setting Value
- Quantity Specify the number of print sets in the range of
1-999, using the numeric keypad.
Media Print Text Output Color Color, Black & White
Paper Supply Trays 1-6

Note » Select [Auto Select] or the tray in which any of
the following sizes of paper is loaded: A3, B4,
A4, A4f], B5, B5(1, A5, A5(],
8.5x 11", 85x 11"(], 8.5 x 14", 11 x 17"

* When you select [Auto Select], the machine
automatically selects a tray that contains the
same size of paper as the document, and
prints the document at its original size.

* When the desired tray is not displayed, select
[More], and on the screen displayed, select the
tray.

When you select [More] and then [Bypass], you
can set [Paper Size] and [Paper Type].
* Paper Size
Select the paper size to be used from the list:
A3, B4, A4, A4(], B5, B5(1, A5, A5(],
85x 11", 8.5x 11"1, 8.5 x 14", 11 x 17"
* Paper Type
Select the paper type to be used from the list.

2 Sided Printing

Off, Long Edge Flip, Short Edge Flip

Media Print Text

Staple

Specify the stapling/punching positions.
When the desired stapling/punching positions are
not displayed, select [More].

Important ¢ If you select and print multiple documents,
all of the documents are stapled together.
To staple only one document, print only
that document.

Advanced Settings

Pages per Side

Off, 2 Pages, 4 Pages

Bitmap Smoothing

Off, On

Note

* When you select a paper size smaller than the document size, the document image is
automatically reduced. When you select a paper size larger than the document size, the
document is printed at its original size.

* The features displayed on the [Media Print - Text] and [Advanced Settings] screens may
vary depending on the combination of the optional components installed on the machine.
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Selecting the Printing Options

Index Print

* In the Media Print - Photos mode, a list of 30 x 40 mm reduced images, plus index

numbers, file names, and dates when images were stored in the medium are printed.

* Inthe Media Print - Text mode, names (up to 2 lines and 100 characters), dates when

files were stored in the medium, and the total number of files are printed.

You can specify only the number of print sets for Index Print, in the range from 1 - 999
sets in 1 set increments. For other printing options, the settings you have specified for
Media Print - Text or Media Print - Photos before selecting the [Index Print] check box
will be effective. To change these settings, deselect the [Index Print] check box, change
the print settings, and then perform Index Print. The setting values return to the defaults

if the machine is rebooted.
The following setting items are restricted when you select Index Print.

Setting Item Value
Output Color In the Media Print - Photos mode
* Color only
In the Media Print - Text mode
* Black & White only
Paper Supply Trays 1-5

Note » Select the tray in which any of the following sizes of paper

is loaded: A3, A4, or 8.5 x 11".

2 Sided Printing

Not available

Staple

Not available

Pages per Side

Not available
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11 Job Status

This chapter describes how to check the status of jobs and operate the jobs.
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11 Job Status

Job Status Overview

The Job Status feature allows you to check current, pending, and completed jobs. You
can also cancel printing and print jobs that are waiting to be output or resumed.

1 Press the <Job Status> button.

<Job Status> button

You can operate the following on the [Job Status] screen.

B Checking current/pending jobs

Lists current and pending jobs, and displays their details. Also allows you to cancel
current or pending jobs.
For more information, refer to "Checking Current/Pending Jobs" (P.375).

B Checking completed jobs

Displays the status of completed jobs, and their details.
For more information, refer to "Checking Completed Jobs" (P.377).

B Checking stored jobs

Prints or deletes jobs stored using the Charge Print, Secure Print, Private Charge Print,
Sample Set, and Delayed Print features.
For more information, refer to "Printing and Deleting Stored Jobs" (P.378).

HPrinting Pending Jobs

Prints jobs that are waiting to be output or resumed.
For more information, refer to "Printing Pending Jobs" (P.392).
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Checking Current/Pending Jobs

This section describes how to check current or pending jobs. On the status screen, you
can cancel or preferentially execute jobs.

1 Press the <Job Status> button.

<Job Status> button

2 Select the job to be canceled or =
preferentially executed. Clmme z i
File/ Job Type Remote Terminal Status Progress
Note * Select [ A ] to return to the previous o2222-Cony —— p— p—
screen or [ ¥ ] to move to the next screen. ||~ S—— — o

* From the drop-down menu, you can
select and display the desired type of jobs

3 Select [Cancel] or [Promote Job]. (< Print Job Fle 1235 [Meem ]
2: user name
- docamarerame [ogoee

[~ Promote Job
= J

Quantity: 2/10
Pages: 15730

Color
1 200x100mm
Center Tray

EPrint Waiting Jobs

Prints the jobs that are waiting to be output or resumed.
For more information, refer to "Printing Pending Jobs" (P.392).

EDisplay Time
Displays the estimated time required to complete the job. The time is displayed in the
form of either [Cumulative time for all jobs] or [Time required for single job].
* The estimated time for [Cumulative time for all jobs] is not displayed for the following jobs:
« Jobs that are not spooled on the machine, such as a job without using a printer driver and
quantity selection and Fax Immediate Reception.
* Job with time difference between spooling and printing, such as Secure Print.
* Pending jobs
* Jobs that are waiting to be processed due to a paper jam or running out of paper.

* For or more information on Fax Immediate Reception, refer to "16 Appendix" > "Notes and
Restrictions on the Use of the Fax Feature" in the Administrator Guide.

* The estimated time is not displayed while data is being processed.

You can change the form in which the estimated time is displayed. For more information, refer to "5
Tools" > "Common Service Settings" > "Other Settings" > "Estimated Job Time" in the Administrator

Guide.
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11 Job Status

HDelete
Cancels the current or pending job.

EPromote Job
Preferentially executes the selected job.
If you select this button, [#] appears under the [Status] of the selected job.

HDelete
Stops processing the job.

EmLast Original
Select this button to end scanning of documents. The job is then executed.

ENext Original
Select this button when you have another document to scan.

H Start
Resumes the suspended job.

EChange 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.
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Checking Completed Jobs

This section describes how to check completed jobs.

You can check whether a job has been completed successfully. Selecting a job allows
you to see its details.

Press the <Job Status> button.

<Job Status> button

Select the [Completed Jobs] tab. R 7 [ i
. [ Alliobs lo | Group Parent Jobs
Note * Select [ A] to return to the previous Ef“ oy S . 'u N
</ Job Type emote Temina o
screen or [ ¥] to move to the next screen.
- -Copy A4 Completed 1"
Note * From the drop-dOWn menu, you can - -Secure Print BARUTAN:HOST NAME Completed 213
select and display the desired type of 33333 Print Fax Completed
jObS. 22222-Print Fox Fox Received Completed
02222 -Receive FaxRelay ~ FAX_TRNSMSSN_RCV11 Completed e J
3 Select a job to see the details.
4 Select [Close] after the confirmation. —Cony e
Original Size A4 D 1
Output Color : Black & White
Status : Completed Time Completed :22011/1/26 3:35PM
Quantity 211 ‘, T
Pages 11 [ :’i's';:ﬁy';;;m ’
Paper T3 AL -

EGroup Parent Jobs
Allows you to check the list or history of related jobs (such as job flow jobs).

EShow Children Jobs
Displays a job list.

HPrint this Job History Report
Prints the Job History Report.

EPrint this Job Report
Prints the Job Report.
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11 Job Status

Printing and Deleting Stored Jobs

1 Press the <Job Status> button.

2 Select the [Secure Print Jobs & More] tab. rrrTmeTTEETTl s
\’@ Private Charge Print... | ‘/Eﬁ Sample Set... ) \’% Delayed Print... ]
[(= Charge Print... ] [‘7 Public Folder... | [ o) Undelivered Faxes..

Secure Print

This section describes how to print or delete jobs stored with the Secure Print or
Sample Set feature, or stored with the [Receive Control] setting of the Charge Print
feature. The [Secure Print Jobs & More] screen allows you to print or delete stored jobs.

The following shows the reference section for each feature.

SECUIE PIINE ..ttt et b et b e et ettt eaeebenbeee 378
3001 0) (S TSSO 380
Dlayed PriNt......co.eoiiiieiiieiiiece ettt sttt sttt e 382
CRATZE PIIN .ottt ettt ettt et b et te b sbeenae b s 384
Private Charge PriNl.........ccoooiiiiiiieie ettt sttt e e st e e saeeneens 386
PUDLIC FOLART ...ttt ettt bbbt st esae i 388
UNAEIIVETEA FaAXES...ueiiieiiiiieiieet ettt ettt ettt et e ste et st e b e eneeneensesaesaean 390

<Job Status> button

[Secure Print] and [Private Charge Print] are not displayed simultaneously on the screen. For more
information on the settings, refer to "S Tools" > "Authentication/Security Settings" > "Authentication"
> "Charge/Private Print Settings" in the Administrator Guide.

Note

to either of the following:

This feature allows you to temporarily store print data in the machine to print it with the
print command from the machine. The feature also enables you to set a passcode,
which is helpful to print confidential documents.

The following describes how to print or delete jobs stored with the Secure Print feature.

* This feature does not appear when [Receive Control] in [Charge/Private Print Settings] is set

* Select [According to Print Auditron], and then select [Save as Private Charge Print Job] in

[Job Login Success].
* Select [Save as Private Charge Print Job].
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Printing and Deleting Stored Jobs

When [Save as Private Charge Print Job] or [Save as Charge Print Job] is selected in [Receive Control]
under [Charge/Private Print Settings], jobs will not be saved in [Secure Print] under [Secure Print Jobs
& More] even if you select [Secure Print] on the print driver. For more information, refer to "S5 Tools" >
"Authentication/Security Settings" > "Authentication" > "Charge/Private Print Settings" in the
Administrator Guide.

For information on how to operate a Secure Print job, refer to the print driver's help.

1 Select [Secure Print].

Select the user to be checked, and select (4 Secure Print [Qretien [oclore |
[Job List]. 5
001 User Name1 002 User Name2
Note * Select [Refresh] to display the updated | | ‘—‘
. A | 003 User Name3 h 004 User Name# Jobs: 300
information. | 005 User Name5 h 006 User Name6
» Select [ A] to return to the previous {007 usertame? | 008 user ames
screen or [ ¥] to move to the next screen. {009 User ame9 h‘”‘) UserName10
e You can enter a user ID in [Go to] using 011 UserName11 hon User Name12 v | (B obust-
the numeric keypad to display the user ID
at the top of the list.
3 Enter the passcode, and select [Confirm]. . User Name1 [®cancel || contim
Note « If the passcode is not set, the passcode b‘
entry screen does not appear. =
4 Select the job to be printed or deleted. () User Name1 [@rean || close
Number of Jobs:
Note * You can select up to 100 files o S i 2
. . . [‘L DocName1-012345678901234 2011/1/26 11:35 A 9999 Select All
simultaneously to print or delete the files.
. " . oL Doc Name2--012345678901234 2011/1/26 11:35 A 9999 ‘
If you select multiple files, they are printed || EULED
|n the Selected order \3. DocName3-012345678901234 2011/1/26 1135 A 9999 - -
’ \4, DocName4-012345678901234 2011/1/26 1135 A 9999‘ ';ri:tg(,z;;;ggs
‘5. Doc Name5-012345678901234 201171726 11:35 A 9999 ‘
|6 DocName6-012345678901234 2011/126 11354 9999 ¥ print

5 Select any option.

6 When printing, specify the number of print sets using the numeric keypad.

ESelect All
Selects all jobs. To deselect all the jobs, select this button again.

HDelete
Deletes the Secure Print job.
Note * If jobs with the same Billing ID are all deleted, the Billing ID will be deleted.

Refer to "When [Delete] is Selected" (P.380).

HPrint Quantity
Specify the number of print sets.

EPrint

Prints the Secure Print job. After printing, the job is deleted.
Refer to "When [Print] is Selected" (P.380).
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11 Job Status

When [Delete] is Selected

1 Select [Delete].

EDelete

Deletes the job.

Important ¢ Once the job is deleted, it cannot be restored.

ECancel

Cancels deleting the job.

When [Print] is Selected

1 Specify how to process the job after printing.

Note

* The screen as shown on the right does
not appear if [Print Job Confirmation
Screen] is set to [Disabled] in the System
Administration mode. If [Disabled] is
selected, the machine automatically
deletes the job after printing without
displaying the confirmation screen. For
more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job

Confirmation Screen" in the Administrator Guide.

HPrint and Delete
Starts printing the job. After printing, the job is deleted.

EPrint and Save

TR CY—r—
[~ @ Delete Secure Print Job(s) |
5
E Are you sure you want to delete the selected job?
2 User ID: User Name1 =
Job Name: Doc Name1-0123456789012345678901234567890123456789 l
[ Stored Date: 2011/1/26 11:35 AM
3 &
L
E Delete < Cancel
& x L
.
T
E— CY—r—
| @ Secure Print |
5
E The selected job will be printed.
2 User ID: User Name1 =
Job Name: Doc Name1-0123456789012345678901234567890123456789 l
[ Stored Date: 2011/1/26 11:35 AM
3 &
Select to delete or save the job after printing.
L
5 - Y (
L Print and Print and Save Cancel
Delete [
6
T

Starts printing the job. After printing, the job remains undeleted.

ECancel

Cancels printing the job.

Sample Set

Before printing multiple sets of a document, you can first print one set for trial, and then
print the remaining sets from the machine.

The following describes how to print or delete jobs stored with the Sample Set feature.
For information on how to operate a Sample Set job, refer to the print driver's help.

Note

* When [Save as Private Charge Print Job] or [Save as Charge Print Job] is selected in
[Receive Control] under [Charge/Private Print Settings], jobs will not be saved in [Sample
Set] under [Secure Print Jobs & More] even if you select [Sample Set] on the print driver.

For more information, refer to "5 Tools" > "Authentication/Security Settings" > "Authentication" >

"Charge/Private Print Settings" in the Administrator Guide.
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Printing and Deleting Stored Jobs

1 Select [Sample Set].

Select the user you want to check, and (= Sample Set (@retresn [ ctose |
select [Job List]. | ] 1o 200
001 User Name1 002 User Name2
. \ B
Note « Select [Refresh] to display the updated 003 Usrtamen o0t urertames _—
|nf0rmat|0n \005 User Name5 \006 User Name6
* Select [ A] to return to the previous {007 UserName? | 008 Userames
screen or [ ¥] to move to the next screen. {009 Userames | 610 UserNaeto
* You can enter a user ID in [Go to] using || o1 Usertamert 0B Gt B Caies
the numeric keypad to display the user ID
at the top of the list.
3 Select the job to be printed or deleted. (=) User Name1 [Gretresn [ close
. Job Name Stored Date Pages 2‘;’""9’ oftoes
Note * You can select up to 100 files
. |t | t . t d | t th f| l1. Doc Name1-012345678901234 2011/1/26 11:35 A 9999 Select All
ISfll'ﬂol.l :2;‘2:;3/ Ito [I)erl?le(;r theee :re erlnfesd 2. DocName2-012345673901234 2011/126 11354 9999 J =
u ulti i i
. y p ’ y p ‘3. Doc Name3--012345678901234 2011/1/26 11:35 A 9999
in the selected order. Print Quantity
‘4. DocName4-012345678901234 2011/1/26 1135 A 9999 19,999 Sets
\sv Doc Name5-012345678901234 2011/1/26 11:35A 9999 ‘
|6 Doc Name6-012345678901234 2011/1/26 1135 A 9999‘7 Print

4 Select any option.
8 When printing, specify the number of print sets using the numeric keypad.

ESelect All
Selects all jobs. To deselect all the jobs, select this button again.

HDelete
Deletes the Sample Set job.
Refer to "When [Delete] is Selected" (P.381).
HPrint Quantity
Specify the number of print sets using the numeric keypad.

EPrint

Prints the Sample Set job. After printing the remaining sets of the job, the job is deleted.
Refer to "When [Print] is Selected" (P.382).

When [Delete] is Selected

1 b Rt [Aoatrac 1[5 rlnca
1 SeIeCt [Delete] . Bm Delete Sample Set Job(s) 4

5

Are you sure you want to delete the selected job?

User ID: User Name1 =
Job Name: Doc Name1-0123456789012345678901234567890123456789
Stored Date: 2011/1/26 3:51 PM

( | (@
& Delete 3 Cancel
L J

EDelete

Deletes the job.

Important ¢ Once the job is deleted, it cannot be restored.

ECancel
Cancels deleting the job.
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11 Job Status

When [Print] is Selected

1

——— (@ om0 ioem

Select [Yes]. e e 4

NOte ° The screen as Shown on the rlght does E The selected job will be deleted after printing.
not appear if [Print Job Confirmation L e ,
Screen] iS set tO [Dlsabled] in the System E J;::rzlggs:lz%r‘u;:;q/e;gg?sz1333‘6789012345678901234567890123456789 F
Administration mode. If [Disabled] is Do you il wont o prine?
selected, the machine automatically E
deletes the job after printing without E N | | 7‘
displaying the confirmation screen. For F =
more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job
Confirmation Screen" in the Administrator Guide.

HYes

Starts printing the job. After printing, the job is deleted.

Note * After a sample set is output, the remaining sets will automatically be output if the machine is
not instructed for the period specified in [Auto Job Release]. To prevent the remaining sets
from being output automatically, set [Auto Job Release] to [Off]. For information on how to
set [Auto Job Release], refer to "5 Tools" > "Common Service Settings" > "Machine Clock/
Timers" > "Auto Job Release" in the Administrator Guide.

ENo

Cancels printing the job.

Delayed Print

This feature allows you to temporarily store print data on the machine to print it at
specified time.

Up to 100 jobs can be stored (queued) simultaneously for the Delayed Print feature. If
the power is switched off when jobs are in queue (before the specified print time), the
jobs whose print time has elapsed will automatically be printed immediately after the
power is switched on again.

The following describes how to print or delete jobs stored with the Delayed Print
feature.

For information on how to operate a Delayed Print job, refer to the print driver's help.

Note * When [Save as Private Charge Print Job] or [Save as Charge Print Job] is selected in
[Receive Control] under [Charge/Private Print Settings], jobs will not be saved in [Delayed
Print] under [Secure Print Jobs & More] even if you select [Delayed Print] on the print driver.
For more information, refer to "5 Tools" > "Authentication/Security Settings" >
"Authentication" > "Charge/Private Print Settings" in the Administrator Guide.

Select [Delayed Print].

Select the job to be printed or deleted. () Deloyed Print [Green [ ctose
. Job Name Print Time Pages Number of Jobs:
Note * Select [Refresh] to display the updated 2
. . [1. Doc Name1-012345678901234 355 P 9999]
information.
) [z. Doc Name2-012345678901234 3:55 PM 9999 | =
* SeIeCt [A] to return to the preVIOUS ‘3 Doc Name3--012345678901234 3:55 PM 9999‘
screen or [ V] to move to the next screen. [4. Doc Name4-012345678901234 3:55 PM 9999 |
* [Prlnt Tlme] shows the time to start is. Doc Name5--012345678901234 355 PM 9999 |
printing. ‘5. Doc Name6--012345678901234 355 PV 9999 | v Print
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Printing and Deleting Stored Jobs

3 Select any option.

HDelete

Deletes the Delayed Print job.
Refer to "When [Delete] is Selected" (P.383).

EPrint

Prints the Delayed Print job. After printing, the job is deleted. If printed manually, the
job will not be printed at the specified time.

Refer to "When [Print] is Selected" (P.383).

When [Delete] is Selected

1 S € IeCt [D e | ete] ' @ Z;‘S;l‘;y::;rinl -Delete i !

s

Are you sure you want to delete the selected job?

Job Name: Doc Name1--01234567890123456789012345678901234567890
Print Time: 3:55 PM (Stored Date: 2011/1/26 3:55 PM)

User Name: Toyoda1.1666666666666667

Host Name: Miffy1.1666666666666667

O~ 15S8

I B
N
ﬁ ‘@ Delete | % Cancel
16 I
HDelete
Deletes the job.
Important * Once the job is deleted, it cannot be restored.
ECancel
Cancels deleting the job.
When [Print] is Selected
(S Palasnd Dutnse [Apateach 1[5 P1nea
1 SeIeCt [Yes] | /1\ Delayed Print - Print !
Note * The screen as shown on the right does i TR ot T
nOt appear If [Print Job Conflrmation ; Job Name: Doc Name1--01234567890123456789012345678901234567890
Screen] is set to [Disabled] in the System L3 UserNeme: Toyodal 1666660666066667 =
Administration mode. If [Disabled] is T
. . 4 Do you want to print now?
selected, the machine automatically u
deletes the job after printing without 1o Cas | n"
displaying the confirmation screen. For 1° ]

more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job
Confirmation Screen" in the Administrator Guide.

HYes
Starts printing the job. After printing, the job is deleted.

ENo
Cancels printing the job.
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11 Job Status

Charge Print

This feature authenticates users on the machine to prevent unauthorized users from
operating print jobs. When this feature is enabled, the machine prints only the jobs of
authenticated users. You can also configure the machine to store print jobs temporarily,
and then print them from the machine’s control panel.

If received print jobs are set to be saved as Charge Print under [Tools] >
[Authentication/Security Settings] > [Authentication] > [Charge/Private Print Settings] >
[Receive Control], the jobs are saved for each Billing ID. Any jobs that were not given
a Billing ID on the print driver are saved in [No User ID].

For more information on how to register user IDs on the machine, refer to "5 Tools" > "Accounting" >
"Create/View User Accounts" in the Administrator Guide.

Note * Unlike the Private Charge Print feature, the Charge Print feature can store jobs without a

user ID, such as e-mail printing and print jobs sent from ContentsBridge or CentreWare
Internet Services, and can print the jobs after authenticating users.

* [Charge Print] appears when [Save as Charge Print Job] is selected by using one of the
following procedures in the System Administration mode:

* Select [Save as Charge Print Job] in [Receive Control].

« Select [According to Print Auditron] in [Receive Control], and then select [Save as Charge
Print Job] in [Job Login Failure].

* Select [According to Print Auditron] or [Save as Private Charge Print Job] in [Receive
Control], and then select [Save as Charge Print Job] in [Job without User ID].

For information on how to set Charge Print, refer to "5 Tools" > "Authentication/Security Settings" >
"Authentication" > "Charge/Private Print Settings" in the Administrator Guide.

The following describes how to print and delete a job stored with the Charge Print
feature.

Press the <Log In/Out> button on the control panel, or select the login information field
on the touch screen.

Enter the user ID, and select [Enter]. 8 Login [ emer

Note * When the passcode is set, enter the user ||

ID and select [Next]. Then, enter the T e e e ‘
1 2 3 4 5 6 7 8 9 0 - Backspace

passcode and select [Enter]. BT e T B et
* While a user is authenticated, the <Log ) e (G o ) om

In/Out> button lights up on the control Y Y Y i

Shift z X c v b n m ; - i Shift

panel. s = BRSNS IE )

UserlD:| ‘39\! Delete Text

* To log out of the machine, press the <Log
In/Out> button on the control panel.

Select [Charge Print].

Select the user to be checked, and select

[Job List].

Note * Select [Refresh] to display the updated
information.

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

* You can enter a user ID in [Go to] using
the numeric keypad to display the user ID
at the top of the list.

@‘ Charge Print

(@retresn [[Fctose |

Go to
001 ¢ 200

001 (No User ID)

002 User Name2

=

003 User Name3

004 User Name4

Jobs: 300

006 User Name6

007 User Name7

008 User Name8

009 User Name9

010 User Namel10

‘ 005 User Name5
‘011 User Name11

H 012 User Name12

[ | JobList...
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Printing and Deleting Stored Jobs

5 Enter the passcode, and select [Confirm].

Note « If the passcode is not set, the passcode
entry screen does not appear.

6 Select the job to be printed or deleted.

7 Select any option.

8 When printing, specify the number of print sets using the numeric keypad.

EDelete

Deletes the Charge Print job.
Refer to "When [Delete] is Selected" (P.385).

HPrint Quantity

Specify the number of print sets using the numeric keypad.

EPrint

Prints the Charge Print job. After printing, the job is deleted.

Refer to "When [Print] is Selected" (P.386).

When [Delete] is Selected

1 Select [Delete].

HDelete
Deletes the job.

=5 User Namel [x Cancel H(? Contim
Passcode
(=) User Name2 [@ Refresh ][0 Close
Job Name Stored Date Pages 2‘;’""9’ ek
1. DocNamel-012345678901234 2011/1/26 1135A 9999
2. DocName2-012345678901234 2011/1/26 1135A 9999
L Delete
|3 DOcName3-012345678901234 201111126 1135A 9999
Print Quantity
| 4. Doc Name4-012345678901234 2011/1/26 11:35 A 9999 19,999 Sets
|5 DocNameS-012345678901234 2011/1126 1135A 9999 ‘
|6 Doc Name6-012345678901234 2011/1/26 1135 A 9999‘ v Print
(2 1 b M [Apateacn 1[5 P1nea J

O~ 1558

e e

— 1

o

-, /i\ Delete Charge Print Jobs

User ID: User Name2
Job Name: Doc Name1--0123456789012345678901234567890123456789
Stored Date:2011/1/26 4:06 PM

Are you sure you want to delete the selected job?

(
‘ Q/A Delete

( 3 Cancel

3

Important * Once the job is deleted, it cannot be restored.

ECancel
Cancels deleting the job.

385

i snjejs qor
—



—
N snjejs qor

11 Job Status

When [Print] is Selected

1 Specify how to process the job after printing. [2 TR e
Note * The screen as shown on the right does E I
. ) . X 1 The selected job will be printed.
not appear if [Print Job Confirmation User IDsUser Name2
Screen] |S Set to [Dlsabled] |n the System % ;?:rgggs;ggg2110/7?/92167—(20263;;6789012345678901234567890123456789 B
Administration mode. If [Disabled] is Select 10 delete or save the ob after pinting.
selected, the machine automatically E
deletes the job after printing without : Pt and | [eitandsaie ) (cancel L
displaying the confirmation screen. For F I

more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job
Confirmation Screen" in the Administrator Guide.

EPrint and Delete

Starts printing the job. After printing, the job is deleted.

HPrint and Save
Starts printing the job. After printing, the job remains undeleted.

ECancel
Cancels printing the job.

Private Charge Print

This feature allows you to temporarily store print data in the machine for each
authentication user ID, and request on the machine's control panel to print the data. As
the feature enables you to select and print only necessary jobs, you can avoid printing
unnecessary jobs. Furthermore, the machine displays only the jobs of authenticated
users and their associated sub users to securely protect the privacy of the users.The
Private Print feature is suitable for authenticating and managing specific users
managed by the system administrator.

If received print jobs are set to be saved with Private Charge Print, the jobs are saved
for each authentication user ID.

Note * An application (sold separately) is required to use the feature that associates sub users with
the user ID of a login user. For more information, contact our Customer Support Center.
* [Private Charge Print] is displayed when [Receive Control] in [Charge/Private Print Settings]
is set to either of the following:

* Select [According to Print Auditron] in [Receive Control], and then select [Save as Private
Charge Print Job] in [Job Login Success].

* Select [Save as Private Charge Print Job] in [Receive Control].

* When the Private Charge Print feature is selected, you cannot specify normal print, Secure
Print, Sample Set, Delayed Print on the print driver.

The Private Charge Print feature restricts the use of the machine through either user ID authentication
or card authentication (only the IC Card Reader (optional) is available), or the combination of both.
For information on the types of authentication, refer to "14 Authentication and Accounting Features"
> "Authentication" > "Types of Authentication" in the Administrator Guide.

To delete a print job instructed with an invalid user ID, display the list of print jobs after logging in
as a system administrator, and then select the job to be deleted. For more information, refer to "3
Maintenance" > "Deleting a Private Charge Print Job with an Invalid User ID" in the Administrator
Guide. For information on how to set a User ID, refer to "5 Tools" > "Authentication/Security
Settings" > "Authentication" > "Charge/Private Print Settings" in the Administrator Guide.

The following describes how to print or delete a job stored with the Private Charge Print
feature.
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Printing and Deleting Stored Jobs

Press the <Log In/Out> button on the control panel, or select the login information field

on the touch screen.

Enter the user ID, and select [Enter]. 8 Login

[<7 Enter

Note * When the passcode is set, enter the user s

< Delete Text
S

ID and select [Next]. Then, enter the
passcode and select [Enter].

* While the user is authenticated, the <Log
In/Out> button lights up on the control ‘ " [

| Shift z x| c v b | n m . q / Shift
panel. L (— T
* To log out of the machine, press the <Log e
In/Out> button on the control panel.
Select [Private Charge Print].
Note « If you are authenticated as a system administrator, selecting [Private Charge Print] will

display a list of authentication user IDs. Select a user ID from the list, and then select [Job

List] to display a list of jobs stored for the selected user.

Select the job to be printed or deleted. (53 Private Charge Print [@refren [ |
. Job Name Stored Date Pages NUpEsorlons
Note * You can select up to 100 files ’
simultaneouslv to print or delete the files l1. DocName1-012345678901234 2011/1/26 11354 9999 Select All
If I t y It ﬁ) fl th . t d \2. Doc Name2--012345678901234 2011/1/26 11:35A 9999 J Delsts
. you Se ec mu lp e I es’ ey are prln e ‘3. Doc Name3--012345678901234 2011/1/26 11:35 A 9999
in the selected order. Print Quantity
‘4. Doc Name4-012345678901234 2011/1/26 11:35 A 9999 19,999 Sets
\5, DocName5-012345678901234 2011/1/26 11:35 A 9999 ‘
‘6. Doc Name6-012345678901234 2011/1/26 1135 A gggg‘T Print |

Select any option.

When printing, specify the number of print sets using the numeric keypad.

HSelect All
Selects all jobs. To deselect all the jobs, select this button again.

EDelete
Deletes the Private Charge Print job.
Note * If jobs with the same user ID are all deleted, the user ID will be deleted.

Refer to "When [Delete] is Selected" (P.388).

EPrint Quantity
Specify the number of print sets using the numeric keypad.

EPrint

Prints the Private Charge Print job. After printing, the job is deleted.
Refer to "When [Print] is Selected" (P.388).
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11 Job Status

When [Delete] is Selected

1 Select [Delete].

EDelete

Deletes the job.

Important ¢ Once the job is deleted, it cannot be restored.

ECancel

Cancels deleting the job.

When [Print] is Selected

1 Specify how to process the job after printing.

Note

* The screen as shown on the right does
not appear if [Print Job Confirmation
Screen] is set to [Disabled] in the System
Administration mode. If [Disabled] is
selected, the machine automatically
deletes the job after printing without
displaying the confirmation screen. For
more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job

(5 Prteemtn Pl D [@oatrac 1[5 rlnca J
[ | & Delete Private Charge Print Jobs

5

E Are you sure you want to delete the selected job?
2 User ID: User Name1 =
Job Name: Doc Name1-0123456789012345678901234567890123456789
E Stored Date:2011/1/26 4:10 PM
E
E Delete < Cancel
& x -
[; |
Ptiimbn Pl Dt (@ oatrac N[5 rinea J
[ & Private Charge Print |

[o Tl slwl~DEm

The selected job will be printed.
User ID: User Name1
Job Name: Doc Name1--0123456789012345678901234567890123456789
Stored Date:2011/1/26 4:10 PM

Select to delete or save the job after printing.

Print and | | Print and Save | cancel
Delete

5

Confirmation Screen" in the Administrator Guide.

HPrint and Delete
Starts printing the job. After printing, the job is deleted.

EPrint and Save

Starts printing the job. After printing, the job remains undeleted.

ECancel

Cancels printing the job.

Public Folder

This feature allows you to store data in the machine and send the data by operating on
a remote machine.

The following describes how to print or delete a job stored in a public folder.

For information on how to operate public folders, refer to "Store for Polling (Storing Files on the

Machine that a Remote Machine can Retrieve)" (P.238).

Note

* 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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Printing and Deleting Stored Jobs

1 Select [Public Folder]. e s

( S Private Charge Print... QE;J Sample Set... \ % Delayed Print...
@, Charge Print... ‘ Public Folder... \ oy Undelivered Faxes...
2 Select the job to be printed or deleted. | PublicFolder [@Refren || close
Number - Type Stored Date Pages lumber of Files:
Note « Select [Refresh] to display the updated s : = a
Inform atlon l T 00001 - Store for Polling 20111/2611:35A 9999 Select All
’ . \ 2. 00002 - Store for Polling 2011/1/2611:35 A 9999 Delete
° SeIeCt [A] to return to the preVIOUS ‘3 OUOUS—SloreforPolllng 2011/1/26 11:35 A 9999
Screen Or [v] to move to the neXt Screen \4 00004 - Store for Polling 2011/1/26 11:35A 9999
‘ 5. 00005 - Store for Polling 2011/1/26 11:35 A 9999
|6 00006 -Storefor Poling 2011/1/26 1135 A 9999 | v | it
3 Select any option.
ESelect All
Selects all jobs. To deselect all the jobs, select this button again.
HDelete
Deletes the selected job stored in the public folder.
Refer to "When [Delete] is Selected" (P.389).
EPrint
Prints the selected job stored in the public folder.
Refer to "When [Print] is Selected" (P.389).
When [Delete] is Selected
Pdbilin Ealdan (@ pateach 1[0 Flnea
1 Select [Delete]. (=i ]

Are you sure you want to delete the selected file?

File 00001 / Type: File for Free Polling
Stored Date: 2011/1/26 11:55 AM

\&J) Delete | X Cancel

EDelete

Deletes the job.

Important * Once the job is deleted, it cannot be restored.

ECancel
Cancels deleting the job.

When [Print] is Selected
Starts printing the job.
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11 Job Status

Undelivered Faxes

The following describes how to re-send or delete an undelivered fax job.

Note * This feature may not appear depending on the settings in the System Administration mode.
* This feature does not appear for some models. An optional component is required. For more

information, contact our Customer Support Center.

1 Select [Undelivered Faxes].

Select the job to be re-sent or deleted. [ Undelivered Faxes

[ Refresn H&Clom ]

Job Type

Recipient

Send Fax

123456789012345678901234567890123456789012345678 |

Send Fax

12345678901234567890123456789012345678901 Z345678J

Broadcast Fax

12345678901234567890123456789012345678901 2345678J

Broadcast Fox

123456789012345678901234567890123456789012345678 J

Send Fax / Internet Fax

12345678901234567890123456789012345678901 2345678J

Send Fax / Internet Fax

123&567890123&567890123&567890123&567890123&5678J v

Note * Select [Refresh] to display the updated information.

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

3 Select any option. T e o — &t
To re-send to the previously specified fax Bousidetine 127350
Job Type :Send Fax
number, press the <Start> button. D S——
Time Submitted  :2011/1/26 11:48 AM
Time Completed :2011/1/26 12:00 PM
Pages 14
StartingRate  : Forced 4800 bps m .?ﬁil:;ix [ ' 4 g:?i:ige?\ts,..

mDelete This Fax

Deletes the undelivered fax job.
Refer to "When [Delete This Fax] is Selected" (P.390).

EChange Recipients

Allows you to change the fax recipient and re-send the undelivered fax job.

Refer to "When [Change Recipients] is Selected" (P.391).

When [Delete This Fax] is Selected

1 Select [Delete]. e

1

A Job 00012

Pages: 4

= ‘ﬂ Delete Undelivered Fax

Are you sure you want to delete the selected fax?

Recipient: 121%**78190

Fox Undelivered to 1000 Recipient(s)

Job Type: Send Fox

Time Submitted: 2011/1/26:11:48 AM
E Time Completed: 2011/1/26:12:00 P

& Delete x Cancel

-Eilannn1a % r1nea

HDelete
Deletes the undelivered fax job.

ECancel
Cancels deleting the undelivered fax job.
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Printing and Deleting Stored Jobs

When [Change Recipients] is Selected
Specify a fax recipient for the undelivered fax job.
Besides the fax recipient, the following features can be changed on the control panel:

* Fax type
* Starting Rate

Important e If the fax recipient has been changed, header information will not be added even if
[Transmission Header Text] is set to [Display Header].

For information on how to specify fax recipients, refer to "Step 3 Specifying Destinations" (P.169).
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Printing Pending Jobs

After the last user operation on the control panel of the machine, a job is waiting to be
printed until the period of time specified in [Auto Print] elapses, instead of being printed
immediately. You can forcibly print this pending job without waiting for this time period
to elapse.

If a job is paused by the <Stop> button and is waiting to be resumed, you can also
resume the job. If there are multiple jobs, subsequent jobs are printed after the paused
job has been printed.

Note « If there are no pending jobs, the [Print Waiting Jobs] button is disabled.

For information on how to set [Auto Print], refer to "5 Tools" > "Common Service Settings" > "Machine
Clock/Timers" > "Auto Print" in the Administrator Guide.

1 Press the <Job Status> button.

<Job Status> button

H H'H i it Print Close
2 Select [Print Waiting Jobs]. e ok [ R - |
(= AllJobs < ‘ Display Time |
& ‘
File/ Job Type Remote Terminal Status Progress
02222-Copy 11x22mm:3% Copying 55166 &

02223 - print 11x22mm:3% Print Wait 66]
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Handling Error Terminations

Handling Error Terminations

This section describes how to handle error terminations.

BFor a Print Job

Select a job shown as an error termination on the [Completed Jobs] tab to check the
error code. Follow the instructions of the error code to solve the problem.

If an error occurs during a print job, the machine can be configured either to pause the
print job until the error is confirmed by the user, or to automatically cancel the error job
so that subsequent jobs can be printed.

For more information on the setting, refer to "5 Tools" > "Print Service Settings" in the Administrator
Guide.

For information on error codes, refer to "15 Problem Solving" > "Error Code" in the Administrator
Guide.

BFor a Fax Job

A Transmission Report - Job Undelivered is printed.

For more information on the Transmission Report - Job Undelivered, refer to "4 Machine Status" >
"Machine Information" > "Automatically Printed Reports/Lists" > "Transmission Report - Job
Undelivered" in the Administrator Guide. For more information on how to print the Transmission
Report - Job Undelivered automatically, refer to "S Tools" > "Common Service Settings" > "Reports" >
"Transmission Report - Job Undelivered" in the Administrator Guide.

BFor a Scan Job

A Transmission Report - Job Undelivered is printed.

For more information on the Transmission Report - Job Undelivered, refer to "4 Machine Status" >
"Machine Information" > "Automatically Printed Reports/Lists" > "Transmission Report - Job
Undelivered" in the Administrator Guide. For more information on how to print the Transmission
Report - Job Undelivered automatically, refer to "5 Tools" > "Common Service Settings" > "Reports" >
"Transmission Report - Job Undelivered" in the Administrator Guide.

BFor Other Jobs

Print a Job History Report, and check the execution results.
For information on the Job History Report, refer to "5 Tools" > "Common Service Settings" > "Reports
> "Job History Report" in the Administrator Guide.

When an error code is listed in the Transmission Report - Job Undelivered or the Job History Report,
refer to "15 Problem Solving" > "Error Code" in the Administrator Guide.

"
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12 Computer Operations

This chapter describes how to print documents, import scanned files, use Direct
Fax, and operate CentreWare Internet Services on your computer.

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 January 2011.

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

Features OVEIVIEW.......coouiiiie et e e 396
o T 0 PP PRPPPTR 397
E-mail Printing ........oooooiiii e 400
S T=T T |1 o o= SRR 402
Importing Scanned Data.........ccceveiiiiiiiee e 404
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12 Computer Operations

Features Overview

This section describes an overview of features you can perform from a computer.

HPrinting

Submits a print job to the machine from a computer.
For more information, refer to "Print" (P.397).

BE-mail Printing

Submits a print job to the machine from a computer by sending e-mail attached with a
document. The received e-mail is automatically printed from the machine according to
the settings on the machine.

For more information, refer to "E-mail Printing" (P.400).

ESending Fax

Sends a fax directly from a computer.
For more information, refer to "Sending Fax" (P.402).

Eimporting Scanned Data

Imports files stored in a folder of the machine to a computer.
For more information, refer to "Importing Scanned Data" (P.404).

ECentreWare Internet Services
Displays the machine status and job status. The feature also allows you to change
settings as well as to import files stored in a folder.
For more information, refer to "CentreWare Internet Services" (P.412).

For information on how to import scanned data stored in a folder, refer to "Importing Using CentreWare
Internet Services" (P.409).
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Print

This section describes how to print with the machine by operating on a computer.

Print Features

The main print features of the machine are as follows:

Printing Using a Print Driver

For more information on print features, click [Help] on the print driver screen to view the print driver's
help. For information on printing, refer to "Printing" (P.399).

Note * Some features become available after you make option settings on the [Configuration] tab.
The unavailable features are grayed out.

HPages Per Sheet (N-Up)
Prints multiple pages onto one sheet of paper.

m2-Sided Print
Prints data on both sides of paper.

EPoster
Splits one page of print data into multiple sheets of paper and enlarges the printed
image to fit the size of each sheet. Used to create large posters.

EBooklet Creation
Performs 2-sided printing and page allocation for printing a booklet in the correct page
order.

ETransparency Separators
Automatically inserts a blank sheet of paper as a separator each time a transparency
is printed.

EWatermark
Prints preset text, such as "Confidential", over the print data.

ESecure Print

Temporarily stores the print data on the machine, to print it with the print command from
the machine. This feature allows you to set a passcode, which is helpful to print
confidential documents.

For information on how to print a Secure Print job, refer to "Secure Print" (P.378).

ESample Set

Before printing multiple sets of a document, you can first print one set for trial, and then
print the remaining sets from the machine.

For information on how to print a Sample Set job, refer to "Sample Set" (P.380).
EDelayed Print

Temporarily stores the print data on the machine to print it at specified time.
For information on how to print a Delayed Print job, refer to "Delayed Print" (P.382).
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12 Computer Operations

B Store in Remote Folder

Temporarily stores the print data in a registered folder, to print the data with the print
command from the machine.

Important ¢ The print result of the Store in Remote Folder feature may be inferior to the other print
results in quality.

For information on how to print files in a folder, refer to "Printing Files in a Folder" (P.332).

Direct Printing

Allows you to directly send TIFF, PDF, JPEG, XPS, XDW (DocuWorks), or XBD
(DocuWorks binder) format files from a computer to the machine without using a print
driver.

For information on Direct Printing, refer to "Print" > "Job Submission" in the help of CentreWare
Internet Services.

E-mail Printing

Allows you to send e-mail with the TIFF, PDF, JPEG (JFIF), XPS, XDW (DocuWorks),
or XBD (DocuWorks binder) format documents attached from a computer to the
machine. The received e-mail is automatically printed from the machine.

Note « If the Authentication feature is enabled, received e-mails are not printed automatically.
For information on how to use E-mail Printing, refer to "E-mail Printing" (P.400).

Print Features Using Authentication Information

ECharge Print

This feature authenticates users on the machine to prevent unauthorized users from
operating print jobs. When this feature is enabled, the machine prints only the jobs of
authenticated users. The machine can also be configured to store multiple print jobs
temporarily until the user requests to print them on the control panel.

In addition, by registering an authentication user ID and passcode on the machine in

advance, only the registered user can print the jobs.

Note * To prohibit other users from operating jobs, register a passcode for your Billing ID on the
print driver.

For information on how to set Charge Print, refer to "5 Tools" > "Authentication/Security Settings" >
"Authentication" > "Charge/Private Print Settings" in the Administrator Guide. For information on how
to print a Charge Print job, refer to "Charge Print" (P.384).

EPrivate Charge Print

This feature allows you to temporarily store print data in the machine for each
authentication user ID, and request on the machine's control panel to print the data. As
the feature enables you to select and print only necessary jobs, you can avoid printing
unnecessary jobs. Furthermore, the machine displays only the jobs of authenticated
users and their associated sub users to securely protect the privacy of the users. This
feature is suitable for authenticating and managing specific users managed by the
system administrator.
Note * If you do not want to store unnecessary jobs, you can configure the machine to store only

the jobs whose authentication succeeded.

* An application (sold separately) is required to use the feature that associates sub users with

the User ID of a login user. For more information, contact our Customer Support Center
For information on how to set Private Charge Print, refer to "5 Tools" > "Authentication/Security
Settings" > "Authentication" > "Charge/Private Print Settings" in the Administrator Guide. For
information on how to print a Private Charge Print job, refer to "Private Charge Print" (P.386).
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Setup
To print from your computer, your computer must have a print driver installed.
For information on how to install the print driver, refer to the manual included in the Driver CD Kit.
Note * When printing using authentication information, you must configure the printer settings on
your computer. Make the necessary settings on the [Configuration] tab of the printer’s
properties. For more information, refer to the print driver's help.
Printing

This following describes how to print documents.
The printing procedure depends on the application software you use. For more
information, refer to the documentation provided with the application.

For more information on print features, click [Help] on the print driver screen to view the print driver's
help.

1 Select [Print] from the [File] menu on the application.
Confirm [Printer Name] and click [Properties] if necessary.
3 Setthe properties if necessary. S m——m— =
Paper/Output | Imaee Opticns | Goler Options | Lavaut/AWstermark | Advanced | Fax |
Note * You can change the print feature in Calies e
[Job Typel. T
Ii s A4f21ﬂ ZaTmm) AJ fg ’ﬁj
!‘P lly LI
. . @ ou |: ‘lEulu _
ﬁ J»> @ Sév::i Sdel:ll\zs -
Edit..
- Status | pesurs | Default Al | Hep |
[ ok | caned | semk |
4 Click [OK].

5 Click [OK] in the [Print] dialog box.
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E-mail Printing

You can send e-mail with documents attached from a computer to the machine. The
received e-mail is automatically printed from the machine according to the settings on
the machine. This feature is called "E-mail Printing".

Note « If the Authentication feature is enabled, received e-mails are not printed automatically.

* The following file formats can be used: TIFF, PDF, JPEG (JFIF), XPS, XDW (DocuWorks),
or XBD (DocuWorks binder).

Setup

To use the E-mail Printing feature, the following settings are required. Check with your
system administrator or network administrator whether these settings have been
completed.

BE-mail Account Registration

Registering an e-mail account in advance.

B Configuration on the Machine

Configuring the required settings on the machine.

For information on E-mail Environment Settings, refer to "8 E-mail Environment Settings" in the
Administrator Guide.

Receiving E-Mail

The following describes how to receive e-mails from Outlook Express on a computer
as an example.

1 Use your e-mail software to create an e-mail body, and then attach a document to the
e-mail if necessary.
Important ¢ Only plain text is available for the e-mail body. Change the body text format to plain text on
your e-mail application.
* Any forwarded e-mail (that is attached to another e-mail) cannot be printed.
Note * If the extension of the attached file is other than " tif", ".tiff", ".pdf", ".jpeg", ".jpg", ".jpe", ".jfif",
".xps", ".xdw", and ".xbd", the file may not be printed correctly.
* Up to 31 documents can be attached.

2 Enter the machine's e-mail address as a T — g
recipient. AP PR PR N

@7 frrodeel sxanmecop
@c |
subject: efererce

el — o] E[B z UuA|=EiEEE

FYI

-—ew

= |

AN
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E-mail Printing

3 Ssend the e-mail.

Note * The machine prints the e-mail body and the attached documents according to the following
settings. The offset output setting is disabled in all cases.
* E-mail body:
Default values of the PCL print driver for this machine which is installed on the computer
* TIFF or JPEG formatted attached file:
Default values of the logical printer set in [Memory Settings] of [TIFF/JPEG] in [Language
Emulations] of CentreWare Internet Services

* PDF formatted attached file:
Settings of PDF Direct Print when [Print Processing Mode] is set to [PDF Bridge] in PDF
Direct Print.
Default values of the logical printer configured under [Language Emulations] >
[PostScript] > [Logical Printer Number] in CentreWare Internet Services when [Print
Processing Mode] is set to [PS] in PDF Direct Print.
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Sending Fax

This section describes how to send a fax using the Direct Fax feature. The following
procedure uses Windows XP WordPad as an example.

The Direct Fax procedure depends on the application you use. For more information,
refer to the documentation provided with the application.

For more information on the Direct Fax feature, click [Help] on the print driver screen to view the print
driver's help.

Important ¢ The Direct Fax feature is not available when the Server Fax service is enabled.

Note * This feature does not appear for some models. To use the feature, an optional component is
required. For more information, contact our Customer Support Center.

Select [Print] from the [File] menu on the application.
Select a fax printer from [Printer Name].

Click [Properties], and select [Fax] in [Job

67 s . % Printing Preferences 2x]

T el. Pauev/Ou‘t::'llmjgeouﬂunslOn\uv OutlnnslLavuut/Watev;ni:l!:d::ZTd|Fax |

ypel (o] i — s3]
Click [OK]. e

0Or= = =

Click [OK] in the [Print] dialog box. ﬂj g =‘J
Specify a destination in the [Fax Recipient] & = ,
dialog box. L | Jp O -
Click [OK]. o e [Lsan | e (e |
The [Fax Job Confirmation] dialog box [0 | o | sm |

appears after you have sent a fax job. A list
of recipients to whom the fax job is being
sent will be displayed.

Registering Destinations

The following describes how to register fax destinations from the machine to another
machine (ApeosPort-1V C7780/C6680/C5580, DocuCentre-IV C7780/C6680/C5580)
in a single operation through a computer.

You can use the same procedure to register fax destinations from another machine
(ApeosPort-IV C7780/C6680/C5580, DocuCentre-IV C7780/C6680/C5580) to this
machine.

Use CentreWare Internet Services to register fax destinations.

For information on CentreWare Internet Services, refer to "6 CentreWare Internet Services Settings" >

"Configuring Machine Settings Using CentreWare Internet Services" in the Administrator Guide.

You can register fax destinations separately on the control panel. For more information, refer to "5

Tools" > "Setup" > "Add Address Book Entry" in the Administrator Guide.

Important * Because CentreWare Internet Services is accessible by multiple users simultaneously, the
registered data will have a risk to be overwritten if a system administrator ID and passcode

are not set. We recommend that data edit is permitted only by a system administrator with a
passcode.

* Be sure not to perform this operation simultaneously with the address number registration
from the control panel.

* If a number is duplicated, the existing number will be overwritten by the new one.
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* Afile in CSV format exported by CentreWare Internet Services (address book data) is not
designed to be edited or changed by editing software. The data may be damaged when it is
edited or changed. Due to the altered data, fax may be sent to undesired recipients.
Therefore, do not edit or change the file in CSV format (address book data) with software
such as Microsoft® Excel.

Note » Using CentreWare Internet Services, you can import a CSV format file which is created other
than the machine to the Address Book of the machine. For more information, refer to the
help of CentreWare Internet Services.

This feature is not available depending on the version of the CSV format file or the model of
the machine.

* Using CentreWare Internet Services, you can download a blank form of the Address Book
(CSV format file) to a computer. After completing the form on a computer, batch registration
of it (a CSV format file) on the machine is available via CentreWare Internet Services. For
more information, refer to the help of CentreWare Internet Services.

Start up the computer, and a web browser.

Enter the machine's IP address or Internet address in the browser address field, and

press the <Enter> key.

Note * If your network uses DNS (Domain Name System) and the machine's host name is
registered in the domain name server, you can access the machine using the URL with the

combination of the host name and the domain name. For example, if the host name is
"myhost", and the domain name is "example.com", then the URL is "myhost.example.com".

* Ask your system administrator for the IP address or Internet address.

* When specifying a port number, add ":" and the port number after the address. The default
port number is "80".

* When the Authentication feature is enabled on the machine, enter a user ID and passcode in
the [User Name] and [Password] fields respectively. Ask your system administrator for the
user ID and passcode.

* If communications are encrypted, you must specify an address that starts with "https"
instead of "http" to access CentreWare Internet Services.

Click the [Properties] tab, and select
[Services] > [E-mail] > [Public Address
Book] in the left frame on the screen.

Click [Map Existing Address Book] in
[Export Public Address Book]. T ——

Click [Save] in the Security Warning - P e —

Public Address Book

Iport Public Address Book

Address Bookk File (*.CSV): SR

Impart Now

dialog box. e o _

» Accnu:m'n; FUJIXerox g, )
Specify the destination to save the file s .
in.

Enter the IP address or Internet address of another machine (ApeosPort-IV C7780/

C6680/C5580, DocuCentre-IV C7780/C6680/C5580) in the browser address field, and
press the <Enter> key.

Click the [Properties] tab, and select [Public Address Book] in the left frame on the
screen.

Note  Batch registration feature of the [Properties] tab is not available for the Address Book data
created based on CSV file which is downloaded from the [Address Book] tab. For the
Address Book data, perform batch registration on the [Address Book] tab.

Click [Browse] in [Import Public Address Book] to specify the file saved in step 6.
Click [Import Now].

403

SN suoljesadQ J93ndwon
H



—
NG N suoneladQ Jayndworn

12 Computer Operations

Importing Scanned Data

This section describes how to import files from a machine's folder to your computer.
The following four methods are available. The following shows the reference section for
each procedure.

Importing to a TWAIN Compatible Application...........cceveririerienininieneneeicieseseeeesee e 404
Importing Using Stored File Manager 3 .......cc.ooouoriiiiiiieriiieeneeeeeneetese et 406
Importing Using CentreWare Internet SErviCes........cevuirierierierieiererieierie e 409
Importing Using EaSyOPerator...........coueeiirieririeninieniietesieeiieeesre ettt esae e 410

Importing to a TWAIN Compatible Application

The following describes how to import files from a machine's folder to application
software.

Network Scanner Driver is used to import stored files.

Network Scanner Driver is software that allows a client-side application to import stored
files (scan data) from a machine's folder via a network.

To use Network Scanner Driver, you must have Network Scanner Utility 3 installed on
your computer.
Note ¢ Install Network Scanner Utility 3 from the Driver CD Kit.

To import files stored in a folder, prior settings are required, such as enabling ports. For more
information, refer to "9 Scanner Environment Settings" > "Configuration of Store to Folder" in the
Administrator Guide. For information on the operation of the application, refer to the documentation
provided with the application.

For information on how to install Network Scanner Driver, refer to the manual included in the Driver
CD Kit.

To learn about fields in the displayed dialog box, click [Help] to view the Network Scanner Driver's
help.

Launch application software to which files are imported.

Important ¢ The application must support TWAIN. TWAIN is a standard for scanners and other input
devices.

Note * For notes and restrictions on the use of application software, refer to the "Readme" included
in Network Scanner Utility 3.

From the [File] menu, select the command for selecting the scanner (source).

Select [FX Network Scanner 3 TWAIN], and =
click [Select]. o
Cancel

From the [File] menu, select the command for importing the image from the scanner.
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5 From the displayed list, click the scanner E

6

Specify Scanner

name of the machine, and click [Next].

Start network scanner settings.
Either enter the scanner IP address or select it from the scanners detected.

Note « [f no scanners are shown in the list, click T —
[Search Again]. The application searches == oz
for scanners. N hostnamesxanpie net

Scanner Name IP Address / FQDN | Installed Location

* To change the display of scanner names,
use the dialog box that appears by
clicking [Search/Display Settings]. For
more information, refer to "Changing the
display of scanner names" (P.406).

Search Again | Search / Display Settings.._|

Aot | Next> | cancel | Help |

* Only scanners on the network are
automatically listed. To view a scanner on
another network, click [Search/Display Settings], and register the IP Address and scanner
name. For information on how to register a scanner, refer to "Changing the display of
scanner names" (P.406).

In the [Folder Number] field, enter the ]
number of the folder (001 - 500) that e e i s o
contains the file to be imported. In the e B
[Passcode] field, enter a passcode (up to 20 - -
d |g|tS) Folder Number: B I Setto ften-lised Folders
Note * You can also select a folder number from Bﬂegtdd Folders

[Registered Folders]. Luial ] i Il

* Clicking [Select Scanner] returns to step §§ Tomp
5, where you can reselect a scanner. 5 o =
< Select Scanner | [ Confim | cancel Hew |

Click [Confirm].

Select a file to be imported from the
list, and click [Import].

Note * You can select multiple files.
¢ [Import], [Refresh], and
[Delete] are available from the

menu that appears when you
right-click on the list.

El4120 i
El419 img-630110707 20111706 110701 JPEG 1 A4 @10 297mm)  Scan File

| | |
#

[File can be imparted by double-clickine. 1P Address T =TS ModsRssessms o (5)

When the import starts, the scan data is forwarded from the folder to the computer.

After being forwarded, the data is loaded onto the application software and is deleted
from the folder.

Note * Anicon is displayed next to a file that is scanned in pages and whose forwarding operation
has not been completed.

* For most applications except DocuWorks, Network Scanner Driver expands the compressed
data and transfers the data to the applications in BMP format. For DocuWorks, on the other
hand, Network Scanner Driver transfers the data without data expansion processing. For
this reason, it does not take much time for data transfer.

* The machine can be configured not to delete files from a folder after forwarding them. For
information on the setting, refer to "5 Tools" > "Setup" > "Create Folder" in the Administrator
Guide.
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Changing Network Scanner Driver Settings

To learn about fields in the displayed dialog box, click [Help] to view the Network Scanner Driver's

help.

EChanging the display of scanner names

You can change the display of scanner
names listed.

To change the display of scanner names, use
the dialog box that appears by clicking
[Search/Display Settings] in the scanner
selection dialog box.

Under [Scanner Name Display], you can
change the method in which scanner names
are displayed in [Scanner for Searching].

Specify scanners to search for under [Search
Target Settings].

Note * If you click [Add] and then register a
scanner, you can display scanners from
other networks.

Eimport method for scanned files

You can change the display and the import
settings for files scanned from a folder.

To change the import method, click [Import
Settings] from [File] menu in the file selection
dialog box, and configure the settings in the

Search / Display Settines x|

—Seanner Name Disla
Display by

[Praduct Name: |

Hasts Efle

[CHWNDOMs ¥y stem32¥ drivers¥eto¥hosts Browse...

[~ Search Targst Sattings

Scanners for Searching:
[et

i

[ Scanner Name & [ 1P Address / FADN__|

— PR

Add. Edit Delete

Gommunity Mame (Read Only)

ok | Ganesl Help

=

I~ Tnwert Negative/Positive Imsee for Ingorted Fils

Temporary Save iv

[6¥Do0umerts and Ssiting=¥Administsstor¥Appliostion Dets¥ A

Browse..

—
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dialog box that appears. o 1 oo | ep |

Importing Using Stored File Manager 3

The following describes how to use Stored File Manager 3 to import files from a
machine's folder.

Stored File Manager 3 is software to import files from a machine's folder to a computer
without using any client-side application.

To use Stored File Manager 3, your computer must have Network Scanner Utility 3
installed.
Note * Install Network Scanner Utility 3 from the Driver CD Kit.

To import files stored in a folder, prior settings are required, such as enabling ports. For more
information, refer to "9 Scanner Environment Settings" > "Configuration of Store to Folder" in the
Administrator Guide. For information on the operation of the application, refer to the documentation
provided with the application.

For information on how to install Stored File Manager 3, refer to the manual included in the Driver CD
Kit.
To learn about fields in the displayed dialog box, click [Help] to view the Stored File Manager 3 help.

1 Click [Start] and select [Programs] > [Fuiji Xerox] > [Network Scanner Utility 3] >
[Stored File Manager 3].

Note * If you used another directory for installation, specify the directory instead.
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2 From the displayed list, click the scan

name of the machine, and click [Next].

Note ¢ If no scanners are shown in the li
[Search Again]. The application s

for scanners.

* To change the display of scanner names,
use the dialog box that appears by
clicking [Search/Display Settings]. For
more information, refer to "Changing the
display of scanner names" (P.408).

* Only when the machine is connected to

&, Specify Scanner x|

Specify Scanner

ner

Start network scanner settings.
Either enter the scanner IP address or select it from the scanners detected,

st, click
earches

IP Address or FQDN Example

1920224
200708811111
hesthame.examplenet
Seanners Detected

Scanner Mame 1P Address / FODN

Tnstalled Location

Search Aeain | Search / Display Settines. |

fbout |

Next> |

Close | Help |

the network, the scanner name is
automatically listed. To view the machine connected to another network, click [Search/

Display Settings] and register the

IP address and scanner name. For information on how to

change the settings, refer to "Changing the display of scanner names" (P.408).

3 In the [Folder Number] field, enter the
number of the folder (001 - 500) that
contains the file to be imported. In the

[Passcode] field, enter a passcode (up to 20

d |g|tS) Folder Mumber: 3 [~ Set to Often-Lsed Folders
Passcode: e |
Note * You can also select a folder number from Besictersd Folders
[Registered Folders] Falder Mo, [ Folder Name [=]
* il
. . 80
* Clicking [Select Scanner] returns to step g o
2, where you can reselect a scanner. e s =
<SelectScaner | [ Contrm | Glese e |

4 Click [Confirm].

5 Select afile to be imported from the
list, and click [Import].

Note * You can select multiple files.

* When [File Saving Options] is
set to [Set Destination for
Each File] under the import
settings, a dialog box for
specifying a save destination
is displayed. When the dialog
box appears, specify a save
destination, and click [OK].

B Specify Folder x|

Specify Folder

Enter the folder number and passcode.

Scanner Name: -

IP Address:

———

-

®,.083:Temp - Stored File Manager 3

File Edit Viem Help
Imuurl QRefresh x Delete ‘ [E5)] Select Scanner Sorcen [ Select Folder Sore

Stored Date

A4

20111706 111243
201108 110711

JPEG
JPEG 1

Ad 210 x 297 mm)
A4 210 x 297mm)

Scan File

img-630110707 Sean File

q | |
4

[File can be imparted by double-clicking. TP Fiddress MR Vod: ———— 5

For information on the import
settings, refer to "Import
settings for scanned files"
(P.408).

6 The file is imported to the specified directory.

Note * When [File Saving Options] is set

to [Save in Fixed Destination] under the import settings, a

file is saved in the specified directory.
For information on the import settings, refer to "Import settings for scanned files" (P.408).
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Changing Stored File Manager 3 Settings

To learn about fields in the displayed dialog box, click [Help] to view the Stored File Manager 3 help.

EChanging the display of scanner names

You can change the display of scanner
names listed.

To change the display of scanner names, use
the dialog box that appears by clicking
[Search/Display Settings] in the scanner
selection dialog box.

Under [Scanner Name Display], you can
change the method in which scanner names
are displayed in [Scanner for Searching].

Specify scanners to search for under [Search
Target Settings].
Note « If click [Add] and then register a scanner,

you can display scanners from other
networks.

Bimport settings for scanned files

You can change the display and the import
settings for files scanned from a folder.

To change the import method, click [Details]
from [File] menu in the file selection dialog
box, and configure the settings in the dialog
box that appears.

Search / Display Settines

[ Scanner Hame Displa
Display by
[Praduct Name |

Hasts Efle

[CHUTNDOVeiz¥ sy stem32¥dr ivers¥etc¥hosts Browse

~Search Target

Scanners for Searching:

[ Scanner Hame & [ 1F Address / FQDN_ |
— Tms

Add. Edit. Delete

Gommunity Mame (Rsad Only)

ok | Gancel Help

Display / Import Settines | Save As |
Interval{mins):
Eile Saving Options:
[Set Destination for Each File =l

MNatification

¥ Animation

I Sound

Audia Fil

[ Broviee.

Display / Import Settings Save As |
~Save Opti

& Save Multiple Pages per File!

Save Full Color, File A

|TIFF @4if} / JPEG compressiar =
-Naming =
I~ Qustom
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Importing Using CentreWare Internet Services

This following describes how to import files stored in a machine's folder using
CentreWare Internet Services.

When the machine is installed in a TCP/IP environment, CentreWare Internet Services
allows you to import files stored in a machine's folder by accessing the machine from a
computer via a web browser. You can also use a Macintosh® computer to import files
via a web browser.

Note * You can retrieve scanned data in DocuWorks or PDF format, but cannot encrypt the
DocuWorks or PDF files and cannot attach a signature to the files when retrieving them.

For information on an overview of CentreWare Internet Services, refer to "CentreWare Internet
Services" (P.412).

For more information on this operation, click [Help] in the top frame to view the help.

Start up the computer, and a web browser.

Enter the machine's IP address or Internet address in the browser address field, and
press the <Enter> key.

Note * If your network uses DNS (Domain Name System) and the machine's host name is
registered in the domain name server, you can access the machine using the Internet
address with the combination of the host name and the domain name. For example, if the
host name is "myhost", and the domain name is "example.com", then the Internet address is
"myhost.example.com".

* Ask your system administrator for the IP address or Internet address.

* When specifying a port number, add ":" and the port number after the IP address or the
Internet address.

« If the authentication feature is enabled on the machine, enter a user ID and passcode in the
[User Name] and [Password] fields. Ask your system administrator for the user ID and
passcode.

* If communications are encrypted, you must specify an address that starts with "https"
instead of "http" to access CentreWare Internet Services.

Select [Folder] on the [Scan] tab.

“Shie i Brint Sean Address Book Properties N
i i i Folder
Click [File List] of the folder that
contains the files to be imported. T — 434 icd
P ——
Note * If a passcode is set, enter the ® m st Fie st | oolt |
passcode in the [Passcode] field i At z}
(up to 20 digits). o m <ttt et |
5w <Available> Create |
SIS <Available> Create |
(= <Avalabl Create |
B o <Avaiable> Create |
5w <Avalable> Create |
B oo <Available> Create |
5 o <Avaiable> Create |
B o <Availble> Create |
FUJIXEroX g,
PER——
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5 Place a check mark next to each file R
. Status Jobs

to be imported, set the necessary —

. . . Folder : List of Files

items, and then click [Retrieve]. ST [

-

Note * When you import files in PDF et e e ¥ ot P o st
format from a folder’ they cannot ra img 125150335 25012011 1503 MMR 2 Scan Searchable
be optimized for web view. o e 250550 25011150 MR L o St

fpoicrr |
Retrieve Page: I™ Enabled
R |
Retrieving Format [FFF 79PEG =]
—— Fre
Searchahle Text: I” Enabled
Langusge ofthe Original: |
ot Compessions [Enes e Compreeeon 21| et
FUJIXEroX g,
G —
6 Click a file name and save a link. o o
Retrieve Files from Folder - Folder Number: 1
Job Flow Sheets Filo Numher: 1
Link to: img-125150300
FUJI XErox .‘)
e e e o
7 Click [Save]. 5
Do you want to open or save this file?
[ e
From: E"Eam e e
Open Save
[t

Importing Using EasyOperator

When you use Fuji Xerox applications such as EasyOperator, you can import files
stored in @ machine’s folder to your computer without using Network Scanner Driver.
The files in a folder can also be listed or displayed in thumbnail view.

To import files stored in a folder, prior settings are required, such as enabling ports. For more
information, refer to "9 Scanner Environment Settings" > "Configuration of Store to Folder" in the
Administrator Guide. For information on the operation of the application, refer to the documentation
provided with the application.

The following describes how to import files stored in a machine’s folder by using
EasyOperator as an example.

Click the [Start] menu, and select [Programs] > [Fuji Xerox] > [CentreWare
EasyOperator] > [EasyOperator].

Note * If you used another directory for installation, specify the directory instead.
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2 In the left frame of the window displayed,
add a machine’s folder to [Mailbox].
Add the folder in which files to be imported are

stored. For more information on how to add a folder,
refer to the EasyOperator’s help.

3 Select [Refresh] from the [View] menu.

4 Click [+] to the left of [Folder] to display the
added folder.
When you select the added folder, the file
will be displayed in the right frame.

5 Select [Show Thumbnail] in the [View] menu
to display the file in thumbnail view.

6 Check the thumbnails of the file to be
retrieved, and select the file.

7 Select [Retrieve] from the [Tools] menu.

=181

Size | Updated On

|
To view Help, press “F1”. NUM Y
) _io1 ]
Fi
L3
EasyOperator tt. | Dooument Name | Creation Date/Ti.. | Humber
wto ime-517104403 2011471544 1
=] ase img-817194419 2011/1/17 1944 1
i
]
o
e |
To view Help, press "F1" Q] Py
_io1 ]

C}&E‘;A

o &
U 0o0pz

BE
per

£

To view Help. press “F1".

O L

8 Select a save destination in the [Browse For Folder] dialog box, and click [OK].
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CentreWare Internet Services

CentreWare Internet Services requires a TCP/IP environment, and enables you to view
the status of the machine and its jobs, as well as change settings via a web browser.
You can also import files stored in a folder.

For information on how to import files, refer to "Importing Using CentreWare Internet Services"
(P.409).

For information on the settings of CentreWare Internet Services, refer to "6 CentreWare Internet
Services Settings" in the Administrator Guide.

CentreWare Internet Services Screen

The [CentreWare Internet Services] screen consists of five frames (divided windows).
The information displayed in each frame depends on the feature selected: [Status],
[Jobs], [Print], [Scan], [Address Book], [Properties], or [Support].

Note * Clicking [Help] in the top frame displays the help for CentreWare Internet Services.

CentreWare
Internet Services

o

Active Jobs

: ~al— Top frame

Job Name. Owner Status Type Quantity

Upper left frame —pp L — ~—Upper right frame

=i
Lower left frame — L//

Name: Pyl F

e et FUECE Y ~al—Lower right frame

Status:  Printing..

CentreWare Intemet Services for ot 4 -
© Fuji Kerox Co, Lid.

Refresh |

ETop Frame

Displayed at the top of the window. This frame includes the machine model name, a
link to the help, user information, and tabs (links) leading to each feature.

For information on each feature provided by CentreWare Internet Services, click [Help] in this frame to
view the help.

BUpper Left Frame/Upper Right Frame

Information appearing in the upper left and upper right frames changes depending on
the feature. Selecting a feature displays its available features and information in these
frames.

mLower Left Frame

Displays the machine information and status, and the [Refresh] button. Clicking
[Refresh] updates the information.

HLower Right Frame

Clicking the logo opens the Fuji Xerox home page.
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Main features of CentreWare Internet Services are listed below.

Tab Name

Main Features

Status

Displaying the machine status

Displaying the status of the paper trays, output trays, and consumables
such as toner cartridges.

Usage Counters

Displays the total number of pages used for each feature and
cumulative numbers.

Total Runtime

Displays [Output Device Runtime], [Scanner Runtime], [Standby Time],
[Low Power Time], [Sleep Time], [Warm-up Time], and [Power Off Time]
by minutes.

Jobs

Listing active jobs and allowing you to delete the jobs, and displaying
completed jobs and error information

Print

Job Submission
Allows you to specify and print a file stored on your computer.

Scan

Job Templates

Allows you to create, edit, copy, and delete job templates.

Folder

Allows you to create and set folders. You can also import files in a folder
and print the files.

Job Flow Sheets

Allows you to create, edit, and delete job flow sheets.

Address Book

Allows you to add, edit, and delete recipients in the Address Book.
Address Book

Allows you to view a list of the Address Book, delete the Address Book
data, and restrict users to access to the Address Book.

CSV file

Allows you to import a CSV file which is created by other than the
machine, and download the sample CSV file and a blank CSV file.

Properties * Displaying and setting the items such as Machine configuration,
Interface, and Emulation settings.
Support * Displaying support information
Note * Some field settings take effect after a reboot (after switching the power off and then on

again, or after changing the System Settings from the control panel).

« If a setting is changed by CentreWare Internet Services during operation on the control
panel, the updated information does not appear on the control panel. In that case, switch the
power off and then on again.

* To change the settings of items set by the system administrator, you need to enter the user
ID and passcode. Ask your system administrator for the user ID and passcode.

Browser

CentreWare Internet Services supports the following browsers:

BFor Windows 7

* Microsoft® Internet Explorer® 8.0

mFor Windows Vista®

* Microsoft Internet Explorer 7.0
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BFor Windows XP
* Mozilla® Firefox® 3.0

* Microsoft Internet Explorer 6.0 Service Pack 2

BFor Windows 2000

* Microsoft Internet Explorer 6.0 Service Pack 2

BFor Mac OS X 10.6
* Safari 4

* Mozilla Firefox 3.0

BFor Mac OS X 10.5

* Mozilla Firefox 3.0

BFor Mac OS X 10.4
* Mozilla Firefox 3.0

e Safari 1.3

BmFor Mac OS X 10.3.9

* Mozilla Firefox 3.0

Browser Settings
Before using this service, ensure the following settings on your browser.
The following describes the setting procedure for Internet Explorer 6.0 SP2.

1 Select [Internet Options] from the [Tools] menu.
On the [General] tab, click [Settings] for [Temporary Internet Files].

3 In the [Settings] dialog box, select [Every visit to the page] or [Every time you start
Internet Explorer] for [Check for newer versions of stored pages:].

4 Click [OK].

Proxy Server and Port Number

The following describes proxy server settings and a port number required for this
service.

HProxy Server
We recommend that you access this service directly, not through a proxy server.

Note « If using a proxy server, specifying the machine's IP address in the browser results in slower
responses, and could prevent some screens from appearing. In this case, set the machine's
IP address on the browser not to use a proxy server. For information on the setting
instructions, refer to the documentation provided with your browser.

EPort Number

The default port number of this service is "80". The port number can be changed in
[Properties] > [Connectivity] > [Protocols] > [HTTP]. Usable ports are "1" to "65535".

If you set the port to a number other than 80, you must add ":" and the port number after
the IP address or the Internet address when entering the address into your browser.
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For example, if the port number is 8080, the URL is:
http://[the machine's IP address]:8080/

or
http://[the machine's Internet address]:8080/

You can check the port number in a Configuration Report. For information on the Configuration Report,
refer to "4 Machine Status" > "Machine Information" > "Print Reports" in the Administrator Guide.

Note * If communications are encrypted, you must specify an address that starts with "https"
instead of "http" to access CentreWare Internet Services.

Starting CentreWare Internet Services

To use this service, perform the following procedure on your computer.

Start up the computer, and a web browser.

Enter the machine's IP address or Internet address in the browser address field, and
press the <Enter> key.

Note * If your network uses DNS (Domain Name System) and the machine's host name is
registered in the domain name server, you can access the machine using the URL with the
combination of the host name and the domain name. For example, if the host name is
"myhost", and the domain name is "example.com", then the Internet address is
"myhost.example.com".

* Ask your system administrator for the IP address or Internet address.

* When specifying a port number, add ":" and the port number after the IP address or the
Internet address.

« If the Authentication feature is enabled on the machine, enter a user ID and passcode in the
[User Name] and [Password] fields. Ask your system administrator for the user ID and
passcode.

* If communications are encrypted, you must specify an address that starts with "https"
instead of "http" to access CentreWare Internet Services.

« If authentication of the system administrator fails, the following message is displayed in the
right frame of web browser:
"Login failed."

« If the number of times that authentication fails exceeds the specified number, the following
message is displayed in the right frame of web browser:
"Switch the machine Off and then On for System Administrator login."
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Glossary

Term Description
A3 420 x 297 mm paper
A4 297 x 210 mm paper
A5 210 x 148 mm paper
Alias An alternative name of the machine's e-mail address.

For example, when the e-mail address for the machine is
ifax@mb1.abc.fujixerox.com, you can use ifax@fuji-xerox.com
(alias) to reach the same location.

Auto Center

A feature that automatically moves an image to the center of
paper when copying.

Auto Clear A feature that automatically returns the touch screen to its
default display when the machine is inactive for a certain
period of time.

Auto Select Based on the document loaded and the magnification

selected, the machine automatically selects an appropriate
paper size.

Auto Tray Switching

When paper runs out during copying, another tray of identical
paper size and orientation automatically begins supplying
paper.

B4 364 x 257 mm paper
B5 257 x 182 mm paper
Binding Shift When creating a booklet, this feature adds margins to the

center binding area of documents.

Book Scanning

A feature that copies the left and right pages of an unfolded
document onto two separate sheets of paper.

Border Limit
(Page split threshold value)

One more sheet is used when the length of the transmitted
document exceeds the length of paper installed on the
receiving terminal. A margin at the bottom of a received
document can be eliminated so that the data can be printed on
one page.

The amount of space that can be removed from the bottom of
a document is the border limit. When the border limit value is
small, the data is printed on the next page. But when it is large,
a larger space can be cut so that data can be printed on one

page.

Calibration

This refers to smoothness of colors. Calibration levels are
shown in gradation steps. The greater the step, the smoother
the color will be.

CMS

An abbreviation of Color Management System. It corrects
device-dependent color differences to match the colors printed
on your output with the colors displayed on your screen.

Collate

A feature where each copy set is delivered in the same order
the documents were copied.

Communication(s)

A communications network that can offer voice data
(telephone), image data (fax), video data (videotex) and PC
data (PC communication service) over the same channel.

In this guide, it is mostly referred to as transmitting/receiving
images as well as speaking with a remote user.
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Term Description
CSV File CSV (Comma Separated Values) is a file format that is often
used for saving data by spreadsheets and database programs.
Cut Paper Standard paper sizes, such as A4 and B5.

Default Screen

A screen displayed on the touch screen immediately after
switching the power on, or pressing the <Clear All> button.
The screen is also displayed when the Auto Clear feature is
used.

Default Value

A factory default value, or a value set in the System
Administration mode.

Dial

In this guide, it refers to entering a recipient's fax number.
The methods of dialing provided by the machine include:
manual dialing using the numeric keypad, speed dialing, one
touch dialing, and using the address book, etc.

Dial Tone

A tone generated from the telephone line. It indicates that you
are connected to the line.

Dial Type

The dial type of connected line. The machine offers two dial
types: Tone (push circuit) and 10PPS (dial circuit / 10PPS).

Direct Internet Fax

Allows you to send e-mail directly to the Internet Fax-
compatible machines without going through the SMTP server,
while Internet Fax uses the SMTP server to send e-mail.

Document Image

An image of a document scanned by the machine.

DPI

An abbreviation of Dots Per Inch. A unit used to describe
printing resolution in terms of the number of dots printed in one
inch. Used as a unit to describe resolution.

ECM

An abbreviation of Error Correction Mode.

A type of G3 transmission. ECM transmission sends the
document image data in segments and retransmits segments
that the remote machine receives incorrectly.

"ECM" described on the Activity Report shows that the
communication was processed using ECM.

Edge Erase

A feature that erases the top/bottom, left/right or center edge
of a document image when copying.

Emulation

This refers to operating the printer to achieve the same print
results as when printing with other manufacturers' printers.
This mode is called the Emulation Mode.

Energy Saver Feature

A feature that switches the machine status to standby after a

period of inactivity.

The following energy saver features can be set for the

machine.

Low Power Mode: The power to the fusing unit and motor is
lowered when the machine is left unused
for a fixed amount of time. The touch
screen goes out, and the <Energy Saver>
button lights up.

Sleep Mode: Most of the units in the machine are in
standby status. The machine consumes
the least power.

Error Code

A code is displayed on the touch screen or a report when a
problem occurs.
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Term

Description

F Code

A transmission method defined by Communications and
Information Network Association of Japan (CIAJ) for use of
T.30+* sub-addresses standardized by ITU-T. Between the
machines with the F Code feature, including those
manufactured by other companies, various features making
use of F Code can be used. (*: Communication standard)
With IP Fax (SIP) communication and the Internet Fax feature
of the machine, you can use F Code to forward fax documents
received in folders by e-mail.

F4800

This refers to communicating with a remote terminal outside
the country.

It is also one of the Transmission Mode selections that
reduces transmission speed to enable reliable
communications even under poor line conditions.

Fax Gateway

Connects the Internet network to regular telephone lines,
enabling e-mail documents to be sent as fax documents to
regular fax machines.

Fax Server

A feature that transfers image data received by the machine to
a Server Fax server and transfers image data received by a
Server Fax server to the machine via a network based on the
settings you made.

Using this feature enables you to manage multiple machines.

G3

A facsimile communication system standardized by the
advisory committee for International Telecommunications
(CCITT, now the ITU-T).

Header

A record of the sender. It is printed on the top edge of a
received document.

FQDN

FQDN (Fully Qualified Domain Name) is fully specified with
domain name, sub domain name, and host name so that it is
identified in network.

ICM

An abbreviation of Image Color Matching. A color
management software used with Windows 2000, Windows XP,
and Windows Server 2003. It corrects device-dependent color
differences to match the colors printed on your output with the
colors displayed on your screen.

Image Enhancement

A feature which makes the border between black and white
smooth, with rough edges reduced, giving the appearance of a
higher resolution.

Image Rotation

This feature rotates a document image by 90 degrees when
the document orientation is not the same as the paper supply
orientation.

Independent X - Y%

A feature that transforms a document image horizontally or
vertically.

Internet

A worldwide communications network that combine
miscellaneous networks.

Internet Fax

Unlike a regular fax machine, Internet Fax uses corporate
networks or the Internet to send or receive e-mail (TIFF
attachments).

Job Offset

This feature outputs sheets in alternating offsets to make each
set easier to recognize.
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Line Monitor

Allows you to audibly monitor a transmission through the
speaker after dialing and until you are connected.

Low Toner Alert Tone

A tone the device sounds when the drum/toner cartridge
needs to be replaced.

Machine Ready Tone

A tone produced when the status of the machine changes from
standby to ready, such as when the power is switched on.

MIME Type Multipurpose Internet Mail Extension.
A method for determining what kind of data was received by
e-mail. A MIME type refers to the type of data.

NAT/NAPT NAT (Network Address Translation) converts private IP
addresses to global IP addresses.
NAPT (Network Address Port Translation) also converts IP
addressed to global addresses. It modifies port numbers as
well.

NV Memory A non-volatile memory, which stores the settings information

of the printer even when the power is switched off.

Off-hook Dialing

Dialing with the receiver off the hook.

On-hook Dialing

Dialing with the receiver on the cradle.

Optional component

This refers to a product that is sold separately. In addition to
the machine's basic configuration, various optional features
are available as separately-sold optional components. (For
more information on optional components, contact our
Customer Support Center.)

Pages per Side

A feature that copies two or four documents onto one sheet of
paper.

PCL An abbreviation of Printer Control Language.
A page description language developed by Hewlett Packard.
PJL An abbreviation of Printer Job Language.
A command language for controlling printers developed by
Hewlett Packard.
Polling A feature that allows you to retrieve a file from a remote
machine.
POP3 An abbreviation of Post Office Protocol Version 3.

One of the commonly used communications protocols used for
receiving e-mail.

It sets up a private mailbox on a provider's e-mail server, and

receives messages when a communication is made. POP3 is

for receiving only. SMTP is used for sending e-mail.

Print Page Buffer

The memory area where printing images are stored.

Printable Area

The actual area on paper which can be printed.

Profile

A protocol controlling image resolution, paper size, and other
attributes when sending or receiving faxes using Internet Fax.
The profiles that can be used vary with the Internet Fax of the
remote terminal. When specifying a profile, check that it can
be handled by the other party's Internet Fax-compatible
machine.

QoS

QoS (Quality of Service) is a technology to ensure a certain-
level speed for specific network communications.
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Term

Description

RAM

An abbreviation of Random Access Memory. It is a storage
device (memory) where information can be retrieved as well as
stored.

Receive Buffer

The area in the machine's memory or hard disk drive. Data
sent from client computers is stored in this area.

Receiving Paper Size

A feature that specifies the output paper size for received fax
documents. The specified paper size will be declared to
recipients from the sender.

Recipient

The person or terminal you send a document to. "Dialing"
indicates the operation of entering a recipient's telephone
number.

For Internet Fax, this refers to the recipient's e-mail address.

Remote Terminal

A terminal with which you want to communicate. This is a
general term for terminals such as telephones, facsimile
machines and personal computers.

Resolution

Represents a fineness of detail that can be distinguished on
an image. It is usually described in terms of the number of dots
per square inch (dpi), and a higher value indicates a higher
resolution (finely represented).

ROM

An abbreviation of Read Only Memory. It is a storage device
(memory) specific for the retrieval of information.

ROS

An abbreviation of Raster Output Scanner. It is a device for
writing image signals to a drum (light sensitive). A ROS is
often referred to as a laser beam scanner.

Scan

Sensing or reading a paper document and converting the
optical image of the document to an electronic image.

The machine offers two scanning devices: document glass
and document feeder.

Screen

The screen that is displayed on the touch screen. It displays
messages and feature buttons.

Select

In this document, "Select" refers to highlighting a feature
selection by touching the feature button on the touch screen
with your finger.

Send Password

This feature requires to enter an "S" and the ID of a remote
terminal after entering its fax number. This prevents
transmission errors.

Sender Originator of a communication. It is used as opposed to
"recipient”.

Separator A blank, colored, or copied paper inserted between two copy
sets.

SIP SIP (Session Initiation Protocol) is a signalling protocol call
control protocol which is necessary to communicate in an IP
network.

SIP Server Servers such as SIP proxy server, SIP registrar server, and

others.

SIP proxy server

SIP proxy server forwards requests from SIP terminals to other
SIP terminals and SIP servers.

SIP user name

In SIP communication, user names are specified in
"xxx@yyyy" format. (example: 1111@192.168.1.1) The part
before "@" ("1111" in the example) is SIP user name.
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SIP registrar server

SIP registrar server receives registration request from SIP
terminals and registers the information.

SMTP

An abbreviation of Simple Mail Transfer Protocol.

A communications protocol (an agreement governing the way
data is transmitted) commonly used for sending and receiving
e-mail.

Start Reservation

In this guide, this refers to loading a document, selecting
features, and pressing the <Start> button immediately after
switching the power on. Once the machine is warmed up and
ready, it will automatically start copying.

Status Display Code

A code that indicates the machine status. When an error
occurs on the machine, a status display code appears on the
touch screen.

Store

In this guide, it is referred to as scanning an image of a
document and saving the image on the machine.

Stored Programming

By registering a series of operations, the machine executes
the operations with just one press of [Stored Programming] on
the touch screen.

T.38

T.38 is a protocol for timely fax communication over IP
network. The protocol is also necessary for fax communication
between existing public phone lines and IP network.

Transmission Interval

The period between transmissions.

Transparency Copy

A feature that copies on transparency films or inserts a sheet
of blank or copied paper between transparency films.

UNC

An abbreviation of Universal Naming Convention. UNC is a
way to specify a path describing the location of a network
resource, such as shared folders, or shared printers, on a
network, Microsoft Network (SMB).

The UNC syntax uses "\\" before the hostname, hostname and
resource name are delimited by "\".

If the hostname is "myhost", and if its host shared folder name
is "sharefolder", the UNC syntax is described as follows:
\\myhost\sharefolder

VolP Gateway

The device that relays voice signals including fax
communication between IP network and public phone lines. It
has a feature to convert the communication using VolP and
G3 fax communication in public phone lines.
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Index
Symbols B
F A e 198 Background Suppression .........cccccooviiiiiiieneeennn. 306
Batch Print ..o 333
Numerics Black & White/Color (Simple Copy) .....cccccveeenee. 81
BOOK COPYING ..coooiiiiiiiiee e 108
1 Staple (Simple COpY) ...ccoevvveerieeireeeeeeeeee 82 BOOK FaXing ......ccvevvieiuieciieceece e 211
10BASE-T / 100BASE-TX connector .................. 43 Book Scanning ......cccceeeiiiiiiee e 310
2 Pages Up (Simple Copy) .....ccccevevercverirerirennens 82 [=ToT) 4 [= SO 121
2 Sided Book Copying .....ccccccvveeeeeeiciiiiiieeeeeenn, 109 Booklet Creation .............ccoceeevvivieeeiieiinnn, 121, 397
2 Sided Copying (Simple Copy) ....ccooveeeeeeeueenee. 81 booklet output tray ............ccooeeieeieiieeeeeeeeeeee 48
2 Sided Scanning .........ccoccoeveeiieienens 196, 206, 276 booklet output tray button ............cccceeeeeeieiienee. 48
2-Sided Print ......coociiiii 397 booklet staple cartridges ..........ccccceevieevieecneenne, 47
booklet tray ... 47
A booklet unit ... 47
bottom left cover ... 43
Activity Report ... 67 BroadCast ........cccoveveveueueeeeeeeeeeee e 241
AdAd ME ..o 271 Broadcast Send ......ooooeiiiiii 177, 198, 245
adding a comment/a date/page numbers BrOWSE ....eeiiiieiiee e 291
tO COPIES .o 129 BUIlD JOD e 155
adding originals ........cccceeiviiiiiiieee e 161
adding sender name and phone number C
10 faXES o 219
adding the sender’s address .................cccoco.... 271 <C (Clear)> button .........ccccoeeerrecrirerireenes 57, 62
additional feature buttons ... 66 Calculator % ....cocvoeeeereee e 88
Address BooK .........cccuviieeiiiiiiiiiiiee, 199, 268, 290 Calibration .......cccooiii e 67
adjusting color balance ...........cccccooviiiiiiiennennn. 102 calling a stored program ............cccceevcveeecieeennn.. 355
adjusting contrast ... 100, 306 calling a stored program for Build Job ............... 356
adjusting copy density/sharpness/saturation of CaANCEl oo 376
1 F=To [T TP RRRPR 99 CentreWare Internet Services .......c........... 409, 412
adjusting fax density ........ccocoooiiiiiiiin 205 Change Quantity ........cccceeeeeeeiiicieee e, 376
adjusting scan density and image sharpness ... 305 changing a job flow sheet ............cccccciiiiii. 344
adjusting the colortone ........cccccceeeiiiiiiiieenennn. 104 changing a stored program name ...................... 353
adjusting the copy density .........ccccceeiiiiiiiiiiiinnnnn. 97 changing the orientation of images .................... 118
adjusting the image position ..............ccccccocce. 114 Chapter Start ........ccccevvveieeieee e 158
Advanced Settings ........ccccceviiieeiiiie e, 304 Charge Print ........ccccooeveeeeieeeceeeceee, 384, 398
ANNOtations ... 129 checking completed jobs ... 377
attaching covers to copies ........cccccooviiiiieeeennnn. 124 checking the finished output of the copy ........... 160
Auto Detect .......ccoocviiiiiiii 210, 312 checking/selecting files in a folder ..................... 327
AULO RECEIVE ... 249 <Clear AlI> BUtON oonneee e, 57, 61
ColorBalance ........ooccovieiiiiiiee e 102
Color Effects ....cuovviiiiieeee e 101
Color ScanNing ......ccceeeeeeiiiieeeee e 275




Color Shift ..o 104

ColOr SPACE ..cooeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 307
Combine Original Sets ........cccocooiiiiiiiiiieee 161
combining multiple pages into one sheet ........... 224
Compression Method .............cooovviiiiiiiiiiiiiiiinnn, 279
confirmation indicator ...........coccooiiiiiiiiii 45
confirming a recipient .........ccccooiiiiieine i, 205

confirming remote machine response prior to

TranNSMISSION .......vviiiiiiiiiiee e 239
confirming the fax job in Job Status ................... 172
constant velocity transport glass ...........cccccuvveeeen. 45
consumable storage space ..........ccccceeeiiiiiiiiieeenn. 49
Contrast ....coeviii 306
control Panel ..o 42
COPIES it 107
Copy OULPUL ..., 146
copying both sides of an ID card ............cc......... 153
copying facing pages onto separate sheets ...... 108
copying multiple pages onto one sheet ............. 125
copying on tab stock paper ..........ccccceeiiiiineenn. 141
CoverPage ....oooeeeieeee e 220
COVEIS ittt 124
creating a booklet .........ccocoiiiiii 121
<Custom> buttons ..........oeevvviiiieieriiinnn. 57, 58, 61
D

<Data> indicator ........ccooovvieeiiiiiiiieiiieeeeees 57, 61
De-curl button ... 48
Delay Start ..o 217
Delayed Print ......ccooovieiiiieeeeeeee, 382, 397
Delete Outside/Delete Inside ...........cccceeeineeee. 162
deleting Charge Print jobs ........cccccooiiiiiiiiinnis 385
deleting Delayed Print jobs .......ccccccceeiiiiiiiineenn. 383
deleting outside or inside of the selected

= 1L =T= PP PP PP P PP PPPPPPPPPPPPRRRRRNt 162
deleting Private Charge Print jobs ..................... 388
deleting Sample Set jobs ........cccoiiiiiiiiiiiiiiens 381
deleting Secure Print jobs .........ccccoiiiiiiiiil 379
deleting stored jobs ......cccccovveiiiiiiii e, 378
deleting stored programs ...........cccccceeeeeiiiiiineenn. 352
density levels ..., 305
<Dial Pause>button ........cccoeviviviiiiiiiiiiiiis 57,62
Digital Signature .........ccccoeiiiiiiiiieeeie. 234, 322
DireCt FaXx ...ooooviiiiiiiii e 402
Direct Printing .....ccvvvieiiiei e 398

Disable Auto Printing/Release Printer ................. 67
dOCUMENE COVET ... 42
document feeder ........cccoeeviiiiiiiiieeennns 70, 166, 256
document feeder tray ........ccccccveeeeeiiiniiiiiiieeeee 45
document glass .......ccccceeeeiiiiiiiiiiieeeeee 42,71, 257
document guIdes .........ccooviiiiiiiiiiii i 45
document output tray ........cccciiiieiiiiiiieeeee 45
document StOPPEr ....coeeeeeeeeieiieeeeeeeeeeeeeeeeee 45
DOCUWOIKS ..oveieeeeeeeeeeeeeee e, 278, 279
DocuWorks Security .......ccceeeeeeieiiiiiiiiiieeeeeiies 281
DocuWorks Signature ........cccccoeeviiiiieeneeeiiinns 282
drum cartridges ..cooooeeeeeeeeeeeeee 44
E
Edge Erase .....ccccccevevviiiiiieiie e 113, 314
editing a recipient ........ccccooiiin 272
editing the Internet Fax mail contents ............... 222
E-mail ..oooiiie 267
E-mail Printing ......oooovvriiii 398, 400
ENcryplion ... 233, 322
<Energy Saver> button ..........ccccccoviiiiinnnnnn. 57, 61
Energy Saver mode .........ccccoiiiiiiiiiiee e 54
enhancing gloss of the document ...................... 105
enlarged COPIES ......uuviiieeiiiiiiiiiiiee e 85
Enter Output Size .....ccoooiiiiiiee e 316
entering a stored program name ....................... 353
entering an address ..........cccceveiieee i 270
entering specific symbols ..........ccccoiiiiiiiinn. 204
entering text ... 68
entering the e-mail body .........ccccceernnnnen. 274, 302

erasing edges and margin shadows in

the document ..o, 314
erasing edges and margin shadows of

the document ..........c.c.oooeiiiiii 113
erasing the background color of

dOCUMENTS ..o 100, 306
<Error> indicator ..........ccveeiieeeieiiieeeeeeeeee, 57, 61
error terminations ........ccooevvveeeiiiiie e 393
EXIT COVEI o 47
F
[ O 0T [T 228
Face Up/Down Output ........ccoooiiiiiiiiieiieeee 142
Facsimile Information Services ......... 235, 240, 252
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FaX i 197
Fax Receiving Mode ........cccccoovviiiiiinneeiiiiiiieenn, 67
Fax/Internet Fax .........ccocccvveeiieeiiiiciiience e 197
Fax/Internet Fax Options ..........ccceevvevivevvveevennnens 214
File Format .......ooovviiiiiiii e, 278, 303
File Name .....coovvveiiie e, 320, 321
File Name Conflict .........ccccceeiiiiiieee 321
Finisher C2 ..., 47
Finisher C2 with Booklet Maker ............cccuueeee... 47
Finisher D2-P with Booklet Maker ....................... 48
finisher tray ......ccccoooiiiii 47, 48
folder output tray ........cooociiiiiii 48
folder output tray button ...........cccoieiiiii, 49
Folder Receive ..........ooooviiiiiiiiiiiiiiiiiiiiiieeiieeeeeees 251
FOIAING .oeiiiiiiiii e 142
Forced 4800 bpS ...ooovvvvvieeiieiieeeeeeeeeeeeeeeeeeeeeeeeees 216
FrOM oo neeennees 273
front COVEr .uunniiiiieee e, 43, 47
fusing uNit ..o, 44
G
G e 216
gigabit ethernet board ............ccccooiiiii 43
Gloss Level ... 105
ground fault interrupter ...........ccccceeeeenns 44,48, 49
H
HCF B1-S e 49
hidden text ......cveeieei 140
|
ID Card COpYiNg ..ccccceveeeevrireeeeeeeesiiieeeeae e e e e 153
Image Enhancement ............ccocoiiiienennn. 100, 306
Image OptioNS ......cooovciiiiiiieeeeeeieeee e, 100, 305
Image Rotation ... 118
Image Shift ... 114
importing scanned data ...........cccoeociiiiieieennins 404
Independent X - Y% ...oooeiiiiiiiiiieeieee e 87
INEX Print ... 371
INNET COVET oottt 45

inserting blank sheets between
transparencies ...........ccccccciiiii 144
Internet Fax ..o 197

Internet Fax Message ........ccccccceveeieiiiiiiieeneeeenn, 222
Internet Fax Profile .........ccocoiieiiiiiiiii, 232
Internet Fax Subject ..., 222
Internet Fax transmission ........cccccccoviiiiieenneennn. 178
<Interrupt>button ........................l 57,62
INvert IMage .......cccoooooi e 117
IP Fax (SIP) .o 184
J
JOb ASSEMDIY ..o 155
Job Flow Sheets .......cccoiiiiiiiiee e 342
JOb Status ..o 374
<Job Status> button .........cccceeeeiiiiiiii 56, 62
jobtemplate ..., 287
JPEG ..o 278, 279
L
LanQUAgE .....cooveeiiiiiiiieee e 66
Language of the Original .........c.cccooeieiiieiennne. 282
large size Ul .....oooiiiiiiiie e, 43
Last Original .........cccoieeiiiieiiee e 376
Layout Adjustment ................. 106, 209, 309
€t COVEI e 45,49
lOVEr o 44
license ..o 33
Lighten/Darken ........ccccccoeevviiiiieiennennnn. 97, 100, 205
Lighten/Darken (Simple Copy) .....cccceeeeeeeeiinennn. 82
loading documents .........cccccoeiiiiiiiiiie e, 256
local terminal information ..........ccccccceeeieiiinneenn. 203
Lock Out Printer ........ovvvevieeiiiiee e 67
locking Casters ........oooceiiiiieiiiiie e 43
<Log In/Out> button ........cccceeiiiiiiiiiiiies 56, 61
Login Name .......cccueeiiiiiieeiiieeee e 323
Low Power mode .......coooeeeeiieiiieiiiei 54
lower-right COVEr ........cccciiiiiiiiiiie e, 44
M
machine components ...........ccccccceeeieiiiiiiieeeneeennn. 42
<Machine Status> button .........cccceeevvveeiiiinnnnn. 56, 62
<Main Power> indicator ..........cccoeevvevueeiiinnnnnns 57, 61
main power SWitCh ..........cccoiiiii, 44
making 2-sided copies of facing pages ............. 109
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making enlarged copies spread over multiple

ShEELS ..oviiiiii 127
making enlarged/reduced copies .........ccccccerueennn. 85
making multiple copies on a single sheet .......... 143
making multiple copies on one sheet ................. 128
making reversed copies of images .................... 117
managing documents Security ............ccccccvveeeen.. 138
Manual Receive ........ccccoceiiiiiiiiiiieee e, 249
Manual Send .........cccoviiiiiei e 239
Media Print ........ooooi 362
Media Print - Photos .......ccoooiiiiiiiiiiee, 369
Media Print - Text .......ccccoi 370
MESSage ....evvviiiiiiiii e 274, 302
message field ... 64
MetaData ... 323
Mirror Image ... 117
Mixed Size Originals ...........ccccvveeen... 112, 210, 313
More OptioNS .....cooeeiiiiiieeee e 235
MRC High Compression ..........cccccccveeeeiiiiiieeenn. 280
N
Negative Image ..., 117
Network Scanner Driver ..........ccccovvevveeeiiecviinenn. 406
Network Scanning .........ccccceeviiiiiiienie e, 287
New Recipient ..., 270
Next Original ..........ccooieiiiiiieie e 376
non-standard size document .............ccoccuiieeeenn. 111
Non-target Area Color .........ooccoieiiieieieeeeen 95
nuMeric Keypad ........ccccceeeeviiiiiieeee e 57, 62
0]

one touch button ..........ccccceeiiiiiii e, 193
one touch buttons ........ccooeeeiiiiiiiiiiiees 59, 201
one touch panels ..........cccccciiiiiiie, 58
ON-hOOK oo 239
optical glass ..o, 45
Original Orientation

................... 107, 112, 114, 115, 118, 126, 130, 316
Original Size .....cveveevveiciiiieeee e, 111, 209, 312
Original TYpe ..evvvveeeeeeciiiiieeeeee, 98, 195, 207, 277
Originals ...coviiiiiee e 107
Output ColOr .. 92
Output Format ..., 120
output tray ......eeveeeiiie 44, 47, 48

outputting bi-folded/tri-folded paper ................... 142

P
Pages per Side ........ccooiiiiiiiiie e 125
paper feed section cover ...........cccooiiiiiiieeennn. 49
Paper SUPPIY ...eeevveeiiiiiiiee e 89
Paper Supply (Simple Copy) ..cccceeiieeeaiieeeeeen. 79
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