Operating Instructions

—8DC326/A Copy Reference

Read this manual carefully before you use this product and keep it handy for future
reference.

For safety, please follow the instructions in this manual.



Introduction

This manual contains detailed instructions on the operation and maintenance of this machine. To get
maximum versatility from this machine all operators should carefully read and follow the instructions in
this manual. Please keep this manual in a handy place near the machine.

Please read the Safety Information before using this machine. It contains important information related
to USER SAFETY and PREVENTING EQUIPMENT PROBLEMS.

Notes:

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

Operator Safety:

This machine is considered a CDRH class 1 laser device, safe for office/EDP use. The machine con-
tains two 15-milliwat, 760-800 nanometer wavelength, GaAlAs laser diodes. Direct (or indirect reflect-
ed) eye contact with the laser beam might cause serious eye damage. Safety precautions and interlock
mechanisms have been designed to prevent any possible laser beam exposure to the operator.

Laser Safety:

The Center for Devices and Radiological Health (CDRH) prohibits the repair of laser-based optical unit
in the field. The optical housing unit can only be repaired in a factory or at a location with the requisite
equipment. The laser subsystem is replaceable in the field by a qualified Customer Engineer. The laser
chassis is not repairable in the field. Customer engineers are therefore directed to return all chassis
and laser subsystems to the factory or service depot when replacement or the optical subsystem is re-
quired.

Warning:

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

Two kinds of size notation are employed in this manual. With this machine refer to the inch version.

For good copy quality, Savin recommends that you use genuine Savin toner.

Savin shall not be responsible for any damage or expense that might result from the use of parts other
than genuine Savin parts in your Savin office product.
Power Source:

120V, 60Hz, 12A or more

Please be sure to connect the power cord to a power source as above. For details about power source,
= P.189 “Power Connection”.



Note to users in the United States of America

Notice:

This equipment has been tested and found to comply with the limits for a Class B digital device, pursu-
ant to Part 15 of the FCC Rules. These limits are designed to provide reasonable protection against
harmful interference in a residential installation. This equipment generates, uses and can radiate radio
frequency energy and, if not installed and used in accordance with the instructions, may cause harmful
interference to radio communications. However, there is no guarantee that interference will not occur
in a particular installation. If this equipment does cause harmful interference to radio or television re-
ception, which can be determined by turning the equipment off and on, the user is encouraged to try to
correct the interference by one more of the following measures:

Reorient or relocate the receiving antenna.
Increase the separation between the equipment and receiver.

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

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

Warning

Changes or modifications not expressly approved by the party responsible for compliance could void
the user's authority to operate the equipment.

Note to users in Canada

Note:

This Class B digital apparatus complies with Canadian ICES-003.

Remarque concernant les utilisateurs au Canada

Avertissement:

Cet appareil numérique de la classe B est conforme a la norme NMB-003 du Canada.

In accordance with IEC 60417, this machine uses the following symbols for the main power switch:

| means POWER ON.
() means STAND BY.

Copyright © 2000 Ricoh Co., Ltd.



Notice

Do not make copies of any item for which copying is prohibited by law.
Copying the following items is normally prohibited by local law:

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

The color copy samples in this book may differ slightly from the actual copies
due to printing effects.

The color on each Color key may differ slightly from that of the actual copy.
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.



Safety Information

When using your equipment, the following safety precautions should always be
followed.

Safety During Operation

In this manual, the following important symbols are used:

/\ WARNING:
Indicates a potentially hazardous situation which, if instructions

are not followed, could result in death or serious injury.

A\ CAUTION:
Indicates a potentially hazardous situation which, if instructions are not

followed, may result in minor or moderate injury or damage to property.

/\ WARNING:

e Connect the power cord directly into a wall outlet and never use an ex-
tension cord.

e Disconnect the power plug (by pulling the plug, not the cable) if the
power cable or plug becomes frayed or otherwise damaged.

e To avoid hazardous electric shock or laser radiation exposure, do not
remove any covers or screws other than those specified in this man-
ual.

e Turn off the power and disconnect the power plug (by pulling the plug,
not the cable) if any of the following conditions exists:

* You spill something into the equipment.
e You suspect that your equipment needs service or repair.
e Your equipment's cover has been damaged.

e Do not incinerate spilled toner or used toner. Toner dust might ignite
when exposed to an open flame.

¢ Disposal can take place at our authorized dealer or at appropriate col-
lection sites.

e Dispose of the used toner cartridge in accordance with the local reg-
ulation.




N\ CAUTION:

Protect the equipment from dampness or wet weather, such as rain, snow,
and so on.

Unplug the power cord from the wall outlet before you move the equipment.
While moving the equipment, you should take care that the power cord will
not be damaged under the equipment.

When you disconnect the power plug from the wall outlet, always pull the
plug (not the cable).

Do not allow paper clips, staples, or other small metallic objects to fall inside
the equipment.

Keep toner (used or unused) and toner cartridge out of the reach of chil-
dren.

For environmental reasons, do not dispose of the equipment or expended
supply waste at household waste collection points. Disposal can take place
at an authorized dealer or at appropriate collection sites.

The inside of the machine could be very hot. Do not touch the parts with a
label indicating the “hot surface”. Otherwise it could cause a personal burn.

Our products are engineered to meet high standards of quality and function-
ality, and we recommend that you only use the expendable supplies avail-
able at an authorized dealer.




How to Read This Manual

Symbols

In this manual, the following symbols are used:

N\ WARNING:

This symbol indicates a potentially hazardous situation that might result in
death or serious injury when you misuse the machine without following the in-
structions under this symbol. Be sure to read the instructions, all of which are de-
scribed in the Safety Information section.

A\ CAUTION:

This symbol indicates a potentially hazardous situation that might result in mi-
nor or moderate injury or property damage that does not involve personal injury
when you misuse the machine without following the instructions under this
symbol. Be sure to read the instructions, all of which are described in the Safety
Information section.

WARNINGS and CAUTIONS are notes for your safety.

ﬂlmportant
If this instruction is not followed, paper might be misfed, originals might be
damaged, or data might be lost. Be sure to read this.

B Preparation
This symbol indicates the prior knowledge or preparations required before op-
erating.

& Note

This symbol indicates precautions for operation or actions to take after misoper-
ation.

? Limitation

This symbol indicates numerical limits, functions that cannot be used together,
or conditions in which a particular function cannot be used.

AP Reference
This symbol indicates a reference.

[ 1
Keys that appear on the machine's panel display.

(G

Keys built into the machine's operation panel.



TABLE OF CONTENTS

What You Can Do with This Machine ...........ccccooiiiiiiininicrecee e 2
Guide TO COMPONENLES......cciiiiiiririmnr s s s s e e 4
L0 ) 110 3 6
Operation Panel ..o ssssssssssss s ssssssssssmssssesnss 7
Using the Touch Panel Display ........ccococermirmmmmnnnsmmmnness e ssssanes 8
Selecting FUNCHONS ........oiiiiiiie e 8
Entering NUMDErs ... ... 9
Color Sample Chart .......ccccciiiiiniincemrnrrnisss s sssssssss s s ssssssssssses 10
1.Basics
Turning ON the POWET ... s s sssssssmsssssssnsssssssmsnes 11
Turning on the Main POWET .........oooiiiiie e 11
Starting the MacChing .......ooovieiiiii e 12
L0 T T 15 14
Standard Size Originals ... 14
Recommended Originals. ... 14
Non-recommended Originals for the Document Feeder ..........ccccccoeveeeenns 14
Setting Originals on the Exposure Glass.......c..orurermssesmnsssmsssmsmssensssanns 16
Setting a Stack of Originals in the Document Feeder.............cccccern..e 17
Setting one Original at a Time in the Document Feeder.........cccccvrnn.. 19
Setting Originals of Different Sizes in the Document Feeder ............. 21
Setting Custom Sized Originals .........ccuvcernrmrrnssmnnermnssnns e 22
Removing the Platen Cover to Copy a Large Original.........ccecervrerrnnas 24
2.Copying
BasiC Procedure...........cceimimiinimnsssmsssnss s ssssssss s sssssssnssssanas 25
Adjusting Copy IMage DEeNSItY .........ceiiiiiieiiiiiiie e 26
Selecting @ Color MOGE.........ccoi i 28
TWIN COIOF MOAE .....eeiiiiiiie e 31
Selecting the Original IMage TYPE ....cuevviiiiiiiiiiieeee et 33
Selecting the Copy Paper Size .........ccceeveiiiiiiiiiiee e 36
Copying from the Bypass Tray.........cccceeeeriiieeiniieee e 37
Auto Reduce/ENlarge ......... .o 48
Energy Saver Mode ... 49
AULO OFf MOGE ...t 49
INTEITUPE COPYING oo 50
AUTO STAM .. 51
PrOGram ... e 51
CheCK MOAES ......oiiiieiie e 53
COUNTET e e e e e ee s 54

(o (=TT B 7 =R 54



Vi

Directional MagnifiCation (%) .....ccouiueeeeiiiiiieerieee et 59
Directional Size Magnification (iINCh) ...........coooiiiiiiii e 60
Duplex—Making 2 Sided COpPi€sS.......cccccrmrrrrsssssssmmmmrmrmsssssssmmssssssssssssnnnes 63
1 .Sided — 2 SIdEd ..o 63
2 8ided —> 2 SIA@A ....eeiiiiie et 66
BOOK — 2 S ... 67
MU — 2 SIAEA ... e e 68
SerieS COPIES...cmmiiiriiiisssnmmrrrrsisssssssmsms s rsssssssnmsnsssssssssssssmmsessssasssssnnnmnsnnns 70
BOOK — 1 SIAEA ..ttt s e e 70
2 8ided —> 1 SIA@A ...t s 72
L0 3T o1 4T 73
Combine 2 OFgINAIS. ........oooiiie e 73
Combine 4 OFgINaAIS. ........cooiiiie e 75
Shifting the IMage ......cccccccmiiiiiniir s 76
] 111 OO PP PPPPPPPPPPIN 76
Margin AdJUSIMENT ........eieiiiie e 77
Cover SREet........iir i 79
FrONt COVET ..t e e 79
Front and Back COVET ........cooiiiiiiiiiiie ettt 80
Color Creation..........ccceiriimerriiss s s sane s 83
(070] (o] gl 07010 V=1 ¢7 o] o [ RS PURPIP 83
(070] (o] gl =1 =TT PSP RPP 85
(070] (o] gl == To7 (o | (o] s o [P RS PURRIP 86
IMmage Creation.........cccerivrrnrsmnnes s s s s snenas 88
g o P 88
Positive/Negative ..........coo i 89
[T 01T 113 T 90
ST o S PRSP 90
S - Lo QPSPPI 92
= o] PSPPI 93
Combination Chart ... 97

3. Adjustment and Color Memory

Lo Lo T gl = 7= 1 7= g = 103
Color Balance AdUSIMENT........ccuiiiiiiiiiii e 103
Color Balance Programi.........cueoueiiieiieeesiiiee e ssiiee e et 104

(7o) [oT g Y| [V E=] {33 =T 4| 106

Image Adjustment ........ccco i 108
Soft/Sharp, Contrast, Background Density, and Pastel ............c.ccceeeeee. 109
U.C.R. Adjustment, A.C.S. Sensitivity and Auto Text/Photo Sensitivity.... 110

Program USEr COIOr .......cccerurumrmsmmmssssmnsssssssnsssssssssssssssas s sssssssmssssanssssnees 111
Adjusting Colors Based on the Selected Color ..........occcveeviiieeeiniieeeenne. 111
Mixing Colors Manually with the Number Keys..........ccoociiiiiiiiiiiiieeens 113
Sampling the User Color (Option) .........ceeiiiieeiiiiieie e 115



4. Area Editing (Option)

What is Area Editing? .....cccccciiiniiimmmmnmnninnssssmscsensnsssssssssssssssssssssssmssenns 117
How to Edit Areas........cccmiimemneemineninesmnssnisss s nsss s sssmssssssssssnens 118
Designating Areas.........ccccuveerrinsmsrmnsssssrmsssss s s s ssss s ssss e 119
Designate Area DiSplay..........occueeeiiiiiie it 120
Designate Area TOOIS...........cooiii e 121
ArEa SNAPES ...eeeiiiiie e s 122
Frame/Ling ......ueeoi e e 125
Notes for Designating Areas .......c.covueeeieiieieeniieee et 128
Selecting Modes for Desighated Areas.........c.cccuveerssemssamsrsssssssassnsans 130
Area EditiNg.cccoi i 131
DEIEte AT ... ettt 132
SAVE ATBA ..ttt e e as 133
Frame/Ling ....ooueeei e 134
Selecting Modes for Outside Designated Areas..........ccccerrrirsssssscanenns 135
ArEa SNAPES ..eeieiiiiiie it 136
Changing Basic Settings for the Entire Image ..........ccccuverrvrnrssnnnans 138
Checking and Changing Areas .........cccuverrssmsrsssssssssssssasssssssssssssssassnsans 140
Change MOUES...........ooi e s 140
AdAING ArEaS....... e e 141
Erasing @n Ar€a .........cooiiiii e 142
Erasing @ GrOUD ..coooueeiiiiiieie ettt sttt s tee st e s et ae e e ne 143
Exiting Area Editing ......ccccuvvemrminmmmminesrrnse s 145
Combination Chart for Area Editing ........ccccvvvmrrnsmmnsssmnsssmisessssassnans 146

5.What to Do if Something Goes Wrong

If Your Machine Does not Operate as You Want...........cccceccemrrrrnnnnnes 149
If You Cannot Make Copies as You Want.........ccccoourricesmnrrncmnssscannnnns 151
12 LOAAING PAPE.....ccoerereerereresesesesesesesssessseesesssesssesssessssssssssssssssssssssseas 154
Non-recommended Paper for Paper Trays ........cccovveeeiiiiieiiiiieee e 154
Loading Paper in the Paper Tray .......cccoocceeeeiiiiiee e 155
1) Changing The Toner Cartridge.........cccceceerersrrererererssesesssassssesesesasans 156
Pulling Out the Toner Cantridge .......ccccevvieeieeriiiee e 156
Setting the New Toner Cartridge........cueeeviiiriiiieie e 159
S Clearing MiSTEEUS .......cccuererurrrererss e sessssesesessssssesesss s s s e sesasasssnsnns 161
Check the Misfeed Location Display .........cc.eeeeiieeeiriiieee e 161
Clearing Paper Misfeeds............coooiiiiii e 162
[2) ADAING SEAPIES ....ecuureercecrrnreresesessssasssesessssssaessssssasssessssssassssnsssasans 164
b Removing Jammed Staples........ccccvvreererrersersersnssnsssessessssesessasenes 166

Vii



viii

6.Changing the Machine's Settings

Changing Paper Size.......ccccoiimnissmmmmmnmniissssssssmsssnesssssssmsssssssssssssssmssenes 169
Changing Paper Size with the User TOOIS .........ccccvvieiiiiniieeieniiiee i, 171
LU L= g o o 173
Accessing the UsSer TOOIS .........uviiiiiiiiieiiee e 173
Exiting from the User TOOIS ... 174
Setting You can Change with the User Tools (System Settings) .............. 175
Settings You can Change with the User Tools (Copier Features) ............ 179
7.0thers
D0's and DON'S .....ccoiiiimmiiiimniinies s s s 187
Where to Put Your Machine..........cccccciiiiiiininnniiinnnnsssssnsnssssnnnns 188
Maching ENVIrONMENT ........ooiiii i 188
Power CONNECHION.........ooiiiii e 189
ACCESS 10 MACKINE ... 190
Maintaining Your Machine........ccccoiiiiiicisecmmmnininsssssssssssnsssssssssssssssssssas 191
EXPOSUIE GIASS...cciiiuiiiieiiiiie ettt ettt ettt ee e s ae e e e 191
Platen COVET ...ttt et re e 191
DOCUMENT FEEUET ...t 192
2= 1T T 193
L670] 1= S PP UPPRPROPPI 193
Use and Storage of SUpPPlies......ccciiviirriemrmmminmnssssssssssnsssssssssssssssssssnas 194
(O70] o)V oo 1= G SRR 194
e To=T g (o] = Vo [T PRSP 195
I T=T GRS (o] - Vo [PPSR 195
8.Specification
Mainframe.........cccicemiiirisr e 197
Document Feeder (Option) ......ccccccucirimmmrmmminssssssssmsessnnsssssssssssessssssssssnas 201
20-bin Sorter Stapler (OPtion) .......cociieiiemrircir e 202
10-bin Sorter Stapler (OptioNn) .......cccoiiieeiie e 203
B o1 g JR<T oY (=T g (0114 ] o) 204
1000-sheet Tray Unit (Option) .....cc.cccvviccmmmrmmmmnmnssssssssmssnsssssssssssssssssssnas 205
1500-sheet Tray Unit (Option) ........ccoooeeeiiiccr e 206
Ty o e o= 207
L1110 209



What You Can Do with This Machine

¢ Color Mode = Page 28

.

* Full Color Copy
 Black & White Copy

%

* Single Color Copy

T
* Shift = Page 76

|m- (&) R

* Margin Adjustment | Cover Sheet

= Page77

= Page 79 2

Al

* Twin Color Copy

Color

ABCDE () ABCDE (B!

ABCDEFGHI

KLUNOPORS
UVWRY: TUWKYZ

ABCDEFGHL ABCDEFGHLI

KLMNOPORS KLINOPGRS
TUVWXYZ

ABCDEFGHI
KINNGPQRS

Red & Black

ABCDE B ABCDE (B)
ABCDEFGHI ABCDEFGHII
KLMNOPORS KLMNOPORS

XYZ = [z
ABCDEFGHU ABCDEFGHL)
KLMNOPORS KLMNOPORS
TUWXYZ

|

= Page 36

Auto Reduce/Enlarge
= Page 48

B Mirror Image
= Page 88

* Positive / Negative
= Page 89

* Color Conversion

= Page 83
a3y || gy
|| &

R-A

R:

*1 Optional 20-bin sorter stapler, 10-bin sorter
stapler or 3-bin sorter required.
*2 Optional 20-bin sorter stapler or 10-bin sorter

stapler required.

*3 Optional document feeder required.

¢ Color Erase

= Page 85
a8 | > | g2
b i

» Color Background
= Page 86

TLCX301N



e Area Editing = Page 117

(s Color Conversion

= Page 130

e Color Background
= Page 130

*

* Delete Area
= Page 132

e Color Erase
= Page 130

e Paint = Page 130

LT RUTY

e Save Area
= Page 133

(« Sort = Page 90

ey

* Stack = Page 92

ey

R =

(¢ Preset R/ E = Page 54

« Directional Magnification(%) )
= Page 59

a%

R

5

Y

e Staple = Page 93

RORY

e Zoom = Page 57

= Page

RRR:

* Directional Size Magpnification(inch )
60

*2
J

5~=)

A

= Page 63

(U1

(« 1 Sided — 2 Sided

= Page 66

P

¢ 2 Sided — 2 Sided

* Book — 1 Sided
= Page 70

L]

T z

« 2 Sided — 1 Sided]
= Page 72

L]

* Book — 2 Sided
= Page 67

D[,

e Multi — 2 Sided
= Page 68

ik

*Combine 2 Originals
= Page 73 *3

=[]

*Combine 4 Originals
= Page75 *3

“
N 1
J

TLCX310N



Guide To Components

1. Platen cover (option)

Lower this cover over originals placed on
the exposure glass for copying.

2. Main power switch
To start the machine, turn on this switch.

& Note

O If the machine does not operate after
turning on the operation switch, check
if the main power switch is turned on.
If it is off, turn it on.

3. Copy tray

Completed copies are delivered here.

4. Stopper
When you copy onto thin paper, raise
this to prevent curling.

ZCMHO10E

5. Paper tray
Set paper here. = P.154 “i&J Loading Pa-

”

per”.

6. Auto duplex tray
Use to make two-sided copies.

7. Front cover
Open to access the inside of the machine.

8. Operation panel
= P.7 “Operation Panel”.

9. Operation switch

Press this switch to turn the power (on
the On indicator goes on). To turn off the
power off, press this switch again (the On
indicator goes off).

10. Exposure glass
Position originals here face down for

copying.



1. Bypass tray

Use to copy onto OHP transparencies,
adhesive labels, translucent paper, post
cards, and custom size paper, = P.37
“Copying from the Bypass Tray”.

2. Right side cover/Lower right cov-
er

Open this cover to remove jammed pa-
per.

3. Ventilation holes

Prevent overheating. Do not obstruct the
ventilation holes by placing or leaning an
object near them. If the machine over-
heats, a fault might occur.



Options

This machine can be provided with the following options:

1

2

3

= —=—
S

L
N
\B

b
y

Ut

1. Platen cover

Lower this cover over originals placed on
the exposure glass for copying.

2. Document feeder (ADF)

Insert a stack of originals here. They will
be fed automatically.

3. Original tray
Put your originals.

4. 1000-sheet tray unit (two 500-
sheet trays)
Consists of two paper trays.

Other Options:
¢ Controller Interface Unit
e Printer Controller

~—

ZCMPO10E

5. 1500-sheet tray unit (three 500-
sheet trays)
Consists of three paper trays.

6. 20-bin sorter stapler
Sorts, stacks, and staples copies.

7. 3-bin sorter
Sorts and stacks copies.

8. 10-bin sorter stapler
Sorts, stacks, and staples copies.



Operation Panel

2 3 4

56 78910

1. Touch panel display

You can see the operation status and
messages here.

2. Screen Contrast knob

You can change the brightness of the dis-
play.

3. [User Tools] key

Press to change the default setting. =
P.173 “User Tools”.

4. [Adjustment] key

Press to adjust the image or color balance,
or to make user colors. = P.103 “Adjust-
ment and Color Memory”.

5. [Program] key

Press to select the program mode. = P.51
“Program”.

6. [Clear Modes] key

Press to clear the previously entered set-
tings.

7. [Interrupt] key

Press to make interrupt copies. = P.50
“Interrupt copying”.

8. [Energy Saver] key

Press to enter/exit the Energy Saver
mode. = P.49 “Energy Saver Mode” .

\
1413 12 11

ZCMSO11N

9. [Counter] key

Press to display the total number of cop-
ies made.

10. Main Power indicator

This indicator goes on when the main
power switch is turned on, and goes off
when the switch is turned off.

11. On indicator

This indicator goes on when the opera-
tion switch is turned on, and goes off
when the switch is turned off.

12. Operation switch

Press this switch to turn the power on
(the On indicator goes on). To turn the
power off, press this switch again (the On
indicator goes off).

13. [Clear/Stop] key

Press to cancel the copy number entered.
While copying, press to stop copying.
This key is also used to clear data.

14. [Start] key

Press to start copying.

15. [#] key

Press to enter data in selected modes.
16. Number keys

Use to enter the desired number of cop-
ies. They are also used to enter data.



Using the Touch Panel Display

Selecting Functions

On the touch panel display, you can find keys, instructions and messages. By
pressing keys on the display, you can select or deselect functions, and enter data
for the selected modes. If you make a mistake and wish to clear the current set-
tings, press the [ Clear Modes] key.

o= JOOO Q@)
[T e T

e |oredueienose |
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ShityBookJl Oupiexcombine ll Recucs Eniorge

ZCMPO22N

1. Messages and instructions appear
here.

2. Total number of copies to make
3. COPY COUNTER

Counts number of copies made so far.

& Note

O You can select whether the copy
counter counts up (counter up) or
counts down (counter down). If you
want to change the setting, = P.175
“System settings”.

This machine's features are accessed by
simply pressing the name of the feature
and following the instructions that come
up on the display.

4. Keys that have been selected.

5. Keys that have the option of be-
ing selected.

Keys that do not have the option of being selected are fainter.

In this manual, keys on the display are indicated as follows:

Example:

* Key on the display:{imesassa|

¢ In the manual: [Auto Paper Select] key

& Note

O Do not press the touch panel display with any hard or sharp object.



Entering Numbers

When the display prompts you to enter a number, type in the number with the
number keys and press the [#] key on the display to accept it.

Should you make a mistake:

e If you have not pressed the [#] key yet, press the [Clear] key and then re-enter
it. If there is not the [Clear] key on the display, press the [ Clear/Stop] key.

e If you have already pressed the [#] key, press the item you wish to change on
the display and re-enter the number with the number keys. Press the [#] key
on the display to accept it.

Checking the Functions You Have Selected

When you set one or more copy settings, the last item you selected will remain
on the screen.

ZCMPO4ON

1. [Check Modes ] key
To check all the settings you have set so far, press the [Check Modes] key.

e
B 0 O

ZCMPOSON



Color Sample Chart

This is the User Color sample. You can mix the basic colors to make your own
colors (User Color).

& Note

O The color sample might differ somewhat from actual copies due to printing
effects.

M0% M30% M60% M100% MO0% M30% M60% M100%

Y 0%|© 0%
BK 0%

.C

C30% C30%

C60% C60%

C100% C100%

M0% M30% M60% M100% MO0% M30% M60% M100%

C100% C100%

Y 30% o - - ¢ 0%- - - -
BK 0%
cooe - - - 030%- - - -
cooe - - - CSO%- - - -

M0% M30% M60% M100% M0% M30% M60% M100%

Y 60% |C 0% C 0%

BK 0%

C30%

C30%

C60%

C100% C100%

M0% M30% M60% M100% MO% M30% M60% M100%

Y100% |C 0% C 0%

BK 0%

C30%

C60%

C100%! C100%

GCCLCTIE



Turning On the Power

To start the machine, press the operation switch to turn the power on.

& Note

O This machine automatically enters Energy Saver mode or turns itself off if you
do not use the machine for a while. For details, = P.49 “Energy Saver Mode”.
For details Auto Timer, = P.175 “System settings”.

{EPower Switches

This machine has the operation switch and main power switch.

< Operation switch (right side of the operation panel)
Press this switch to activate the machine. When the machine has warmed up,
you can make copies.

< Main power switch (left side of the machine)
When the machine is not to be used for an extended period of time, turn off
the main power switch.

Turning on the Main Power

l] Make sure that the power cord is firmly plugged into the wall outlet.

g Turn on the main power switch.

|

TRSHOBON
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Basics

Starting the Machine

ﬂ Press the operation switch to make the On indicator go on.

> 1@

0] Main

Power

® On/Off

U

Clear / Stop

C/@

Start

TLCS120N

& Note
O If the power is not turned on when the operation switch is pressed, check
if the main power switch is on. If off, turn it on.

O During the warm-up period (Less than 270 seconds), you can use the Auto
Start function. = P.51 “Auto Start”.

When the machine is set for user codes

ﬂ Enter your user code using the number keys. Then press the [#] key.

& Note
O To prevent others from making copies with your user code, press the [ Clear
Modes] key and the [Clear /Stop] key simultaneously after copying.

pe Reference
For more about user codes, = P.179 “General Features”.

When the Energy Saver indicator is lit

The machine is in Energy Saver mode.

ﬂ Press any key.
The machine will return to the ready condition.

& Note

O The machine will also return to the ready condition when an original is set
in the document feeder, or when the platen cover or the document feeder
is opened.



Turning On the Power

Shutting down the machine

ﬂ Press the operation switch to make the On indicator go off.

Turning off the main power

ﬂ Turn off the main power switch.
The main power indicator of the control panel goes off.

13
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Originals

Standard Size Originals

The machine will detect originals of the following sizes and directions as stan-
dard size originals:

< When you set originals on the exposure glass

Metric version | A37, B4P, AdLZ[J, B5P[J, 81/,"x13"'P 1, 81/,"x13"P 1, 8"x13"F ™

Inch version 11"x17"F, 10"x14", 8'/,"x14"2, 81 /,"x11"Z [;J)

< When you set originals in the document feeder

Metric version | A3L7, B4EZ, A4P[J, BSZ[J, ASP[J, BeZ [, 11'x17'3, 81/, 11" [,
81/,"x13"P 1, 81/,"x13"3 1, 8"x13"P

Inch version A4 [J,11"'x17"', 11'x15" 2, 10"x14"2, 81 /514", 81/,"x13"F, 81 /,"x11"
[0, 81/4"x13"2, 8'x13"Y, 8"x10"2, 5! /,"x8' /" [J

1 81/,"%13", 81/4"x13" or 8"x13" can be set by your service representative.

Recommended Originals

p Reference
For originals that the document feeder can handle, = P.201 “Document Feeder
(Option)”.

Non-recommended Originals for the Document Feeder

& Note

O The following types of originals are not recommended for use with the docu-
ment feeder. Place them directly on the exposure glass.

* Originals thicker than 128g/m?, 34 Ib
e Originals thinner than 40g/m?, 11 b

e For originals between 40 and 52g/ m2, 11 and 14 1b, the document feeder
must be set to ADF Thin paper mode with the user tools.

¢ Originals larger than A3, 11"x17"

e Originals smaller than B6[7 [}, 5'/," x 8!/,"7 [J
* Folded, curled, creased, or damaged originals

¢ Mailing labels, or perforated originals

* Bound, stapled, or clipped originals



Originals

OHP transparencies
Translucent paper
Pasted originals
Damp originals

Sticky originals

Wavy originals

Originals that are not made from paper

Originals written in pencil on both sides, or two-sided carbon originals
Thermal fax paper, CRO (camera ready originals) or aluminum foil
Books, pamphlets, and booklets

15
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Setting Originals on the Exposure Glass

ﬂ Lift the platen cover or the document feeder.

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

TRSRO10E

1. Reference mark
2. Scale

& Note
O Start with the first page to be copied.

B Lower the platen cover or the document feeder.



Setting a Stack of Originals in the Document Feeder

Setting a Stack of Originals in the
Document Feeder

You can insert a stack of originals into the document feeder. These originals are
individually fed onto and removed from the exposure glass.

& Note
O Some originals are unsuitable for the document feeder. = P.14 “Non-recom-
mended Originals for the Document Feeder”.

O Do not press down or hold originals after inserting them.

O While originals are fed from the original table to the exposure glass, do not
pull them out.

O Do not lift the document feeder until the original has been completely fed out.
ﬂ Correct any curl, fold, or crease in the originals before setting them.

ﬂ Make sure the Insert Original indicator is lit and the exposure glass is clear
of originals.

/\ y

TRSROS0E

B Adjust the guide to the original size.

17
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ﬂ Set the originals face up into the document feeder until the Insert Original
indicator goes off.

TCAROBOE

1. Limit mark
2. Original guide
& Note
O The last page should be on the bottom.

O The original guide must touch the front side of the originals.
O Do not stack originals above the limit mark.



Setting one Original at a Time in the Document Feeder

Setting one Original at a Time in the
Document Feeder

If you set one original at a time in the document feeder, the second and subse-
quent originals can be fed and copied automatically without pressing the [ Start]
key.

& Note
O Do not press down or hold originals after inserting them.

O While originals are fed from the original table to the exposure glass, do not
pull them out.

O Do not lift the document feeder until the original has been completely fed out.

ﬂ Correct any curl, fold, or crease in the originals before setting them.

B Make sure the Insert Original indicator is lit and the exposure glass is clear
of originals.

==

TRSROS0E

B Adjust the guide to the original size.

ﬂ Set the original face up into the document feeder until the Insert Original
indicator goes off.

& Note
O If you are copying a stack of originals one sheet at a time and you want to
keep them in order, start with the last page of the originals.

O The original guide must touch the front side of the original.

B Press the [Start] key.

19
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G While the Auto Feed indicator is lit after an original is fed, set the next orig-
inal. The original is automatically fed and copied.

K

TCARO70E

& Note

O You can adjust the time the machine waits before being ready for the next
original with the user tools.



Setting Originals of Different Sizes in the Document Feeder

Setting Originals of Different Sizes in the
Document Feeder

5] Preparation

To use this function, you have to select ADF Mixed Sizes mode with the user
tools. = P.184 “Duplex/ADF/Sorter”.

You can insert a stack of originals of different standard sizes (e.g. A4, B5 etc.) into

the document feeder. These originals are individually fed onto and removed

from the exposure glass.

? Limitation

O The weight of originals that can be set with this function is 52 - 81g/ m?, 14 -
20 1b.

O Smaller size originals might be skewed a little.

& Note
O If your stack of originals contains pages of different sizes, make sure that:

* Longer originals are at the bottom of the stack, and shorter originals are at
the top.

e All originals are flush with the back fence of the document feeder.

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

{sx14
W11x17
N

GCGENKON

1. Document feeder feed direction.

2. Vertical size
ﬂ Adjust the guide to the widest original size.

B Set the aligned originals face up into the document feeder.

21
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Setting Custom Sized Originals

When copying from custom sized originals, specify the size of the originals so
that copies are well aligned.

? Limitation

O You must set your custom size originals on the exposure glass.

pe Reference
For the standard sizes the machine can detect, = P.14 “Standard Size Origi-
nals”.

& Note

O The dimensions you can enter must be within the following ranges:
Vertical size 50 - 297mm (in Imm steps), 2.0" - 11.7" (in 0.1" steps)
Horizontal size 50 - 432mm (in Imm steps), 2.0" - 17" (in 0.1" steps)

ﬂ Select the copy paper size.
B Press the [Custom Size Orig.] key.
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B Make sure that the [Orig. Horiz.] key is selected. Enter the horizontal size
with the number keys, then press the [#] key.

Area Editing K
T

Enter size using number keys, hen press # key.

—
ol | @
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& Note
O To change the value entered, press the [Clear] key and enter a new value.



Setting Custom Sized Originals

ﬂ Press the [Orig. Vert.] key and enter the vertical size with the number keys,
then press the [#] key.

B Press the [OK] key.
B Set your original on the exposure glass, then press the [Start] key. u
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Removing the Platen Cover to Copy a
Large Original

You can remove the platen cover to copy a large (more than A3, 11" x 17") orig-
inal.

& Note
3 You cannot remove the document feeder.

To remove the platen cover, lift it out.

TLCHOBOE

& Note

O Lift the platen cover with both hands. Place the removed cover on a flat sur-
face, such as a desk, and where it will not be damaged.

To reset the platen cover, align the pins of the platen cover and the holes of the
copier. Then push the platen cover onto the copier.

TLCHOB1E



Basic Procedure

l] Set your original on the exposure glass or in the document feeder. = P.28
“Full color copy mode”, = P.33 “Auto Text/Photo mode”, or = P.36 “Auto

paper select”.

ﬂ Make sure that the [Black & White], [Text], [Auto Paper Select], [Full Size] keys are
selected.

ShirjBook N DuplexiComoine J| Feduce/Enlerge

& Note
O Full Color copy mode. = P.28 “Full color copy mode”.

O Auto Text/Photo. = P.33 “Auto Text/Photo mode”.
O Auto Paper Select. = P.36 “Auto paper select”.

B Enter the number of copies required using the number keys.

OO ——
OO®
Q0100
BOOT (¢

TLCS140N

& Note
O To change the number entered, press the [Clear/Stop] key, then enter the
new number.

25
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ﬂ Press the [Start] key.

@ @ @ Clear / Stop
@ )
O,

Start

Enter

GOG
CCC

TLCS06ON

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

O If you want to change the settings, press the [ Clear/Stop] key. If you want
to resume the copy run, press the [ Start] key.

O To return the machine to the initial condition after copying, press the [ Clear
Modes] key.

Adjusting Copy Image Density

Image density affects the contrast of copies. With these functions you can control
the image density so that copies match originals. Make the selection you require
then set your originals and press the [Start] key.

Auto image density

The machine automatically controls the image density.

ﬂ If Auto Color Select mode is selected, select other color modes to cancel it.
= P.28 “Selecting a Color Mode”.

ﬂ Press the [Auto Image Density] key.

O [ TR
O0000eeee

R (T ... |

(oo (o [somnors |

5

CoiorCrection | shityzoo i Ovpiecomoine l Feduce Eniarge



Basic Procedure

Manual image density

If you require darker or lighter copies, adjust the image density yourself.
ﬂ If [Auto Image Density] key is selected, press it to cancel it.

ﬂ Press the desired color density level.
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Combined auto and manual image density

Use when copying originals with a dirty background (such as newspapers). You
can adjust the foreground density while masking out the dark background.

ﬂ If Auto Color Select mode is selected, select other color modes to cancel it.
= P.28 “Selecting a Color Mode”.

ﬂ Press the [Auto Image Density] key.
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B Press the desired color density level.
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Selecting a Color Mode

Select a color mode that best suits your originals and copying requirements.

Auto color select mode

The machine automatically detects whether the original has color parts or not.
Originals with only black images will be copied in Black & White mode. Origi-
nals with some color areas will be copied in Full Color mode.

& Note

O If you make one copy set of a black original using the document feeder, it is
recommended to select Black & White mode. If you choose Auto Color Select
mode, the machine will reset the color selection for every original page, tak-
ing a long time to complete the job.

B press the [Auto Color Select] key.
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B set your originals, then press the [Start] key.

Full color copy mode

This function makes copies in full color.

& Note
O You can adjust the overall color tone of copies. = P.103 “Color Balance”.



Basic Procedure

ﬂ Make sure that the [Full Color] key is selected.
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B set your originals, then press the [Start] key.

Black & White copy mode

This function makes copies in black.

B press the [Black & White] key.
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B set your originals, then press the [Start] key.

Single color mode

This function makes copies in single colors.

& Note

O 12 basic colors: Yellow, Orange, Red, Magenta, Green, Cyan, Blue, Yellow
Green, Beige, Marine Blue, Pink, Purple

O 15 user colors: Up to 15 colors can be manually mixed and stored in memory.
= P.113 “Mixing Colors Manually with the Number Keys”.

29



Copying

Basic color

B press the [Single Color] key.
B Select the color.
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& Note
O You can select the color density level.

B Press the [OK] key.
O set your originals, then press the [Start] key.

User colors

& Note
O When Single Color copying, user colors might come out lighter.

AP Reference
Program User Color, = P.111 “Program User Color”.

B press the [Single Color] key.
ﬂ Press the [User Color 10] key.

] Densivievel
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B Select the color.

CoiorCrection | shit/zooc i Ovpiecomoine l educe/Eniarge

& Note
O You can select the color density level.

ﬂ Press the [OK] key.
B Set your originals, then press the [Start] key.

Twin color mode

Two methods are available:

< Color Copy
Reproduces black areas of the original in one selected color and areas in other
colors using the second selected color.

& Note

O You can have colored areas copied in one of the following colors: Red, Green,
Blue, Yellow, Cyan, Magenta, Yellow Green, Orange, Marine Blue, Beige,
Pink, Purple and User Colors

O You can have black parts copied in one of the following colors: Red, Green,
Blue, Yellow, Cyan, Magenta, Yellow Green, Orange, Marine Blue, Beige,
Pink, Purple, and User Colors

< Red & Black
Reproduces red areas of the original in red, and areas in other colors using
black.

& Note
O You cannot change the color.
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Twin Color (Color Copy)

B press the [Twin Color] key.

EI Select the color you want to copy the color parts of the original in.
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B If you wish to copy black parts using a different color, press the [Change
Black] key.

& Note
O If you don't want to do this, go to step B.

ﬂ Select the color you want to copy the black parts of the original in. Then
press the [OK] key.

B Press the [OK] key.
B Set your originals, then press the [Start] key.

Twin Color (Red & Black Copy)

& Note

O If Color Sensitivity is set to wide, the machine recognizes orange or purple as
red. This adjustment affect Color Erase or Color Conversion. = P.108 “Image
Adjustment”

B press the [Twin Color] key.



Basic Procedure

EI Press the [Red & Black Color] key, then press the [OK] key.

Red part o opied as Red. Other parts are copied as black

cop
e

Red & Black Cold
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B Set your originals, then press the [Start] key.

Selecting the Original Image Type

To optimize the likeness between copies and originals, select an image type that
matches your originals.
& Note

O You can adjust the readability of black lettering in colored areas, = P.106
“Color Adjustment”.

Auto Text/Photo mode

This mode automatically detects the areas of your original containing text or
photographs. The text areas are copied using Text mode, and the photographs
are copied with Photo mode.

& Note
O There are 3 types of Photo mode:
. [Press Print]:
Use when copying photographs or pictures that are printed on paper (e.g.
magazines).
. [Glossy Photo]:
Use when copying developed photographs.

. [2nd Generation]:
Use when copying copies or originals generated by printers.
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ﬂ Make sure that the [Auto Text/Photo] key is selected.
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B Select the photo mode.
B set your originals, then press the [Start] key.

Text mode

This modes is suitable for copying originals consisting of characters, line dia-
grams, and letter, but not photographic images.

ﬂ Press the [Text] key.

—_— =N
CO0000eee
N T - | L

oo |Sewceloign ||

Full Size Auto Reduce/Enlarge | 100%

Lo oo Joeo Jsene

Siitsposk ] Duplex/Cormsine J| Recucs/Enlarge

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

Photo mode

This mode is suitable for copying originals consisting of pictures, photographs,
and screened letters/areas, but not solid letters.
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& Note
O There are 3 types of Photo mode:
. [Press Print]:
Use when copying photographs or pictures that are printed on paper (e.g.
magazines).
. [Glossy Photo]:
Use when copying developed photographs.
o [2nd Generation]:
Use when copying copies or originals generated by printers.

ﬂ Press the [Photo] key.
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EI Select the photo mode.

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

Special original mode

Use this function for originals written in highlight pen, originals printed from
inkjet printers, or maps.

B press the [Special Original] key.
ﬂ Select the original type from the [nghllght Pen], [Inkjet Output], and [Map] key.

==| O
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B set your originals, then press the [Start] key.
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Selecting the Copy Paper Size

Select a suitable size of copy paper based on the original size and the reproduc-
tion ratio.

Auto paper select

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

AP Reference
Regarding functions that cannot be used together with this function, = P.97

“Combination Chart”.
& Note

O Sizes of certain originals might not be detected depending on the originals
size and type. In this case, select the size manually.

ﬂ Make sure that the [Auto Paper Select] key is selected.
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Manual paper select

You can select the copy paper manually.

ﬂ Select the copy paper.
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Basic Procedure

’Q‘Image Rotation
If the direction in which your original is set (landscape or portrait) is different
from the paper you are copying onto, this function rotates the original image by
90° and fits it on the copy paper.This function works when Auto Select or Auto
Reduce/Enlarge are selected. = P.179 “General Features”
& Note
O Image Rotation does not work with the following functions:

e Area Editing

* Series Copies (2-sided — 1-sided)

* Duplex Copies (1-sided — 2-sided, 2-sided — 2-sided)

e OHP Slip Sheet

Copying from the Bypass Tray

Use the bypass tray to copy onto thick paper, adhesive labels, OHP transparen-
cies, or custom size paper. Also use the bypass tray to copy onto the reverse side
of paper that has already been copied onto.

& Note

O The following limitations apply:
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Acceptable paper types Normal paper (52 - 105g/m?, 14 - 28 1b)
Thick paper (105 - 160g/m?, 28 - 43 Ib)
Post cards
OHP transparencies
Adhesive labels
Translucent paper
Standard size Metric version:
: A3, B4, A4, B5, A5, B6,
A6,11"x 17", 12" x 18"
[J: A4,B5, A5, 8!/, x 11"
Inch version:
0:12"x18",11"x 17", 8! /5" x
11",5%/," x 81/,"
[J:8'/2"x11",5/5" x 81 /"
Custom size Metric version:
Vertical: 100 - 305mm (in
1 1mm steps)
Horizontal: 140 - 457mm (in
e 2 1mm steps)
3 Inch version:
Vertical: 3.9" - 12.0" (in 0.1"
coavPATE steps)
1: Horizontal Horizontal: 5.5" - 18.0" (in
. 0.1" steps)
2: Vertical
3: Feed direction
Number of sheets that canbe | Normal paper: 50 sheets
set at one time Thick paper, OHP transparencies: 30 sheets (Smaller than 8"
x 13"), 15 sheets (8" x 13" or large)
Adhesive labels: 30 sheets
Translucent paper: 50 sheets
Post cards: 25 sheets

O Select one of the following settings or keys:
¢ [Normal]: normal paper
e [Thick]: thick paper, post cards, adhesive labels, translucent paper
¢ [OHP]: OHP transparencies

¢ [Duplex Back]: Copying onto the reverse side of paper that has been already
copied onto. = P.46 “Copying onto the reverse side of paper”.

e [Custom Size]: Select this after the paper type for custom sized paper. =
P.41 “Copying onto custom size paper with the bypass tray”.



Basic Procedure

aaaaa

When you copy onto OHP transparencies, you can select whether a blank slip
sheet is inserted between OHP transparencies.

GCHYOH1E

When you set several sheets at a time, fan them to get air between them before
loading.

If the copy paper is curled, gently roll it to remove the curl.
When you copy onto OHP transparencies, insert them with the copy side up.
Do not stack copy paper above the limit mark.

If the copy paper is bent, correct it before setting paper in the bypass tray. If
the bend is not corrected, a paper misfeed might occur.

When the optional sorter stapler is installed, copies made onto thick or OHP
transparencies are not delivered in the proof tray but in the first bin instead.

When setting custom size paper, be sure to set the size after pressing the [Cus-
tom Size] key.

Copying onto standard size paper with the bypass tray

& Note

0

When you copy onto the reverse side of paper that has been already copied
onto, = P.46 “Copying onto the reverse side of paper”.

ﬂ Open the bypass tray.

TLCHO40E
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EI Press the [Normal], [Thick] or [OHP] key.
[ I

Selecttype of paper for bypess tray. then press [OK] key.
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OHP.
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& Note
O Make sure that the [Standard Size] key is selected.

O When you copy onto OHP transparencies, you can select whether a blank
slip sheet is inserted between OHP tranparencies.

GCHYOH1E

B Press the [ [J/?] key to select the paper orientation.
[ I

' of paper for bypass ray. then press [OK] kay.
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ﬂ Press the [OK] key.



Basic Procedure

B Adjust the paper guides to the paper size.

1
|
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1. Horizontal size
2. Vertical size

3. Extender

4. Paper guides

& Note
O Make sure the paper size and direction in the bypass tray is displayed on
the operation panel.

O Make sure that the paper guides matches to the paper size. If the paper
guides are not adjusted to the paper size properly, paper might be skewed
or a paper misfeed might occur.

O With large copy paper (more than A4LY, 81/," x 11"D), swing out the ex-
tender.

G With the side you wish to copy onto face up, insert the paper into the by-
pass tray until it stops.

ﬂ Set your originals, then press the [Start] key.

Copying onto custom size paper with the bypass tray

5] Preparation
You can register custom paper sizes you use often in keys [Custom 1], [Custom
2], and [Custom 3] with the user tools. = P.175 “System settings”.

& Note
O Be sure to set the paper size or a paper misfeed might occur.

ﬂ Open the bypass tray.
B Press the [Normal], [Thick] or [OHP] key.

B Press the [[J/?] key to select paper orientation.

41




42

Copying

ﬂ Press the [Custom Size] key.
[ ]

Selecttype of paper for bypess tray. then press [OK] key.
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B Select [Custom 1], [Custom 2], [Custom 3] or [Enter Size] keys.

Selecttype of paper for bypess tray. then press [OK] key.
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& Note
O If you selected [Custom 1], [Custom 2] or [Custom 3], go to step B.

B If you selected [Enter Size] in step B, enter the horizontal paper size with the
number keys, then press the [#] key.

Selecttype of paper for bypess tray. then press [OK] key.
Enter Horizontal Dimension using number keys, then press # ke

(e ]

[DuplexBack ]

(o]

EnterSize

ShirsBook N DuplexiComoine Jl Feduce/Enlerge

& Note
O To change the value entered, press the [Clear] key and enter a new value.




Basic Procedure

ﬂ Enter the vertical paper size with the number keys, then press the [#] key.

Selecttype of paper for bypess tray. then press [OK] key.
EnterVettical D ke

(e ]

(o]

[DuplexBack ]

ShirsBook N DuplexiComoine Jl Feduce/Enlerge

B Press the [OK] key.
g Adjust the paper guides to the paper size.

& Note
O Make sure that the paper guides match the paper size. If the paper guides

are not adjusted to the paper size properly, paper might be skewed or a pa-
per misfeed might occur.

[E] Insert the paper into the bypass tray.
m Set your originals, then press the [Start] key.
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Making A3, 11" x 17" full bleed copies

By sliding the paper guides of the bypass tray to greater than A3 (11") size, A3
11" x 17", full bleed copying mode is automatically selected.

In this mode, you can make A3, 11" x 17" full bleed copies with 12" x 18" paper.
This is useful to make for making A3, 11" x 17" size copies with a colored back-
ground (e.g. catalogues).

ABCD ABCDE

ABCD ABCDE

ABCD > NS

AB ABCD

ABCD ABCDE

1 2
ABCD ABCD
ABCD ABCD
ABCD o> ABCD
ABCD ABCD
ABCD ABCD
3 4

GCBLEEOE

1. A3, 11" x 17" size Original

2. In standard copy mode, margins

appear on copies

3. 12" x 18" Full Bleed Copy

4. Cut around the margins to pro-

duce a full image

By sliding the paper guides of the bypass tray, the machine enters A3, 11" x 17",
full bleed copying mode automatically.

& Note
O This function can be used with 12" x 18" paper.

O When A3, 11" x 17" full bleed copying mode is selected, the paper direction is
automatically changed to widthwise [

O When A3, 11" x 17" full bleed copying is made, the original image is copied
onto the center.

By sliding the paper guides of the bypass tray, the machine enters A3, 11" x 17"
full bleed copying mode automatically.



Basic Procedure

ﬂ Pull up the tab.

ZCBY010E

EI Leaving the tab up, slide the paper guides until they stop.

\\/Q

/
\\\/

ZCBY020E

& Note
O Make sure that the paper guides match the paper size.
O Be sure to return the tab to its original position before you close the bypass

tray. If you do not return it correctly, the bypass tray might not close prop-
erly.
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Copying onto the reverse side of paper

You can copy onto the reverse side of paper that has been already copied onto.

& Note

O If you wish to copy 2 sided onto normal paper, use the Duplex feature. = P.63
“Duplex—Making 2 Sided Copies”.

O Make sure that you set your original and the copy paper in the correct direc-
tion to achieve the results you require.

Original set | Copy paper | Copies
on the expo- | set on the by-
sure glass pass tray

GCMRYOZE

_

GCMRYO4E
.

>
C

_

GCMRYO1E

(41114

GCMRYO3E




Basic Procedure

O If Duplex copying cannot be done because of paper problems, set paper on
the bypass tray to copy on the front side, and once again copy on the backside.

O You cannot use this function for OHP transparencies, translucent paper, ad-
hesive labels and postcards.

O Do not use copy paper that has been already copied onto by other machines.

O If the copy paper is bent, correct it before setting paper in the bypass tray. If
the bend is not corrected, a paper misfeed might occur.

ﬂ Open the bypass tray.
ﬂ Insert the paper into the bypass tray.

& Note
O Make sure the front side (the side that has been copied onto) faces down.

B press the [Normal] or [Thick] key.
ﬂ Press the [[J/ ] key to select paper orientation.
B press the [Duplex Back] key.

aper for bypess tray. then press [OK] key.

[ Size
Thik DuploxBaci

Paper Orientation Peper Size

CoiorCrection | shityzooc i Oupiegcomoine l educe Eniarge

& Note

O To copy onto custom size paper, press the [Custom Size] key and select or
enter the size. For details, = P.41 “Copying onto custom size paper with the
bypass tray”.

B Press the [OK] key.
ﬂ Adjust the paper guides to the paper size.

& Note

O Make sure that the paper guides match the paper size. If the paper guides
are not adjusted to the paper size properly, paper might be skewed or a pa-
per misfeed might occur.

B set your originals, then press the [Start] key.
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Auto Reduce/Enlarge

The machine can select the proper reproduction ratio based on the selected pa-
per size and the original size.

rRR3-R

GCYHEN1E

& Note

O Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

Example:
® Metric version: original: A3[?, copy paper: A4[7
e Inch version: original: 11" x 17", copy paper: 81/,"x 11"

l] Press the [Auto Reduce/Enlarge] key.

Pea

o JOOO OO

e cotor s [rurconr_ JOR | e

T .

Siitsposk ] Duplex/Cormsine J| Recucs/Enlarge

ﬂ Set your original on the exposure glass or in the document feeder.
B Choose your copy paper size (e.g. A7, 81/," x 11"[H).

ﬂ Press the [Start] key. The original image is enlarged or reduced to fit the se-
lected copy paper.



Basic Procedure

Energy Saver Mode

If you do not operate the machine for a certain period after copying or press the
[ Energy Saver] key, the display goes out and the machine enters Energy Saver
mode. When you press the [ Energy Saver] key again, set originals in the docu-
ment feeder or open the platen cover or document feeder, the machine returns
to the ready condition. In Energy Saver mode, the machine uses less electricity. u

ﬂ Press the [Energy Saver] key to enter Energy Saver mode.

Contrast

Interrupt
Energy
User Tools  Adj Program  Clear Modes Saver

@ Joz ] [0 [ [-@ )

—
OO —

TLCS100N

& Note
O To exit this mode, press the [ Energy Saver] key again.

Auto Off Mode

This machine automatically turns itself off 60 minutes after the last copy or print
job has finished. If you wish to make copies when the machine is in Auto Off
mode, press the operation switch.

pe Reference
For how to change the default interval that the machine waits before entering
Auto Off mode, see “Auto Timer” = P.175 “System settings”
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Interrupt copying

Use the [Interrupt] key to interrupt a copy run and make urgently needed copies.

pe Reference
Regarding functions that cannot be used together with this function, = P.175
“System settings”.

ﬂ Press the [Interrupt] key. The machine will stop the copy run and store the
present settings in memory before returning to ready condition.

Contrast

Interrupt
Energy
User Tools  Adj Program  Clear Modes Saver

o Ja ) (o 1> [0

—
OO —

TLCS050N

ﬂ Remove the previous originals. Set your original for interrupt copying on
the exposure glass or in the document feeder.

B Make your copies.

ﬂ After interrupt copying is completed, press the [Interrupt] key again. The
machine will recall the previous copy settings.

B Reset the previous originals and press the [Start] key to resume the previ-
ous run.



Basic Procedure

Auto Start

If you press the [ Start] key during the warm-up period, the [Start] key will blink
and the machine will start copying after the warm-up period.

ﬂ Set your copy settings during the warm-up period.
ﬂ Press the [Start] key.

L

Clear / Stop

OGO
Q00 /o
OO s
GO

TLCS060N

& Note
O To cancel Auto Start, press the [ Clear/Stop] key.

Program

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

& Note
O If you want to change the stored programs, store another program again.

Storing your settings

ﬂ Set the copy settings you want to put into memory.

ﬂ Press the [Program] key.

=

Q
<

o

e
o
&

User Tools  Adjustment Program  Clear Modes

o® Joz ] 5 Jo |

OOC —]

(AN(5)\(6)

ZCMS023N
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B Press the [Program] key.

Dindicetes tat pragra is alieady stored,

CoiorCrection | shityzooe i Ovpiecomoine l educe/Eniarge

ﬂ Select the program number you want to store the settings in.

& Note
O If this program number is already being used, the machine asks whether
you wish to overwrite it or not. Press the [Yes] or [No] key.

Recalling your settings

ﬂ Press the [Program] key.

User Tools  Adjustment Program  Clear Modes
o® oz ] 5 [o ]
OO —
(A58

& Note

O If you want to recall Area Edit settings stored in a program, press the [Area
Editing] key then press the [ Program] key.

O After you recall the Area Edit settings stored in a program, you can change
them. However, you can not add or delete the Area/Group.
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B press the [Recall] key.

Cencel
<Racall>
lect pragram number ks

e J I JCJ ]

Dindicetes tatpragra is alieady stored,

CoiorCrection | shit/zooc i Ovpiecomoine l educe/Eniarge

B Select the program number you want to recall. The stored settings are dis-
played.

& Note

O Only programs with £ contain a program.

ﬂ Set your originals, then press the [Start] key.

Check Modes

By pressing the [Check Modes] key, you can see at a glance the modes you have
selected.

eady

=
=
ponerce: JOOO 00O @O @

PRCON 5vce Coror | TwinColor

(o Tt Prots thu [speciatonans |[ 0] ] ]
g t1 oot o [ Sxtt o | BT

Full Size Auto Reduce/Enlarge 73%

image Creation Jl Color Creation Shify/Book

Duplex/Combine Jll IEEST=ETe]
Selectreproduciion refio

100%
HKi] 5 e [ ae | 0%
. " g
TR ... .- ... [FS]
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Counter

By pressing the [Counter] key, you can check the total number of copies made.

Interrupt Counter
Energy
gm  Clear Modes Saver’

I To @)

Main
o Power

®_On /Off

ZCMS030N

Preset R/E

R <

GCTHENIE

pe Reference
Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

& Note

O You can add up to two preset ratios with the user tools. = P.179 “General Fea-
tures”.

O 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.

O To return to 100%, press the [100%] key.



Basic Procedure

Reducing

l] Press the [Reduce/Enlarge] key.

B Make sure that the [Preset R/IE / Zoom] key is selected.

O
b JOO0O0 0O O @

|| rrer—

[ Toxrrvs R rvwo | specoonsre || ] ] i ]
[ & - & : 18 TU =Nomal
8%x11 | 8%x11 J |5%x8%- | 8%x11 J | 81%x11 =~

Image Creation Color Creation ShifyBook Duplex/Combine Jil IEEFTENTNE

Selectreproducion rafio. 100%

" 400%
wgn| B3 :
RGN R TR ST T

[Inputrato

B Divectonei g

B Select the ratio you require.
"

7\
ez JOO OO0 O OO @
[ocosaca [raco  [IEN[swecior[rncow |
[ roni e R [speomongos ]| @] ] i ]
8 2 & 2 & Ty =Normal
8%x112 | 8%x11 J | 5%x 8% | 8%x11 U | 8%x11
[ Jlsor oo Joone

image Creation Jl Color Crection Shif/Book Duplex/Combine

Selectreproduciion ratio

u-u

Input Fistio | FrecetriE  2oom RNV

Oset your originals, then press the [Start] key.
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Enlarging

l] Press the [Reduce/Enlarge] key.
B Make sure that the [Preset R/IE / Zoom] key is selected.

)

[Avocoorsetea [rurcoer | EERNUN svgecoor_[tncor |

[ronTor7ro0 [ o [sreceionsna || ] ] 2 )
[ & - & fEl Ty ENormal
81%x11 2| 8%x11 J | 5%x 8% | 8%x11 U | 8%x11 =
Image Creation Color Crestion Shif/Book. Duplex/Combine |l IEPHTEST=0eny

Selectreproducion rafio. 100%
i Z 2 2 400%

il | 'SR | 'y o

PR ... ... T

B Select the ratio you require.

faree OO0 000 00O

[rociosaa Jrucon  |EESKIER[srgocor _ [ncoor |
B [sweoniows | 2] ] 5]

[Auto Tex Photo

=Normal

. Il e ] [ru
LU 8yt o [ 8%x11 U [5%x 8% | 8%x11 U | gyxiil =

Full Size | Auto Reduce/Enlarge 155%

nag Ceston J|_Cotor Cision J| _shityosk ] DuplexiContine | EETEEEEE

Seleciraprocicton
5o
L1

(=1 =+

Input Rstio | Fresetri 1 20om [N

O set your originals, then press the [Start] key.



Basic Procedure

Zoom

RRERR

GCZOOM1E

You can change the reproduction ratio from 25% to 400% in 1% steps.

& Note

O 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 blank margins will ap-
pear on copies.

O To return to 100%, press the [100%] key.

O You can select a preset ratio which is near the desired ratio, then press the
[Zoom] key and adjust the ratio with the [+] or [-] key.

O There are two ways to set the ratios.

Using the [-] and [+] keys

l] Press the [Reduce/Enlarge] key.
ﬂ Make sure that the [Preset R/E / Zoom] key is selected.

lmc‘ pee | =

o B [eoeec | [ ]

[ Jlon JseoJswpe [ Ereckvosed
e cesion ]|_cotrcomer | stweeor | copencoron | e |

Selectreproduciion ratio.
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B Adjust the reproduction ratio with the [+] or [-] key.

|
7\
[omseoe ] OO 00 0O @@
[ocousons [rucor  |STRTERR [svoecor_[rwncor |
[sorons mros RS [soeomonare JL ] 2] 5]

image Creation JlColor Creation Shif/Book Duplex/Combine Jll FEMEI=EeE

=
t-a

AR

[iopuPovo |V Divectonel eg. |

O set your originals, then press the [Start] key.

Using the number keys

l] Press the [Reduce/Enlarge] key.

EI Press the [Input Ratio] keys.

o
=
o ] OO 000 OO O @
o cotors [roncaor | [svgcomr_ [rancoor |
[arerimooe IR Jsseomoroms | 20] o] o)
1 & 2 & 3 & ) SNomal
8%x11 | 8%x11 J |5%x8%- | 8%x11 J | 81%x11 =

image Creation J Color Creation Shif/Book Duplex/Combine il IERTEST=0Ereny

Enter teproduction ratio using number keys, then press # key.

Input Rstio Preset RYE { Zoom | Directional Mag

B Enter the reproduction ratio with the number keys.

& Note
O To change the ratio entered, press the [Clear] key and enter a new ratio.

ﬂ Press the [#] key.
B se: your originals, then press the [Start] key.



Basic Procedure

Directional Magnification (%)

GCDHEN1E

1. Horizontal %

2. Vertical %

Copies can be reduced or enlarged at different reproduction ratios horizontally
and vertically.

& Note

O You can select a ratio from between 25% to 400%.

O You can select a ratio regardless of the size of an original or copy paper. With
some ratio, parts of the image might not be copied or blank margins might ap-
pear on copies.

l] Press the [Reduce/Enlarge] key.
ﬂ Press the [Directional Mag.] key.
B Make sure that the [Direct. Mag.(%)] key is selected.

O Enter the horizontal ratio with the number keys, then press the [#] key.
R

7\
@leleleeIC I I J
[ocousons [rucor [ [sroecor_[rwncor |
o rorsrroe [ vo_[soromionarar | 2] ] 5]

& Note
O To change the ratio entered, press the [Clear] key and enter a new ratio.
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B Enter the vertical ratio with the number keys, then press the [#] key.

T |
Lo ] OO0 00O OO

[ociosaca [rucon _ |EPRCNORN srascoer_[rncor |
[soross oo RS [soromonare | ] 2] 5]

Shif/Book Duplex/Combine Jll FEMEI=EeE

!
= @

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

Directional Size Magnification (inch)

I T
I

GCDHEN2E

1. Horizontal original size
2. Vertical original size

3. Horizontal copy size

4. Vertical copy size

The suitable reproduction ratios will be automatically selected when you enter
the horizontal and vertical lengths of the original and copy image you require.

& Note
O You can enter sizes within the following ranges:

Metric Version 1-999mm (in Imm steps)

Inch Version 0.1"-99.9" (in 0.1" steps)

3 If the calculated ratio is over the maximum or under the minimum ratio, it is
corrected within the range of the ratio automatically. However, with some ra-

tios, parts of the image might not be copied or blank margins might appear
on copies.



Basic Procedure

l] Press the [Reduce/Enlarge] key.
B3 press the [Directional Mag.] key.
B press the [D. Size Mag.(mm)] key.

ﬂ Enter the horizontal original size with the number keys, then press the [#]

MOOOOOOO..

[roocowsons [raoons [N [sraecorr_[rwncor |
| i - = EEE
gt Jl 811 )Isv:xsvpl 8511 J|8Vz><1| >

image Creation Jl Color Creation Shif/Book Duplex/Cormbine Jl FFRTRENTEEE

e ==
ﬁJ*JW )

Eme:mpy size using number keys, then pvess# key.

& Note
O To change the value entered:
¢ If you have not pressed the [#] key yet, press the [Clear] key and enter a
new value.

¢ If you have already pressed the [#] key, select the specified key and en-
ter the a value.

B Enter the horizontal copy paper size with the number keys, then press the
[#] key.

b JOOO00 00 OO @

[Ptocotorsei [rurcoer | TSR s o[ i ot
(orerronse e [soeonomms | ] ] ]

image Creation Jl Color Creation Shif/Book Duplex/Cormbine Jl FFRTRENTEEE

Enter original size using the number keys, then press # key.

ﬁJ»J—‘cwm @

Y Diccionies. |
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B Enter the vertical original size with the number keys, then press the [#] key.

faree OO0 00000 O

[ociosaca [rucor | EPORTORN srgscoer_[rncor |
[ v R o [soeonionare | ] 2] 5 ]

=Narmal

) =) =) Ty
8%x11 | 8%x11 J [5%x8%— | 8%x11 J | 8%x11 —

image Creation JlColor Creation Shif/Book Duplex/Combine Jll FEMEI=EeE
Enter copy size using number keys, then press # key.

[
L
gver | s
o | Bl o
Input Ratio Preset R/E / Zoom el N NEET]

ﬂ Enter the vertical copy paper size with the number keys, then press the [#]
key.

Q) [ TR
Lo ] OO000 00 0@

[ociosaca [rucor | EPORTORN srgscoer_[rncor |
[worons oo |l |speceonane ]| 0] fis] 05 ]

=Narmal
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image Creation JlColor Creation Shif/Book Duplex/Combine Jll FEMEI=EeE
Enter copy size using number keys, then press # key.

[
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Preset Ay | Zoor LRI

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



Duplex—Making 2 Sided Copies

Duplex—Making 2 Sided Copies

1 Sided — 2 Sided

GCARYO1E

This function makes double sided copies from single sided originals.

e Limitation

O You cannot use the following kinds of copy paper with this function:
Paper smaller than A5, 5'/," x 8!/5"

Translucent paper
Adhesive labels
OHP transparencies
Post Cards

& Note
O The following paper limitations apply:

Metric version

Single color

Full color

Paper weight

64 - 105g /m?

maximum copy quantity

B4 or smaller: 50 sheets

A3 - A5: 20 sheets

A3: 30 sheets

Inch version

Single color

Full color

Paper weight

17-281b

maximum copy quantity

8!/," x 14" or smaller: 50
sheets

11" x 17" -5'/,"x 81/,": 20
sheets

11" x 17": 30 sheets
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& Note
O The image on the backside of copies is shifted by just the binding margin.

O You can change the width and position of the binding margin.
O You can change the default binding margin.

A Reference
Regarding functions that cannot be used together with this function, = P.97

“Combination Chart”.

< The resulting copy image will differ according to the direction in which you set your
original (lengthwise [J or widthwise ).

Originals <> Orientation > Result*'

GCTYTY1E

1 The illustrations show the directions of copied images on the front and back, not the
directions of delivery.

B press the [Duplex/Combine] key.
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Duplex—Making 2 Sided Copies

B3 press the [1 Sided—s2 Sided] key.

=
O0000eeee
[oocomsons Jrcorr [ cogecor_[rwncoer |
o resiovae R [spromongr || 0] ] 22

-
Image Creafion Color Creation Shift/Book [RPTERTT | Recuce/Enlarge

oo | e
9> [Bookozsied J|Combine |45 | Combine 2 rigineld

B Press the [Even] key or the [0dd] key according to the number of your origi-
nals.

& Note
O When you set an odd number originals, the back side of the last page is left

blank.

O If you don't know the total number of originals, press the [Auto Count] key,
then press the [Start Count] key.

The optional document feeder is required to use Auto Count function.

ﬂ Press the [OK] key.
B Set your originals in the document feeder, then press the [Start] key.
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2 Sided — 2 Sided

ool

GCARYO2E

This function makes double sided copies from double sided originals.

B press the [Duplex/Combine] key.
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B Set your originals in the document feeder, then press the [Start] key.



Duplex—Making 2 Sided Copies

Book — 2 Sided

GCARYO3E

Use this feature to copy facing pages of a book or magazine onto both sides of
the copy paper.

& Note

O Select the lengthwise [J copy paper.

O The following table summarizes the relationship between the size of originals
and copy paper size for full-size copying.

e Metric version

Original Copy Paper

AP A4 [J (2-sided)
B4? B5 [J (2-sided)
A A5 [J(2-sided)

e Inch version

Original Copy Paper
11"x 17" & 81/," x 11" [J (2-sided)
81/y"x 11" 51/," x 81/," [ (2-sided)

B press the [Duplex/Combine] key.
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EI Select the lengthwise [J copy paper.

B press the [Book—s2 Sided] key.

b JOOO00 00 OO @

[fwocomrsoee [rorcaor | (s o | i cotr
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image Creation Jl Color Creation shityook i PTESTRe [l Reduce/Entaige

Selectmode.

[
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(122 combine 4 originetd

(511 [25idet>1 sived

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

Multi — 2 Sided

This function makes one single sided and one double sided copy from a three

page pamphlet.
& Note

O The following table summarizes the relationship between the size of originals
and copy paper size for full-size copying (100%).

e Metric version

Original Copy Paper

A3 P A4 [J (2-sided)
B4 3 B5 [J (2-sided)
AP A5 [J(2-sided)




Duplex—Making 2 Sided Copies

e Inch version

Original Copy Paper
11"x 17" 3 81/," x 11" [J (2-sided)
81/y"x 11" 51/," x 81/," [ (2-sided)

B press the [Duplex/Combine] key.

7\
[omseoe ] OO 00 OO @@
[socomsons [rucor | ESTRTER [svoecor_[rwncor |
[ rors e R oo [soeomonare | ] 2] 5 ]

Full Size | Auto Reduce/Enlarge 100%

image Creation JlColor Creation shityBook _Ji AT l Reduce/Enlarge
Selectmade.
Duplex | >0 [} Sided2sided J|Se®s [+ ] (Book>1 Sided ][ Numberofori
(>0 [2Sidedr2sided [+ [25dedo1 siged lj’

b N NI ey | —
>0 (aozses [ Comore tornd e |

B Select lengthwise [J copy paper.

B press the [Multi—2 Sided] key.

| heccons [P
7\
Lo OO 00000 0@
[rworoarrron R [soesoongos | 0] o] 22

& e [ru =Narmal
8%x11 ) |5%Xx8% | 8%x11 J | 8%x11 ~

100%

Image Creafion Color Creation Shift/Book RPN | Recuce/Enlarge
Ouplex ] series 19/ (Bonior siges )| imbaratona
] [ERN] re—
b N NI ey | —
RESSEL - N ey | mm—

ﬂ Set your originals in the document feeder, then press the [Start] key.
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Series Copies

Book — 1 Sided

GCSEPRIE

This function makes one-sided copies from two facing pages of bound (book)
originals.

/O Reference

Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

& Note

O The following table summarizes the relationship between the size of originals
and copy paper size for full-size copying (100%).

e Metric version

Original Copy Paper

A3 A4 [J x 2 sheets
B4 B5 [J x 2 sheets
ALY A5 [Jx 2 sheets

¢ Inch version

Original Copy Paper
11"x 17" 81/2" x 11" [Jx 2 sheets

8l/,"x 11" 51/," x 81/," [Jx 2 sheets




Series Copies

B press the [Duplex/Combine] key.
T |

Lo OO 000 00 0@
[worons oo |l |speceonane ]| 0] fis] 65 ]

) =) =) Ty =Normal
8%x11 | 8%x11 J [5%x8%— | 8%x11 J | 8%x11 —

Full Size | Auto Reduce/Enlarge 100%

Image Creation Color Creation Shift/Book [RPTERTT | Recuce/Enlarge

Selec mode

Ouplex 51 series [ 1»[ ] (Rostot ses ] [rumperatoig
L) R re—
0 (Bomkmzsisen |0 (4| Consnezsisad |l
RSe[| | Em.

8 Select lengthwise [J copy paper.

B press the [Book—s1 Sided] key.

O [ RN

O0000eee®

[ Catorseect [Funcoor [P RRN Sl Color | T Cator ]

Pmrories o [ssssmomm || 0] o] ]
iaiizﬁaxn S |sixts o | TR

Image Creafion Color Creation Shift/Book R B Reduce/Enlarge
P
ower () [[Smmszsmes J|5o (11

il ookt Sided Numhemicm?

() (Suesrsues (9> (5esrs0es
) (Bosozses ]| (" 4 Conpine zorgnad
o412 [uliz Sided U542 Comone 4originald

Oset your originals, then press the [Start] key.
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2 Sided — 1 Sided

The optional document feeder is required to use this function.

GCSEPR2E

P Reference
Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

B press the [Duplex/Combine] key.

7\
00000000 e
[socomsons [rucor | ESTRTER [svoecor_[rwncor |
[ rors o0 R o [soeomonarer ] ] 2] 5 ]

Image Creation Color Creation Shift/Book [T [ Reduce/Enlarge
Selectmode:

Duplex (][ series 19} (Booko1 Sided | Numberotora)|

sl 2oy re—

9> (Bookozsied J|Combine |45 | Combine 2 origineld T

R v e || mu—

ﬂ Select lengthwise [J copy paper.

B press the [2 Sided—1 Sided] key.

7\
00000000 e
Pwocaosote [rucor | ESTRTER [sroccor_[rwncor |
[ rors v | oo [soeomonarer ] ] 2] 5 ]

2 & [: & Ty =)
o Pope Select 811 U | 5%x8 | 8x11 U | skt

Image Creafion Color Creation Shift/Book [RPTERTT | Recuce/Enlarge
Duplex 1)) seres || 4( ) (Bonicot Siges [ Numberotort
) EE) re—
(1) (Bookozsidea ]| Combine 5" 4 Combine 2 riginai]
b e ) o torgnad]

ﬂ Set your originals in the document feeder, then press the [Start] key.



Combine

Combine

Combine 2 Originals

The optional document feeder is required to use this function.

GCSYYKTE

This function automatically combines two single sided originals onto one copy.

& Note

O If the original size and direction is set differently, you cannot use the combine
function.

O When you use the combine function, Auto Reduce/Enlarge is selected auto-
matically.

p Reference

Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

Setting originals (Originals set in the document feeder)

¢ Originals reading from left to right

& TTTTTTT

IS
-

GCSYYK3E

¢ Originals reading from top to bottom

b e

GCSYYK2E

|
1
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B press the [Duplex/Combine] key.
T |

Lo OO 000 00 0@
[worons oo |l |speceonane ]| 0] fis] 65 ]

) =) =) Ty =Normal
8%x11 | 8%x11 J [5%x8%— | 8%x11 J | 8%x11 —

Full Size | Auto Reduce/Enlarge 100%

Image Creation Color Creation Shift/Book [RPTERTT | Recuce/Enlarge
Selec mode

Ouplex 51 series [ 1»[ ] (Rostot ses ] [rumperatoig

L) R re—

0 (Bomkmzsisen |0 (4| Consnezsisad |l

RSe[| | Em.

8 Select widthwise [ copy paper.

B Press the [Combine 2 originals] key.

faree OO0 00000 O
[wocosae [rucon  |EPRONRN sraocaor_[rancoor |

[Auto Tex Phots

S [ssmenioni ] 0] o] ]
mzﬁaxn S |sixs o | TR

nage Creaion J|_ColorCisaion J| _ shityBook _J| PR || Recuce/Elrge
(25} (zSdscbrzsidea

T (Easozses ]| comore 1 | )
>0 (aozses [ Cobre tornad e |

ﬂ Set your originals in the document feeder, then press the [Start] key.



Combine

Combine 4 Originals

GCARYOSE

P Reference
Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

l] Press the [Duplex/Combine] key.

=
e VOO DO O OO
[worons oo |l |specoonane ]| 0] fis] 65 ]

Image Creation Color Creation Shift/Book [Tl Reduce/Enlarge
Selectmade.
Duplex | 5[ ) [1sidesrzsided J|Sees || 4> [Booko1 Sided Numhevmnn?

] (951 (e sident sigea ]
302 oz sees T Comine tormnal e

ﬂ Select widthwise [ copy paper.

B press the [Combine 4 originals] key.

|_cescons | R
=
O0000eeee
[eresreras [ [somsmorora | 6] ] 5]

& e [ru =Narmal
8%x11 ) |5%Xx8% | 8%x11 J | 8%x11 ~

Full Size ‘Auto Reduce/Enlarge.

Image Creation Color Creation Shift/Book [T [ Reduce/Enlarge

Select made,

Duplex [} (1 sidedzsiged J|Seves [ 9+ (Boskorsdes )| umberaiomay
sl >0 (Zomemiame re—
) (Bovissisen | Somore 4 ompine 2| ]

(1302 (Raozses 2+ | e

ﬂ Set your originals in the document feeder, then press the [Start] key.
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Shifting the Image

Shift

R+ R R

GCIDOH3E

You can move the image to a corner or edge as well as center it. This function is
useful when the copy paper is larger than the original.

& Note
O You cannot use 12" x 18" size copy paper for this function.

B press the [Shift/Book] key.

EI Press the [Shift] key.

=\
OO000oeee
(e resimvoe IR [sseomoros | 20] o] o)

| © ] ) fru SNomal

[ IR 8%x11 2 | 8%x11 U [5%x 8% | 8%x11 U | 8%x11 =

FullSize Auto ReduceEnlerge | 100%
CustornSize Orig. (S0 | Steck | staple heck Moded

TR | Ouoexscornbine ll Reduce/Eniarge

Soeamots

U E— v
Back Covel

i |




Shifting the Image

B select the direction in which you want to shift the image.

image Creation Jl_Color Creation Duplex/Combine

Selectmade.
Shit Covr Sheet

LU e V]
(e aduement | S
|

@ Note

O When you want to center the image, press the [Center] key.
ﬂ Press the [OK] key.
B Select the copy paper size.
O se: your originals, then press the [Start] key.

Margin Adjustment

| ‘
| ‘

GCTOJSTE

You can make a margin by shifting the image to the left or right. This function is
useful when you want to bind copies.

& Note
O You can change the width of the binding margin as follows:

Metric Version 0 -20mm (in Imm steps)

Inch Version 0"-0.8" (in 0.1" steps)
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O The margin width default is as follows. You can change this default setting
with the user tools. = P.179 “General Features”.

Metric Version ¢ Front: Omm Left
* Back: Omm Right

Inch Version e Front: 0" Left
* Back: 0" Right

O If you set too wide a margin, areas you do not want to delete might be erased.

/O Reference

Regarding functions that cannot be used together with this function, = P.179
“General Features”.

B press the [Shift/Book] key.

ﬂ Press the [Margin Adjustment] key.

Front Side Margin Adjust Back Side Margin Adjust
00inch 0.0inch

L e e = ][ e Jloer JL = 1]

<L 0 8inch-R 0 8inch> <L08inch-R 0 Binch>

image Creation il Color Creation Duplex/Combine

Covsr Sheet

@
< [Fomaions

e |

B Enter the margins for the front side and back side of the copy paper.

& Note
O To change the value entered, press the [Clear] key and enter a new value.

O To make a left margin, press the [-] key until the number displayed reach-
es the required setting.

O To make a right margin, press the [«] key until the number displayed
reaches the required setting.

ﬂ Press the [OK] key.

B se: your originals, then press the [Start] key.



Cover Sheet

Cover Sheet

Front Cover

The optional document feeder is required to use this function.

A=A

GCHYOS1E

& Note
O The cover sheets should be identical in size and direction with the copy paper.

O The cover sheets should be fed from the bypass tray.
O The covers are copied in Thick mode.

/O Reference

Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

When you use front cover mode with 1 Sided — 1 Sided mode

B press the [Shift/Book] key.

7\
Lo ] OO0 000 © O @
[mcomaes Jracor [ o i [rncor ]
(oererrmoe R [soecmon | 0] ] i)

LN T &
Back Covel
i o |

ﬂ Press the [Front Cover] key.
B Set your originals in the document feeder, then press the [Start] key.
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When you use Front Cover mode with 2 Sided — 1 Sided or 2 Sided — 2 Sided mode

ﬂ Enter 2 Sided—1 Sided or 2 Sided—2 Sided mode. = P.72 “2 Sided — 1 Sid-
ed” or = P.66 “2 Sided — 2 Sided”.

B Follow steps [l to B on = P.79 “When you use front cover mode with 1 Sided
— 1 Sided mode”.

B Select [Image] or [Blank] key depending on the reverse side of first original
has an image or not.

ﬂ Press the [OK] key.

B Set your originals in the document feeder, then press the [Start] key.

Front and Back Cover

The optional document feeder is required to use this function.

< Back Cover: Copy

Ao A

GCHYOS3E



Cover Sheet

« Back Cover: Blank

GCHYOS2E

& Note

O You can specify whether to copy onto the back cover sheet. If you select
[Copy], the last pages will be copied onto the back cover sheet. If you select
[Blank], a cover sheet will just be inserted after the last copy.

O The cover sheets should be identical in size and direction to the copy paper.
O The cover sheets should be fed from the bypass tray.

O The covers are copied in Thick mode.

O If Blank Cover mode is selected, the back cover will not be counted as a copy.

/O Reference

Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

When you use Front & Back covers mode with 1 Sided — 1 Sided mode

[ press the [shittBook] Key.
R

T .. B (| ]
- lomal
Image Creation Color Creation i IRV il Duplex/Combine Jl Reduce/Enlarge
Shift
LbU
| [Marain Adjustmert

EI Press the [Front&Back Cover] key.
B Press the [Copy] or [Blank] key to choose whether to copy onto the back cover.
ﬂ Set your originals in the document feeder.

B Press the [Start] key.
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When you use Front & Back Covers mode with 2 Sided — 1 Sided or 2 Sided — 2 Sided
mode

ﬂ Enter 2 Sided—1 Sided or 2 Sided—2 Sided mode. = P.72 “2 Sided — 1 Sid-
ed” or = P.66 “2 Sided — 2 Sided”.

B rottow steps [ to B in the previous procedure.

B Press the [Image] or [Blank] key depending on whether the reverse side of the
first original has an image or not.

Image Creation Color Creation i IRV [ [RPYSMIsne l Fecluce/Enlarge
Selsctrod
Shit CoussSheet
L e &
|_] [Mergin Adjustment NS FronteBack Cover

=

- |

ﬂ Press the [Image] or [Blank] key depending on whether the reverse side of
last original has an image or not.

B Press the [OK] key.

3 rottow steps Band B in the previous procedure.



Color Creation

Color Creation

Color Conversion

‘:*t‘

bl
Y

GCCLPRAE

This function converts selected colors of an original into different colors on the
copy.

& Note

O Up to 4 colors can be converted at one time.

O Colors you can convert: Yellow, Red, Magenta, Green, Cyan, Blue, Black,
White.

O Colors that can be converted to: Yellow, Orange, Red, Magenta, Green, Cyan,
Blue, Yellow Green, Black, White, Beige, Pink, Marine Blue, Purple and User
colors.

3 This function can be made more or less sensitive to the color to be converted.
It can be adjusted within five levels from “Narrow” to “Wide”. = P.108 “Im-
age Adjustment”. For example, if red is selected as the color to be converted,
“Narrow” will result in only red being converted, and “Wide” will result in
other colors close to red being converted.

O This function can be used in Full Color mode.

ﬂ Press the [Color Creation] key.
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B Press the [Color Conversion] key.

| eacans (RS
7\
e OO OO0 0O O ®
Pwocaosota [rucor | ESTRTER [sroccor_[rwncor |
[ rors oo R oo [soeomonare | ] 2] 5 ]

Full Size | Auto Reduce/Enlarge 100%

image Creation Jil INEHTTIRTETErm l  shit/Book Duplex/Combine Jl Reducs /Enlarge

Selectmade.

Rl e [cotor conversion ] RIPRI [calorrase ] R [colorBecigroma ]

B Select the original color (color to be converted).

color,
wersions can be made. When finished. press [OK] key.

[tow ] [Beize ] [lorenge || [whie ]

[vetow Green | cymn [ ] Biock

| Conversion 1 PR
Conversion2 >
Conversion 3 5
Conversion 4 >

Selectnew
Uptod

ﬂ Select the new color (color to convert to).

Select new color.

e e e L e e

[vetow ] (Beiae J[oemee | [pea [whie J

T P T [T
[

Conversion 3 2
Conversion 4 4

B If you want to convert more than one color, repeat steps B and B.

& Note
O If you pick the wrong color, press the [Clear] key.

B Press the [OK] key.
W s your originals, then press the [Start] key.



Color Creation

Color Erase

A0
v
b

GCCLPR2E
This function erases selected colors from the original image.

& Note
O Up to 4 colors can be erased at one time.

O Colors that can be erased: Yellow, Red, Magenta, Green, Cyan, Blue and
Black.

3 This function can be made more or less sensitive to the color to be erased. It
can be adjusted within five levels from “Narrow” to “Wide”. = P.108 “Image
Adjustment”. For example, if red is selected as the color to be erased, “Nar-
row” will result in only red being erased, and “Wide” will result in other col-
ors close to red being erased.

ﬂ Press the [Color Creation] key.

EI Press the [Color Erase] key.

1)
7\
O0000oeoe®
Pwocaosota [rucor | ESTRTER [sroccor_[rwncor |
[ rors o0 R oo [soeomonare | ] 2] 5 |

oo |

Image Creation Ji IEHTTIRERTET ShifyBook Duplex/Combine Jl Reducs/Enlarge
Select mode.

Rl e [cotorconversion ] RPRI [calorrase ] P [coorBockgroma |
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B Select the color to be erased.

Sescimee
BbL RbR| Rl

ﬂ Press the [OK] key
B set your originals, then press the [Start] key.

Color Background

e
Vs

3"

GCCLPR3E

This function makes copies with the selected color background.

& Note

O Colors that can be selected as a background color: Yellow, Orange, Red, Ma-
genta, Green, Cyan, Blue, Yellow Green, Black, Beige, Pink, Marine Blue, Pur-
ple and User Colors.

O In this mode, color tones of photos or pictures might be changed depending
on the color on the background.

l] Press the [Color Creation] key.



Color Creation

B Press the [Color Background] key.

[starage oo | ©
O0000oeoe®

Pwocaosota [rucor | ESTRTER [sroccor_[rwncor |
[ rors oo R oo [soeomonare | ] 2] 5 ]

Full Size | Auto Reduce/Enlarge 100%

Image Creation Shify/Book Duplex/Combine Jl Reduce/Enlarge
Select mode.
Rl e [cotor conversion ] RIPRI [calorrase ] R [colorBecigroma ]

B Select the color for the background.

Salect color below.
can be adjusted vith four density levels.

[svetow ] [Beize ] [lorenge J[Res

[vetow Green | cymn [ ] Biock

Graen Marine Blue Blue pmiwg Dséwg"j‘ O@
| A 2 i | G | G ARS8 | S EAR T LR |

|

Selectmade.

Rl e [cotor conversion_] BIRI [calorrese

& Note
O You can select the color density level.

ﬂ Press the [OK] key
B se: your originals, then press the [Start] key.
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Image Creation

Mirror

GCMILL1E
This function makes a mirror image copy of the original.

& Note
O If set the original as below when setting on the exposure glass.

GCMILL2E

0 press the [Image Creation] key.
o T

=
O0000eoeee
(e rorsovae IR [soecmorgm || 0] o] (]

5] 5] 5] U =
A peperseieet AT AP BT KA i

Auto Reduce/Enlarge
Cosmmizoon J[sox Jsece |oule
TP | Color Crestion Shift/Book Duplex/Combine ll Reduce/Enlarge

A T B(owerecne |

ﬂ Press the [Mirror Image] key.
B Set your originals, then press the [Start] key.



Image Creation

Positive/Negative

GCHATN1E

This function copies the original image in complementary colors. If you use a
black and white original, black and white areas of the original are reversed.

l] Press the [Image Creation] key.

ﬂ Press the [Positive/Negative] key.
e &

7\
00000000 e
Pwocaosota [rucor | ESTRTER [sroccor_[rwncor |
[ rors o R oo [soeomonare | ] 2] 5 ]

el | Color Crsation Shif/Book Duplex/Combine Jl Reducs /Enlarge

Selectmade.

Ao ] B

B set your originals, then press the [Start] key.
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Finishing

& Note

O To avoid problems caused by curled copies, try turning over the paper stack
in the paper tray. If there is no improvement, change to copy paper with less
curl.

/O Reference

Regarding functions that cannot be used together with this function, = P.97
“Combination Chart”.

Sort

The optional 20-bin sorter stapler, 10-bin sorter stapler or 3-bin sotrer is required to use
this function.

ey

GCSORT1E

One copy of each original is delivered to each bin and copies are collated into
sets.



Finishing

& Note
O It is recommended to set originals in the document feeder with this function.

O For sorting, the following limitations apply:

20-bin sorter stapler 10-bin sorter | 3-bin sorter stapler
Normal Thick mode stapler 1%t bin 2nd op 31d bin
paper mode
Maximum [F:A3,12"x |[P: A3,12"x |[P:A3,11"x |[: A3,12"x |[F: A3,12"x
paper size 18" 18" 17" 18" 18"
D:A4,8/," | D:A4,81/" | D:A4,8/," | [J:A4,8 /" | [:A4,81/,"
x 11" x 11" x 11" x 11" x 11"
Minimum [7: B5, 8" x [7: B5, 8" x [7: B5, 8" x : A6,5'/," | P:A6,5'/,"
paper size 11" 11" 11" x 81/," x81/,"
[):B5,8'/2" | [):B5,8'/2" | [):B5,8'/2" | . A58/, | [: A5,8/,"
x 11" x 11" x 11" % 11" 11"
Maximum A4,81/,"x | A4,81/,"x | A4,81/,"x | A4,81/,"x | A4,81/," %
paper .capaci- 11" or small- | 11" or small- | 11" or small- | 11" or small- | 11" or small-
ty of bins er: 30 sheets | er: 15 sheets | er: 30 sheets | er: 500 sheets | er: 250 sheets
(80g/m?% 20 | By, 8"x13"or | B4,8"x13"or | B4,8"x 13" or | B4,8"x13"or | B4,8"x 13" or
Ib) larger: 25 larger: 12 larger: 25 larger: 250 larger: 125
sheets sheets sheets sheets sheets

O When you have the 3-bin sorter or 10-bin sorter stapler, you cannot use thick
paper fed from the bypass tray in Sort mode.

O When you have the 10-bin sorter stapler, 12" x 18" size paper cannot be used.
O You cannot use OHP transparencies or custom size paper in Sort mode.

O You can make the machine select Sort mode automatically when you insert
two or more originals in the document feeder and make two or more copies
from each original. = P.184 “Duplex/ADF/Sorter”.

ﬂ Press the [Sort] key.

O | eacams [ (]
=\

e ] OO0 0000 O @

Black & White ‘Slm}e olor

e ..

|| raoue

[Spacesorgoa | 3

CoiorCrection | shityzoo i Ovpiecomoine l Feduce Eniarge

ﬂ Set your originals in the document feeder.

B Press the [Start] key.
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Stack

The optional 20-bin sorter stapler, 10-bin sorter or 3-bin sorter is required to use this
function.

ey

GCSORT2E

All copies of each original are delivered to the same bin.

& Note
O For stacking, the following limitations apply:

20-bin sorter stapler 10-bin sorter | 3-bin sorter stapler
Normal Thick mode stapler 1%t bin 2nd or 314 bin
paper mode
Maximum [F:A3,12"x |[P: A3,12"x |[P:A3,11"x |[P: A3,12"x |[F: A3,12"x
paper size 18" 18" 17" 18" 18"
[:A4,8Y," | D:A4,8Y/," | [D:A4,8/" | [J:A4,81/," | [J:A4,8Y/,"
x 11" x 11" x 11" x 11" x 11"
Minimum :B5,8'x |[F:B58"x |[3:B5,8"'x |[3:A6,5/," |[3: A6, 5!/,
paper size 11" 11" 11" x 81/," x 81/,"
[):B5,8'/2" | [J):B5,8'/2" | D:B5,8'2" | [J.a5,8/," | §: A5, 8/,
x 11" x 11" x 11" 11" 11"
Maximum A4,8!/," x A4, 81/, x A4,8!/," x A4, 81/, x A4,8!/," x
paper capaci- | 11" or small- | 11" or small- | 11" or small- | 11" or small- | 11" or small-
ty of bins er: 25 sheets | er: 12 sheets | er: 25 sheets | er: 500 sheets | er: 250 sheets
(80g/m? 20 B4,8"%x13"or | B4,8"%x13"or | B4,8"x13"or | B4,8"x13"or | B4,8"x 13" or
Ib) larger: 20 larger: 10 larger: 20 larger: 250 larger: 125
sheets sheets sheets sheets sheets

O When you have the 3-bin sorter or 10-bin sorter stapler, you cannot use thick
paper fed from the bypass tray in Stack mode.

O When you have the 10-bin sorter stapler, 12" x 18" size paper cannot be used.
O You cannot use OHP transparencies or custom size paper in Stack mode.



Finishing

ﬂ Press the [Stack] key.

: ™17
=\
O0000eoeee
[0 cotorsetect [ Futcotor Black 8 Wite ingle Colo

— 5

CoiorCrection | shityzoo i Ovpiecomoine l Feduce Eniarge

ﬂ Set your originals in the document feeder.

B Press the [Start] key.

Staple

The optional 20-bin sorter, 10-bin sorter stapler is required to use this function.

Each copy set can be stapled together.

& Note

O Since the image is rotated, if the direction of the original and paper direction
differ, the staples might not be in the desired position.

O When you select Staple mode, Sort mode is automatically selected.
O You cannot use Staple mode with Stack mode.

O When you have the 10-bin sorter stapler, you cannot use thick paper fed from
the bypass tray in Staple mode.

O You cannot use OHP transparencies or custom size paper in Staple mode.
O You cannot staple different widths of paper.
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stapling position is shown below.

O The relationship between the orientation in which the original is set and the

Orientation of original

Stapling position

Exposure glass

Document feeder

20-bin sorter
stapler

10-bin sorter
stapler

=

i

For stapling, the following limitations apply:

20-bin sorter stapler

Normal paper mode

Thick paper mode

10-bin sorter stapler

Maximum paper size

: A3, 11" x 17"
[:A4,81/," x 11"

: A3, 11" x 17"
[: A4,81/," x 11"

: A3, 11" x 17"
[: A4,81/," x 11"

Minimum paper size

: B5, 8 /5" x 11"
[J:B5,8/," x 11"

: B5, 8 /5" x 11"
[J: B5,8/," x 11"

: B5, 81 /5" x 11"
[J:B5, 8!/, x 11"

Stapler capacity

(80g/m?, 20 1b)

20 sheets

10 sheets

20 sheets

AP Reference
If you want to add staples, = P.164 “1&4 Adding Staples”.

When the stapler is jammed, = P.166 “ % Removing Jammed Staples”.




Finishing

Changing the staple position

If your machine is equipped with the 20-bin sorter stapler, you can select one of
two stapling positions by changing the position of the stapler. Open the front
cover of the sorter stapler and perform the actions illustrated below.

TRSPOOE

& Note
O After changing the position of the stapler should be clicked in position.

Having copies stapled automatically after copying

The optional document feeder is required to use this function.

0 press the RJ’R) | key.

ﬂ Set your originals in the document feeder.

95



Copying

B Press the [Start] key.

OFe
=
Lo OO0 00000 O

Tspectonane || 0] Ga] G2 ]

| Auto Reduce/Enlarge 100%
[ JEEse Jsee

Color Crestion sityBook il Duslex/Corbine il Reduce/Enaige

Stapling copies manually after copying

ﬂ After Sort mode copying is completed, press the | l Ikey.

N\
e ] OO0 00 O 0@
o coorseen [rurcacr_ |ETRNRPR [oroe coor [ rincor
[orerrmoe e [soeomonrs | ] ] o]

=Nomal
81%x11

Full Size Auto Reduce/Enlarge | 100%

Lo s Jsene

Siitjposk N Duplex/Cormsine J| Recucs/Enlarge
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— The original mode is overridden and the newly selected mode is active.

* Those modes can be used together with some limitations.

¥¢ Those modes can be used together.

Combination Chart
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