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Read this manual carefully before you use this machine and keep it handy for future reference. For safe and correct use, be sure to read the
Safety Information in "About This Machine" before using the machine.



Introduction

This manual contains detailed instructions and notes on the operation and use of this machine. For your
safety and benefit, read this manual carefully before using the machine. Keep this manual in a handy
place for quick reference.

Important

Contents of this manual are subject to change without prior notice. In no event will the company be li-
able for direct, indirect, special, incidental, or consequential damages as a result of handling or oper-
ating the machine.

Notes:

Some illustrations in this manual might be slightly different from the machine.
Certain options might not be available in some countries. For details, please contact your local dealer.

Caution:

Use of controls or adjustments or performance of procedures other than those specified in this manual
might result in hazardous radiation exposure.

Notes:

The model names of the machines do not appear in the following pages. Check the type of your ma-
chine before reading this manual. (For details, see “Machine Types”, About This Machine.)

e Type 1: C2525/DSc525/LD425c¢/Aficio MP C2500
e Type 2: C3030/DSc530/LD430c/Aficio MP C3000
Certain types might not be available in some countries. For details, please contact your local dealer.

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

Two kinds of size notation are employed in this manual. With this machine refer to the inch version.
For good copy quality, the supplier recommends that you use genuine toner from the supplier.

The supplier shall not be responsible for any damage or expense that might result from the use of parts
other than genuine parts from the supplier with your office products.



Manuails for This Machine

Refer to the manuals that are relevant to what you want to do with the machine.

% About This Machine
Be sure to read the Safety Information in this manual before using the ma-
chine.
This manual provides an introduction to the functions of the machine. It also
explains the control panel, preparation procedures for using the machine,
how to enter text, and how to install the CD-ROMs provided.

% General Settings Guide
Explains User Tools settings, and Address Book procedures such as register-
ing fax numbers, e-mail addresses, and user codes. Also refer to this manual
for explanations on how to connect the machine.

++ Troubleshooting
Provides a guide to solving common problems, and explains how to replace
paper, toner, staples, and other consumables.

% Security Reference
This manual is for administrators of the machine. It explains security func-
tions that the administrators can use to protect data from being tampered, or
prevent the machine from unauthorized use. Also refer to this manual for the
procedures for registering administrators, as well as setting user and admin-
istrator authentication.

% Copy/ Document Server Reference
Explains Copier and Document Server functions and operations. Also refer to
this manual for explanations on how to place originals.

< Facsimile Reference
Explains Facsimile functions and operations.

% Printer Reference
Explains Printer functions and operations.

% Scanner Reference
Explains Scanner functions and operations.

% Network Guide
Explains how to configure and operate the machine in a network environ-
ment, and use the software provided.
This manual covers all models, and includes descriptions of functions and
settings that might not be available on this machine. Images, illustrations, and
information about operating systems that are supported might also differ
slightly from those of this machine.



< Other manuals
¢ PostScript3 Supplement
¢ UNIX Supplement
* Manuals for DeskTopBinder Lite
* DeskTopBinder Lite Setup Guide
* DeskTopBinder Introduction Guide
* Auto Document Link Guide

& Note
O Manuals provided are specific to machine types.

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



What You Can Do with This Machine
<Color Functions/Color Adjustments>

Color Copying

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

See p.41 “Selecting a Color Mode”.

% Full Color Copy
Copies using four colors: yellow, magenta, cyan and black.

AMF033S

% Black/White Copy

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

AMF034S

< Convert Colors
See p.42 “Convert Colors”.
Copies by changing a specific color in the original to another color.

AMF038S



« Erase Specified Color
See p.43 “Erase Color”.
Copies by deleting a specific color in the original.
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« Color Background
See p.44 “Color Background”.
Copies by adding a color to the whole page.
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Stamping on Copies

Copies with the date, page numbers, etc. The stamp color can be yellow, red, cy-
an, magenta, green, blue, and black.
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Printed inserts types:

% Background Numbering
See p.106 “Background Numbering”.

% Preset Stamp
See p.107 “Preset Stamp”.

<+ User Stamp
See p.109 “User Stamp”.

% Date Stamp
See p.114 “Date Stamp”.

< Page Numbering
See p.118 “Page Numbering”.



Adjusting Colors

See p.48 “Color Adjustment”.

« Primary Colors

Yellow
Green.. _.-Red
- Black
Cyan 3 Magenta
Blue

AMA013S

Colors can be created by combining the 3 primary colors: yellow, magenta
and cyan. Black can be made by combining yellow, magenta and cyan, how-
ever, as there might be some slight differences, “black” will be expressed us-
ing a black toner.

« Adjust Color
Adjusts the specific colors (yellow, red, magenta, blue, cyan and green) by
mixing them with adjacent colors in the color circle.
See p.48 “Color Adjustment”.

Yellow

Green Red
Cyan Magenta
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%
Make yellow Make yellow

more green more red
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% Color Balance
Adjusts the overall color tone of copies.
See p.45 “Color Balance”.

Darker Q’ Lighter
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Adjusting Images

See p.49 “Image Adjustment”.

« Sharp/Soft
Adjust the outline of the image.
See p.50 “Adjusting the sharpness/softness”.
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% Contrast
Adjust the shades of the image.
See p.51 “Adjusting the contrast”.

AMA017S
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Viii

+ Background Density
Adjust the background density of the image.
See p.51 “Adjusting the background density”.

Cames

Light |=—|Dark

AMA018S

« Other Adjustments

¢ Adjust U.C.R.
See p.52 “Adjusting the U.C.R”.

* Text/Photo Sensitivity
See p.52 “Adjusting the Text/Photo sensitivity”.



What You Can Do with This Machine

Functions differ depending on machine type and options.

A Reference
See p.3 “Functions Requiring Optional Configurations”.

Types of Duplex Copies

% 1 Sided 2 Pages — 2 Sided 1 Page
See p.82 “Duplex”.

Ly

% 2 Sided 1 Page — 2 Sided 1 Page
See p.82 “Duplex”.

EdE

% 1 Sided 4 Pages — Combine 2 Sided 1 Page
See p.88 “Two-Sided Combine”.
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+« 1 Sided 8 Pages — Combine 2 Sided 1 Page
See p.88 “Two-Sided Combine”.
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% 2 Sided 16 Pages — Combine 2 Sided 1 Page
See p.88 “Two-Sided Combine”.
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+ 2 Sided 2 Pages — Combine 2 Sided 1 Page
See p.88 “Two-Sided Combine”.
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% 2 Sided 4 Pages — Combine 2 Sided 1 Page
See p.88 “Two-Sided Combine”.
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+« 2 Sided 8 Pages — Combine 2 Sided 1 Page
See p.88 “Two-Sided Combine”.
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% Bound Originals — 2 Sided 1 Page
See p.93 “Booklet/Magazine”.
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% Front & Back Bound Originals — 2 Sided Pages
See p.93 “Booklet/Magazine”.
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Copying Book Originals

% 1 Sided 4 Pages — Booklet
See p.93 “Booklet/Magazine”.

* Open to left
iy

* Open to right
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+« 2 Sided 2 Pages — Booklet
See p.93 “Booklet/Magazine”.
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+ 1 Sided — Magazine
See p.93 “Booklet/Magazine”.
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% 2 Sided — Magazine
See p.93 “Booklet/Magazine”.

¢ Open to left
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Combining Multiple Pages onto a Single Page

See p.86 “One-Sided Combine”.
% 1 Sided 2 Pages — Combine 1 Sided 1 Page
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< 1 Sided 4 Pages — Combine 1 Sided 1 Page
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+« 1 Sided 8 Pages — Combine 1 Sided 1 Page
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+ 2 Sided 1 Page — Combine 1 Sided 1 Page
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% 2 Sided 2 Pages — Combine 1 Sided 1 Page

VV 34
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+« 2 Sided 4 Pages — Combine 1 Sided 1 Page
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Copying Originals Such as Books

% Bound Originals — 1 Sided 2 Pages
See p.91 “Series Copies”.

CP2B0100

XVi



% Bound Originals — 2 Sided 1 Page
See p.93 “Booklet/Magazine”.

npe

% Front & Back Bound Originals — 2 Sided Pages
See p.93 “Booklet/Magazine”.
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Copying 2-Sided Pages onto 1-Sided Pages

See p.91 “Series Copies”.
+« 2 Sided 1 Page — 1 Sided 2 Pages

P
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Copying onto Thick Paper

% Copying onto Thick Paper
See p.39 “When copying onto Thick Paper”.
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Notice

Do not copy or print any item for which reproduction is prohibited by law.
Copying or printing the following items is generally prohibited by local law:

bank notes, revenue stamps, bonds, stock certificates, bank drafts, checks, pass-
ports, driver's licenses.

The preceding list is meant as a guide only and is not inclusive. We assume no
responsibility for its completeness or accuracy. If you have any questions con-
cerning the legality of copying or printing certain items, consult with your legal
advisor.

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

Colors on color keys or the color circle may differ slightly from the colors of ac-
tual copies.

This machine is equipped with a function that prevents making counterfeit bank
bills. Due to this function the original images similar to bank bills may not be
copied properly.



How to Read This Manual

& Note

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

O Supplementary information about the copier mode is described in “Supple-
mentary Information”.

A Reference
See p.167 “Supplementary Informations”.

Symbols

This manual uses the following symbols:

/\ WARNING:

Indicates important safety notes.

Ignoring these notes could result in serious injury or death. Be sure to read these
notes. They can be found in the “Safety Information” section of About This Ma-
chine.

/\ CAUTION:

Indicates important safety notes.

Ignoring these notes could result in moderate or minor injury, or damage to the

machine or to property. Be sure to read these notes. They can be found in the
“Safety Information” section of About This Machine.

*gklmportant
Indicates points to pay attention to when using the machine, and explanations

of likely causes of paper misfeeds, damage to originals, or loss of data. Be sure
to read these explanations.

& Note

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

A Reference

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

[]

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

[]

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



Functions Requiring Optional
Configurations

Certain functions require special machine configuration and extra options as fol-
lows:

Stack: Internal Shift Tray, 500-sheet finisher, 1000-sheet finisher or booklet fin-
isher

Staple: 500-sheet finisher, 1000-sheet finisher or booklet finisher
Staple (Booklet): booklet finisher
Punch: booklet finisher, Punch kit

& Note
O The bridge unit and paper tray unit are required when you install the finisher.



Display

The function items displayed serve as selector keys. You can select or specify an

item by lightly pressing them.

When you select or specify an item on the display panel, it is highlighted like
cannot be used.

Auto Density Keys appearing as
« Initial copy display
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Create Margm

==&
n Auta Density u

" Finishing HCover/SUp Sheet‘ Edit / Color | Dup./ConimSeres || Reduice / Enlarse
] ) List o |I

1. Original function, Image Density
and Special Original function.

2. Operational status and messages.

3. You can register up to three fre-
quently used reduce/enlarge ratios
other than the fixed reduce/enlarge
ratios. See “Shortcut R/E”, General
Settings Guide.

4. Numbers of originals scanned
into memory, copies set, and copies
made.

AMGO053S

5. Displays contents of the Shortcut
keys. You can register frequently
used functions in these keys. See
“Customize: Copier Function Key”,
General Settings Guide.

6. Sort, Stack, Staple functions.

7. Displays available functions.
Press a function name to display its
menu. For example, press [Reduce /
Enlarge] to bring up the Reduce/En-
large menu.

8. A clip mark indicates the current-
ly selected function.



Simplified Display

This section explains how to use the “Simplified Display” and introduces its
keys.

You can view the simplified display from the Copier's initial screen by pressing
the [ Simplified Display] key.

The simplified display contains main functions only.
Enlarged characters and keys make for easier operation.

@ @ %Q:)r Start Simplified

Displa

Clear/Stop @ oy
° G

;

—

« Simplified Copier Screen

% O Ready

Auto Clr Selectf| e o .
Full Color
Auto R/E ‘11><15 5Vax8Y

§ak11 | grak14
1 Siclect>Combine 1 Side

1 Sitkec> Combine 2 Sik
(-89, | [

Full Size

Black & White

1 Sidech 2 Sided

Orig. Orientation mﬂ _)@2 |

EIED)

Sort

2 Sidex>2 Siced

4.~ 4.
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1. [Key Color]

Use this to intensify the screen contrast
by changing the color of the keys.

Not available on the copier default
screen.

& Note
3 Press the [ Simplified Display ] key again to return to the copier default screen.
O The simplified display screen does not contain every available key.



User Tools Menu (Copier and Document
Server Features)

This section describes items that can be specified on the copier initial screen.
Copier initial screen can be displayed by pressing the [User Tools/Counter] key.
For details about how to set up these items, see General Settings Guide.

< General Features

Item

Description

Auto Image Density Prior-
ity

Set this function to use Auto Image Density when the power is
turned on, or modes cleared.

Original Type Priority

You can select the original type effective when the power is turned
on, or modes cleared.

Original Photo Type Prior-
ity

When you select “Text / Photo” or “Photo” in “Original Type Pri-
ority”, you can change the settings of the selected original type.

Original Type Display

You can have the original types shown on the initial display.

Paper Display

You can choose to have the available paper trays and sizes shown
on the initial display.

Original Orientation in
Duplex Mode

You can set the original orientation when making two-sided copies.

Copy Orientation in Du-
plex Mode

You can set the copy orientation when making two-sided copies.

Max. Copy Quantity

You can set the maximum copy quantity.

Auto Tray Switching

If you load paper of the same size in two or more trays, the ma-
chine automatically shifts to the other when the first tray runs out
of paper (when Auto Paper Select is selected.) This function is
called “Auto Tray Switching”. This setting specifies whether to
use Auto Tray Switching or not.

Tone: Original Remains

The beeper (key tone) sounds if you forget to remove originals af-
ter copying.

Job End Call

You can choose to have the beeper sound when copying is com-
plete.

Customize: Copier Funci-
ton Key

You can assign frequently used functions to function keys F1 to
Fé.

Customize: Document
Server Storage Key

You can register frequently used functions to the Copy Function
Keys of F1 to F6. You can also change the registered functions.




+ Reproduction Ratio

Item

Description

Shortcut R / E

You can register up to three frequently used Reduce/Enlarge ra-
tios other than the fixed Reduce/Enlarge ratio and have them
shown on the initial display. You can also change registered Re-
duce/ Enlarge ratios.

R / E Ratio

You can select a key to specify the reproduction ratio.

R / E Ratio Priority

Specify prioritized enlargement and reduction ratios by pressing
[Reduce / Enlarge].

Ratio for Create Margin You can set a Reduce/Enlarge ratio when registering Create Mar-
gin in a shortcut key.
 Edit
Item Description

Front Margin: Left / Right

You can specify left and right margins on the front side of copies
using the Margin Adjustment function.

Back Margin: Left / Right

You can specify left and right margins on the back side of copies
using the Margin Adjustment function.

Front Margin: Top / Bottom

You can specify top and bottom margins on the front side of cop-
ies using the Margin Adjustment function.

Back Margin: Top / Bottom

You can specify top and bottom margins on the back side of copies
using the Margin Adjustment function.

1 Sided — 2 Sided Auto
Margin: TtoT

When using the 1 sided — 2 sided Duplex function, you can spec-
ify margins on the back side.

1 Sided — 2 Sided Auto
Margin: TtoB

When using the 1 sided — 2 sided Duplex function, you can spec-
ify margins on the back side.

Erase Border Width

You can specify the width of erased border margins using this function.

Erase Original Shadow in
Combine

In Combine Copy or Booklet/Magazine Copy mode, you can
specify whether to erase a 3 mm, 0.1” bounding margin around all
four edges of each original.

Erase Center Width

You can specify the width of the erased center margins using this function.

Front Cover Copy in Combine

You can make a combined copy on the front cover sheet when you
select the Front Cover function.

Copy Order in Combine

You can set the copy order when using the Combine function to
Left to Right or Top to Bottom.

Orientation: Booklet, Mag-
azine

You can select the orientation of copies to open when using Book-
let or Magazine function.

Copy on Designating Page
in Combine

You can make a combined copy on the inserted slip sheets when
using the Desig./Chapter Copy function.

Image Repeat Separation
Line

You can select a separation line using the Image Repeat function
from: None, Solid, Broken A, Broken B, or Crop Marks.

Double Copies Separation
Line

You can select a separation line using the Double Copies function
from: None, Solid, Broken A, Broken B, or Crop Marks.

Separation Line in Combine

You can select a separation line using the Combine function from:
None, Solid, Broken A, Broken B, or Crop Marks.




% Stamp

Item Description

Background Numbering

Size You can set the size of the numbers.
Density You can set the density of the numbers.

Stamp Color

You can set the color of the numbers.

Preset Stamp

Stamp Language

You can select the language of the stamp.

Stamp Priority

You can select the stamp type given priority when [Preset Stamp]
is pressed.

Stamp Format

You can adjust the stamp printing quality (“COPY”, “URGENT”,
“PRIORITY”, “For Your Info.”, “PRELIMINARY”, “For Internal
Use Only”, “CONFIDENTIAL”, “DRAFT”).

Stamp Color

You can specify the stamp printing color (“COPY”, “URGENT”,
“PRIORITY”, “For Your Info.”, “PRELIMINARY”, “For Internal
Use Only”, “CONFIDENTIAL”, “DRAFT”).

User Stamp

Program / Delete Stamp

You can register, change, or delete these user stamp designs.

Stamp Format: 1 to 4

You can set the position where the stamp is printed.

Stamp Color

Sets the color registered in User Stamp color (1 to 4).

Date Stamp

Format You can select the date format for the Date Stamp function.
Font You can select the Date Stamp font.

Size You can set the Date Stamp size.

Superimpose You can have the Date Stamp printed in white where it overlaps

black parts of the image.

Stamp Color

You can set the selected priority color when printing the date.

Stamp Setting

You can have the date printed on the first page or all pages.

Page Numbering

Stamp Format

You can select the page number format given priority when [Page
Numbering] is pressed.

Font You can select the page number font.
Size You can set the size of the page number.
Duplex Back Page Stamp- | You can set the position of the duplex back page number printed

ing Position

using the Duplex function.

Page Numbering in Combine

You can set page numbering when using the Combine and Page
Numbering function together.

Stamp on Designating Slip
Sheet

You can print the page number onto slip sheets when using the
Designate function and the Page Numbering function together.

Stamp Position:P1,P2...

You can set the position where the stamp is printed.

Stamp Position:1/5,2/5...

You can set the position where the stamp is printed.




Item

Description

Stamp Position:-1-,-2-...

You can set the position where the stamp is printed.

Stamp Position:P.1,P.2...

You can set the position where the stamp is printed.

Stamp Position:1,2...

You can set the position where the stamp is printed.

Stamp Position:1-1,1-2...

You can set the position where the stamp is printed.

Stamp Position:Page
1,Page 2...

You can set the position where the stamp is printed.

Superimpose

You can have page numbers printed in white where they overlap
black parts of the image.

Stamp Color

You can set the selected priority color when printing the date.

Page Numbering Initial
Letter

You can select the page numbering initial letter between “P.1,
P.2../P1,P2.”and “S1,52.../5.1,S.2...”.

% Input / Output

Item Description

Switch to Batch You can select to have the Batch or SADF function displayed when
you press [Special Original].

SADF Auto Reset When you set one original at a time in the ADF, the Auto Feed in-

dicator lights for a specified time after an original is fed, to show
the ADF is ready for another original.

Rotate Sort: Auto Paper
Continue

You can continue copying when paper of the required orientation
has run out during rotate-sorting.

This item becomes active when [With Image Rotation] of [Auto Tray
Switching] under [With Image Rotation] is selected.

Memory Full Auto Scan If memory becomes full while scanning originals, the machine

Restart will copy the scanned originals first, and then automatically pro-
ceed scanning remaining originals. You can enable or disable this
function.

Letterhead Setting If you select [Yes] for this function, the machine rotates images

correctly.

Staple Position

You can select a key to appear preferentially for staple on the ini-
tial screen.

Punch Type

You can select a key to appear preferentially for punch on the ini-
tial screen.

Simplified Screen: Finish-
ing Types

You can select a key to appear preferentially for finishing on the
simple screen.
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% Adjust Color Image

Item Description
Background Density of The background density is adjusted to skip the texture and copy.
ADS (Full Color) You can adjust the background density up to 5 levels when in Full

Color.

Color Sensitivity

You can adjust the color specified to convert in “Color Convert”
and the color specified for “Erase Color”, in 5 levels.

A.C.S. Sensitivity

This 5-step setting determines the level of the standard used for
discriminating between black & white originals and full color
originals when “Auto Color Select” is selected.

A.CS. Priority

This setting determines the copy priority between “Black &
White” and “Full Color” when “Auto Color Select” is selected.

< Administrator Tools

Item

Description

Menu Protect

You can prevent unauthenticated users from changing the user
tools settings.




S
1. Placing Originals

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

Originals

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

& Note

O As the color of markers or highlighters is difficult to reproduce, the copy
might not come out depending on the color or a different color might be cop-
ied.

Sizes and Weights of Recommended Originals

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

< Metric version

Where original is | Original size Original weight
placed

Exposure glass Up to A3 -

ADF One-sided originals:A3LY - B5 JIS (Japanese | 40-128 g/ m? (35-110 kg)

Industrial Standard) [

Two-sided originals: A3L7-B6 JIS (Japanese | 52-105 g/m? (45-90 kg)
Industrial Standard) [

< Inch version

Where original is | Original size Original weight

placed

Exposure glass Up to 11”7 x 17” -

ADF One-sided originals: 11" x 17"7-5!/," x 81/," 3 | 11-34 Ib.
Two-sided originals: 11” x 17"-5!/, x 81/, [J 7 | 14-28 Ib.

& Note
O About 50 originals can be placed in the ADF.

3 The weight range for originals in the Mixed mode is 52-81 g/m? (13.8-21.5 Ib).

11
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Placing Originals

Non-compatible originals for the Auto Document Feeder

Placing the following types of originals in the ADF can cause paper misfeeds or
light & black lines or result in damage to the originals. Place these originals on
the exposure glass instead.

Originals other than those specified on “Sizes and Weights of Recommended
Originals”.

Stapled or clipped originals

Perforated or torn originals

Curled, folded, or creased originals

Pasted originals

Originals with any kind of coating, such as thermal fax paper, art paper, alu-
minum foil, carbon paper, or conductive paper

Originals with perforated lines

Originals with indexes, tags, or other projecting parts

Sticky originals such as translucent paper

Thin, highly flexible originals

Thick originals such as postcards

Bound originals such as books

Transparent originals such as OHP transparencies or translucent paper
Originals that are still wet with ink or white-out.

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

Sizes Detectable by the Auto Paper Select

Sizes detectable by the exposure glass and ADF are:

< Metric version

Size | A3Y | B4 A4l | B5 A5[) | B6 11”7 x | 81/2” | 8" x | 8K | 16K
. JIsZ | @ Jsp | & sk | 177 | x 13” ]
Location o o o 117 o
of the Bl
original
Expos- O O O O O |x x X O2102 QO
sure glass
ADF c |0 |0 0o |0 |0 |0 |0 070 (O

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

"2 You can select from 8'/,” x 137, 8 /4" x 13”,8” x 13” with User Tools (System Set-
tings).

" You can select from 8K to A3 or B4 JIS, from 16K to A4, A5 or B5 JIS with User
Tools (System Settings).



Originals

< Inch version

Size | A3 | A4[J) | 117 x | 81/2”|81/2” |51/2” | 81/2” |11”x |10”x | 8" x |71/4

(Y 17” X X X X 15”7 14”7 10~ 7 x
Location = 14" 11”7 81/2” | 13” = = = 101/2
of the [ Pz D2 | @ "
original L
Expos- X X O O O O 1| x X X X X

sure glass
ADE 1O 1O |O |O |O |O |O0*]|0*|O0 |0*]|0O”

"I If you want make 5'/,” x 8!/,”size detectable, consult your service representa-
tive.

2 You can select from 8'/,” x 13” to 81/,” x 14”, from 11”7 x 15” to 11” x 17”, from
8” x 10" to 81/, x 117", 7/1/4” x 101 /,[)) to 8/52” x 11”7 [J) with User Tools (Sys-
tem Settings).

+ Exposure glass

Positioning—\J| [ A @
mark
Horizontal size
<
@
(% Maximum scanning area
;—’ A3 [P (297x420 mm)
(E. 11"x17" [ (279x432 mm)
A4 |A3 \
(AR
CPO1AEE
K2
< ADF
]

Horizontal size

Maximum scanning area
(297x432 mm, 11"x17")

e 82S [ROIBA +

|

AAEO44E

& Note
O When you copy custom size originals, make sure you specify the size of the
originals. If not, the image may not be copied properly.

A Reference
See p.23 “Custom sizes”.

13
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Placing Originals

Sizes difficult to detect

It is difficult for the machine to detect the sizes of the following originals, so se-
lect the paper size manually:

Originals with indexes, tags, or other projecting parts

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

Originals which partially contain a solid image

Originals which have solid images at their edges

Missing image area

Even if you place originals in the ADF or on the exposure glass correctly, 3 mm
(0.1”) margins on all four sides might not be copied.



Placing Originals

Placing Originals

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

Take care to place originals after any correction fluid and ink has completely
dried. Not taking this precaution could cause marks on the exposure glass that
will be copied onto paper.

& Note
O For original sizes you can set, see “Originals”.

A Reference
See p.11 “Originals”.

Original Orientation

You can set the original orientation in the following ways. When placing the
original on the exposure glass, set it facing downwards.

¢ Standard orientation
Select this function when the original orientation is the same as the copy pa-
per orientation.

* 90° turn
Use this function when you want to copy A3LY7, B4 JISLY or 11”7 x 17"l size
originals. The machine rotates the copy image by 90° and you can make cop-
ies as you want.
This is useful for copying large originals with the Staple, Duplex, Combine or
Stamp functions.

15




Placing Originals

For example, to copy A3LY or 11”7 x 17”[Y originals with the Staple function
selected:

Wrong L R
= > L=
Correct

A3, 11"x17" m

\ 4

‘Staple
v v

R R

Wrong position

Correct position

AMG017S

K press [Special Original].

[ ] ETET TP ‘ H “
E Black & White :
W | Full Size || Auto Reduce / Enlarge

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

_Autu Dens_?ty

fRlem Special Original | Finishing ||C0ver/5lip Sheet| Edif

atu

11x15
At

ﬂ Select the original orientation (@a|or @=), and then press [OK].
& Note

O Itis recommended to use this function together with the [Auto Paper Select]
or [Auto Reduce / Enlarge] function.



Placing Originals

Placing Originals on the Exposure Glass

Place originals on the exposure glass.

ﬂlmportant
O Do not lift the exposure glass cover or ADF forcefully. Otherwise, the cover
of the ADF might open or be damaged.

ﬂ Lift the exposure glass cover or ADF.

Be sure to lift the exposure glass cover or ADF by more than 30 degrees. Oth-
erwise, the size of the original might not be detected correctly.

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

Start with the first page to be copied.

AMF020S

@ Positioning mark
@ Left scale

B Lower the exposure glass cover or ADF.

Placing Originals in the Auto Document Feeder

Place originals in ADF.
Settings should be made in the following situations:

< When placing originals consisting of more than 50 pages:
See “Batch mode”.

++ When placing originals one by one:
See “SADF mode”.

+ When copying originals of various sizes:
See “Mixed size mode”.

 When placing custom size originals:
See “Custom sizes”.

17




Placing Originals

ﬂ Adjust the guide to the original size.

ﬂ Set the aligned originals face up into the ADF.
Do not stack originals beyond the limit mark.

m The last page should be on the bottom.

Be sure not to block the sensor or load the original untidily. Doing so may
cause the machine to detect the size of the scanned image incorrectly or dis-
play a paper misfeed message. Also, be sure not to place originals or other ob-
jects on the top cover. Doing so may cause a malfunction.

A
AMF021S

? e R e PP PR |

AMF022S8

@® Limit mark

® Document guide

& Note

O Straighten curls in the originals before placing them on the ADF.

O To prevent multiple sheets from being fed at once, fan the original before
placing it on the ADF.

O Set the original squarely.

18



Placing Originals

Batch mode

In Batch mode, the machine copies an original of more than 50 pages as one doc-
ument, even if it is placed on the ADF in parts.

ﬂ Press [Special Original].

FOTT _oTor | B ‘ H H
E Black & White |

Full Size || Auto Reduce / Enlarge
Text I Photo

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

Text / Photo
Others 2 @2 "E
Sort Stack Staple
|f iAutuDensityi TI Eﬁ Eﬂ
| Finishing ||C0ver/5lip Sheet |E

System Statu

11x15
At

ﬂ Select [Batch] and then press [OK].
B Place the first part of the original, and then press the [ Start] key.

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

O When [SADF] is displayed in step B, set the Batch mode with [Switch to
Batch]. See “Switch to Batch”, General Settings Guide.

O To copy subsequent originals in this mode, repeat step [J.

O When the Sort, Combine or 1 Sided—2 Sided mode has been set, press the
[#] key after all originals have been scanned.

19
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Placing Originals

SADF mode

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

ﬂlmportant

O You should make a setting so that [SADF] will be displayed when you press
[Special Original]. See “Switch to Batch”, General Settings Guide.

ﬂ Press [Special Original].

T Cotor 1 T ‘ H H
Black & white |

Text Photo _ Full Size || Auto Reduce / Enlarge

1 sided*2 sided TteT 2 sided*2 sided 1 sided Corrb 2
Text / Photo

Others * @z /m -)E
[ s Sort Stack Stapls

. AutuDeﬂSit!f. ‘Eﬁ‘@ ‘H
| Fiishina || CoversSlp Sheet | _ it

11215
alizx 11

System Statu

ﬂ Press [SADF], and then press [OK] .
B place one page of an original, and then press the [Start] key.

ﬂ When the machine instructs you to place another original, place the next
page.
The second and subsequent pages will be fed automatically without pressing
the [ Start] key.

& Note
O When the Sort, Combine or 1 Sided—2 Sided mode has been set, press the
[#] key after all originals have been scanned.

O See “SADF Auto Reset”, General Settings Guide.



Placing Originals

Mixed size mode

When placing different size originals of the same width in the ADF at the same
time, the machine automatically checks the size of the originals and makes cop-
ies.

ﬂlmportant

O When placing originals of different sizes in the ADF and making copies with-
out using the Mixed size mode, paper might become jammed or parts of the
original image might not be copied.

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

e Metric version
A3, B4JISZ?, A4[J 2, B5 JIS[J &

¢ Inch version
11// ™ 17”D’ 81/2// ~ 14//D’ 81/2// ~ 11//DD

ﬂ Press [Special Original].

FULoror 1 CIELLE ‘ H “
Black & white

Full Size || Auto Reduce / Enlarge
Text I Photo

Text / Photo 1 sided> 2 sided ThoT 2 sided*2 sided 1 sided>Comb 2
Others 2 @2 "E

[ s HE Sort Stack Stapls

. AutuDensity. ‘Eﬁ‘@ ‘H

'\ Fiishi || Cover/Slin Sheet |E

System Statu

1115
gl

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

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

1 8x 1B 1117
g
4 2

CP19AE

@ Place the originals into the ADF
@ Vertical size

ﬂ Adjust the guide to the widest original size.
B Place originals in ADF.
O rress [ Start] key.

2]
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Placing Originals

Original size

Specity the size of the originals.

Regular sizes

Select the size of the originals from the regular sizes.
ﬂ Press [Special Original].

T Cotor [ ‘ H H
Black & white

W Full Size | Auto Reduce / Enlarge

1 sided*2 sided TheT _ 2 sided®2 sided 1 sided? Cornb 2
Text / Photo

Crthers -)@2 -)IE
— o Stack Staple

. AutuDensity. ‘EﬁHﬁﬂ ‘H
| Firishing ||Cover/Slip Sheet”E

System Statu

11215
alzx 11

B Press [Original Size] .
B Press [Regular Size].

Criginal Size Can

Set Criginal Size.

[ xara || nxisa || x| exiae
[ so<ia || 8xi3a |[ 8xioa || mxnd
| Sexss@ || Sexpen |

[ s | ma [ e |

ﬂ Select the size of original, and then press [OK] .
B riace the original, and then press the [ Start] key.



Placing Originals

Custom sizes

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

ﬂlmportant
O Paper that has a vertical length of 128-297 mm (5.1”-11.6”) and a horizontal
length of 128-432 mm (5.1”-17”) can be placed with this function.

ﬂ Press [Special Original].

FOTT _oTor ETETT ‘ H H
Black & Wwhite

Text I Photo e

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

Others -’@2 "E
Sort Stack Staple

|f iAutuDensityi TI Eﬁ Eﬂ

| Finishing ||C0ver/5lip Sheet|@

System Statu

Auto Reduce / Enlarge Bl‘l}x' ls f

EI Press [Original Size].
8 Press [Custom Size].

ﬂ Enter the horizontal size of the original with the number keys, and then
press [H#] key.

Criginal Size Can

Set Criginal Size.

Enter measurement with the Number keys, then press @,

<> Horizontal
__ . __inch

%5 | T Vertical
I - [figh

B Enter the vertical size of the original with the number keys, and then press

€3 key.
ﬂ Press [OK].

U piace the originals, and then press the [ Start] key.

& Note

O If you make a mistake in step [J or |J, press [Clear] or [ Clear/Stop] in step @,
and then enter the value again.

23
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2. Copying

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

Basic Procedure

This section describes the basic procedure for making copies.

*@*Important

O When User Code Authentication is set, enter your user code (up to eight dig-
its) with the number keys so that the machine accepts copy jobs. See “User
Authentication Management”, General Settings Guide.

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

ﬂ Make sure “Ready” appears on the screen.

If any other function is displayed, press the [Copy] key on the left side of the
control panel.

+ Initial copy screen

Store File (Check Modes.

oj
Bt
Black & White

W Full Size |Auto Reduce / Enlarge| ‘

Text / Photo

e [ 0.2

8 Specil Orgiral| | Fishns | Cover/Stip heet | it / Golor | bo./Cntefsis | Reduce / Entase

ﬂ Make sure no previous settings remain.

When there are previous settings remaining, press the [ Clear Modes ] key and
enter the setting again.

B Place your originals.
ﬂ Make desired settings.

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

25
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Copying

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

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

Copies are delivered face down.

@ Note

O Always log off when you have finished using the machine to prevent un-
authorized users from using the machine.

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

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

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

Interrupt Copy

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

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

ﬂ Press the [Interrupt] key.

Clear Modes  Program Interrupt
el (o] [=]

Energy Saver

Sample Copy

Login/Logout

D D 3\

AMG039S

g The machine stops scanning. Remove the originals that were being copied.
B Place the originals you want to copy.

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

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

O press the [Interrupt] key again.
The interrupt key indicator goes off.



Basic Procedure

u Replace the originals that you were copying, and then press the [ Start] key.
Following message “Reset n originals.”, replace the originals that you
were copying.

@ Note

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

Left Original Beeper

The beeper sounds and an error message is displayed when you leave your orig-
inals on the exposure glass after copying.

& Note
O For details, see “Tone: Original Remains”, General Settings Guide.

Job Preset

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

ﬂ Press [New Job] when “copying...” appears.

No.102 [

Auto Paper
Select

Full Size

1 sided*2 sided:TtoT 2 sided>2 sided 1 sided>Cornb 2 orig 1 sided®Cornb 4 orig

B Be sure message “Ready” appears, and then set up the next copy job.

B place the originals, and then press the [ Start] key.
All originals are scanned.
When the preset job is complete, a job preset confirmation dialog box appears.

ﬂ Press [Exit].
You return to the copy screen.
After the current copy job, the next copy job starts automatically.

27
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Copying

& Note

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



Job List

Job List

Jobs printed using Copy, Document Server, or Printer mode are temporarily
stored in the machine, and then executed in order. The Job List function allows
you to manage these jobs. For example, you can cancel incorrect job settings or
print an urgent document.

& Note
O You cannot use the Job List function when Interrupt Copy is active.

O Documents printed using the facsimile function and scanner function are not

displayed in the job list.

29
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Copying

Job List screen

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

The Job List screen varies depending on whether [Job Order] is selected with

Print Priority for the System Settings. For details about the setting procedure, see
“Print Priority”, General Settings Guide.

< When [Job Order] is not selected:
The job list is displayed for each of the functions.

001 Scarming 0 15 7 |

|V urent / waiting ob List l lob History

[ Coir / Docuent Srver | printer Oters

Statis  No. UserMame File e Orival Qurtity Tire el Waitina Jbs: 1
Printira 010 1/ 8 | 1min

[t e to Tray 1

% When [Job Order] is selected:

AMG0598

The job list is displayed for all functions in the order of print jobs.

B Job List |
| Curtent / Waiting Job List [ Job History
Status  No. Userfame File Name

Pinting ER 2] 5 | 1mn]

Original Quantity Time Reauired  Waiting Jobs:

1

AMG060S

@ Switches between job lists for each function.
@ Switches between [Current / Waiting Job List] and [Job History].

® Displays reserved job numbers.

@ Displays the function used to print jobs.
[d: Job printed using copy function.
&: Job printed using printer function.

[@: Job printed using Document

Server function.

&: Job printed using DeskTopBinder.
&: Job printed using Web Image Monitor.



Job List

Checking jobs in the print queue

You can check the contents of jobs in the print queue.
K Press [Job List].
ﬂ Select the job you want to check.

B Job List
I Current / Waiting Job List [ b History

Status. No. User Name File Name Original Quantity Time Recuired Waiting Jobs: 1
Prints[2.107 2] 5 | 1mn]

Add paper to Tray 1.
001 @ 108 100 | Tmi)

Systen St || JobList_| o

B Press [Details], and then check the contents.
O press [Exit].

Changing the order of jobs

You can change the order in which print jobs in the job list are served:

ﬂ Press [Job List].

ﬂ Select the job whose order you want to change.

EE
| Current / Waiting Job List [ dob History

Status. No. User Name File Name. Qriginal Quantity Time Recuired Waiting Jobs: 3
pintha |3 109 1.2 | 1mi) Deails

Add paper to Tray 1. Change Order
001 [@ 10 1 80 2min) [ susendPrinting
002 o ANS Delete Reservation
03 |21 3] 5 | 1min)

Systen Status || JobList |

B Press [Change Order].

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

B Job List
| Curent / Waitig kb st \[ Job History

Status. No. User Name File Name. Qriginal Quantity Time Recuired  Waiting Jobs: 3
Printis |2 109 1 2 Tmin] [crense Orcer

Add paper to Tray 1.

01 (@ 10 140

002 o 2B

003 @ 12 31 5

System Status
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Copying

B Press [OK].

Holding print jobs

The machine holds jobs that are queued and currently printing.

& press [Job List].
ﬂ Select the job(s) to hold.

B Job List
| Current / Waiting Job List [ b History

Status. No. User Name File Name Original Quantity Time Recuired 'Waiting Jobs: 3
Pints (2109 120 1mn Details

Add paper to Tray 1. Change Order
o0 010 1w Susoend Printing
02 @m 2 15 | 1min [ Delete Reservation
003 (@1 3] 5 | 1mn

Systen Staus || obList |

B Press [Suspend Printing].

Deleting jobs

You can delete a job that is queued or currently printing.
ﬂ Press [Job List].

ﬂ Select the job you want to delete.

B Job List Bt
| Current / Waiting Job List [ Iob History

Status. No. User Name File Name. Original Quantity Time Resired Waiting Jobs: 3
printhg |3 109 12 | 1mi) Details

Add paper to Tray 1. Change Order
001 010 14 Susoend Printing
002 om 2 15 | 1min| | Delete Reservation
003 (21 3] 5 | 1min)

B Press [Delete Reservation].
O press [Yes].

& Note
O To delete multiple print jobs, select them in step B.



Job List

Checking Job History

You can view the history contents of printed jobs.
6 press [Job List).

B press [Job History].
A list of completed print jobs appears.

8 Press [Details] to check the contents of the displayed jobs.
ﬂ Press [Exit].
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Copying from the Bypass Tray

Use the bypass tray to copy onto OHP transparencies, adhesive labels, translu-
cent paper, postcards and copy paper that cannot be loaded in the paper trays.

ﬁklmportant

O When the duplex unit is attached, the default is [1 Sided — 2 Sided]. When cop-
ying from the bypass tray, select [1 Sided] for copying in [Dup./Combine/Series]
(for example [1 Sided — 1 Sided] or [2 Sided — 1 Sided]). You can change the in-
itial settings. See “Programming Defaults in Initial Display”.

O Paper has a vertical length of 90-305 mm (3.6-12 inch) and a horizontal length
of 148-457.2 mm (5.9-18 inch) can be copied from the bypass tray.

O The machine can detect the following sizes as regular size copy paper: A3L7,
A4lY, 8” x 13”LY. If you want to use the size of paper other than the above, be
sure to specify the size.

[ When copying on OHP transparencies or paper heavier than 128 g/m? (about
90 kg, 34 1b.), you need to specify the type and size of paper with “Special
Original”.

O The maximum number of sheets you can load at the same time depends on
paper type. The maximum number of sheets should not exceed the upper lim-
it.

[ When copying paper lighter than 59g/m? or tracing paper, you need to spec-
ify the paper type.

O When paper larger than 433 mm (17.1 inch) in size is used, the paper may be-
come wrinkled, may not be fed into the machine, or may cause paper jams.

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

Bypass Tray Paper ‘ Bypass Tray Usage ] | Cal

Specify paper for Bypass Tray.

P Paper Size

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

-»|=|¢-

Select Size




Copying from the Bypass Tray

ﬂ Open the bypass tray.

AMF023S

ﬂ Insert the paper face-down until you hear the beep, and then align the pa-
per guide to the paper size.

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

Do not stack paper over the limit mark, otherwise images might be skewed or
paper misfeeds might occur.

Swing out the extender to support paper sizes larger than A4[7 or 8!/,” x 1175.
Fan paper to get air between the sheets and avoid a multi-sheet feed.

E =P

S
N
ol

\Z

AMF024S

@® Extender
B Press [Bypass], and then press the [ ] key.
ﬂ Select the size and type of the paper.
B riace the paper, and then press the [ Start] key.
B When the copy job is finished, press the [ Clear Modes] key to clear the settings.

@ Note

O When the Sort function is selected, press the (€= key after all originals
have been scanned.

O When the beeper is turned off, it will not sound if you insert paper into the
bypass tray. See “Panel Tone”, General Settings Guide.

A Reference
See p.142 “Programming Defaults in Initial Display”.
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When copying onto Regular Size Paper

Makes copies onto regular size paper from the bypass tray.
ﬂ Open the bypass tray, and then align the paper guide to the paper size.

ﬂ Insert the paper face-down until you hear the beep.

8 Press the [ #] key.
ﬂ Press [Select Size].
[I SpeciTy paper Tor Bypass Tray.
Reoular Size
P Paper Size
Set paper in CAorientation.

1 Adjust paper guide with paper
== size.
T

B Select the paper size.
B Press [OK] twice.



Copying from the Bypass Tray

When copying onto Custom Size Paper

Makes copies onto custom size paper from the bypass tray.

ﬂ Open the bypass tray, and then align the paper guide to the paper size.
ﬂ Insert the paper face-down until you hear the beep.

8 [H] key.

ﬂ Press [Custom Size].

[I SpeciTy paper Tor Bypass Tray.

P Paper Size
Set paper in CAorientation.
1 Adjust paper ouide with paper
== size.
T

System Status

B Enter the horizontal size of the original with the number keys, and then

press [H].

E Enter the vertical size of the original with the number keys, and then press
[H].
[ Specify paper for Bypass [ray.

P Paper Size
Specify paper size with the Mumber keys, then press @,

. I Progral
y _ Recl

< Horizontal

— . fwdn

T Vertical
—cfiteh

System Status

ﬂ Press [OK].

& Note

O3 If you make a mistake in step § or [, press [Clear] or [ Clear/Stop] key, and
then enter the value again.

O To register the custom size entered in step [, press [Program] and then
press [Exit] in the confirmation screen.
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When copying onto OHP Transparencies or Thin Paper

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

ﬂlmportant
O We recommend that you use specified OHP transparencies.

O OHP transparencies must be loaded face down in the tray with the notched
corner of the sheet in the appropriate corner of the tray.

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

O When copying onto OHP transparencies, remove copied sheets one by one.
ﬂ Open the bypass tray, and then align the paper guide to the paper size.
ﬂ Insert the paper face down until you hear the beep.

E) press the [#] key.

ﬂ Select paper type ([OHP (Transparency)] or [Thin Paper]) in the special paper
settings.

Tray.

Custom Size
P Special Paper
paper in Corientation. OHP (Transparency)

st paper ouide with paper

| seecrsee [ oo
JiN 2008
EHI

System Status

B Select the paper size, and then press [OK] to return to the initial display.
O riace the paper, and then press the [ Start] key.

ﬂ When the copy job is finished, press the [ Clear Modes] key to clear the set-
tings.
& Note

O For OHP transparencies or thin paper, print speed is slower when com-
pared to printing on plain paper.



Copying from the Bypass Tray

When copying onto Thick Paper

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

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

ﬂ Open the bypass tray, and then align the paper guide to the paper size.
ﬂ Insert the paper face down until you hear the beep.

8 Press the [ #] key.

ﬂ Press [Select Thick Paper].

B Select paper type (one of [Thick Paper 1], [Thick Paper 2], [Thick Paper 3], [Thick
1: Dup.Back], [Thick 2: Dup.Back], and [Thick 3: Dup.Back]), and then press [OK].
Select [Thick Paper 1] when copying paper lighter than 169 g/m? (45.0 1b.) or less.
Select [Thick Paper 2] when copying paper lighter than 219 g/m? (58.3 1b.) or less.
Select [Thick Paper 3] when copying paper lighter than 253 g/m? (67.3 1b.) or less.

Thick Paper Setting Ca
Select a thick paper Type.
Thick Paper 1 [ ThickPwerz ][ |
Thick 1: DwBack || Thick2:DwBack |||
B Select the paper size.

ﬂ Press [OK] twice.
B Place the paper, and then press the [ Start] key.

g When the copy job is finished, press the [Clear Modes] key to clear the set-
tings.

& Note

O If Internal Tray 1 is not selected for the output paper tray, copies are deliv-
ered to it.

O For thick paper, print speed is slower when compared to printing on plain
paper.
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When Copying onto Envelopes

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

g Align the paper guide to the envelope side.

B Press the [ #] key.

ﬂ Press [Select Thick Paper].

B Select [Thick Paper 1], and then press [OK].

B Select the paper size.

ﬂ Press [OK] twice.

B place the originals, and then press the [ Start] key.

ﬂ When the copy job is finished, press the [ Clear Modes] key to clear the set-
tings.

& Note

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

O When placing originals in the ADF, place the originals with the bottom line
inserted in the ADF.

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

W

L

AMGO052S

/O Reference

For details about supported size of envelope, see “Recommended Paper
Sizes and Types”, About This Machine.



Color Functions

Color Functions

This section describes functions that are used for color copying.

Selecting a Color Mode

Select a color (or colors) that suits your originals and copying requirements.

For color images, refer to “What You Can Do with This Machine <Color Func-
tions/Color Adjustments>".

The following three color modes are available:

«» Auto Color Selection

Judges the color of the original automatically, and copies either in full color
or black/white.

« Full Color Copy
Copies by overlaying yellow, magenta, cyan and black.

< Black/White Copy
Copies in black regardless of the color of the original.

ﬂ Select the type of color.

Auto Color Select

| Full Coler E

| Black & white

Text I Photo

1 sided*2 sided. TtoT 2 sidsd2 sided 1 sided Cornb 2
Text / Photo

Others "@2

24
11=17

3l
Biox1

= 0
Auto Paper

=
g1

Selectd

11x15
€

Full Size skl

Auto Reduce / Enlarge

@ Note

O For color images, refer to “What You Can Do with This Machine <Color
Functions/Color Adjustments>".

O To use a user color, you need to register it beforehand. For details, see
“Registering Colors”.
p Reference

See p.iii “What You Can Do with This Machine <Color Functions/Color
Adjustments>".

See p.53 “User Color”.
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Convert Colors

Copies by changing the Color in the original to a different Color.

ﬂlmportant
O It is possible to specify up to 4 Colors.

3 To use this function, [Full Color] must be selected.
O If any other Color mode is selected, you cannot select [Convert Color].

ﬂ Press [Full Color].

11U

Auto Paper|| g
E | Selectr 8sx11

20
11=17

3|2
Bsx1

Auto Color Select

Full Color

Black & white

1115
avexl1

Full Size

- I e Auto Reduce / Enlarge

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

Text / Photo

Others 9@2 @2-) @2 ‘-)IE
B press [Edit/ Color].
B B
=R oo

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

77 [ ] [
aple
WE)| [ B )

5

Create Margin

B Make sure that [Color] is selected before pressing [Convert Color].

ﬂ Select any one item from [Conversion 1] to [Conversion 4].

Auto Paper 190121 053k L

colectp | Bax11] 11x17 | 8% 11

Corvert Color e
Select item.

B Selects the Color to be converted.



Color Functions

ﬂ Selects the new Color to be converted.
You can adjust the density of each Color in four steps.
To select User Color, press [User Color], and then select the Color.

ﬂ After selecting all Colors to be converted, press [OK] three times.
B place the originals, and then press the [ Start] key.

& Note

O The width of the Color to be converted can be adjusted in five levels. If the
Color width is set to [Wider] and red has been specified, Colors, which are
close to magenta or orange, will also be converted. The Color width can be
adjusted in User Tools. This adjustment will be valid in “Erase Color”. See
“Color Sensitivity”, General Settings Guide.

O When you want to change the converted Color in step [, press from [Con-
version 1] to [Conversion 4] and make the selection again.

O When changing between more than two Colors, repeat steps fJ to [3.
3 The full Color counter will advance to “1”.

Erase Color

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

B press [Edit/ Color].
(e | e
oiae]_gn | 3o | o3
ided 1 sided*Cormnb 2 orig 1 sided®*Comb 4 orig
m " > Create Margin

aple

Slip Sheet H Edit # Color || Dup. /Combaine/ Seres H Reduce / Enlar9e|

JEN 21,2008

System Status 71208

ﬂ Make sure that [Color] is selected before pressing [Erase Color].

B Select the Color to be erased.
It is possible to select up to 4 Colors.

ﬂ After selecting all Colors to be erased, press [OK] twice.
B riace the originals, and then press the [ Start] key.

43




44

Copying

& Note

O The width of the Color to be deleted can be adjusted in five levels. If the
Color width is set to [Wider] and red has been specified, Colors, which are
close to magenta or orange, will also be deleted. The Color width can be
adjusted in User Tools. See “Color Sensitivity”, General Settings Guide.

O You can cancel the selection by pressing the selected (highlighted) key in
step E.
O When the Full Color Copy is selected, the full Color counter will advance

to “1”. When the Black/White is selected, the mono-Color counter will ad-
vance to “1”.

Color Background

Copies by adding a Color in the whole page.

ﬂlmportant
O Since the Color Background function overprints the entire original, the Color
of the image may change.

& press [Edit/ Color].
] E)

11215
ezl

Sl
glzx 14

93%

Enlarge

{ded 1 sided Cornb 2 oria 1 sided? Cornb 4 aria

m " w Create Marsin
sple

o) 5 [ B

Slip Sheet H Edit / Color || DUD./‘CDmhiﬂE!‘SE;S“” Reduce / Enlarge|

JEN 21,2008

System Status 71208

ﬂ Make sure that [Color] is selected before pressing [Color Background].

B Select the background Color, and then press [OK] twice.
You can adjust the density of each Color in four steps.
To select User Color, press [User Color], and then select the Color.

O place the originals, and then press the [ Start] key.

& Note

O You can cancel the selection by pressing the selected (highlighted) key in
step B.

O When the Full Color Copy is selected, the full Color counter will advance

to “1”. When the Black/White is selected, the mono-Color counter will ad-
vance to “1”.



Color Functions

Color Balance

Adjusts the overall Color tone when the overall copy is reddish or bluish.

& press [Edit/ Color].
AR 100%
ided 1 sided*Cornb 2 orig 1 sided*Cormb 4 orig

Create Margin

I |

aple

(10|

Slip Sheet H Edit # Color || Dup. /Combaine/ Seres H Reduce / Enlar9e|

ﬂ Make sure that [Color] is selected before pressing [Adjust Color].
B Make sure that [Color Balance] is selected.

ﬂ Adjust the Color balance by pressing [Lighter] or [Darker].

Adjust Color OK

Adjust color balance with [Darker] and [Lichter].

Colorgalance \[___ Adiust Color [ comulity

Yellow SISIEISEEY ] ]
Meserta SISISISEEY ] ]
Om ISl ]

SEEFECTTT

Program Color Balance Clear

B Press [OK] twice.

@ Note

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

O For types and examples of the image adjustment functions, see “What You
Can Do with This Machine <Color Functions/Color Adjustments>".

/O Reference

See p.iii “What You Can Do with This Machine <Color Functions/Color
Adjustments>".
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Color Balance Program

You can also store the Color balance setting as a Color balance program and re-
call it when you want to use it.

You can store up to three programs.

& Note

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

Registering the adjusted Color balance

Register adjusted Color balance settings so that you can use them later.
ﬂ Change the Color balance.

B Press [Program Color Balance].

Yellow Llighter o=
Iagenta |:] |:| D |:

Cyan OO
Black QOO

| Procram Color Balance |

8 Press [ Program].

ﬂ Select a program number ([1]-[3]) for this setting.
The Color balance setting will be registered in the selected number.

B Press [OK] twice.

& Note

3 If you select the program number key where the £ is displayed in step [,
the previously registered settings will change (will be overwritten).

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

/O Reference

See p.iii “What You Can Do with This Machine <Color Functions/Color
Adjustments>".

See p.45 “Color Balance”.



Color Functions

Changing the registered contents

Changes contents stored in Color balance programs.
B press [Edit/ Color].
ﬂ Make sure that [Color] is selected before pressing [Adjust Color].

B Make sure that [Color Balance] is selected before pressing [Program Color Bal-
ance].

Yellow ALighter IR
Magenta |:| |:| |:| |:

Cyan OO
Black QOO

| Prooram Color Balance |

ﬂ Select the program number ([1]-[3]) to be changed.
The programmed Color balance appears.

ﬂ Change the registered contents.
B After the programmed contents are changed, press [Program Color Balance].
ﬂ Press [Program], and then press the program number to be overwritten.

B Press [Yes].
The program is overwritten.

g Press [OK]twice.

Copying with the registered contents

Recalls and copies contents stored in Color balance programs.
& press [Edit/ Color].
g Make sure that [Color] is selected before pressing [Adjust Color].

B Make sure that [Color Balance] is selected before pressing [Program Color Bal-
ance].

ﬂ Make sure that [Recall] is selected, and then select the program number reg-
istered by the Color balance to be used.

B Press [OK] twice.
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O riace the originals, and then press the [ Start] key.

& Note

O After copying has been completed, pressing the [ Clear Modes] key deletes
the recalled contents.

Deleting the registered contents

Deletes contents stored in Color balance programs.
K press [Edit/ Color].
B Make sure that [Color] is selected before pressing [Adjust Color].

B Make sure that [Color Balance] is selected before pressing [Program Color Bal-
ance].

ﬂ Press [Delete], and then select the program number registered by the Color
balance to delete.

B press [ves).
B Press [OK] twice.

Color Adjustment

Adjusts the specific Colors (yellow, red, magenta, blue, cyan and green) by mix-
ing them with adjacent Colors in the Color circle.

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

This function is not available if Black/White is selected.

B press [Edit/ Color].
B B

11215
gvzxil

Sl

Blzx 4 93%

Enlarge

Create Margin

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

aple
R (o || B

Slip Sheat H Edit / Color || Dup. #Cornbyine/ Series H Reduce / Enlar9e|

JEN 21,2008

System Status job Lis Ir208M

ﬂ Make sure that [Color] is selected before pressing [Adjust Color].
E] press [Adjust Color].



Color Functions

ﬂ Select the Colors you want to adjust.
You can select up to 3 Colors.

[ — S —
Adjust Color

Up to 3 colors can be selected from the color circle and adjusted

Color Balance | Adjust Color Copy Qui

Green D
Cyan Q Magenta

B Adjust the Color tastes using [«] or[—>].

Refer to the Color circle on the control panel.
ﬂ Press [OK] twice.

& Note

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

O For types and examples of the image adjustment functions, see “What You
Can Do with This Machine <Color Functions/Color Adjustments>".

/O Reference

See p.iii “What You Can Do with This Machine <Color Functions/Color
Adjustments>".

Image Adjustment

The following five types of image adjustments are available:

% Sharp/Soft
Adjusts the outline of an image.

< Contrast
Adjusts the shades of an image.

% Background Density
Adjusts the background density of an image.

< Adjust U.C.R

Adjusts the amount of black toner to express vividly the black areas in an im-
age.

% Text/Photo Sensitivity
Adjusts the standard level in judging the image in the text and photo part
when using “Text / Photo”.
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& press [Edit/ Color].
] E)

11215
ezl

Staxale

Q.
A 935%

Enlarge

Create Margin

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

7§ [Wioa]
aple
s (3 B

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge|

JEN 21,2008

System Status 71208

ﬂ Make sure that [Color] is selected before pressing [Adjust Color].
B Press [Copy Quality].
ﬂ Adjusts the settings.

& Note
O [Sharp/Soft], [Contrast], and [Background Density] can each be adjusted, how-
ever, their adjustments can affect the level of other adjustment functions.

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

O For types and examples of the image adjustment functions, see “What You
Can Do with This Machine <Color Functions/Color Adjustments>".

/O Reference
See p.iii “What You Can Do with This Machine <Color Functions/Color
Adjustments>".

Adjusting the sharpness/softness

Adjusts the outline of an image.

ﬂ Adjust by pressing [Soft] or [Sharp].

Adjust Color

Adjust each item.

Color Balance | Adjust Color ‘ Copy QU
Sharm ¢ Soft EE M
Contrast Low HEEE

Backaround Density |:| |:| D D
Adiust L.CR. denter | [

g Press [OK].
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Adjusting the contrast

Adjusts the shades of an image.

ﬂ Adjust by pressing [Low] or [High].

Adjust Color

Adjust each item.

Color Balance | Adjust Color ‘ Copy Qu
Sharo / Soft HE @
Contrast Low HEEE

Backaround Density |:| |:| D D
Adjust ULCR. dughter | [ 1111

B Press [OK].

Adjusting the background density

Adjusts the background density of an image.

ﬂ Adjust by pressing [Lighter] or [Darker].

Adjust Color

Adjust each item.

Color Balance | Adjust Color ‘ Copy Gu
Shero / Soft HE @
Contrast Lo HEE o

Backaround Density |:| D D D
Adiust U.CR. dicher | [ L[

ﬂ Press [OK].

& Note

O Adjustments should be made lightly when copying dark textured origi-
nals, such as newspaper or recycled paper.

O Adjustments should be made darker when darkening the Color of markers
or highlighters. However, as the Color of highlighters is difficult to repro-
duce, the copy might not come out depending on the Color or a different
Color might be copied.

o1
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Adjusting the U.C.R

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

ﬂ Adjust by pressing [Lighter] or [Darker].
Sharp / Soft Soft [ I B

Contrast Low HEEE
Backaround Density OO
Adiust UCR, Lo
Text / Photo Sensitivity HEEE

B Press [OK].

Adjusting the Text/Photo sensitivity

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

ﬂ Adjust by pressing [Text] or [Photo].
Sharp / Soft Saft [

Contrast Low HEEE

Backaround Density |:| I:‘ D D
Adiust UCR. OO
Text / Photo Sensitivity [

B Press [OK].

& Note

O Make sure to set to “Text” when parts of the texts are faded or are not clear.
Set to “Photo” when the outline of photos becomes dark.
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User Color

You can register User Colors made by adjusting the density of yellow, magenta,
cyan, and black. You can also give a name to the Colors you register, and print
out a list of user colors.

You can create Colors by:

* Adjusting the density of each Color based on the density of a chosen basic
Color.

* Directly specifying the density of each Color using the number keys.

& Note
O Adjust the Colors to be registered so that the total of yellow, magenta, cyan
and black is under 400%.

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

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

O Up to 15 Colors can be registered.

[ Sample prints of user colors can also be made on an A4[J, 8!/, x 11”[J,
A3L7, or 117 x 17”[Y size page.

O When printing a list of user colors, the full Color counter will advance to “1”.
O For types and examples of the image adjustment functions, see “What You
Can Do with This Machine <Color Functions/Color Adjustments>".

/O Reference

See p.iii “What You Can Do with This Machine <Color Functions/Color Ad-
justments>".

Adjusting Colors Based on Selected Color

Creates Colors by adjusting the density of each Color based on the density of a
chosen basic Color.

B press [Edit/ Color].
N

11x15
il

Sioxae
3

At id 93%

Enlaree

Create Margin

ided 1 sided*Cornb 2 orig 1 sided?Cormb 4 orig

farle
| 5 [ 55)

Slip Sheet H Edit / Color || Dup. /Combyine/ Series H Reduce / Enlarce
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ﬂ Press [Color], and then press [User Color].

A

G @-(s] @8] [es]
| Erase Color | ‘Color Backgroung" ‘ Adjust Colar ‘

| Dup. /Combyine/ Series H Reduce / Enlarge |

Slip Sheet || Edit / Color

System Status

JEN 21,2008

B Select the number ([1]-[15]) for the Color you want to register.

ﬂ Select the Color to be used as a base for registration from the basic and user
colors.

The density of each Color for the selected Color is displayed.
[ ——

User Color
Select bass color.
Basic Color B Vellow [ g
ks [ i
\ Pirk [ Mg
| MaieBle | g
Black

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

ﬂ Select the Color whose density is to be specified, and then specify the den-
sity in percentages using [+] or [—1].

To change each density, press a color key.

Yellow
MMagenta 0%
Cyan 0%
Black 0%

E Check names and densities of each Color, and press [OK].
ﬂ Press [OK].
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& Note

O Itis also possible to specify density by pressing [Adjust with Number Keys] in
step B.

O Selecting a user color key that is indicated by a solid line will change (over-
write) the contents of that Color.

Creating Colors by Directly Specifying the Density of Each Color with Number Keys

Creates Colors by directly specifying the density of each Color using the number
keys.

B press [Edit/ Color].

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

B Select the number ([1]-[15]) for the Color you want to register.
ﬂ Press [Custom Setting].

B Select the Color whose density is to be specified.

B Enter the density (%) using the number key. When the densities of each
Colors have been specified, press [ #] key.

ﬂ Check names and densities of each Color, and press [OK].
Repeat steps §-f if you want to specify the density of multiple Colors.

8 Press [OK].

& Note
O It is also possible to specify density by pressing [Adjust with [4+] [—]] and
then using [4] and [—] in step 3.

O Selecting a user color key that is indicated by a solid line will change (over-
write) the contents of that Color.

Renaming a Color

Renames a user color.

ﬂ Press [Change Name].

ﬂ Enter the name of the Color (up to 16 characters), and then press [OK].
B Press [OK].

)
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Deleting User colors

Deletes user colors.

ﬁklmportant
O You can not delete Colors registered in the program or user colors that are

currently being used.
B press [Edit/ Color].
g Press [Color], and then press [User Color].
B Press [Delete].

ﬂ Select the number of the user color (whose key is indicated by a solid line)
you want to delete.

B Press [Yes].
B Press [OK] twice.

Printing a List of user colors

Prints a list of user colors.
K press [Edit/ Color].
g Press [Color], and then press [User Color].

B Check the copy paper, and then press [Print Sample of User Color].
The list of user colors is output in the internal tray.

& Note
[ The list will be copied ona A4[J, 8'/,” x11”[), A3LZ or 11” x 17”2 sheet.
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Copier Functions

This section describes the copy functions.

Adjusting Copy Image Density

There are three types of adjustment available.

% Auto Image Density

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

% Manual image density
You can adjust the density of the overall original in nine steps.

< Combined auto and manual image density
Adjusts the density of an image only for dark texture originals.

Auto image density

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

ﬂ Make sure that [Auto Density] is selected.

FOTT _oTor N B ‘ H H
Black & Wwhite

W Full Size || Auto Reduce / Enlarge

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

Text / Phot

ethherso - 9@2 -)IE
Sort Stack Staple

IZIAUtnDensityi TI ‘Eﬁ‘ Ve ’7

[R]em) Spacial Origiral | Finishing ||Cover/5lip Sheet| Edit]

System Statu

1115
avexll

S/
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Manual image density

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

ﬂ Press [ 4] or [»] to adjust the image density. The density indicator “V”

moves.

E E— | H |
Black & white

W Full Size

1 sided*2 sided: ThoT 2 sided®2 sided 1 sided*Cornb 2
Tewt / Photo

Crthers -)@2 -)E
— - Sort Stack Staple

i4 iAutnDensityI jl ‘Eﬁ‘ Eﬂ H

| Finishing ||Cover/Slip Sheet”E

1115
¥

Auto Reduce / Enlarge | g

Staty

Combined auto and manual image density

Adjusts the density of an image only for dark texture originals.
ﬂ Make sure [Auto Density] is selected.

ﬂ Press [ €] or [ ] to adjust the density. The density indicator “V” moves.

T o0 i ‘ H H
E Black & white

W Full Size || Auto Reduce / Enlarge

1 sided*2 sided: ThoT 2 sided*2 sided 1 sided*Cornb 2
Tewt / Photo

Others "@2

— ¥ Sort Stack
n Auta Density u ‘Eﬁ‘ Eﬂ

[R]eR) Special Criginal | Finishing

1115
atzx 1

Staple
RE)|

||Cover/5lip Sheet |

atu
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Selecting the Original Type Setting

Select one of the following 6 types to match your originals:

R
°%

R
%

Text
Select this mode when your originals contain only text (no pictures).

Text/Photo

Select [Text/Photo] when your originals contain photographs or pictures with
text.

Photo

Delicate tones of photographs and pictures can be reproduced with this
mode.

¢ When copying developed photographs:

* When copying photographs or pictures that are printed on paper (e.g.
magazines):

¢ When copying copies or originals generated by printers:

Generation Copy

If your originals are copies (generation copies), the copy image can be repro-
duced sharply and clearly.

Select this type from [Others] when Original Type Display (Copier / Docu-
ment Server Features) has been set to Hide.

Pale

The machine scans originals with settings suitable for originals that have
lighter lines written in pencil, or for faint copied slips. The faint lines will be
clearly copied.

Select this type from [Others] when Original Type Display (Copier / Docu-
ment Server Features) has been set to Hide.

Map

The machine scans originals with settings suitable for map originals.

Select this type from [Others] when Original Type Display (Copier / Docu-
ment Server Features) has been set to Hide.

ﬂ Select the original type, and then press [OK].

FOTT CoTor ETECT ‘ H H

| Block & White

Text I Photo B

1 sided*2 sided: ThoT 2 sided*2 sided 1 sided*Cornb 2

Text / Photo
Others i @2 -)E

——— SR Steck Staple
.AutnDensity. ‘Eﬁ‘@ ‘H

1115
atzxl1

Auto Reduce / Enlarge

Rl Special Oriinal | Finishing ||Cover/5lip Sheet| Edify
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& Note

O See “Original Type Display” and “Adjust Color Image”, General Settings
Guide.

Selecting Copy Paper

There are two ways to select copy paper:

<+ Auto Paper Select
The machine selects a suitable size of copy paper automatically based on orig-
inal size and reproduction ratio.

% Manual Paper Select
Choose the tray containing the paper you want to copy onto: a paper tray, by-
pass tray or LCT.

See the following table for copy paper sizes and orientations that can be used
with Auto Paper Select (when copying at a ratio of 100%):

< Metric version

Where original is set Paper size and orientation
Exposure glass A3, B4JIS?, A4, B5 JISD I, 8” x 13"
ADF A3, B4JISZ, A4 5, B5 IS, A5, 11 x 1703,

81/,” x 11" [ 3, 8” x 13”2, 8KZ, 16K ) @

+ Inch version

Where original is set Paper size and orientation
Exposure glass 11”7 x 17732, 81 /,” x 14", 81 /,” x 11" [ &
ADF A3, AdD D, 117 x 1772, 81/, x 14702, 81 /2" x 117 [ 3,

5]/211 % 81/2// D D, 10// x 14//D’ 7]/4// % 101/2//D

@ Note

O Only the paper trays set to [No Display] or [Recycled Paper] in Paper Type in
Tray Paper Setting in System Settings and also set to [Yes] in Apply Auto Pa-
per Select can be selected in Auto Paper Select mode. See “Paper Type: Tray
1-4”, General Settings Guide.

O See “Paper Display”, General Settings Guide.

A Reference
See p.12 “Non-compatible originals for the Auto Document Feeder”.
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Auto Paper Select

The machine selects a suitable size of copy paper automatically based on the
original size and the reproduction ratio.

ﬂ Make sure that Auto Paper Select is selected.

Trays with a key mark (1)) will not be automatically selected. See “Paper
Type”, General Settings Guide.

Auto Paper L=
|
F Select 8/2"11

2
11=17

3 Lol
a1

Auto Color Select

Full Color

Black & white

1115
alizx 11

Full Size || Auto Reduce / Enlarge

Text I Photo

1 sided*2 sided TteT 2 sided*2 sided 1 sided Cornb 2
Text / Photo

Others -)@z @{) @2 ‘ "E

Manual Paper Select

Choose the tray containing the paper you wish to copy onto: a paper tray, bypass
tray or large capacity tray (LCT).
ﬂ Select the paper tray, bypass tray or the LCT.

The indicator corresponding to the selected paper tray is highlighted. See
“Copying from the Bypass Tray”.

Check Mades

2 0r paper.

LM =
B'/ZXT] Bypass

b =) O
117

1Mx15

%11 93%

5‘.’2}/8‘/‘2
alax 14

ided 1 sided*Cornb 2 orig 1 sided?Cormb 4 orig

o1
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& Note

O If the orientation in which your original is placed ([J or @) is different
from that of the paper you are copying onto, this function rotates the orig-
inal image by 90° to fit it on the copy paper.

Original Paper Copy
Orientation Orientation Orientation

R 2> |1

GCROTAOE

3 This function works when [Auto Paper Select] or [Auto Reduce / Enlarge] is se-
lected. See “Auto Paper Select” and “Auto Reduce/Enlarge”.

O The default setting for Auto Tray Switching is [With Image Rotation]. You
cannot use the Rotated Copy function if this setting is changed to [Without
Image Rotation] or [Off]. See “Auto Tray Switching”, General Settings Guide.

O You cannot use the Rotated Copy function when enlarging onto A3, B4 JIS
or 117 x 17”7, 81/,” x 14” size paper. In this case, place your original in the
LY orientation.

Original size and orientation Copy paper size and
orientation
You cannot | 81/,” When enlarg- | 81/,” \ /

rotate: x 117, m ing to — x 147,
or orll”
5t/ 7 X

X GCROTAIE / \
81 / 2//

GCROTA2E

[
However, 81/,” When enlarg- | 81/,”
youcanuse: |x11”, R ing to - x 147, R
or GCROTASE or 1 1” GCROTASE
51/,” x 177
X
8!/2"
e

O You cannot use the Rotated Copy function if Left 2, Top 2 is selected for sta-
pling when using the 500-sheet finisher. See “Staple”.

O You cannot use the Rotated Copy function if 2 is selected for stapling when
using the 1000-sheet finisher.

O You cannot use the Rotated Copy function if 2 or Center is selected for sta-
pling when using the booklet finisher.
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A Reference
See p.34 “Copying from the Bypass Tray”.

See p.66 “Auto Reduce/Enlarge”.
See p.77 “Staple”.
See p.80 “Punch”.

Preset Reduce/Enlarge

You can select a preset ratio for copying.

R =~ R

+ Base Point
The base point of Reduce/Enlarge differs depending on how the original is
scanned. When the original is placed on the exposure glass, the upper left cor-
ner will be the base point. When it is placed in the ADF, the bottom left corner

will be the base point.

IAAAAAAAA
BEBBBBBB
ccccccce
DDDDDDDD

AAAAAAAAAAA
BBBBBEBBBEB
cceceeececece
DDDDDDDDDDD
EEEEEEEEEEE
1
A9 AAAAAAAAAAA BBBBBBB
BBBBBBBBBBB ccccccece
cccccecccee | = [ DDDDDDDH
DDDDDDDDDDD
2 ;EEEEEEEEEE EEEEEEE
—

GCKA031e

@ Base point when placed on the exposure glass.
® Base point when placed in the ADF.
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ﬂ Press [Reduce / Enlarge].

R .

1215
Create Margin

Sl
glzx 14

93%

&

Enlarge| gyt

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

7§ [Wioa]
aple
Rw)| C9 || B

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge|

J# nog

System Status Job List

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

B piace your originals, and then press the [ Start] key.

& Note
O To select a preset ratio on the initial display in step fJ, press the shortcut
reduce/enlarge key and go to step B

O See “Shortcut R / E” and “R / E Ratio Priority”, General Settings Guide.

Create Margin function

Create Margin function reduces the image to 93% of its original size to place the
reduced image at the center. By combining it with the Reduce/Enlarge function,
you can further increase a margin.

ﬂ Press [Create Margin] displayed on the initial display.

11x15 Shexgle [ 0,
Erlarge| gk e o 93% 1 OOA
ided 1 sided*Cornb 2 orig 1 sided*Cornb 4 orig
D 1 1 12 A
Zz -> ‘ 2 Create Margin

aple

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge|

- N AL 008
System Status Joh List

ﬂ If you do not want to combine it with the Reduce/Enlarge function, place
your originals, and then press the [ Start] key.

& Note
O See “Customize: Copier Function Key”, “Ratio for Create Margin”, Gener-
al Settings Guide.
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Zoom

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

\

\\

RRRr

To select the ratio with [—] and [4]

Select a ratio using [—] or [+].
ﬂ Press [Reduce / Enlarge].

e |

11215
vzl

St
alzx 14

93%

Enlarge

ided 1 sided>Comb 2 orig 1 sided*Cornb 4 orig
1 1 1 12 .
Zz " > Create Margin

aple

Slip Sheet H Edit # Color || Dup./CumbinefSeﬁsﬂ Reduce / Enlar9e|

System Status

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

E) Adjust the ratio with [—] or [+].

To change the ratio in increments of 1%, press [—] or [4]. To change the ratio
increments of 10%, press and hold down [—] or [+1].

ﬂ Press [OK].
B riace the originals, and then press the [ Start] key.

& Note
O If you have incorrectly entered the ratio in step [}, readjust it with [—] or

[+1
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To enter the ratio with the number keys

Select a ratio using the number keys.

ﬂ Press [Reduce / Enlarge].

B

11x15
Create Margin

Sl
Blzx 4

93%

ol

Enlarge

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

7] [migna] [mEEER
aple
Ww)| [ W) B

Slip Sheat H Edit / Color || Dup.f[:nmhinefie;s H Reduce / Enlarge

System Status

B Press [Number keys].
B Enter the desired ratio with the number keys, and then press [ #] key.
ﬂ Press [OK] twice.

Briace your originals, and then press the [ Start] key.

Auto Reduce/Enlarge

The machine can choose an appropriate reproduction ratio based on the paper
and original sizes you select.

rRR1- R

ﬂlmportant
O You cannot use the bypass tray with this function.

O When using Auto Reduce/Enlarge, see the following table for original sizes
and orientations you can use:
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< Metric version

Where original is placed | Original size and orientation

Exposure glass A3, B4JIS?, A4, B5 IS 2, 8” x 13"

ADF A3, B4 ]IS, A4, B5 ISP, A5, 11 x 1703,
81/," x 11”3, 8” x 13", 8KZ, 16K [ @

< Inch version

Where original is placed | Paper size and orientation

Exposure glass 11”7 x 1772, 81/, x 14", 81 /,” x 11" [ P

ADF A3, Ad[J 3,117 x 17702, 81 /,” x 14", 81 /,” x 11" 5,
51/2// x 81/2" D D, 10// x 14//D, 71/4// x 101/211D

ﬂ Press [Auto Reduce / Enlarge].

FULoror ] CIELLE ‘ H “
Black & white

o — Full Size || Auto Reduce / Enlarge

1 sided? 2 sided: TtoT 2 sided*2 sided 1 sided*Carmb 2
Text / Photo

Others 5 @2 -)E
[T T T 2 o Sort Stack Staple
. AutuDensity. ‘ED—:‘J‘E@ H

(Rl Special Original | Firnishing Edit

1115
gl

||Cover/Slip Sheet |
Syst

tatu)

ﬂ Select the paper type.
B piace your originals, and then press the [ Start] key.

A Reference
See p.12 “Non-compatible originals for the Auto Document Feeder”.
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Size Magpnification

This function calculates an enlargement or reduction ratio based on the lengths
of the original and copy.

R- R

Measure and specify the lengths of the original and copy by comparing “A” with

£“_rm

a

I] Press [Reduce / Enlarge].

B

11x15
Create Margin

Shaxliz

3% Byox 14 93%

Erlarge| gk

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

aple
R (o || B

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

" - JaN 21,2006
System Status Joh List 3:208M

ﬂ Press [Size Magnification].

8 Enter the length of the original with the number keys, and then press [ ]
key.
You can enter sizes between 1 to 999 mm in 1 mm steps.

ﬂ Enter the length of the copy with the number keys, and then press [ ] key.
ﬂ Press [OK] twice.
O riace the originals, and then press the [ Start] key.

& Note

O To change the length after pressing [ #] key in step [, select [Original] or
[Copy], and then enter the desired length.
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Directional Magnification (%)

Specify the horizontal and vertical lengths of the original and copy image at dif-
ferent reproduction ratio. Copies can be reduced or enlarged at different repro-
duction ratios horizontally and vertically.

b%

ﬁ¢>

a: Horizontal ratio

CP2PO1EE

b: Vertical ratio

To enter the ratio with the number keys

Select a ratio using the number keys.

ﬂ Press [Reduce / Enlarge].

B

15
Create Margin

Sl

1" .
Brlarge| gty B 14 93%

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

7] [migna] [mEEER
aple
Ww)| [ W) B

Slip Sheat H Edit / Color || Dup. #Cornbyine/ Series H Reduce / Enlarge

System Status

B Press [Direct. Mag. %].

B Press [Horizontal].

ﬂ Enter the desired ratio with the number keys, and then press [ ] key.
B press [vertical].

B Enter the desired ratio with the number keys, and then press [ #] key.
ﬂ Press [OK] twice.

B place the originals, and then press the [ Start] key.
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To specify a ration with [—] and []

Select a ratio using [—] or [+].
ﬂ Press [Reduce / Enlarge].

B

11x15
Create Margin

Shaxliz

3% Byox 14 93%

Erlarge| gk

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

aple
R (o || B

Slip Sheat H Edit / Color || Dup. #Cornbyine/ Series H Reduce / Enlarge

—— I 21,2006
System Status Job List: 3:208M

B Press [Direct. Mag. %].
B Press [[+] [—] keys].
ﬂ Press [Horizontal].

B Adjust the ratio using [+] or [—1].

Pressing [+] or [—] changes the ratio in increments of 1%. Pressing and hold-
ing down [+]or [—] changes it in increments of 10%.

B Press [Vertical].

1 Adjust the ratio with [+] or [—].

B Press [OK] twice.

B riace your originals, and then press the [ Start] key.

& Note
3 If you have incorrectly entered the ratio in steps J or [, readjust it with [4]
or [—].
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Directional Size Magnification (mm)

Specify the horizontal and vertical lengths of the original and copy image. Cop-
ies can be reduced or enlarged at different reproduction ratios horizontally and
vertically.

CP2MO1EE

@ Horizontal original size: Amm

® Vertical original size: Bmm

® Horizontal copy size: amm

@ Vertical copy size: bmm

Measure and specify the lengths of the original and copy by comparing “A” with
“a” and “B” with “b”.

I] Press [Reduce / Enlarge].

B

15
Create Margin

x Slxdl
gvzxil Blzx 4

93%

Enlarge

ded 1 sided*Cormb 2 orig 1 sided* Comb 4 orig

de
aple
R (o || B

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

" - JaN 21,2006
System Status Joh List 3:208M

ﬂ Press [Dir. Size Mag. mm].

8 Enter the horizontal size of the original with the number keys, and then
press [H#] key.
You can enter sizes between 1 to 999 mm in 1 mm (0.1”) steps.

ﬂ Enter the horizontal size of the copy with the number keys, and then press
[H] key.

B Enter the vertical size of the original with the number keys, and then press

[H] key.
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ﬂ Enter the vertical size of the copy with the number keys, and then press
€:3 key.

ﬂ Press [OK] twice.
B place the originals, and then press the [ Start] key.

& Note

O To change a length in steps | to [J, press the key you wish to change and
enter the new value.

Sort
The machine assembles copies as sets in sequential order.

ﬂlmportant

O To use the Rotate Sort function, two paper trays loaded with same size and
type paper, but in different orientation ( L/ L’), are required. See “Paper Type:
Tray 1-4”, General Settings Guide.

O You cannot use the bypass tray with Rotate Sort.

< Sort
Copies are assembled as sets in sequential order.

12 12 12 12

< Rotate Sort
Every other copy set is rotated by 90 degrees ([J ) and delivered to the copy
tray.

1)
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K press [Finishing].

ﬂ Select [Sort] or [Rotate Sort], and then press [OK].
When a finisher is not installed:

s | ” H || |

Sort Rotate Sort

] Finishing ||C0ver/5tip Sheet” Edit / Calor H Dup. /Carnbi

System Status

When the 500-sheet finisher is installed:
| | | | |

Sort Rotate Sort Stack

BE s Y

Staple

] Finishing ||Cover/5tip5heet|| Edit # Color HDup./Cumbin

System Status

When the 1000-sheet finisher is installed:
| | | | |

Sart Rutate Sort Stack

e
Voo fe e

] Finishing ||C0ver/5tip Sheet” Edit / Calor H Dup. /Carnbi

System Status

When the booklet finisher is installed:

fpinid| | H || |
Sort Rotate Sort Stack

P PR

Staple

R [ | pE @ pw)

Punch: 2 Holes

] Finishing ||C0ver/SLip Sheet” Edit / Color H Dup. ACombin
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B Enter the number of copy sets using the number keys.

ﬂ Place your originals.

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

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

B Press the [ Start] key.

& Note
3 To confirm the type of finishing, press the [ Sample Copy] key in step [.

O See “Memory Full Auto Scan Restart”, “Rotate Sort: Auto Paper Contin-
ue”, “Auto Tray Switching”, General Settings Guide.

Sample copy

Use this function to check the copy settings before making a long copy run.

ﬁklmportant
O This function can be used only when the Sort function is turned on.

ﬂ Select Sort and any other necessary functions, and then place the originals.

ﬂ Press the [ Sample Copy ] key.
One copy set is delivered as a sample.

)

Clear Modes  Program Interrupt
el (2] [#]

Energy Saver

Sample Copy

Main
Power
On

O

Login/Logout

~

AMG040S

B If the sample is acceptable, press [Continue].

The number of copies made is the number specified, minus one for the proof
copy.

& Note

O If you press [Suspend] after checking the results, return to step fJ to adjust
the copy settings as necessary. You can change the settings for Staple, Du-
plex (1 sided — 1 sided, 1 sided — 2 sided), Copy Orientation, Margin Ad-
just., and Cover/Slip Sheet. However, depending on the combination of
functions, you may not be able to change some settings.
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Changing the Number of Sets

You can change the number of copy sets during copying.

*@*Important
O This function can only be used when the Sort function is turned on.

B white “copying...” is displayed, press the [ Clear/Stop] key.
ﬂ Press [Change Quantity].

@ The Stop key has been pre
Are you sure you want to

No.10O3

You can change quantity of print sets.

Change Quantity

L Coifaz |

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

ﬂ Press [Continue].
Copying starts again.
& Note

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

Copies can be assembled with each page placed.

-

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

i@*lmportant
O You cannot use the bypass tray with this function.

ﬂ Press [Stack].

FULoror ] CIELLE ‘ H “
Black & white

Text Photo_ Full Size || Auto Reduce / Enlarae
Text / Photo 1 sided2 sided. TtoT 2 sided2 sided 1 sided Cornb 2

Others 3[4,
. Auto nsity u

] Special Original | Finishing ||C0ver/5lip Sheet| Edif

HiIS
gl

stem Statu

ﬂ Enter the number of copies with the number keys.
B riace your originals, and then press the [ Start] key.

& Note

O When placing an original on the exposure glass, start with the first page to
be copied. When placing an original in the ADF, set so the last page is on
the bottom.
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Staple

Each copy set can be stapled together.

ﬂlmportant
O You cannot use the bypass tray with this function.

% Stapling position and original setting
Place all the originals in the ADF in the orientation in which they can be read
normally. When placing the original on the exposure glass, keep the same ori-
entation, but set the original facing downwards. When there is copy paper
that is identical in size and orientation to your original, the staple positions
are as follows:

«» 500-sheet finisher

Expcc))rsiﬂirr;al location Stapling

glass ADF position

. ~
=] REmicaESC
: —

: R~
— —~ T’
[ = 05

AMG018S
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< 1000-sheet finisher

Exs)rsi?ji:aal location Stapl_ing
glass ADF position
o L |[W - &
P P = N v ©
-
5 R+ A
5 -
ENICE
kg | %5 -
= T — R
P
g (] } - = _
=2 ~-
«» Booklet finisher
Exp?or;ii:aal location Stapl_ing
glass ADF position
e ®
3 A - A
-
3 —
% ‘ T @
— . :;ﬂ
N = L P9
— R
g -
ey
e}
~ [®
e)
©
(%]

AMG019S

This table shows the stapling positions, not the orientation of delivery.
Left 2[) and Top 2[7 are not available for larger than A4 size paper.

K Press [Finishing].
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ﬂ Select one of the stapling positions.
500-sheet finisher

i | H H || |

Sor Rotate Sort St

=
BupwlasEs

] Finishing ||C0ver/SLip Sheet” Edit / Color H Dup. ACombin

1000-sheet finisher
| | | | |

Sort Rotate Sort Stack
S

Staple
[r)) im)en)| B 8)kn)

] Finishina ||C0ver/5tip5heet|| Edit / Color HDuu./Cumbin

System Status

Booklet finisher
i | | | |

Sort Rotate Sort Stack
3P
Staple

o e i )
Punch: 2 Holes

] Finishing ||C0ver/5tip Sheet” Edit / Calor H Dup. /Carnbi

System Status

When you select a stapling position, Sort mode is automatically selected.
B Enter the number of copy sets using the number keys.

Oriace your originals, and then press the [ Start] key.

& Note

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

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

O See “Select Stapling Position”, General Settings Guide. 70
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Punch

You can make punch holes in copies.

% 2 holes

R

- R

< 3 holes

GCPNCH1E

R

- ‘R

(¢]

% 4 holes

GCPNCH3E

R

R

O O O O

ﬂlmportant

O You cannot use the bypass tray with this function.

GCPNCHOE
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% Punch hole positions
The relationship between the orientation in which you place the original and
the punch hole positions is as follows:

Original location Punch

position

—_

3 hole top | 3 hole left | 2 hole top | 2 hole left

e E RS

}
B IEE T e e ER e

I —
5 -
DEINE =
< -
< ‘ ™
s R -
o
<

This table shows the punch hole positions, not the orientation of delivery.
2 hole left [J and 2 hole top [ are not available for larger than A4 size paper.
I] Press [Finishing].

B Select one of the punch hole positions.
- T e

Sart Rutate Sort Stack

oS O3
@ |pefe)pe)

Punch: 2 Holes
] Finishina ||C0ver/5tip Sheet” Edit / Color H Dup. /Combin

B riace your originals, and then press the [ Start] key.
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Duplex

There are two types of duplex.

< 1 Sided — 2 Sides
Copies 2 one-sided pages on 1 two-sided page.

[y

% 2 Sided — 2 Sided
Copies 1 two-sided page on 1 two sided page.

Padr
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« Original orientation and completed copies
The resulting copy image will differ according to the orientation in which you
place your originals (vertical or horizontal).

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

Original  <>How to place originals &=  Copy

Standard

Top to Top

Vertical

Top to Bottom
90°turn o

e %
p 11

Standard

Top to Top

90°turn Top to Bottom

AMG050S

Horizontal

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

B .

1115
Create Margin

Sioxae
3

Enlarge s

93%

a1

Ided 1 sided*Cornb 2 orig 1 sided*Cormb 4 orig

7 [ [
Jate
WE)| Ly |Wm| ()

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

16

System Status Joh List

83



Copying

ﬂ Select [1 Sided — 2 Sided] or [2 Sided — 2 Sided].

10
Bx11

24
1117

3Ll [
B4x11

Auto Paper
Select

}: Select item.
L~ 4 ¥

Top to Top

1 Sided=22 Sided 2
Book Crientation

‘ Finichinn HF riSlin Shy f” Edit / (Cnlor ||Hun Corhing

B Press [OK].
O place the originals, and then press the [ Start] key.

& Note

O You cannot use the bypass tray with this function.

O The maximum paper weight that can be used with duplex copying is 64—
105 g/m? (17-28 Ib.).

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

O You can also select “1 Sided to 2 Sided” or “2 Sided to 2 Sided” directly by
pressing the Copy Function Key in step fJ. In that case, proceed to step [.

O To change originals and copy orientation in step B}, press [Orientation].

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

O For related initial settings, see “Front Margin: Left / Right”, “Back Margin:
Left / Right”, “Front Margin: Top / Bottom”, “Back Margin: Top / Bot-
tom”, General Settings Guide.

/O Reference
See p.99 “Margin Adjustment”.
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Originals and copy orientation

You can select the orientation.
¢ Top to Top

Duplext

¢ Top to Bottom

e e

g
X XXX

Duplex2

ﬂ Select orientation (original and copy), and then press [OK].
EiE

T,

Copy:

Top to Top Top to Bottom

JEN 21,2008

System Status

J:428M

& Note

O The default setting is [Top to Top]. You can change the default orientation
with Copier Features in User Tools. See “Copy Orientation in Duplex
Mode”, “Original Orientation in Duplex Mode”, General Settings Guide.
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One-Sided Combine

Combine several pages onto one side of a sheet.
There are six types of One-Sided Combine.

+« 1Sided 2 Pages — Combine 1 Side
Copies 2 one-sided originals to one side of a sheet.

GCSHVY7E

% 1 Sided 4 Pages — Combine 1 Side
Copies 4 one-sided originals to one side of a sheet.

% 1 Sided 8 Pages — Combine 1 Side
Copies 8 one-sided originals to one side of a sheet.

+« 2 Sided 1 Page — Combine 1 Side
Copies 1 two-sided original to one side of a sheet.

« 2 Sided 2 Page — Combine 1 Side
Copies 2 two-sided originals to one side of a sheet.

% 2 Sided 4 Page — Combine 1 Side
Copies 4 two-sided originals to one side of a sheet.

+ Orientation of the original and image position of combine

Open to left ([J)) originals

GCSHUY1E

Open to top ([7) originals

1

2
e
8

[o=R N> BN I \V]

N|Oo|w|—=

GCSHUY2E
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Placing originals (originals placed in the ADF)
* Originals read from left to right

-

Combine5

¢ Originals read from top to bottom

1
7

UL L 3
I] Press [Dup./Combine/Series].

B

11x15
Create Margin

2

LZS

Slxdl
Blzx 4

93%

Erlarge| gk

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

g | (-1 (-
aple
Ww)| [ W) HH)

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

Jil.]

Joh List

ﬂ Press [Combine].

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

i 10210 3EL
e | 8911 11x17 | 8% 11
Select original and copy type and / or orientation.
Criginal: Copy:
P e 1 2 -
ided > Corbine 1 Side
12
Series 2 Sitked
e e T ||nw. Comhind

ﬂ Select the number of originals to combine.

B Select the paper size.

E Press [OK].

U riace your originals, and then press the [ Start] key.
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& Note
O You cannot use the bypass tray with this function.

O You can also select [1 sided — Comb 2 orig] or [1 sided — Comb 4 orig] directly
by pressing the Copy Function Key in step f]. In that case, proceed to step

O See “Erase Original Shadow in Combine”, “Copy Order in Combine”,
“Separation Line in Combine”, General Settings Guide.

/O Reference
See p.85 “Originals and copy orientation”.

Two-Sided Combine

Combines various pages of originals into one sheet with two sides.
There are six types of Two-Sided Combine.

% 1 Sided 4 Pages — Combine 2 Side
Copies 4 one-sided originals to one sheet with two pages per side.

=l LS

% 1 Sided 8 Pages — Combine 2 Side
Copies 8 one-sided originals to one sheet with four pages per side.

GCBOOK1E

1

2
: 1.2([5 6

1 =347 8

8
1 2

GCSHVYAE

® Front
®@ Back
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< 1Sided 16 Pages — Combine 2 Side
Copies 16 one-sided originals to one sheet with eight pages per side.

2 1123 |4
\—_| 51678
= 1

16 9 |10(11|12
\__| 13|14(15|16

2

GCSHVYSE

® Front
@ Back

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

J=tls

GCSHVY1E

+« 2 Sided 4 Pages — Combine 2 Side
Copies 4 two-sided originals to one sheet with four pages per side.

GCSHVY2E
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% 2 Sided 8 Pages — Combine 2 Side
Copies 8 two-sided originals to one sheet with eight pages per side.

11234
V 5/6|7|8

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

GCSHVY6E

® Front
@ Back

ﬂ Press [Dup./Combine/Series].

e

{ded 1 sided Cornb 2 oria 1 sided? Cornb 4 aria

m " w Create Marsin
sple
o) 5 [ B

EPG
Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge

Sl o
A 935%

J# z nog

System Status

ﬂ Press [Combine].

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

e 11020350
coleerp | 82211 11%17 | B4x11
Select original and copy type and / or orientation.
Criginal: Copy:
e | P e
ided > Combine 1 Side
1 2
[ series ||| 25ided |
e o e— Wy ||nm Comhind

ﬂ Select the number of originals to combine.
B Press [OK].
O riace your originals, and then press the [ Start] key.
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& Note

O You cannot use the bypass tray with this function.

O See “Erase Original Shadow in Combine”, “Copy Order in Combine”,
“Separation Line in Combine”, General Settings Guide.

A Reference
See p.85 “Originals and copy orientation”.

Series Copies

Separately copies the front and back of a two-sided original or the two facing
pages of a bound original onto two sheets.

There are two types of Series Copies.

ﬂlmportant

O You cannot use the Book — 1 Sided function from the ADF.

O See the following table for original and copy paper sizes when using a 100%
ratio:

< Metric version

Original Paper for 1-sided copy
A3F A4[J) x 2 sheets

B4 JIS B5 JIS[)) x 2 sheets
A A5[)) x 2 sheets

AMA020S

< Inch version

Original Paper for 1-sided copy
1M"x 17" 81/2x11"[) x 2 sheets
812x 11" 51/2x81/2[)x 2 sheets

AMA027S

<> Book — 1 Sided
You can make one-sided copies from two facing pages of a bound original
(book).

CP2B0100
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% 2 Sided — 1 Sided
You can make one-sided copies from two-sided originals.

=

ﬂ Press [Dup./Combine/Series].

e |

1115
Create Margin

St
alzx 14

93%

8%

Enlarge

ided

/

2

aple

R (3 |Be)] 5

Slip Sheet H Edit # Color || Dup. /Combaine/ Seres H Reduce / Enlaroe

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

Mijion

JEN 21,2008

System Status 71208

ﬂ Press [Series].

B Select [2 Sided — 1 Sided] or [Book — 1 Sided], and then press [OK].
If you selected [2 Sided — 1 Sided], you can change the orientation.

ﬂ Place your original on the exposure glass, and then press the [ Start] key.

& Note
O Press the [ #] key after all originals have been scanned.
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Booklet/Magazine

Copies two or more originals in page order.
There are six types of Booklet/Magazine.

i@*lmportant

O The following table shows the paper sizes of two-sided original and two-sid-
ed copy (wWhen copying at a ratio of 100%):

< Metric version

Original Paper for 1-sided copy
A3 A4[) % 2 sheets

B4 JIS B5 JIS[)) x 2 sheets
A A5[) x 2 sheets

< Inch version

AMA020S

Original Paper for 1-sided copy
1M"xX 17" 81/2x11"[) x 2 sheets
812 x 11" 512 x81/2[) x 2 sheets

AMA027S

< 1 Sided — Booklet

Make copies in page order for a folded booklet as shown.

¢ Open to left

1
2

T

GCBOOKOE

Q3
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* Open to right
=t

% 2 Sided — Booklet
Make two-sided originals to copies in page order for a folded booklet as
shown.

GCBOOKIE

¢ Open to left

EAE

* Open to right

BN

GCAHO10E

GCAHO020E
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< 1Sided — Magazine
Copies two or more originals to make copies in page order when they are
folded and stacked.

¢ Open to left

p
\__2|
.
.
Y 7
\__8|

I

GCBOOK3E

* Open to right

\__2|
Pt

‘ \__8| ‘a

+« 2 Sided — Magazine

Copies two or more originals of two-sided to make copies in page order when
they are folded and stacked.

¢ Open to left

GCBOOK4E

I 5

GCAHO30E
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* Open to right

P

GCAH040E

% Book — 2 Sided
Copies a two-page spread original onto one sheet with one page per side.

npe

You cannot use the bypass tray with “Book — 2 Sided” or “Front&Back — 2
Sided”.

+ Front & Back — 2 Sided
Copies each two-page spread original as it is onto both sides of a sheet.

NEF
A
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«+ How to fold and unfold copies to make a booklet
As shown below, fold a copy along the centerline, and open.

00

GCBOOK2E

® Open to left
® Open to right

+« How to fold and unfold copies to make a magazine
As shown below, fold and stack copies to make a magazine, and open.
¢ Open to left

-1

GCBOOKSE

* Open to right

BT

GCBOOK6E

ﬂ Select [Open to Left] or [Open to Right] with User Tools.

See “Orientation: Booklet, Magazine”, General Settings Guide.
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ﬂ Press [Dup./Combine/Series].

R .

1x15
Create Margin

Staxale

1 o
Enlarge| g, 2% 14 93%

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

7§ [Wioa]
aple
Rw)| C9 || B

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge

JEN 21,2008

System Status 71208

E] press [Book].

ﬂ Select a book type separately for the original ([1 Sided] or [2 Sided]) and copy
([Booklet] or [Magazine]), or select a book type from [Book — 2 Sided] and
[Front&Back — 2 Sided].

ﬂ Select the paper.

B Press [OK].
U riace your originals, and then press the [ Start] key.

& Note
O You cannot use the bypass tray with this function.

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

O The machine sets the reproduction ratio automatically to meet the paper
size.
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Margin Adjustment

Copies originals leaving a binding margin.

‘ ‘

& press [Edit/ Color].
s

11215
vzl

St ®
sk 14 93%

Enlarge

{ded 1 sided> Cornb 2 orig 1 sided? Cornb 4 arig

m " > Create Margin
sple

o) 5[]

Slip Sheet H Edit # Color || Dup. /Combaine/ Seres H Reduce / Enlaroe

JEN 21,2008

System Status 71208

ﬂ Press [Margin Adj.].

B Set a binding margin for a front page. Press [<] and [>] when setting the
left and right margins, and [{]1and [T] when setting the top and bottom mar-
gins.

ﬂ Set a binding margin for the back side pages. Press [<] and [—>] when set-
ting the left and right margins, and [{] and [T] when setting the top and bot-
tom margins, and then press [OK].

Margin on the back side of the page is valid when [1 Sided — 2 Sided] or [Com-
bine 2 Sides] is selected.

Briace your originals, and then press the [ Start] key.

@ Note

O If you make a mistake, press [«], [>], 41, [T, or press [Clear] to set a new
value.

O If you do not need to specify the margins for the back side pages in step F,
press [OK] and proceed to step B.

O See “Front Margin: Left / Right”, “Back Margin: Left / Right”, “Front Mar-
gin: Top / Bottom”, “Back Margin: Top / Bottom”, “1 Sided — 2 Sided
Auto Margin: TtoT”, “1 Sided — 2 Sided Auto Margin: TtoB”, General Set-

tings Guide.
99
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Erase

This function erases the center and/or all four sides of the original image.
This function has the following three types:

+ Border
This mode erases the edge margin of the original image.

>
i

>
i
Ll

GCCENT2E

% Center
This mode erases the center margin of the original image.

GCCENT1E

% Center/Border
This mode erases both the center and edge margins of the original image.

>
I
i

>
lm
Wi

GCCENT3E
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& Note

O The relationship between the original orientation and the erased part is as fol-
lows:

Y original [J original

|_1 +2
T

@ Erased part
@ 2-99 mm (0.17-3.9”)
O The erase width is set to 10 mm (0.4 inch) as a default. You can change this

setting with User Tools. See “Erase Center Width”, “Erase Border Width”,
General Settings Guide.

Border Erase (same width)

This mode erases the edge margin of the original image.

B press [Edit/ Color].
N

11215
avzxll

Sioxae
avex1d

93%

Create Margin

Enlarge

Ided 1 sided*Cornb 2 orig 1 sided*Cormb 4 orig

Jate
R (o || {m)|

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

AL o0&

System Status Joh List ]

ﬂ Press [Erase].
B Press [Erase Center / Border].
ﬂ Press [Same Width].

101
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B Set an erase border width with [+] or [—].

Pressing [4+] or [—] changes the width in increments of 1 mm (0.1 inch).
Pressing and holding down the relevant key changes the width in increments
of 10 mm (0.4 inch).

T

‘ Cancel H CK I

Erase Border | Erase Center ||Erase Center/ Border‘

Adiust width of the area to erase with EIE.

<0.1 - 3.9 inch>

BE Ak

B Press [OK] twice.
W riace your originals, and then press the [ Start] key.

& Note
O To change the value entered in step |, press [+] and [—] to set a new val-
ue.

Border Erase (different width)

This mode erases the edge margin of the original image.

B press [Edit/ Color].
B B

11215
gvzxil

Sl

x4 93%

Enlarge

Create Margin

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

g, | (370 [
aple
R (o || B

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

Ji nog

System Status Joh List

ﬂ Press [Erase].
B Press [Erase Center / Border].
O press [Different Width 1.
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B Press the key for the border you want to change and set an erase width with

[+]and [—].
R

‘ Cancel H CK I

Erase Border | Erase Center ||Erase Center/ Border‘

Adiust width of the area to erase with EIE.

= Top )
K

Al El
Left Right 0. & inch
0. 4 inch 0. 4 inch

B Press [OK] twice.

W riace your originals, and then press the [ Start] key.

Center Erase

This mode erases the center margin of the original image.

& press [Edit/ Color].
mEAEAR 100%

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

7§ [Wioa]
aple
Rw)| C9 || B

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge

Create Margin

JEN 2005

ﬂ Press [Erase].

B Press [Erase Center / Border].

ﬂ Press [Erase Center].

B Set the erase center width with [4] and [—].
B Press [OK] twice.

W riace your originals, and then press the [ Start] key.
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Center/Border Erase (same width)

This mode erases both the center and edge margins of the original image.

B press [Edit/ Color].
B B

11215
gvzxil

Sl
Blzx 4

Enlarge 935%

Create Margin

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

g, |CJeLe)| (o
aple
Ww)| [ W) B

Slip Sheat H Edit / Color || Dup. #Cornbyine/ Series H Reduce / Enlarge

B Press [Erase].

B Press [Erase Center / Border].
ﬂ Press [Erase Center / Border].
B press [same Width].

B Press [Center], and then set the erase center width with [+] and [—].
B

‘ Cancel H K I

‘ Frase Border H Frase Center |Erase Centter/ Border

Adiust width of area to erase with I,

Ak
I |
k F

<A0.1- 3.9 inch>

BE Ak

A

0. 4 inch

ﬂ Press [Border], and then set the erase border width with [4+] and [—].
B Press [OK] twice.

B riace your originals, and then press the [ Start] key.
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Center/Border Erase (different width)

This mode erases both the center and edge margins of the original image.

B press [Edit/ Color].
Erlaroe g&gf ] z@’f{f 935% 1 O O%

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

7] [migna] [mEEER
aple
Ww)| [ W) B

Slip Sheat H Edit / Color || Dup. #Cornbyine/ Series H Reduce / Enlarge

Create Margin

B Press [Erase].

B Press [Erase Center / Border].
ﬂ Press [Erase Center / Border].
B press [Different Width 1.

B Press the key for the order you want to change and set an erase width with

[4+] and [—].
[ |

‘ Cancel H COK

‘ Frase Border H Frase Center |Erase Centter/ Border

Adjust width of area to erase with I,

e o
Center = Top .
..1 <0.1- 3.9 inch>
e

e Bottorn
Left Right 0. & inch
0. & inch 0. 4 inch

ﬂ Press [OK] twice.

B riace your originals, and then press the [ Start] key.
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Background Numbering

Use this function to have numbers printed on the background of copies. If this
function is used in conjunction with Sort, same numbers are printed on a depart-
ment basis, helping you to keep track of confidential documents.

ﬂlmportant
O You cannot use the bypass tray with this function.

R-R

GCSTMP2J

& press [Edit/ Color].
AR 100%
ided 1 sided Cornb 2 oria 1 sided*Camb 4 orig
ﬂ ') w Create Margin

aple

Slip Sheat H Edit / Color || Dup.ftnmhinefie;s-ﬂ Reduce / Enlarge

JEN 21,2008

System Status loh Lis: 3-208M

B Press [Stamp].
B Press [Background Numbering].

ﬂ Enter the number to start counting from with the number keys, and then
press [ H] key.

B Press [OK] twice.
Oriace your originals, and then press the [ Start] key.

@ Note

3 To change the value entered in step [, press the [Clear] or [ Clear/Stop] key
to set a new value.

O When the Full Color Copy is selected, the full Color counter will advance
tO IIlII-

O The default Color is black.

O See “Size”, “Density”, General Settings Guide.
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Preset Stamp

Messages are stamped on copied.

ﬂlmportant
O You cannot use the bypass tray with this function.

O Only one message can be stamped at a time.

URGENT

R-R

GCSTMP1E

* The following eight messages are available for stamping:
“COPY”, “URGENT”, “PRIORITY”, “For Your Info.”, “PRELIMINARY”,
“For Internal Use Only”, “CONFIDENTIAL”, “DRAFT”

« Stamp position and original orientation
The stamp positions differ according to the orientation in which you place
your originals.

COPY
S 0:0:®
E » ©.6.0
©
5 ® ®
©
C
o]
(‘D ® @ @COPY
v p [0 oo
%) ®
© 0o
[ » o
g
i © 9o
o
& =
I 5o © @
P | e ®
o e ©
Keyonthedisplay| K | ™ | A | & |5 [ || L | N
Stamp posion | D |@ |@ | @ |® | ®© | @ ®

GCSTMPSE
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& press [Edit/ Color].
Enlarge ;B;f 1 sz;f 935% 1 O O%

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

1

7.

aple

R (3 B BH)

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge

Create Margin

(30|

J# nog

System Status Job List

ﬂ Press [Stamp].
B Press [Preset Stamp].

ﬂ Select the desired message.
You can change the Stamp Color, position, size, and density of the stamp.

B Press [All Pages] or [1st Page Only] to select the print page.
T

‘ Cancel H Q0K ]

URGENT [ PRIoRTY | ForYour lnfo. |

for ntermal Use Only | COMFIDENTIAL || DRAFT |

vz <Print Page> <Stame Color>

All Pages
oy |
15t Page Only Starmp Color

B After you specify all desired settings, press [OK].
ﬂ Press [OK] twice.
B riace your originals, and then press the [ Start] key.

& Note

O When the Full Color Copy is selected, the full Color counter will advance
tO Illll-

O The default user stamp Color is red.

aas

O See “Stamp Priority”, “Stamp Language”, “Stamp Position”, “Stamp For-
mat”, General Settings Guide.
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Changing the stamp Color

Changes the stamp Color.
ﬂ Press [Stamp Color].
ﬂ Select the stamp Color, and then press [OK].

Changing the stamp position, size and density

Changes the stamp position, size and density.
ﬂ Press [Change].

ﬂ Select the position for print, size, and density, and then press [OK].
g | \I |

Position / Size / Density

<Starmp Position> <Sizex

TX 2 ¥

=
-

User Stamp

Copies a scanned image as a stamp. Letters or images you use frequently can be
registered.

ﬂlmportant
O You have to register a user stamp before using this function.

O You cannot use the bypass tray with this function.
O Only one message can be stamped each time.

®

R-R

GCSTMPOE
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« Stamp position and original orientation
The user stamp positions differ according to the orientation in which you
place your originals.

®
000
[ * ©!0:0
°
ks 20!
c
3
» 0 @ 00
[ * @ e e
&) ®
@
©ieie
B » b
£
E oleie
S
@6 o o
[ e o
e e o
Keyonthedisplay| K [P | A | € [ |2 | €[4 | W
Stamp position | @ | @ |® [@® [® |® | @ ®
GCSTMP6E
B press [Edit/ Color].

11215
vzl

St
alzx 14

93%

Create Margin

Enlarge

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

7 (o] [agER]
aple
pw)| (3 e f)

5

ﬂ Press [Stamp].
B Press [User Stamp].

ﬂ Select the stamp you require.
You can change the stamp Color and position.
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B press [All Pages] or [1st Page Only] to select the print page.

‘ Cancel ] ‘ K ]
inch Vert. 1. 2 inch
<Print Page> <Stamp Color>

All Pages
15t Page Only Stamp Color

JEN 21,2008
PR

System Status Job Lis 41450

B After making all settings, press [OK].
ﬂ Press [OK].

B riace your originals, and then press the [ Start] key.

& Note

O When the Full Color Copy is selected, the full Color counter will advance
tO 111 II.

O The default user stamp Color is red.

O See “Stamp Format: 1-4”, “Stamp Color: 1-4”, General Settings Guide.

Changing the user stamp Color

Changes the stamp Color.
ﬂ Press [Stamp Color].
ﬂ Select the stamp Color, and then press [OK].

Changing the user stamp position

Changes the stamp position.
ﬂ Press [Change] under < Stamp Position >.

B Select the desired position, and then press [OK].
e | H |

Stamp Position

<Stamp Position>

E"
e lls | ]
33|

(Bl e v ]

System Status
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To program the user stamp

This function scans an image that is used as a user stamp.

The range of stamp images for readability is 10-297 mm (0.4”-11.7”) high and
10-432 mm (0.4”7-17.0”) wide. However, if the value exceeds the maximum value
of the area (5,000 mm?, 7.75 inch?), it is corrected within the range of the area au-
tomatically.

ﬂ Make sure that the machine is in copier mode.

ﬂ Press the [ User Tools/Counter] key.

User Tools/Counter

) @/m
I:@ ow )

Screen

§ 2 Zontrast & Document Server

[ (=] ] €Facsimile ’
Commu-

AMG041S

B Press [Copier / Document Server Features].

ls / Counter / Inauiry

Copier / Dacurnent Server &
% Features C»%
@B Facsimile Features EI

>
Il Printer Features

DANCE: | ‘ L canner Feat re |

bettings

ﬂ Press [Stamp].

B Press [User Stamp].

B Press [Program / Delete Stamp].

ﬂ Press [$>Program], and then press the stamp number you want to program.

B Enter the user stamp name (up to ten characters) with the letter keys, and
then press [OK].

ﬂ Enter the horizontal size of the stamp with the number keys, and then press

[H] key.

[[U Press [Vertical], and then enter the vertical size of the stamp with the number
keys, and then press [ #] key.
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ﬂ] Place the original for user stamp on the exposure glass, and then press [Start
Scanning].

The original will be scanned, and the stamp will be registered.
m Press [Exit].

[B Press [Exit].
The display returns to the Printer Configuration menu screen.

m Press [Exit].
Exits settings and gets ready to copy.

& Note
O Stamp numbers with > already have settings in them.

O If the stamp number is already being used, the machine will ask you if you
want to overwrite it . Press [Yes] or [No].

O Originals cannot be scanned from the ADF when programming the user
stamp.

To delete the user stamp

Deletes an image registered as a user stamp.
You cannot restore a deleted stamp.

ﬂ Make sure that the machine is in Copy mode.
ﬂ Press the [ User Tools/Counter] key.

User Tools/Counter

o/=
I:@ [Qow ]

Screen

§ 2‘Contrast & Document Server

[ (=] ] €FFacsimile
Commu-

AMG041S
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B Press [Copier / Document Server Features].
ls / Counter / Inguiry

Conier / D T 5 <

% opler F;:ET:Q erver (_.%

@B Facsimile Features El

o
% Printer Features
[ANCE | ‘ L canner Featiire |

ﬂ Press [Stamp].

bettings

B Press [User Stamp].

E Press [Program / Delete Stamp].

ﬂ Press [Delete], and then press the stamp number you want to delete.
8 Select [Yes], and then press [Exit].

g Press [Exit].

The display returns to the Copier/Document Server Features main menu.

[ Press [Exit].
Exits settings and gets ready to copy.

Date Stamp

Use this function to print dates on your copies.

1/21/2006

You can select from the following styles:
e MM/DD/YYYY

e MM.DD.YYYY

e DD/MM/YYYY

e DD.MM.YYYY

e YYY.MM.DD

AMG062S
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« Stamp position and original orientation

The date stamp positions differ according to the orientation in which you

place your originals.

o
[oRRoRKe)
o T
5 @66
3 HON
c
3
) . T o
® o le
o e
[ L2 ©
£
E el [S)
o
(o))
® ®
[ ® ®
= © @
Key onthe display| I [ | A [ | d | N
Stamp position | D [@ [® | @ |® | ®

AMG063S

ﬁlmportant

O You cannot use the bypass tray with this function.

B press [Edit/ Color].
N

11215
avzxll

Sioxae
avex1d

Enlarge 93%

Create Margin

Ided 1 sided*Cornb 2 orig 1 sided*Cormb 4 orig

g, |(J-t3 (363
Jate
Wm)| [ |sm)] §5)

Slip Sheet H Edit / Color || Dup. /Carnfyines Series H Reduce / Enlarge

J4 008

ﬂ Press [Stamp].
B Press [Date Stamp].

ﬂ Select the stamp format.

You can change the Stamp Color, style and position of the date to be stamped.
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B press [All Pages] or [1st Page Only] to select the print page.

=lu=mn g | H H |

Date Stame Cal

Check format and position of date.
<Current Date=

1/21/2006

<Starmp Position= <Print Page>
All Pages

] (o)

System Status

B After all settings are complete, press [OK].
ﬂ Press [OK].
B riace your originals, and then press the [ Start] key.

& Note

O You can change the Stamp Color, format and position of the date to be
stamped.

O The default Color is Black.
O See “Date Stamp”, General Settings Guide.

To change the date stamp Color

Changes the stamp Color.
ﬂ Press [Stamp Color].
ﬂ Select the stamp Color, and then press [OK].

To change the format of date

Changes the style of date to be stamped.

ﬂ Press [Change Format] under < Current Date>.

S | | |
Date Starmp Cal

Check format and position of date.
<Current Date>

1/21/2006

<Starmp Position> <Print Page>

= AlLP;
i

System Status

116 ﬂ Select the date format, and then press [OK].
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To change the date stamp position

Changes the stamp position.

ﬂ Press [Change] under < Stamp Position >.

Sisme g | ” H |

Date Starmp Ca

Check format and position of date.
<Current Date>

1/21/2006

<5tame Position> <Print Page>
— All Pages
RIr&)

1st Page Cnly

Job List

B Select the desired date stamp position, and then press [OK].

T T | ” H |

Stamp Position

<Stamp Position>

“ Bl + |~ ]
R 3]

Job List
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Page Numbering

Use this function to print page numbers on your copies.

P1

R-R

CP2G0100

There are six types of page numbering.
e P1,P2,...

e 1/52/5,...

o -1--2-,...

e P1,P2,...

e 1,2,...

e 1-1,1-2,...

% Stamp position and original orientation

The page stamp positions differ according to the orientation in which you
place your originals.

TPt
e ORRCREC
o o
5 @i 66
K {®
c
3
@ - ® @ e
© o o
ol ie
) * ® ®
c 3
= o le
o
153}
o E0 ©
| | = E R0
© S}
Key onthe display| I [ | A [ |J | N
Stamp position | D [@ [® | @ |® | ®

GCSTMPSE

iiklmportant
O You cannot use the bypass tray with this function.
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& press [Edit/ Color].
Enlarge ;B;f 1 sz;f 935% 1 O O%

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

1

7.

aple

R (3 B BH)

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge

Create Margin

[3-63|

J# nog

System Status Job List

g Press [Stamp].
B Press [Page Numbering].

ﬂ Select the format.

e | | |
Page Nurmbering Cal
Select page numbering format.
PP, | 1s2m.. | -
T e
<Starmp Position> <Change Murmbering:>

First Printing Page:

lj] From page 1

Nurmbering from / to:
~ to the End

System Status

ﬂ After you specify all desired settings, press [OK].
B Press [OK].
U piace the originals, and then press the [ Start] key.

& Note

O You can specify the stamp Color, position, pages to be stamped, and num-
bering.

O The default Color is black.

O See “Stamp”, General Settings Guide.

Changing the stamp Color

Changes the stamp Color.
ﬂ Press [Stamp Color].
ﬂ Select the stamp Color, and then press [OK].
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Changing the stamp position

Changes the stamp position.
ﬂ Press [Change] under < Stamp Position >.

ﬂ Select the desired position, and then press [OK].
| | | |

Starmip Position

<Starme Position

“E"
H] Ce 0

System Status

Specifying the first printing page and start number (“P1,P2...”, “-1--2-...”, “P.1,P.2...”,
“1,2...7)

Below explains the example when “P1, P2 ...” is selected. The steps are the same
for other cases.

O rress [Change] under <Change Numbering>.

e | | |
Page Nurmbering Cal
Select page numbering format.
PP, | 1s2m.. | -
T e
<Starmp Position> <Change Murmbering:>

First Printing Page:

lj] From page 1

Nurmbering from / to:
~ to the End

ﬂ Press [First Printing Page], enter the original sheet number from which to start
printing from, and then press the [ ] key.
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B Press [First Printing Number], enter the number of page from which to start
numbering from with the number keys, and then press the [ ] key.

The example below shows when the first printing page is “2” and the start
number is “3”.

P3

AB’ > AB

GCANPE2J

ﬂ Press [Last Number], enter the number of the page at which to stop number-
ing with the number keys, and then press the [ ] key.

R

. ‘ Cancel H Q0K ]

hen press @,

~— | Last Murnber  [RRESREIERER|
e

System Status

If you want to number all pages to the end, press [to the End].
B When page designation is complete, press [OK].
E Press [OK] twice.

Specifying the first printing page and start number (“1/5,2/5...”)

ﬂ Press [Change] under <Change Numbering>.

ﬂ Press [First Printing Page]. Enter the original sheet number from which to start
printing, and then press [ #] key.

Sismn g | ” H |

| Crange Numbering <1/5.2/5...> e

Select itemn to change.

First Printing Page 1
First Printing hurmber AN | Last Momber [RESEY
1

System Status

You can enter between 1 and 9999 for the original sheet number from which
to start printing.
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B Press [First Printing Number], enter the number of page from which to start
numbering from with the number keys, and then press the [ ] key.

ﬂ Press [Last Number], enter the number of page at which to stop numbering
with the number keys, and then press the [i’-’] key.

Proceed to step § when not changing.
If you want to number all pages to the end, press [to the End].

The last number is the last page number to print. For example, if Total Pages
is ten, if you want to print up to seven pages and do not want to print from
page 8 on, enter “7” for Last Number. Normally, you do not need to enter the
number.

B Press [Total Pages], enter the total number of original pages with the number
keys, and then press the [ ] key.

E When page designation is complete, press [OK] twice.
U piace the originals, and then press the [ Start] key.

& Note

O To change the number entered in step B, press the [Clear] or [Clear/Stop]
key, and then enter a new number.

O To change the settings (the first printing page, the number of page from
which to start numbering, or total number of pages) after pressing [OK],
press [Change] and then enter the numbers again.

O To change a page number, press [StartPage], and then enter the number
with number keys.

Specifying the first printing page and start number (“1-1,1-2...”)

ﬂ Press [Change] under <Change Numbering>.

B Press [First Printing Page], enter the original sheet number from which to start
printing, and then press the [ ] key.

Slimn g | ” H |

Change Mumbering <1-1,1-2...> Cal
Select item o change.
First Printing Page 1

First Chapter Mo. 1 .1,_1
First Printing Mumber 1 1_}.

System Status
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B Press [First Chapter No.], enter the chapter number from which to start num-
bering with the number keys, and then press the [ ] key.

You can enter between 1 and 9999 for the chapter number from which to start
numbering.

ﬂ Press [First Printing Number], enter the page number from which to start print-
ing with the number keys, and then press the [ ] key.

H press [0k1.
E When page designation is complete, press [OK] twice.
W piace the originals, and then press the [ Start] key.

@ Note

O To change the number entered in step B, press the [Clear] or [Clear/Stop]
key, and then enter a new number.

O If you selected “1/5,2/5...” and want to change the settings (the first print-
ing page, the number of page from which to start numbering, or total
number of pages) after pressing [OK] in step [@, press [Change] and then en-
ter the numbers again.

O If you selected “1/5,2/5...” and want to change a page number after press-
ing [OK] in step [, press [Change] and then enter the number again with the
number keys.

Image Repeat

The original image is copied repeatedly.
There are two ways to specify an image to be repeated.

R R
R-

%+ Whole Area Repeat
Repeatedly copies the entire image.

« Specified Area Repeat
Repeatedly copies a specified portion of the image.

& Note
O See “Image Repeat Separation Line”, General Settings Guide.
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Whole Area Repeat

Repeatedly copies the entire image.

The number of repeated images depends on the original size, copy paper size,
and reproduction ratio. For example, see the following table:

< Original: A5[;)/Copy paper: A4[J) or Original: A5C>/Copy paper A4, Original:
5',” x 8'1,” [JICopy paper: 8'/,” x 11”[,) or Original: 5'/,” x 8'/,”2/Copy papet:
81/2” % 11”D

4 repeats (71%) 16 repeats (35%)

Repeat1 Repeat2

+ Original: A5[;)/Copy paper: A4C> or Original: A5C>/Copy paper A4[)), Original:
5',” x 8'1,” [JICopy paper: 8'/,” x 11”2 or Original: 5'/,” x 8'/,”/Copy paper:
8',” x11”[))

2 repeats (100%) 8 repeats (50%) 32 repeats (25%)

Repeats

Repeat3 Repeatd

ﬂ Select the size of copy paper and the reproduction ratio.

B press [Edit/ Color].
] E)

11215
izl

Staxdle
Blzx 14

93%

Create Margin

Enlarge

ded 1 sided®Comb 2 oria 1 sided* Comb 4 orig

ide
aple
R (o || B

Slip Sheat H Edit / Color || Dup. #Cornbyine/ Series H Reduce / Enlarge

JEN 21,2008

System Status loh Lis: 3-208M

B Press [Edit Image].
ﬂ Press [Image Repeat].
B Make sure that [Whole Area] is selected, and then press [OK].

B Press [OK].
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U riace your original, and then press the [ Start] key.

Specified Area Repeat

Repeatedly copies a specified portion of the image.
Determine the location of the area's base point and its length and width.

X2.X1, 1
1:1 DDDDDDD
ABCDE |[iv2 DDDDDDD
ad ad DDDDDDD

GCREO032E

@ Set on the exposure glass

ﬁ*lmportant
O You cannot use this function from the ADF.

ﬂ Measure the location of the base point (X1, Y1) and its length and width (X2,
Y2) for the area of the image repeatedly copied.

You can set any value in the range of X1: 0-412 mm (0”-16.2"), X2: 20-432 mm
(0.87-17.0”), Y1: 0-277 mm (0”-10.8”), and Y2: 20-297 mm (0.8”-11.6").

B Select the size of copy paper and the reproduction ratio.
E) press [Edit/ Color].

O press [Edit Image].

B Press [Image Repeat].

B Press [Specified Area].

ﬂ Enter the length of [X1] with number keys, and then press [ ] key.
| | | |

Image Repeat: Specified area of original will be repeated. Cal

Place original on exposure olass.
Whole Area Specified Area

Enter the value of X1 with the Mumber keys, then press @,
gl —

X2 X1
Ml g T

& &
[ m] | @ [lpaa

System Status

8 Enter the length of [Y1] with the number keys, and then press [ ] key.
g Enter the length of [X2] with the number keys, and then press [ ] key.

[[D Enter the length of [Y2] with the number keys, and then press [ ] key. 105
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ﬂ] Press [OK] twice.

m Place the original on the exposure glass, and then press the [ Start] key.

Double Copies

One original image is copied twice on one copy as shown.
i@*lmportant
O You cannot use the bypass tray with this function.

O See the following table for original and copy paper sizes when using a 100%
ratio:

< Metric version

Original size and Copy paper size and
Orientation Orientation

AS7 A4[)

A4[) A7

A5[) A4

B5 JIS[) B4 JIS [

AMGO015S

< Inch version

Original size and Copy paper size and
Orientation Orientation

512" x 81/2" 812" x 11" [)

512" x 81/2"[) 812" x 11"

81/2"x 11" [} 1M1"x17" 3

AMGO016S
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& press [Edit/ Color].
Enlarge ;B;f 1 sz;f 935% 1 O O%
ided 1 sided*Cornb 2 orig 1 sided*Cormb 4 orig

Create Margin

1
.
aple

R (3 B BH)

Slip Sheet H Edit / Color || Dup. /Combyine/Series H Reduce / Enlarge

(30|

A 006

B press [Edit Image].

B Press [Double Copies].
ﬂ Press [OK].

B Select the paper.

Oriace your originals, and then press the [ Start] key.

& Note
O See “Double Copies Separation Line”, General Settings Guide.

Centering

You can make copies with the image moved to the center of the copy paper.

iﬁklmportant
O You cannot use the bypass tray with this function.

O The original sizes and directions for centering are listed below.

< Metric version

Original placed on: Original size and orientation

Exposure glass A3, B4 ]IS, A4, B5 JISD [, 87 x 13”2

ADF A3, B4 IS, A4J 2, B5 JIS 2, A5 3, 11 x 170,
8'/,” x11" 3, 8” x 13", 8K, 16K D @

< Inch version

Original placed on: Paper size and orientation

Exposure glass 117 x 1772, 81/, x 14", 81 /,” x 117 [ 3

ADF A3, AAJ D, 117 x 17702, 81 /,” x 14”12, 81/, x 117 D 5,
51/2n x 81/2”DD/ 101/ x 141/D, 71/4// x 101/2/ID
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R - R

ﬂ Select the paper.
B press [Edit/ Color].
E
Elave| o | ik | 95% EMEO0NS

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

m" " Create Margin
aple
R (3 |Be)] 5

Slip Sheet H Edit # Color || Dup. /Combaine/ Seres H Reduce / Enlaroe

J# nog

System Status Job List

E] press [Edit Image].

ﬂ Press [Centering].

B Press [OK].

O riace your originals, and then press the [ Start] key.
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Positive/Negative

Copies an image inverted. If your original is black and white, copy images are
inverted. If your original is Color, the density, darkness and brightness of each
Color will be reversed and inverted to complimentary Colors.

ﬂlmportant

O If your original is black and white, copy images are inverted. If your original g
is Color, the density, darkness and brightness of each Color will be reversed
and inverted to complimentary Colors.

>
GCHATN1E
B press [Edit/ Color].
] P
ek AEA L 100%
ided 1 sided*Cornb 2 oria 1 sided Comb 4 orig
m -> ‘ " Create Margin

feele
wtw)| (o [fwtn)] {0

Slip Sheet H Edit / Color || Dup. /Combyine/ Series H Reduce / Enlarce

System Status

B press [Edit Image].

8 Press [Positive / Negative].

ﬂ Press [OK].

B Select the paper.

O riace your originals, and then press the [ Start] key.
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Mirror

Copies by reversing the image from left to right, as reflected in a mirror.

R-H

GCMILL1J

B press [Edit/ Color].
TR ETAEE | 00

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

m " ‘ " Create Margin
fanle
5] 5 5

Slip Sheet H Edit / Color || Dup. /Combyine/ Series H Reduce / Enlarce

System Status

B press [Edit Image].

B Press [Mirror Image].

ﬂ Press [OK].

B riace the originals, and then press the [ Start] key.
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Covers

Covers function includes Front Cover and Front/Back Covers.

< Front cover

The first page of your originals is copied on specific paper sheet for covers, or
a cover sheet is inserted before the first copy.

* Copy

=

_L
N
_LA

2

e Blank

p =

=

< Front/Back Covers
The first and last pages of your original are copied on specific paper for use
as covers, or a cover sheet is inserted before the first copy and after the last

copy.
e Copy

o

2
1

=

AMF085S8

¢ Blank

=>

=

1

ﬂ Set the tray for the front cover paper.
The cover sheet should be the same size and orientation as the copy paper.
See “Cover Sheet Tray”, General Settings Guide. 131
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ﬂ Press [Cover/Slip Sheet].

T Cotor 1 T ‘ H H
Black & white |

- e Full Size || Auto Reduce / Enlarge

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

Text / Photo

Others = @2 -)IE
T Sort Stack Staple
. Auto Density . Eﬁ‘ Eﬂ H
| Finishing ||Cover/SliD Sheet |E

11215
alizx 11

System Statu

B Select [Copy] or [Blank] for the cover sheet, and then press [OK].
ﬂ Select the paper tray that contains the sheet paper to copy the originals.
B Place your originals in the ADF,and then press the [ Start] key.

& Note

O You can set neither the copy paper for originals nor cover sheets in the by-
pass tray.

O When selecting [Copy] in step B}, select whether the front and back covers
are copied 1 Sided or 2 Sided.

Designate

Use this function to have certain pages of your original copied onto slip sheets
or to insert a slip sheet for each page specified.

ﬂlmportant
O Before using this function, set the special paper tray for slip sheets.

O The slip sheets should be the same size and orientation as the copy paper.
O You cannot place the copy paper in the bypass tray.



Copier Functions

ﬂ Press [Cover/Slip Sheet].

T Cotor [ ‘ H H
Black & white

Text Photo _ Full Size || Auto Reduce / Enlarge

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

Text / Photo

Others = @2 -)IE
T Sort Stack Staple
. Auto Density . Eﬁ‘ Eﬂ H
| Finishing ||Cover/SliD Sheet |E

11215
alizx 11

System Statu

PJ Press [Designate / Chapter].
B Select [Designate: Copy] or [Designate: Blank].

ﬂ Press the key to select the chapter number.
To select pages 11 to 20 (chapter), press [11-20].

B Enter the page location of the first page of the first chapter with the number
keys, and then press the [ ] key.

B To specify another page location, repeat steps [J to |.
Up to 20 pages can be specified.

ﬂ Select the paper tray that contains the sheet paper to copy the originals.
B When you finish specifying pages, press [OK] twice.
B riace your originals in the ADF, and then press the [ Start] key.

A Reference
See “Slip Sheet Tray”, General Settings Guide.
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Chapters

The page locations you specify with this function will appear on the front of
copy sheets.

=

iﬁklmportant
O Before selecting this function, press [Dup./Combine/Series] and select “1 Sided
— 2 Sided” or “Combine”.

O This function can be used only when you use the Duplex (1 Sided—2 Sided)
or Combine function.

ﬂ Press [Cover/Slip Sheet].

T Cotor 1 T ‘ H H
Black & white |

W Full Size | Auto Reduce / Enlarge

TR T 1 sided2 sided:TtoT 2 sided>2 sided 1 sidedt*Corrb 2
Crthers -)@2 -)IE

— o Stack Staple

. AutuDensity. ‘Eﬁ‘ﬁﬂ ‘H

| Firishing ||Cover/Slip Sheet”E

System Statu

=
v
=]

oooooooo

11215
alzx 11

B Press [Designate / Chapter].
B Press [Chapter].

ﬂ Press the key to select the chapter number.
To select chapters 11 to 20, press [11-20].

B Enter the page location of the first page of the first chapter with the number
keys, and then press the [ #] key.

You can specify the pages up to 20.
B To specify another page location, repeat steps [ to |.
ﬂ Select the paper.

B When page designation is complete, [OK] twice.



Copier Functions

B prace the originals, and then press the [ Start] key.

Slip Sheets

Every time an original page changes, a slip sheet is inserted. You can also print
on the inserted slip sheet.

Since a slip sheet is inserted for every page, you can protect printed surfaces.
This function is useful in copying OHP transparencies.

iﬁklmportant
O Before using this function, set the special paper tray for slip sheets.

O Load the slip sheets in the same size and orientation as the copy paper or the
OHP transparency.

< When using OHP transparencies placed in the bypass tray

1 = [HP
11 =L
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ﬂ Press [Cover/Slip Sheet].

T Cotor [ ‘ H H
Black & white

- e Full Size || Auto Reduce / Enlarge

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

Text / Photo

Others = @2 -)IE
T Sort Stack Staple
. Auto Density . Eﬁ‘ Eﬂ H
| Finishing ||Cover/SliD Sheet |E

11215
alizx 11

System Statu

ﬂ Select [Copy] or [Blank], and then press [OK].

B Select the paper tray containing the sheet paper to copy the originals.
When using OHP transparencies, open the bypass tray.

O place the originals, and then press the [ Start] key.

& Note
O Press the [ #] key and select [OHP (Transparency)] in Special paper.

O When copying OHP transparencies set on the bypass tray, if Internal Tray
1 is not selected for the output paper tray, copies are delivered to it.

O See “Slip Sheet Tray”, General Settings Guide.

A Reference
See p.38 “When copying onto OHP Transparencies or Thin Paper”.



Storing Data in the Document Server

Storing Data in the Document Server

The Document Server enables you to store documents in the memory and print
them as you want.

*@*Important

O Data stored in the machine might be lost if some kind of failure occurs. The
manufacturer shall not be responsible for any damage that might result from
the loss of data.

[l Press [Store File].

b =) 3|31k O

11215
gexil

“ Store File ”l Check Modes |

Sl

ke 93%

Enlarge

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

g, [

Create Margin

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

Store File Cal

Set item(s) to store a file.

User Name File Name A

B Press [OK].
O place the originals.

B Make the scanning settings for the original.

1 U

Auto Paper | gi
Select 8/2"11

2 d o
11=17

Sl [J
84x11

%15

1x SYexave
Staxi1

Full Size |Auto Reduce / Erlarge e 938

1 sided*2 cided:TtoT 2 sided*2 sided 1 sided®Cornb 2 arig 1 sided?Cornb 4 arig

(He@| @20, |CF-) (e
B

Crea|

aple

‘ Einichinn HF riSlin Shy f” Edit / Cnlar Hﬁun Corhing
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ﬂ Press the [ Start] key.
Originals are scanned and stored in memory.

& Note

0

agaaan

a

To stop scanning, press the [ Clear/Stop] key. To resume a paused scanning
job, press [Continue] in the confirmation display. To delete scanned images
and cancel the job, press [Stop]. The originals placed in the ADF are deliv-
ered.

When placing an original on the exposure glass, press the [ ] key after
all the originals have been scanned.

Data stored in the Document Server is set to be deleted after three days by
the factory default. You can specify the period after which the stored data
is deleted automatically. For details about changing settings, see “Auto
Delete File in Document Server”, General Settings Guide.

To check if the document has been stored, press the [ Document Server ] key.
If you want to store another document, do so after copying is complete.
For details about the Document Server, see “Document Server”.

For details about printing stored documents, see “Printing a Stored Docu-
ment”.

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

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

/O Reference

See p.147 “Using the Document Server”.
See p.156 “Printing a Stored Document”.
See p.147 “Storing Data”.
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Programs

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

You can store up to 10 programs.

& Note

O You can select the standard mode or program No. 10 as the mode to be set
when modes are cleared or reset, or immediately after the operation switch is
turned on. See “Programming Defaults in Initial Display”.

O Paper settings are stored based on paper size. So if you place more than one
paper tray of the same size, the paper tray prioritized with User Tools (Sys-
tem Settings) will be selected first. See “Paper Tray Priority”, General Settings
Guide.

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

Storing a Program

Stores a program.

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

ﬂ Press the [ Program] key.

Clear Modes  Program Interrupt
o] (o] [#]

Energy Saver

O
Sample Copy Il | oin/Logout

-
Main
Power

~

AMGO042S

B Press [Program].

Prograr (Copier)

Select No. to program.

© Recall # Program [

| 001! * Mot Programimed || 002 X Mot
| 003 X Mot Programmed || 004 X Mot
| 005/ X Not Programmed || 006 X Mot
| 007! * Mot Programimed || 008 X Mot
| 009/ X Not Programmed || 010 X Mot

139



140

Copying

ﬂ Press the program number you want to store.

B Enter the program name with the letter keys on the display panel.
You can enter up to 40 characters.

Program Mame

Enter the program name, then press [CKI.

0734
RS RN R
B
IR N N |

e

‘ q W e P u

a S

z s C W n m

E Press [OK].

The screen returns to the program screen, showing the program number fol-
lowed by the program name. The screen returns to the initial copy display af-
ter a short time.

& Note

3 Program numbers with £ against them already have settings made for
them.

O If you do not want to enter the program name in step [J, proceed to step 3.

Changing a Stored Program

Changes program settings.

ﬂ Check the program settings.

ﬂ Set the contents of a program.

B press the [Program] key.

ﬂ Press [Program].

B Press the program number you want to store.
[ press [ves).

ﬂ Enter the program name.
You can enter up to 40 characters.

8 Press [OK].

The screen returns to the program screen, showing the program number fol-
lowed by the program name. The screen returns to the initial copy display af-
ter a short time.
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& Note
O When you want to check the contents of a program, recall the program.

O When it is overwritten, the previous program is deleted.

Deleting a Program

Erases the contents of program.

0 press the [Program] key.
B Press [Delete].

Exit

hange Marme H Delete ‘ ‘Program as Defaults‘

I

8 Press the program number you want to delete.

O press [Yes].
The program is deleted, and the display returns to the initial copy display.

Recalling a Program

Recalls a stored program and copies its contents.
0 press the [Program] key.

B Press [Recall].
| —— |

Program (Copier)

Select program Mo. to recall.

€ Recall # Program H Change Marme ‘[

#001) Conb |

B Press the program number you want to recall.

The stored settings are displayed.
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O place the originals, and then press the [ Start] key.

& Note
3 Only programs with £ against them contain a program in step .

Programming Defaults in Initial Display

This section describes how to program defaults for the initial display when
modes are cleared or reset, or immediately after the operation switch is turned.

The default settings you can program are Color Mode, Paper Tray, Original
Type, Density, Special Original, Original Orientation, Cover/Slip Sheet, Edit /
Color, Dup./Combine/Series, Reduce / Enlarge, Finishing.

ﬂ Specify scan settings and any other settings you require in the initial dis-
play.

ﬂ Press the [ Program] key.

8 Press [Program as Defaults].

ﬂ Press [Program].

B When a confirmation dialog appears, press [Yes].
The current settings are programmed as defaults. The screen returns to the in-
itial display.

& Note
O To restore the factory default settings on the initial display, press [Restore
Factory Defaults].

O The default settings can be programmed separately for the normal screen
and simplified screens.



L
3. Document Server

Using the Document Server enables you to store documents being read with the
copy feature on the hard disk of this machine. Thus you can print them later ap-
plying necessary conditions.

Relationship between Document Server
and Other Functions

State of the Document Server varies depending on the function used.

« Copier Functions
¢ Storing method: Copy/Document Server
* List display: Available
* Printing: Available
¢ Transmission: Unavailable

% Printer Functions
¢ Storing method: Personal computer
¢ List display: Available
* Printing: Available

¢ Transmission: Unavailable

< Fax Functions
¢ Storing method: Fax
* List display: Available
¢ Printing: Available

¢ Transmission: Available
Transmission is done by use of the stored document transmission of the fax
feature. See “Sending Stored Documents”, Facsimile Reference.

< Scanner Functions
¢ Storing method: Scanner

¢ List display: Unavailable
When documents are stored with the scanner feature, you can confirm
them from the scanner feature screen. See “Displaying the List of Stored
Files”, Scanner Reference.

¢ Printing: Unavailable

e Transmission: Available
Transmission is done by use of the stored document transmission of the
scanner feature. See “Sending Stored Files”, Scanner Reference.
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Document Server Display

Following explains the screens and icons displayed in the Document Server

function.

< Document Server initial display

Select File>

Select file(s) to print.

Type ‘ User Name | File Name | Date |Page
-

COPY0003

Jan./21 3 ‘ =

|« Tokvo Office
[
L

Display All

AP COPY000Z

Jan./21 1 ‘

User Marme

File Name

Sean Criginal

5

1. This screen displays the opera-
tional status and messages.

2. The number of the originals be-
ing read with the memory as well as
the number of paper sets and copied
are displayed.

3. Keys for the operation is dis-
played.

AMG064S

4. The function used for the storing
as well as the color mode is dis-
played.

5. The functions under which the
documents were stored.

The list display of the Document Server shows the following icons depending on
the storing function and the color mode selected:

Function Copying Facsimile Printer
Icons
Color icons Full color Black and white Monochrome
® & ®
o0 Y OO




Relationship between Document Server and Other Functions

& Note

O All the stored documents may not be displayed depending on the security
function specified.

Simplified Display

This section explains how to use the “Simplified Display” and introduces its
keys.

You can view the simplified display from the Document Server's initial screen
by pressing the [ Simplified Display ] key.

The simplified display contains main functions only.
Characters and keys are enlarged on this screen, making for easier operation.

@@@ Start || Simplified

Enter

Displa
Clear/Stop @ ey
° G
i

—

-

AMG054S

« Simplified Document Server Screen

<Select File>

Select files to print.

Type | UserName | FileName | Date |Page

| & Tokyo Office  |COPY0003 iz | 38

& COPY0002 Jans21 | 18
1 %

System Status

AMG065S

1. [Key Color]

Use this to intensify the screen con-
trast by changing the color of the keys.

Not available on the Document Server
default display.

4 Note

O Press the [Simplified Display] key again to return to the Document Server de-
fault screen.

O The simplified display screen does not contain every available key.
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Preview Display

% Preview Display

Following explains the preview display displaying procedure and the items dis-
played on this screen.

The Preview Display appears after scanning completes. You can also display
stored documents on the preview display. For details, see “Displaying the List
of Stored Files”, Scanner Reference.

The preview display denotes the screen that allows confirming contents of the
scanned documents.

Preview

[T

They are used to move the portion to
be displayed.

. [Zoom Out], [Zoom In]

Used to scale up or down the docu-
ment to be displayed.

. [Exit]

The login screen will appear.

. Display File

Used to display the document name.
[Switch] is displayed on the preview
screen for the stored documents.
Above key is used to switch the docu-
ment to be displayed in the preview.

& Note

O When the preview is already selected from another function, the preview
screen function may become unusable.

A3.

P Display File

1”1

> Display Page

Exit
Switch f—
File Name: COPYO003 4
st |[—5

173

Page Size: 81/2x 11
T Color

B| Display Position T

Mode: Full Color

AMG066S

. Display Page

Used to display the currently opened
page number, total number of pages,
page size and the color mode selected.

. [Switch]

Used to turn the page of the selected
document.

. Display Position

When the image is enlarged, the posi-
tion on the document indicated by this
key is displayed.

O The preview display is also not available when the paper size is larger than



Using the Document Server

Using the Document Server

Following describes how to use the Document Server.

Storing Data

Following describes the procedure for storing documents on the Document
Server.

ﬂlmportant

0

0

a
a

0

Data stored in the machine might be lost if some kind of failure occurs. The
manufacturer shall not be responsible for any damage resulting from loss of
data.

When entering your password or recording it to your notebook or like, be
sure to protect it from being seen by others. Care must also be exercised for
safe keeping of its recording paper.

Enter the password in the range of four and eight digits.

It is advisable not to use the same number such as “0000” or continuous num-
bers such as “1234” for your password. These numbers are imagine fully and
they do not provide sufficient security.

When you have selected a document using a correct password, it remains be-
ing selected after the operation is finished. As is, therefore, the document is
left operable to those who don't the password. After the operation, be sure to
press the [ Clear Modes ] key to cancel the selected state of the document.

User names registered to the stored documents of the Document Server are
used for identifying the documents' authors and the nature of the documents.
They don't function as a protective means of confidential documents.

When turning on the fax transmission or scanning by the scanner, make sure
that all other operations are ended.

File Name
A document name such as “COPY0001” and “COPY0002” is automatically at-
tached to the scanned document. You can change the document name.

User Name

You can specify the user name so that the person or department that has
stored the document can be identified. Two approaches are available in spec-
ifying the user name. One is specifying the name being registered from the
Address Book Management and the other is entering another name.

Password

You can specify a password for a document to be stored. When a password is
set for a document, you are to enter that password for printing the document.
Above arrangement prevents unauthorized printing of the document. Lock
icon will be attached to the document for which a password has been set.
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ﬂ Press [ Document Server ] key.

User Tools/Counter

) )
E@ (I

@ Screen
< Contrast @ Document Server
[ (=] ] (CFacsimile ’
Commu-

AMG043S

ﬂ Press [Scan Original].

oD Tokvo Office  JCOPYO003
""" | a0 COPY0002

Cisplay ALl

B Above operation sets up the user name, document name and password.
When not changing a document name, the name will be automatically set.

ﬂ Set the original.

ﬂ Specify the original scanning conditions.

Auto Color Select b 11003210331k
uto Paper|| gy 1
55555 Selecth Bax11 11%17 | Bsx1

Black & white

Text I Photo B

1115

Auto Reduce / Enlaroe | g%

1 sided>Carnb 2 orig 1 sided*Cornb 4

Crthers -) ‘

n WFile Info

Auto Density

n u
o . = Edid]

E Press [ Start] key.
The original is canned. The document is saved in the Document Server.

2 Sided Crig.
Top to Top

Text / Photo ‘
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& Note

O When interrupting the scan, press [Clear/Stop] key. Pressing [Continue]
from the confirmation screen resumes the scan. Pressing [Stop] deletes the
scanned images and the original on the automatic document feeder (ADF)
will be ejected.

O As a password is set, the lock mark will be displayed on the left side of the
document.

O As scan of the document is completed, a list will be displayed. If the list did
not appear, press [Scanning Complete].

O According to the factory default, the documents stored on the Document
Server are deleted three days (72 hours) after the storing date. You can can-
cel the automatic document deletion or select other period than three days
for the automatic deletion. See “Auto Delete File in Document Server”,
General Settings Guide.

O When storing a document, which is not to be automatically deleted, in the
Document Server, specify [Off] for “Auto Delete File in Document Server”,
General Settings Guide before storing the document. If you specify [On] for
“Auto Delete File in Document Server” after that, Auto Delete File in Doc-
ument Server will be enabled for the documents being stored after the set-
ting.

O When storing a document in the Document Server after storing it from the
copy feature, be sure that its copy is completed.

To register or change a user name (When using a user name registered to the Address
Book)

Following describes the procedure for registering or changing a user name to be
attached to a stored document.

ﬂ Display the original scan screen.

B Press [User Name].
il | \I |

11x15
Ghax11

Full Size |Auto Reduce / Erlarge z@f;f 939

1 sided*Cornb 2 oria 1 sided*Cornb 4 oria 1 sided>C
2 Sided Orig.

Top to Top -) -’

PFile Info
User Name File Mame

| Edit / Color HDuulex/C

System Status

Screen for user name change will appear

B Select the user name and then press [OK].
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To register or change a user name (When using a user name not registered to the
Address Book)

Following describes the procedure for registering or changing a user name to be
attached to a stored document.

ﬂ Display the original scan screen.

ﬂ Select the user name and then press [OK].
[ ————

User Mame

Enter the user name, then press [OK].

Freqent | %8 | @ | EF | o | 1k | Uw

| London Office || Mewbork Office ||  Berl
| Tokvo Office || Paris Office || (hic
| Moscow Office || Beijing Office | Osa
| MBCCowany || FACTORY GROP || South

The user name Change screen will appear.
B Press [Manual Entry].

ﬂ Enter the user name and then press [OK].

To register or change a user name (When no name is registered to the Address Book)

Following describes the procedure for registering or changing a user name to be
attached to a stored document.

ﬂ Display the original scan screen.

EI Press [User Name].
N

11215
gvzxil

Sl

Blzx 4 93%

Enlarge

2 orig 1 sided*Cornb 4 oria 1 sided*Cornb

ﬂ -> ‘ Create Margin

User Marne Password

| Edit / Color || Duplex/Combine H Reduce / Enlarge|

JH nng

The user name input screen will appear.

B Enter the user name and then press [OK].
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To change a file name

Following describes the procedure for changing a name to be attached to a
stored document.

ﬂ Display the original scan screen.

ﬂ Press [File Name].
N

11215
gvzxil

Sl

Blzx 4 93%

Enlarge

2 orig 1 sided*Cornb & oria 1 sided*Cornb 8 mg

100%
T . . ‘. Create Ilargin
User Marne File Marme Password

| Edit / Color || Duplex/Combine H Reduce / Enlar9e|

System Status

The document name change screen will appear.
B Press [Clear] to delete the document name to be automatically set.

ﬂ Enter document name and then press [OK].

& Note

O In Step B, pressing [Backspace] allows you to delete up to any desired loca-
tion.

O You can enter up to 10 full size or 20 half-size characters for a document
name. In the list, however, up to 8 full size or 16 half-size characters are dis-
played as the document name. If above limits are exceeded, the list will
display up to 7 full size or 15 half-size characters for the document name.

151



152

Document Server

To set or change a Password

Following describes the procedure for setting or changing a password to be at-
tached to a stored document.

ﬂ Display the original scan screen.

EI Press [Password].
H H |

A3+04
A48

B> h3
A5 >hd

93%

Create Margin

Enlarge

2 orig 1 sided*Cornb & oria 1 sided*Cornb 8 oria

User Marne File Marme Password

| Edit / Colour || Duplex/Combine H Reduce / Enlar9e|

B Enter the password from the numerical keypad and then press [OK].
You can use four to eight digits for specifying the password.

ﬂ Four double-check, enter the password again and then press [OK].

Changing User Name, File Name or Password of a Stored
Document

Following describes the procedure for changing a user name, document name or
password.

ﬂ Press [ Document Server Jkey.

ﬂ Select the document whose user name, document name or password is to
be changed.

Type | User Narme | File Name | Date |Page
hd

‘ sold Tokvo Office COPY0003 Jan./Z1 3

a0 COPYO002 /2 | 1

When a password is set, enter it and then press [OK].

B Press [File Management].
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ﬂ Press [Change User Name], [Change File Name] or [Change Password].

ToPvO00s i | 3] —
COPY0002 szl | 1] 1 |
Change User Marne

COPYO00Z

Change File hName
Change Password

System Status

ﬂ From the respective change screens, enter the new user name, document
name or password and then press [OK].

B Press [OK].

& Note

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

Checking the Details of a Stored Document

Following describes the procedure for displaying details of a stored document

ﬂ Select the document whose details are to be displayed.

Type | User Narne | File Narme | Date |Page
‘ sold Tokvo Office COPY0003 Jan./21 3
e COPY0002 szl

When a password is set, enter it and then press[OK].
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B press [Details].
Details of the document will be displayed.

Details Exit
PUser Name
P-File hame P-Color Mode
COPY000Z Black & White
BStored Date / Time
Jan. 21, 2006 0502 AM
PScanned Size
=110
PPagels)
Tpage(s) brinting Order: 171
P Storage Method rinting Order:
& Note

O When you have selected two or more documents, you can view the infor-
mation of the documents in the order of [A][V].

O Pressing [Exit] restores the document selection screen.

Searching for a Stored Document

Following describes the procedure for searching a stored document from user
name or document name.

You can rearrange the currently chronologically ordered documents in any de-
sired order.

% To search by file name
Following describes the procedure for searching a stored document from the
document name.

% To search by user name
Following describes the procedure for searching a stored document from the
user name.

& Note

O Installing DeskTopBinder Lite enables search and reordering of stored docu-
ments from PC.

O For details about DeskTopBinder Lite, see Instruction Manual and Help of
DeskTopBinder Lite.
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To search by file name

Following describes the procedure for searching a stored document from the
document name.

ﬂ Press [ Document Server ] key.

ﬂ Press [File Name].
E = I [ 1] E sold Tokyo Office COPYO003

| &0 COPY0002

Cisplay ALl

Sean Criginal

B Enter the document name to be searched and then press [OK].
A document name that matches completely from the starting character will
be searched and displayed on the document selection screen.

& Note
O Pressing [Display All] displays ever stored document.

To search by user name

Following describes the procedure for searching a stored document from the
user name.

0 rress [ Document Server ] key.

B Press [User Name].
E e I 111 E sald Tokyo Office  |COPYOOOS

—_a0 COPY0002

Display Al

Scan Original

B When specifying a registered user name, select the user name and then
press [OK].

When using a not-registered user name, proceed to the next step.
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ﬂ When the user name is not registered, press [Manual Entry] and then enter the
user name from the input screen to be displayed. Then press [OK].

e e e e |
‘ Cancel H K ]

[ ok | un | oo | RsT | uw | wiz |

e || Berlin Office H Project |

E || Chicaso Office || Rome Office |

ke || tsakaOffice | OFFIEGROP |

P || South Fole Office H user] |
ﬂ Press [OK].

A document name that matches completely from the starting character will
be searched and displayed on the document selection screen.

& Note
O Pressing [Display All] displays ever stored document.

Printing a Stored Document

Following describes the procedure for printing a stored.

Using Web Image Monitor allows you to print a document stored in the Docu-
ment Server from your PC.

ﬂ Select the document to be printed.
When a password is set, enter it and then press [OK].

ﬂ When printing two or more documents at a time, repeat the operation in
step -
Up to 30 documents can be printed.

B When specifying printing conditions, press [To Printing Screen].

The printing condition screen will appear. User name of the document, doc-
ument name and the order of printing of this document will be displayed.

COPYO003 /21 | 3 \u
COPYOD0Z A | 0 q hiciey

Print Specified Page

To Printing Screen I

i 00
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ﬂ Enter the number of print copies from the numerical keypad.

=0
B/*11

24
1117

3Ll [
B4x11

=

Auto Paper o

Select

2 Sided Copy
Top to Top

2 Sided Copy
Top to Bottom

Booklet H IMagazine

Einichinn HF riSlin Shy f” Edit ¢ Stamn |

Up to 999 copies are specifiable.

B rress [ Start] key.
Printing will be started.

& Note

O You can search the target document using, in step fJ, [User Name] or [File
Name] situated in the upper left side of the screen.

O Some of the selected document may not be printed due to the difference in
the size or resolution.

O When changing the printing order, cancel the highlight and then specify
the order correctly.

O Pressing [ Clear Modes ] key cancels every selection.
O Pressing [Order] displays the selected documents in the printing order.

O The copy and printer features holds the specified printing conditions after
the operation is over and applies them at the next printing. The fax feature
does not have the function of storing the printing conditions.

O When two or more documents are specified, the printing conditions are
stored on the first document but not on the succeeding documents.

O Following settings are available for the printing conditions. For respective
printing results, see “Copier Functions”.

* Book binding style (2 Sided Top to Top, 2 Sided Top to Bottom, Maga-
zine, Booklet)

* Treatment of front cover (Cover/Slip Sheet, Edit / Stamp)
¢ Finish (Sort, Rotate Sort, Stack, Staple, Punch)

O When printing two or more copies while selecting the sort function, you
can confirm the finish by printing only one copy.

O When printing two or more documents at a time, you can print them as a
single continuous document by specifying the order of their printing.

O When printing two or more documents at a time, the printing conditions
set for the first document are applied to all the remaining documents.

157



158

Document Server

O When two or more documents are selected, pressing [A][¥Y] allows you to
confirm the user name, document name and printing order being designat-
ed for deletion in step fJ.

O Pressing [Select File] restores the document selection screen.
O Stamp function is not specifiable to the documents being stored from the
fax feature.

A Reference
See p.57 “Copier Functions”

When Interrupting Printing

Following describes the procedure for interrupting printing work.
O rress [ Clear/Stop] key
ﬂ Press [Suspend].

Changing Number of Print Copies while Printing is in Progress

Following describes the procedure for changing the number of print copies after
printing is stared.

ﬂlmportant
O This feature is enabled when the sort function is selected in the printing con-
ditions.

ﬂ Press [ Clear/Stop] key.

B Press [Change Quantity].

B Enter the number of print copies anew from the numerical keypad.
ﬂ Press the [ #] key.

B Press [Continue].

Printing will be resumed.
& Note

O The range of print copies enterable in step fJ depends on the timing of your
pressing [ Clear/Stop ] key.
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Sample Print

When print copies are massive, you can print a single copy in advance to check
appropriateness of the printing order of the selected documents and the printing
conditions.

ﬂlmportant
O This feature is enabled when the sort function is selected in the printing con-
ditions.

ﬂ Select the document to be printed.

Type | lUser Narme | File Name | Date |Page

‘ go[d Tokyo Office  COPYO003 Jan./21 3
A0 COPYO002 o2 | 1

When a password is set, enter it and then press [OK].

B press [ Sample Copy] key.
Only one copy will be printed.

8 Press [Continue].
Printing will be resumed.

4 Note

O You can search the target document using, in step fJ, [User Name] or [File
Name] situated in the upper left side of the screen.

O In the display order field of step fJ, you can sort the documents by [User
Name], [File Name], [Date]. Press the item to be used for the sorting.

O When canceling the selection in step ], press the highlighted document
again.

O When canceling the printing, press [Suspend]. The print screen will appear,
enabling to set another item.
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Printing the First Page

In order to confirm the print results, you can print the first page alone of the doc-
ument selected from the document selection screen.

When two or more documents are selected, the first page of the respective doc-
uments is printed.

ﬂ Select the document to be printed (confirmed).
When a password is set, enter it and then press [OK].

8 Press [Print Specified Page].

B Press [1st Page].
Gt | | H | |

Print Specified Page

Specify page to print, then press the Start key.

st Page

Specified Page

System Status

ﬂ Press [ Start] key.

& Note

O You can search the target document using, in step fJ, [User Name] or [File
Name] situated in the upper left side of the screen.

O In the display order field of step fJ, you can sort the documents by [User
Name], [File Name], [Date]. Press the item to be used for the sorting.

O When canceling the selection in step fJ, press the highlighted document
again.

Printing a Specified Page

You can print the specified page alone of the document selected from the docu-
ment selection screen.

When two or more documents are selected, the specified page of the respective
documents is printed.

ﬂ Select the document to be printed.
When a password is set, enter it and then press [OK].

ﬂ Press [Print Specified Page].
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B Press [Specified Page].
I | | | |

| Print Specified Page

Specify page to print, then press the Start kev.

st Page

Specified Pave

System Status

ﬂ S:,P:E:cify the page to be printed from the numerical keypad and then press
[#] key.

ﬂ Press [Start] key.

& Note

O You can search the target document using, in step fJ, [User Name] or [File
Name] situated in the upper left side of the screen.

O In the display order field of step fJ, you can sort the documents by [User
Name], [File Name], [Date]. Press the item to be used for the sorting.

O When canceling the selection in step ], press the highlighted document
again.

Printing a Specified Range

You can print the pages in the specified range alone of the document selected
from the document selection screen.

When two or more documents are selected, pages in the specified range of the
respective documents is printed.

ﬂ Select the document to be printed.
When a password is set, enter it and then press [OK].

8 Press [Print Specified Page].
B Press [Specify Range].

e | ” H || |

| Print Specified Page
Specify page to print, then press the Start key.

st Page

Specified Page

System Status
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ﬂ S_,E_’?Cify the printing start page from the numerical keypad and then press
[#] key.

B S_,E_Edfy the printing end page from the numerical keypad and then press
[#] key.

O rress [ Start] key.

@ Note

O You can search the target document using, in step fJ, [User Name] or [File
Name] situated in the upper left side of the screen.

O In the display order field of step f], you can sort the documents by [User
Name], [File Name], [Date]. Press the item to be used for the sorting.

O When canceling the selection in step ), press the highlighted document
again.

Deleting a Document

Following describes the procedure for deleting a stored document.

ﬁ*lmportant

O The Document Server can store up to 1000 documents. As the number of
stored documents reaches 1000, storing of a new document becomes unavail-
able. Thus, you should delete unnecessary documents as much as practicable.

B rress [ Document Server Jkey.

B Select the document to be deleted.
When a password is set, enter it and then press [OK].
E] press [Delete File].
i | | | |

Print Specified Page

Specify page to print, then press the Start kev.

st Page

Specified Pave

System Status

O press [Yes].
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& Note
O It deletes the stored documents at a time. See “Delete All Files in Document
Server”, General Settings Guide.

O Using Web Image Monitor allows you to print a document stored in the
Document Server from your PC.

O Itis also possible to select two or more documents and delete them.

O You can search the target document using, [File Name] or [User Name] situ-
ated in the upper left side of the screen.

O In the display order field, you can sort the documents by [User Name], [File
Name], [Date]. Press the item to be used for the sorting.

O When you could not identify the target document from the document
name, print the first page alone of the document in order to confirm the
print results.

O When canceling your selection, press the highlighted document again.

O For the Web Image Monitor starting procedure, see “Displaying a Docu-
ment in Document Server with Web Image Monitor”.

Displaying a Document in Document Server with Web Image
Monitor

Following describes the procedure for confirming contents of a stored document
on the PC screen by use of Web Image Monitor.

ﬂ Start Web browser.

ﬂ Enter “http:// (IP address of this machine) /” to the address.
Top page of Web Image Monitor will be displayed.

B Click [Document Server].
The list of documents in the Document Server will be displayed

ﬂ Click [[£) of the document you want to confirm.
Information of the document will be displayed.

B Confirm contents of the document.

& Note

O You can change the document list display format from step [J. Click the | &
(Thumbnails), | & | (Icons), or | £ | (Details).

O When you want to enlarge the preview display in step B, click [Enlarge Im-
age].
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Downloading Stored Documents

Following describes the procedure for downloading a stored document to the
PC by use of Web Image Monitor.

ﬂlmportant
O When downloading a document stored with the copy feature, you must pre-
pare the extended data conversion board.

ﬂ Start Web browser.

ﬂ Enter “http://(IP address of this machine)/” to the address.
Top page of Web Image Monitor will be displayed.

B Click [Document Server].
List of the documents will be displayed.

O ciick |E)] of the document you want to download.

B Select File format [PDF][Multi-page TIFF] and then click [Download].
The data will be downloaded.

(3 ciick [ok).

& Note

O You can change the document list display format from step [J. Click the | &
(Thumbnails), | & | (Icons), or | £ | (Details).

O In step B, you cannot select [Multi-page TIFF] for a document being stored
with the copy or printer.

O When downloading a document with [Multi-page TIFF] in step B, you must
prepare a Printer /Scanner Unit and File Format Converter.



Following describes the copy machine's specifications and the function compat-
ibility.

Function Compatibility

The combination chart given below shows which modes can be used together.
Blank space: These modes can be used together.

x: These modes cannot be used together. The first mode selected will be the
mode you are working in.

*: These modes cannot be used together. The second mode selected will be the
mode you are working in.

The following shows the combinations of functions:

F

[
=
@
=

nctions selected

=

Functions
Mixed Sizes
Custom Size Originals
Original Orientation (Standard)
Original Orientation (90 degree Turn)
Image Density
Manual Image Density
Full Color
Black & White
Auto Color Select
Auto Paper Select
Manual Paper Select
Bypass Tray
Auto Reduce/Enlarge
Reduce/Enlarge
Create Margin
Original: 1 Sided
Original: 2 Sided
Original: Book
1 Sided
Duplex
Combine
2 Sided Combine
Front&Back — 2 Sided
Booklet
Magazine
Original: Top to Bottom
Top to Bottom

Functions
Mixed Sizes X
Custom Size Originals X X
Original Orientation (Standard) ®
Original Orientation (90 degree Turn) D) X
Image Density
Manual Image Density
Full Color

Black & White

[Auto Color Select
[Auto Paper Select ®

[
Manual Paper Select
Bypass Tray O
Auto Reduce/Enlarge
R ge [}
X

Create Margin
Original: 1 Sided
Original: 2 Sided D
o |[Original: Book X ole
=[1 Sided LA
“[Duplex
B Combine

®[2 Sided Combine

(e

o0 e
X

X
L]

X
X
X
X
X
X
X

“®|[Front&Back — 2 Sided

X[X|X| XX [X]
oole /(oeoe

O Top to Bottom
S[Double Copies

X

X
X
X X [X
XXX
XXX

X [X

*1 | X
1| X
#1 | X

X[ XX XXX X

X [X XX
X[X|X[X

X | X

X

Staple Center

Punch
Storing Originals in the Document Server

X[X|X|X[X

AMG069S
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"I When “2 Sided — 1Sided” is specified, the combination with the front cover or slip
sheet (Designate) is x.

"2 Combination of “Staple: Top” and “Punch: Left” is x.
Combination of “Staple: Left” and “Punch: Top” is x.
Combination of “Staple: Center” and “Punch: Left” /“Punch:Top” is x.

Functions selected after

c
>

Functions
Double Copies
Image Repeat
Specified Area Repeat
Margin Adjustment
Positive/Negative
Centering
Center Erase
Border Erase
Mirror
Erase Color
Convert Colors
Color Background
Background Numbering
Preset Stamp
User Stamp
Date Stamp
Page Numbering
Front cover
Front/Back Covers
Designate
Slip Sheets
Sort
Rotate Sort
Stack
Staple Top
Staple Left
Staple Center
Punch

Functions

Mixed Sizes

Custom Size Originals
Original Orientation

Original Orientation (90 degree Turn) X | xIx
Image Density X
Manual Image Densily’
Full Color

Black & White
Auto Color Select X X

[Auto Paper Select °
Manual Paper Select
Bypass Tray X X X X[ X[ X[ X[ XX X X[ X[ X[ X [X

|Auto Reduce/Enlarge 0
Reduce/Enlarge
Create Margin X X X

Original: 1 Sided
Original: 2 Sided

Storing Originals in the Document Server

X|X

®|Xx
®
®
®
o

X[X
X|[x

X[X

X
X XXX XX

XX
XX
X|X
X|X

Top to Bottom
Double Copies
image Repeat D
Specified Area Repeat 0 XX [ X[ XX
Margin Adjustment
Positive/Negative
Centering

Center Erase
Border Erase
Mirror X X X
'Ease Color

Convert Colors

[Color Background
Background Numbering X
Preset Stamp.
|User Stamp
Date Stamp
Page Numbering
Front cover
Front/Back Covers
Designate

Slip Sheets

Sort

Rotate Sort

Stack

[Staple Top

o
“G[Original: Top to Bottom
c
[

XXX
X|X|x
X X|X]
XXX
XXX

XXX X[ X
X

XXX [X
XXX [x
XX |[X[X

o /|00
X
X
X

o x|x|x|x

x| |olof®
o® /(@
x|x|/|o|®(®

X
X

*2

Staple Left

XXX
®

*2

"
s|@| /(e @

[Storing Originals in the Document Server | X | X_| X X

AMG070S
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Supplementary Informations

Following describes the detailed specifications of the respective functions.

< Mixed Size mode

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

* You can place originals of two different sizes at a time.
* Copying speed and scanning speed will be reduced.

% Bypass Tray Copy

* The following paper sizes can be selected as the standard sizes:
A3, B4 JISZ, AdD 2, B5 JISD 2, A5 2, B6 JISZ, A6Z, 12 x 1807,
11 x 1702, 81/, x 1403, 81/, x 11”2, 51/, x 81/,) D, Postcard?,
148 x 200 mm [J @

* When the beeper is turned off, it will not sound if you insert paper into the
bypass tray. See “Panel Tone”, General Settings Guide.

% Preset Enlarge/Reduce
* You canselect one of 12 preset ratios (5 enlargement ratios, 7 reduction ratios).

* Following shows the relation between the original's size and copied-to pa-
per size at respective scaling factors.

¢ Metric version
400% (Area ratio 16 times):-
200% (Area ratio 4 times): A5 — A3, B6JIS — B4 JIS
141% (Area ratio 2 times): A4 — A3, A5 — A4, B5 JIS — B4 JIS, B6JIS —
B5 JIS
122%: A4 — B4 JIS, A5 — B5JIS
115%: B4 JIS — A3, B5 JIS — A4, B6]JIS — A5
93%:-
82%: B4 JIS — A4, B5 JIS —» A5
75%: B4 JIS—F4, B4 JIS>F
71% (Area ratio ! /,times): A3 — A4, A4 — A5, B4 ]IS — B5]JIS, B5 JIS —
B6JIS
65%: A3—F
50% (Area ratio !/4times): A3 — A5, B4 JIS — B6]IS
250/02-
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¢ Inch version
400% (Area ratio 16 times): -
200% (Area ratio 4 times): 51 /27 x 81/,"—11" x 17”
155% (Area ratio 2 times): 51/,” x 81/, —81/,” x 14”
129%: 81/,” x 11”"—>11” x 17”
121%: 81/,” x 14" —>11” x 17”
93%: -
85%: F—>81/,” x 11”
78%: 81/, x 147 —>81/,” x 11”
73%: 11”7 x 15”7 —81/,” x 11”
65%: 11”7 x 17”7—>81 /5" x 11”7
50% (Area ratio !/4times): 11”7 x 17”—51/,” x 81/2”
250/02 -

* You can select a ratio regardless of the size of an original or copy paper.

With some ratios, parts of the image might not be copied or margins will
appear on copies.

¢ If a Copy Data Security Unit is installed, you can select the factor from 50

to 400%.

< Zoom
¢ The reproduction ratios you can specify are 25-400%. The factor can be

from 50 to 400%, when the machine is equipped with a Copy Data Security
Unit.

* You can select a ratio regardless of the size of an original or copy paper.

With some ratios, parts of the image might not be copied or margins will
appear on copies.

% Size Magnification

e [f the calculated ratio is over the maximum or under the minimum ratio, it

is automatically adjusted to within available range. However, with some
ratios, parts of the image might not be copied or margins will appear on
copies.

The reproduction ratios you can specify are 25-400%. If the machine is
equipped with a Copy Data Security Unit, the range is from 50 to 400%.

+ Directional Size Magnification

* The reproduction ratio you can specify are 25-400%. If the machine is

equipped with a Copy Data Security Unit, the range is from 50 to 400%.

When entering a percentage ratio, you can specify any value in the permit-
ted range,regardless of original or copy paper size. However, depending
on settings and other conditions, part of the image may not be copied, or
margins will appear on copies.

When entering a size in mm, if the calculated ratio is over the maximum or
under the minimum ratio, it is automatically adjusted to within available
range. However, with some ratios, parts of the image might not be copied
or margins will appear on copies.
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+ Sort, Rotate Sort, Stack
* Following shows the stackable paper sizes and the orientation.

¢ Internal shift sort tray
12”7 x 18”2, A3, B47, A4[J 7, B5 [ 2, AS[J 7, B62, A6F, 117 x 1775,
81/2" x 14”02, 81/,” x 11" D2, 51 /2" x 81/,"1F, 71 /4”7 x 101 /" D 5,
8” x 13”7, 8'/,” x 13”2, 81 /,” x 13”2, 8KZ, 16K [[) @

e 500-sheet finisher
A3, B47, A4aJ 2, B5 P, A5 2, Bo[F, 117 x 1772, 81 /,” x 14”7,
81/,” x 11" D3P, 51/, x 81/," 3, 71 /4" x 101/, D3, 8” x 13”3,
81/, x 13" D, 8!/, x 13”3, 8K, 16K [ @

¢ 1000-sheet finisher
12”7 x 18”2, A3F, B4Z, AP Z, B5 D, A5 2, 11”7 x 177,
81/, x 147’02, 81 /2" x 1172, 51/, x 81/,"F, 71 /47 x 101 /2" DD,
8” x 13”7, 8'/,” x 13”3, 81 /,” x 13”2, 8KZ, 16K [[) @

e Booklet finisher
12”7 x 18”2, A3Z, B4F, Ad[J P, B5JZ, A5, 117 x 1773,
81/2" x 14”02, 81/y” x 11" D, 51 /2" x 81/,"1F, 71 /4”7 x 101 /" D 5,
8” x 13”7, 8'/,” x 13”2, 8! /,” x 13”2, 8KZ, 16K [[) @

* Paper sizes and orientations that can be used in the Rotate Sort function are
A, B5JISD and 8'/,” x 117D 5.

* The number of copies that can be placed on the tray is as follows. When the
number of copies exceeds capacity, remove copies from the tray.

¢ Internal tray
A4,8'/,” x 11” or smaller: 500 sheets
B4 ]IS, 8! /5" x 14” or larger: 250 sheets

* Internal tray 2
125 sheets

* Internal shift sort tray
A4,8'/,” x 11” or smaller: 250 sheets
B4 JIS, 8/,” x 14” or larger: 125 sheets

* 500-sheet finisher (On the Finisher tray, stack unstapled paper)
A4, 8!/,” x 11”7 or smaller:500 sheets
B4 JIS, 8!/,” x 14” or larger: 250 sheets

* 500-sheet finisher (On the Finisher tray, stack stapled paper)
A4D D, B5 IS, 81/,” x 117 [JP: 2-leaf binding...55 copies, 50-leaf
binding ...9 copies
A3[Y, B4 JIS[Z, 11 x 177, 8! /5" x 14”F: 2-leaf binding...33 copies, 30-
leaf binding ...8 copies

* 1000-sheet finisher (Finisher upper tray)

A4,8'/,” x 11” or smaller: 250 sheets
B4 ]IS, 8! /5" x 14” or larger: 50 sheets

* 1000-sheet finisher (On the Finisher shift tray, stack unstapled paper)
A4,8'/,” x 11”7 or smaller: 1000 sheets
B4 JIS, 81/,” x 14” or larger: 500 sheets
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1000-sheet finisher (On the Finisher shift tray, stack stapled paper)
A4[), 8'/2” x 117 [): 10 to 50-feaf binging...100 to 20 copies, 2 to 9-leaf
binding...100 copies

A4, B5JIS?, 81 /57 x 117 [} : 10 to 50-feaf binging...50 to 10 copies, 2 to
9-leaf binding...100 copies

A3, B4[7, 117 x 1772, 81 /27 x 14”[F, 12”7 x 18”[F: 10 to 30-leaf bind-
ing...50 to 10 copies, 2 to 9-leaf binding...50 copies

Booklet finisher (Finisher tray)
A4, 8/,” x 11”7 or smaller: 100 sheets
B4 JIS, 8'/,” x 14” or larger: 50 sheets

Booklet finisher (On the Finisher tray?2, stack unstapled paper)
A4, 8'/,” x 11”7 or smaller:1,000 sheets
B4 ]IS, 8! /5" x 14” or larger: 500 sheets

Booklet finisher (On the Finisher tray?2, stack stapled paper)

A4, B5JIS?, 81 /,” x 117: 10 to 50-leaf binding...100 to 20 copies, 2
to 9-leaf binding...100 copies

A4[), B5JISL), 81/, x 11[}:10 to 50-leaf binding...50 to 10 copies, 2 to
9-leaf binding...100 copies

A3[Y, B4JISLY, 11 x 1712, 8! /,” x 14”[F: 10 to 30-leaf binding...50 to 10
copies, 2 to 9-leaf binding...50 copies

Booklet finisher (Booklet tray)
A3, B4 ]IS, A4P,11 x 1712, 81 /,” x 14”3, 81 /,” x 11”[F: 2 to 5-leaf
binding...30 copies, 6 to 10-leaf binding...15 copies

e When using the Rotate Sort or Staple functions, the capacity may be re-
duced.

¢ Installing the finisher to the internal tray also reduces the number of paper
it can house.

% Staple

* The following type of paper cannot be stapled:

Postcard

Translucent paper

OHP transparencies

Label paper (adhesive labels)
Curled paper

Paper of low stiffness

Paper of mixed sizes

¢ In the following cases, copies will be delivered to the shift tray without sta-
pling:

When the number of sheets for one set is over stapler capacity.
When memory reaches 0% during copying.

* When using the Staple function with [1 Sided — 1 Sided], [1 Sided — 2 Sided],
[2 Sided — 1 Sided], [2 Sided — 2 Sided], [Double Copies], select [) original for
[ and [ original for [J copy.



Supplementary Informations

When using the Staple function with [1 sided — Comb 2 orig], [1 sided — 2
sided:TtoB], [1 sided — 2 sided:TtoT], [Double Copies], select [J paper for @
original and [ for [J) original.

When using the Staple function [Staple: Left 2] or [Staple: Top 2] with the
Combine function [1 Sided — 1 Sided], [1 Sided — 2 Sided], [2 Sided — 1 Sided],
[2 Sided — 2 Sided], [Double Copies], select [J paper for 7 original and &
paper for [J) original.

If a finisher is installed, the mixed size function and the auto paper selec-
tion function become available. These functions make it possible to choose
the paper appropriate for stapling from the mixed sizes. Prior to the oper-
ation, you should set on the feed tray the paper of the size to be used. Fol-
lowing sizes allow the stapling when mixed with other sizes.

e A3[F and A4[)
e B4 ]IS and B5JIS[)
e 11” x17”[F and 8!/,” x 117

Paper sizes and orientation that can be used in the Staple function and the
stapler capacity are as follows:

e 500-sheet finisher
A3F, B4]ISZ. 117 x 17”3, 81 /,” x 14”[F: 30 sheets
A4, B5 IS, 81/,” x 11”7 [ P: 50 sheets

e 1000-sheet finisher
12”7 x 18", A3, B4 ]IS, 11”7 x 177, 81 /,” x 14", 8” x 13”2, 81 /,”
x 13”2, 81/4” x 13", 8K[F: 30 sheets
AP, B5 IS, 81/,” x 117D, 71 /47 x 101 /2" D 2, 16K F: 50
Sheets

¢ Booklet finisher
A3, B4 JIS[Z, 11”7 x 1772, 81 /5" x 14”3: 30 sheets
A4, B5JISLI 2, 81/,” x 117 [ 2:50 sheets
When stapling center: A3L7, B4 JISL?, A4[7, B5JISLY, 117 x 17”7, Legal
81/,” x 14”2, 8! /,” x 11” [ [: 10 sheets

When stapling B4 JISL?, A3LY, Legal 81/,” x 147,117 x 17”2, be sure to
extend the paper support plate of the finisher tray.

When the number of copies exceeds tray capacity, copying stops. If this
happens, remove the copies from the shift tray, and then resume copying.
The tray capacity for the stapled sheets is as follows: (paper weight: 80
g/m2,201b.)
® 500-sheet finisher (Finisher tray 1)
A4, B5JIS 2, 81 /,” x 117 [) : 2-leaf binding...55 copies, 50-leaf
binding ...9 copies
A3LF, B4 JISL?, 11”7 x 17717, 8! /,” x 14”[3: 2-leaf binding...33 copies,
30-leaf binding ...8 copies
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* 1000-sheet finisher (Finisher shift tray)
A4[), 8'/,” x 117 [): 10 to 50-feaf binging...100 to 20 copies, 2 to 9-leaf
binding...100 copies A4[7, B5 JISL?, 8'/,” x 11”7 [J: 10 to 50-feaf bing-
ing...50 to 10 copies, 2 to 9-leaf binding...100 copies
A3, B4, 117 x 1772, 81 /,” x 14”[F, 12”7 x 18”[F: 10 to 30-leaf bind-
ing...50 to 10 copies, 2 to 9-leaf binding...50 copies

* Booklet finisher
A4, B5JISZ, 81/,” x 11”2: 10 to 50-leaf binding...100 to 20 copies, 2
to 9-leaf binding...100 copies
A4, B5]IS[, 8'/,” x 117 [ :10 to 50-leaf binding...50 to 10 copies, 2 to
9-leaf binding...100 copies
A3F, B4]JISLY, 11”7 x 17”2, 8! /2" x 14”)[F: 10 to 30-leaf binding...50 to
10 copies, 2 to 9-leaf binding...50 copies
Booklet tray: A3[7. B4 JIS[?, A4, 11”7 x 1772, 81 /,” x 14”7, 81 /" x
11”2 2 to 5-leaf binding...30 copies, 6 to 10-leaf binding...15 copies

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

¢ The maximum original image size that can be rotated is as follows: Metric
version: A4, Inch version: 8!1/,” x 11”

* When using [Staple: Slant], [Staple: Bottom Slant], [Staple: Left 2], [Staple: Top 2]
with Combine, Double copies or Auto Reduce / Enlarge function, “Blank
part will appear. Check orientation. “message may appear depending on
the orientation of originals and paper you placed. In this case, change the
paper orientation.

e When [Staple: Left 2], [Staple: Top 2] is selected, the following settings are
useful to rotate images appropriately:

e [Auto Reduce / Enlarge] or [Auto Paper Select]

* Replace [Auto Tray Switching] with [With Image Rotation] in the User Tool's
Copier / Document Server Features

¢ If you select Saddle Stitch function with the optional booklet finisher, the
machine staples and folds the paper in the center, then delivers the paper
folded.

* If you select [Staple: Center] from the Booklet or Magazine function, the ma-
chine staples the paper, and folds it like a book, then delivers the paper
folded.

< Punch

* When using Punch and Combine, Double Copies, or Auto Reduce/En-
large,the message “Blank part will appear. Check orientation.” may ap-
pear because of the orientation of the original and the copy paper. If this
occurs, change the orientation of the copy paper.

¢ Since punch holes are made in each copy, the punch hole positions vary
slightly.
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* Punchable paper sizes are as follows:

¢ 2 and 4 holes type (2 holes)
A3, B4 JISY, A4P[J, B5JISD I, A5[J, 117 x 1770, 81 /,” x 14”3,
81/2// ~ 11// DD’ 7]/4// x 101/2//DD, 81/2// ~ 13//5/ 81/4// x 13//D’
8” x 13", 8K, 16K ) @

¢ 2 and 4 holes type (4 holes)
A3, B4]JIS?, A4[), B5 IS, 117 x 17702, 81 /" x 117 [J, 71 /4 x 101 /2" [,
8KZ, 16K @

¢ 2 and 3 holes type (2 holes)
A3, B4 IS, AdR[J, B5 IS, A5[), 117 x 17713, 81/, x 14”3,
8]/211 > 11// D D, 71/4// > 10]/2// D D, 81/2” ~ 13//D[ 81/4// > 13//D[ 8// ~ 13//D,
8K, 16K &

¢ 2 and 3 holes type (3 holes)
A3, B4JISEY, A4[), B5JIS[Y, 117 x 1770, 81 /2" x 117 [J, 71 /47 x 101 /2" [,
8KZ, 16K [}

* 4 holes type
A3, B4 JISY, A4, B5 JISD P, A5, 117 x 1770, 81 /,” x 1473,
8]/2// % 11// D D, 71/4// ~ 10]/2// D D, 81/2// > 13//D, 81/4// ~ 13//D, 8// > 13//D’
8KZ, 16K 2

+ Duplex

* You cannot use the following copy paper with this function:
A3, B4 JIS?, A4, B5 JISJ P, ASLY, 11”7 x 1770, 81/, x 14”0,
8]/21/ x 11/1 DD, 7]/41/ > 101/2r/ D D/ 81/ > 13//D, 81/2/1 ™ 13//D’ 81/4” > 13//D,
8KZ, 16K @

* You cannot use the following copy paper with this function:
* Paper smaller than A5, 5!/, x 8!/,”
¢ Translucent paper
* Label paper (adhesive labels)
¢ OHP transparencies
e Paper thicker than 105 g/m?, 28 Ib.
* Paper thinner than 64 g/ m?2, 17 1b.
e Postcards

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

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

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

The reproduction ratios you can specify are 25-400%. If the machine is
equipped with a Copy Data Security Unit, the range is from 50 to 400%.

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

You cannot use custom size paper.

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

If the number of originals placed is less than the number specified for com-
bining,the last page segment is left blank as shown.

S

Booklet/Magazine

The machine sets the reproduction ratio automatically to meet the paper
size and copies the originals together onto the paper.

The reproduction ratios you can specify are 25-400%. If the machine is
equipped with a Copy Data Security Unit, the range is from 50 to 400%.

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

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

You cannot copy with originals different in size and orientation.

If the number of originals scanned is less than a multiple of 4, the last page
is copied blank.

In Magazine mode, the copying may take some time after scanning origi-
nals.

When the optional booklet finisher is installed, if you select Saddle Stitch
function in Magazine mode, the machine staples and folds the paper in the
center, then delivers the paper folded.



Supplementary Informations

% Image Repeat

* Depending on the paper size, ratio, and orientation, parts of repeated im-
ages may not be copied.

% Centering

¢ Though the original is set to a different orientation from the paper loaded,
the machine will not rotate the image by 90° (Rotate copy).

< Erase

¢ The width of the erased margin varies depending on the reproduction ra-
tio.

o If the size of the original is different from sizes listed in the following
chart,the erased margin might be shifted:

e Metric version
Exposure glass : A3, B4 JISE?, A4 2, B5 JIS[ &
ADF : A3, B4JISE?, A4 2, B5 JIS P, A5 &
¢ Inch version
Exposure glass: 11”7 x 1772, 81 /,” x 14”2, 8! /,” x 11"
ADF: 11"x17"3, 81 /,” x 14”3, 81 /," x 11" D3, 5/,” x 81 /,"3

% Background Numbering

* The numbers appear to overlap the copied image in some cases.

% Margin Adjustment

¢ If you set a binding margin that is too wide, part of the image may not be
copied.

¢ When making copies in Combine mode, the binding margin is added to
the copies after the combination is finished.
% Preset Stamp

* You can change the size and density of the stamp with User Tools. De-
pending on the setting, density may change.

* Depending on paper size, if you change the stamp size, parts of the stamp
might not be printed.

175



176

Appendix

« Date Stamp
* When using Combine mode, the date stamp is printed as follows:
¢ With the Combine function

1/21/2006

A B

AMG067S

* With the Magazine or Booklet function

1/21/2006 1/21/2006

A B

AMG068S

< Page Numbering

* When page numbering is used with Combine mode, page numbers are
printed as follows:

* Page Numbering per original:
With 1 Sided /2 Sided using the Combine function

AB AB

GCANPEOE

With the Magazine or Booklet function

DA DA

GCANPE1E

* Page Numbering per copy:
With 1 Sided /2 Sided using the Combine function

AB AB

GCANPE2E



Supplementary Informations

* If you combine this function with the Duplex (Top to Top) function and se-
lect [P1,P2...] or [1/5,2/5...], page numbers on the back are printed as follows:

A B

1 2

GCSTMPBE

® Front
@ Back

« Front Cover, Front/Back Cover

¢ If Blank mode is selected, the cover will not be counted as a copy.

e Front and back covers are two-sided copied depending on the settings
made in Display Time in Cover Sheet Tray of User Tools (System Settings).

* At Mode Selected... Depends on the setting done from Cover Sheet
Tray.

e Full Time... Depends on the setting done from Paper Type.
See “Paper Type”, “Cover Sheet Tray”, General Settings Guide.

% Slip sheet

* If you do not copy onto slip sheets, they are excluded from the number of
copies counted.
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1 Sided 16 Pages - Combine 2 Side, 88
1 Sided 2 Pages — Combine 1 Side, 86
1 Sided 4 Pages — Combine 1 Side, 86
1 Sided 4 Pages — Combine 2 Side, 88
1 Sided 8 Pages — Combine 1 Side, 86
1 Sided 8 Pages — Combine 2 Side, 88
1 Sided — 2 Sides, 82

1 Sided — Booklet, 93

1 Sided — Magazine, 93

2 Sided 16 Pages — Combine 2 Side, 88
2 Sided 1 Page — Combine 1 Side, 86

2 Sided 2 Page — Combine 1 Side, 86

2 Sided 4 Page — Combine 1 Side, 86

2 Sided 4 Pages — Combine 2 Side, 88
2 Sided 8 Pages — Combine 2 Side, 88
2 Sided — 1 Sided, 91

2 Sided — 2 Sided, 82

2 Sided — Booklet, 93

A

border erase, 104
Bypass tray, 37

bypass tray, 36

Bypass Tray Copy, 167

Adjust Color, vi, 48

Adjust Color Image, 6

Adjusting Colors Based on Selected Color, 53
Adjusting Copy Image Density, 57
Adjusting the background density, 51
Adjusting the contrast, 51

Adjusting the sharpness/softness, 50
Adjusting the Text/Photo sensitivity, 52
Adjusting the U.C.R., 52

Adjust U.C.R., vii, 49

Administrator Tools, 6

Auto Document Feeder, 12

Auto image density, 57

Auto Paper Select, 60, 61

Auto Reduce/Enlarge, 66

Background Density, vii, 49
Background Numbering, v, 106, 167
Basic Procedure, 25

Batch mode, 19

binding margin, 99

Black/White Copy, iii, 41

Book — 1 Sided, 91

Book — 2 Sided, 93

Booklet, 97

Booklet/Magazine, xii, xvi, 93, 167
Border Erase, 100, 101, 102, 105

C
Center, 103
center, 104, 105, 127

Center/Border Erase, 104
center/Border Erase, 100
center Erase, 100, 103
Centering, 127, 167
Changing a Stored Program, 140
Changing the Number of Sets, 75
Changing the order of jobs, 31
Changing the registered contents, 47
Changing User Name, File Name or
Password of a Stored Document, 152
Chapters, 134
Checking Job History, 33
Checking jobs in the print queue, 31
Checking the Details of a Stored Document, 153
check the copy, 74
Color Background, 44
Color background, iii
Color Balance, vi, 45
Color Balance Program, 46
Color Functions, 41
Combine, 167
Combined auto and
manual image density, 57,58
Contrast, vii, 49
Convert Colors, iii, 42
Copier Functions, 57, 143
Copying, 25
onto envelopes, 40
Copying 2-Sided Pages, xvii
Copying from the Bypass Tray, 34
copying onto OHP Transparencies, 38
Copying onto Thick Paper, xvii
copying onto Thick Paper, 39
copying onto Thin Paper, 38
Copying Originals Such as Books, xvi
Covers, 131
Create Margin function, 64
Creating Colors by Directly Specifying the
Density of Each Color with Number Keys, 55
custom size, 37
Custom sizes, 23
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H

date, 116,117

Date Stamp, v, 114, 167

default, 142

Deleting a Document, 162

Deleting a Program, 141

Deleting jobs, 32

Deleting User colors, 56

density, 109

Designate, 132

detect, 14

different sizes, 21

Directional Magnification, 69, 70

Directional Size Magnification (mm), 71

Display, 4

Displaying a Document in Document
Server with Web Image Monitor, 163

Document Server, 143

Document Server Display, 144

Double Copies, 126

Downloading Stored Documents, 164

Duplex, ix, 82,167

E

Edit, 6

Erase, 100, 167

Erase Color, 43

Erase Specified Color, iii

F

Fax Functions, 143

first printing number, 120, 121, 122
first printing page, 120, 121, 122
format of date, 116

Front & Back — 2 Sided, 93
Front/Back Covers, 131

Front cover, 131

Front Cover, Front/Back Cover, 167
Full Color Copy, iii, 41

Function Compatibility, 165

G

General Features, 6
Generation Copy, 59

Holding print jobs, 32
How to fold, 97
How to fold and unfold

copies to make a booklet, 93

How to fold and unfold

copies to make a magazine, 93
How to Read This Manual, 2

How to unfold, 97

image density, 57

Image Repeat, 123,167
Initial Display, 142
Input / Output, 6
Interrupt Copy, 26
Interrupting Printing, 158
invert, 129

J

Job List, 29
Job List screen, 30
Job Preset, 27

L

Last Number, 120, 121
Left Original Beeper, 27

Magazine, 97
Manual image density, 58
Manual Paper Select, 61

Manuals for This Machine, i

Map, 59

Margin Adjustment, 99, 167
Mirror, 130

Missing image area, 14
Mixed size mode, 21, 167

N

number keys, 66, 69
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One-Sided Combine, xiv, 86

onto 1-Sided Pages, xvii

Option, 3

Orientation, 110

Original, 11

Original Orientation, 15

Original orientation, 107, 115
original orientation, 77,110, 118
Original orientation and completed copies, 83
Originals, 11,14

Originals and copy orientation, 85
Original size, 22

P

Page Numbering, v, 118, 119,120, 121,
122,167
Pale, 59
Photo, 59
Placing, 11
Placing Originals, 15
Placing Originals in
the Auto Document Feeder, 17
Placing Originals on the Exposure Glass, 17
Position, 77,110
position, 77
Positive/Negative, 129
Preset Enlarge/Reduce, 167
Preset Reduce/Enlarge, 63
Preset Stamp, v, 107,109, 167
Preview Display, 146
Primary Colors, vi
Printer Functions, 143
Printing a List of user colors, 56
Printing a Specified Page, 160
Printing a Stored Document, 156
Printing the First Page, 160
program, 112,142
Programs, 139
Punch, 80
Punch hole positions, 81
Punch holes, 80

ratio, 65, 66

Recalling a Program, 141
reflect, 130

Registering the adjusted Color balance, 46
Regular sizes, 22
Renaming a Color, 55
Repeat, 124

repeat, 123
Reproduction Ratio, 6
reverse, 129

Rotate Sort, 72

S

SADF, 20

SADF mode, 20

Sample copy, 74

Sample Print, 159

Scanner Functions, 143

Searching for a Stored Document, 154

Selecting a Color Mode, 41

Selecting Copy Paper, 60

Series Copies, 91

Sharp/Soft, vii, 49

Simplified Display, 5,145

size, 109

Size Magnification, 68, 167

Sizes, 14

Sizes and Weights
of Recommended Originals, 11

Sizes Detectable, 12

Slip Sheet, 167

Slip Sheets, 135

Sort, 72,167

Specified Area Repeat, 123,125

Stack, 76,167

Stamp, 6

stamp color, 109, 111, 116, 119

stamp position, 107,109, 110, 111, 115,
117,118,120

Staple, 77,167

staple, 77

stapler, 77

Stapling position and original setting, 77

Storing a Program, 139

Storing Data, 147

Storing Data in the Document Server, 137

Symbols, 2



T

Text, 59

Text/Photo, 59

Text/Photo Sensitivity, vii, 49

To change a file name, 151

To delete the user stamp, 113

To register or change a user name, 149, 150
To search by file name, 155

To search by user name, 155

To set or change a Password, 152
Two-Sided Combine, 88

U

User Color, 53
User Stamp, v, 109, 110, 111, 112, 113

\'}

various sizes, 21

w

What You Can Do with This Machine, iii, ix
When copying onto Regular Size Paper, 36
Whole Area, 124

Whole Area Repeat, 123

z

Zoom, 65,167
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In accordance with IEC 60417, this machine uses the following symbols for the main power switch:
| means POWER ON.
O means POWER OFF.
() means STAND BY.

Acrobat® is a registered trademark of Adobe Systems Incorporated.

Other product names used herein are for identification purposes only and might be trademarks of their
respective companies. We disclaim any and all rights to those marks.

Copyright © 2005
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