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Notes: The model names of the machines do not appear in the following
pages. Check the type of your machine before reading this manual.
(For details, see page 2.)

Basic 1 9027
With 1000-sheet large capacity tray : 9027L
With 1000-sheet large capacity tray

and unit for two-sided copying : 9027DL

Certain types may not be available in some countries. For details, please
contact your local dealer.

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

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

[ Note: Some illustrations may be slightly different from your machine. |

Note: Certain options may not be available in some countries. For details,
please contact your local dealer.

Power Source: 120 V, 60 Hz, more than 12A
Please make sure to connect the power cord to a power source as above.
For details about power source, see page 148.




INTRODUCTION

This manual contains detailed instructions on the operation and mainte-
nance of this copier. To get maximum versatility from this copier, 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 next section before using this copier. It contains important
information related to USER SAFETY and PREVENTING EQUIPMENT
PROBLEMS.

SAFETY INFORMATION

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

Safety During Operation

In this manual, all safety messages are identified by the words "WARNING"
and "CAUTION". These words mean the following:

WARNING: Important information to alert you to a situation that might cause
serious injury and damage to your property if instructions are not
Jfollowed.

CAUTION: Important information that tells how to prevent damage to equipment,
or how to avoid a situation that might cause minor injury.

WARNINGS:

Since some parts of the copier are supplied with high electrical voltage, touch
only the parts specified in this manual.

Do not modify or replace any parts other than the ones specified in this manual.

Do not incinerate toner or toner containers. Toner dust might ignite when
exposed to open flames.

Do not store toner where it will be exposed to heat.



Do not eat or swallow toner, and keep it out of reach of children.

The fusing section can be very hot. Be careful when handling it.

CAUTIONS:

While copying, do not turn off the main switch.

While copying, do not open the front cover.

While copying, do not lift the platen cover, or the optional document feeder.
While copying, do not unplug the power cord.

Do not lay anything weighing more than 22 Ib on the exposure glass.

Do not place tools or other hard objects on the exposure glass.

Keep corrosive liquids, such as acid, off the machine.

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

General Safety Information

(7 Always turn the copier off when you have finished copying for the day, but leave
it plugged in.
7 When the copier will not be used for a long period, disconnect the power cord.

~3 If the copier must be transported by vehicle, please contact your service repre-
sentative.

] When the main switch is in the Stand-by position, the optional anticondensation
heaters are on. In case of emergency, unplug the machine’s power cord.

M To disconnect the power source, the main plug must be pulled.
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MODELS

Basic

Two 250-sheet trays

MODELS

250-sheet tray

250-sheet tray

With 1000-sheet large capacity tray

Two 250-sheet trays

A 1000-sheet large capacity tray

With 1000-sheet large capacity tray and unit for two-

sided copying

A 250-sheet tray

1000-sheet
large capacity
tray

250-sheet tray

250-sheet tray

A 1000-sheet large capacity tray

A unit for two-sided copying

1000-sheet
large capacity
tray

]

unit for two-

sided copying™ [

l

250-sheet tray




OPTIONS

OPTIONS

This copier can be provided with the following options:

Document feeder
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20-bin sorter stapler®

™~
] \
E l
20-bin sorter* §
X ;

10-bin sorter

— —
10-bin sorter stapler® — —
») ) A T
1000-sheet tray unit (two 500-sheet tray unit (two
500-sheet trays) 250-sheet trays)

7 Other options:  Platen cover (in some areas), key counter

*These options require the optional sorter adapter.



COPIER EXTERIOR AND INTERIOR

COPIER EXTERIOR AND INTERIOR




COPIER EXTERIOR AND INTERIOR

*10.

*11.

12.

13.
14.

15.

Operation panel
Left scale

Platen cover
(option in some areas)

Exposure glass

Bypass feed table

1000-sheet large
capacity tray

Key counter holder
Front cover
250-sheet tray
250-sheet tray

Unit for two-sided
copying
Main switch

Copy tray

Toner Bottle

Fusing Unit

Operator controls and indicators are located here.
Use to align originals on the exposure glass.

Lower this cover over originals for copying.

Position originals here face down for copying.

Use to copy onto OHP sheets, adhesive labels,
translucent paper, and post cards.
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This tray can hold 1,000 sheets of copy paper.
Two of three models have this tray. (e See

page 2.)

Insert the optional key counter here.
Open to access the inside of the copier.
This tray can hold 250 sheets of copy paper.

This tray can hold 250 sheets of copy paper. The
model with a unit for two-sided copying does not
have this tray. Instead, it has the unit for two-
sided copying (*11).

This unit is used to make two-sided copies.

Switches the copier between on and stand-by
conditions. ("stand-by" means that the anticon-
densation heaters are on.)

Completed copies are delivered here.

Replace the toner bottle when the {2 Add Toner
indicator is lit or blinking.

Fuses the copy image to the paper. When ac-
cessing the inside of the copier, use caution.
This unit may be very hot.



PAPER TRAYS

PAPER TRAYS

Each 250-sheet or 500-sheet tray’s name changes depending on what kind
of copier and optional paper tray unit you have. Find your copier among the
illustrations below and on the next page. Then, when you find paper tray’s
name (ex. 1st tray) in this manual, confirm which paper tray is pointed in the
case of your copier.

Basi With optional 500- With optional 1000-
asic . .
sheet tray unit sheet fray unit
1st tray 1st tray 1st tray
2nd tray 2nd tray 2nd tray
250 sheets 500 sheets
for each for each

tray tray




PAPER TRAYS

With large capac-
ity tray

Tsttray

2nd tray

large capacity tray
(LCT)

With large capac-
ity tray and unit for
two-sided copying

With large capac-

ity fray and op-

tional 500-sheet

tray unit

1st tray

LCT]

2nd tray

250 sheets
for each
tray

With large capac-

ity tray, unit for
sided copying,

two-

and optional 500-

sheet tray unit

With large capac-

=
ity tray and op- %)
tional 1000-sheet Z
tray unit T
P
]
=
[72]
&
L
£
LCT
1st tray
Znd tray

500 sheets
for each
fray

With large capac-
ity tray, unit for two-
sided copying,

and optional 1000-
sheet tray unit

250 sheets
for each
tray

- - LCT
unit for two-sided LCT unit for two-sided LCT unit for two-sided
copying copying copying
1st tray 1st tray 1sttray

500 sheets
for each
tray



OPERATION PANEL

OPERATION PANEL

Keys 1
Basic & With 1000-sheet Large Capacity Tray

20 21 22

1 147

19

2 8414
3 81t
4

YyyYyvy

Sortor

S e Ehten
= 7 @y
e
\ |
18 17161514 13 12 11 10

. Program key & See page
70.

. Clear Modes/Energy Saver key
Press to clear the copier of
previously entered settings.
Press this key for more than 1
second to enter/exit the En-
ergy Saver mode. & See
pages 39 and 85.

. Interrupt key & See pages
47 and 48.

. Recall/Enter key
Use to enter data.

. Start key

Press to start copying.
Use to set the Auto Start.
& See page 53.

6. Clear/Stop key

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

. Number keys

Use to enter the desired num-
ber of copies. They are also
used to enter data.

. Lighter and Darker keys

& See page 41.

. Auto Image Density key

& See page 41.

. Auto Paper Select key

& See page 42.



OPERATION PANEL

1 2
o (65 Y5/
I Si00e Bt
147 Q Ready .
8214 ) Wait @
et @ Energy Saver

11.

12.
13.

14.
15.
16.

17.

7

Paper Selection key
& See page 40.

Full Size key = See page 40.

Auto Reduce/Enlarge key
& See page 44.

Enlarge key @ See page 49.
Reduce key & See page 49.
Zoom Up key

Enlarges in 1% steps. @ See
page 50.

Zoom Down key

Reduces in 1% steps. & See
page 50.

18.

19.

20.

21.

22,

Size Magnification key
Copier sets the magnification
for your paper and original
sizes. w See page 51.

or

10 Key Zoom key @ See
page 50.

Erase key = See page 66.
or

Margin Adjustment key
& See page 68.

Cover/Slip Sheet key
& See pages 59 ~ 65.

Single Copies key
@ See pages 54 ~ 58.

Sorter key (option)
w See pages 77 ~ 83.
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OPERATION PANEL

Indicators 1
Basic & With 1000-sheet Large Capacity Tray

10

11 12 13 14

L;_\l:

Zoom

Ready indicator & See page

Wait indicator & See page
38.

. Energy Saver indicator

= See pages 39 and 85.

. Copy Counter

Indicates the number of cop-
ies.

Data display. # See pages 91
and 118.

. Max indicator & See page

93.

0%
8 — L. 0. C.inch

15 16
|
é Check Paper Chec
> Bypass Feed P:;;’g:zctbn Pape
> 1 147
> 2 8'.x14
> 3 11
>4 5'3x8%
*
> T o
Paper Cl I |
Selection Light

. Manual Image Density indi-

cator
@ See pages 41 and 93.

. Auto Reduce/Enlarge indica-

tor
& See page 44.

. Three Digit indicator

Data display.

. Zoom indicator

Lights when you use the Zoom
function.



OPERATION PANEL

17 18

|

155 Feed

T

10.

11.

12.

13.

14.

15.

Check Paper Check
Size/Direction Paper Size

Paper Size
147 OReady —
8'314 (1) Wait
8'x<11 &) Energy Saver —
e oo 00—

* e
D D Max
ditniinih

Lghter |02

Misfeed Location display
& See page 101.

Add Staple indicator = See
pages 90 and 99.

Load Paper indicator
= See pages 90 and 95.

Add Toner indicator @ See
pages 90 and 98.

Check Paper Path indicator
w See pages 90 and 101.

Paper Size indicators

Show the selected feed sta-
tion, copy paper size, and di-
rection.

16.

17.

18.

Bypass Feed indicator
& See page 46.

Check Paper Size/Direction
indicator
= See page 93.

Check Paper Size indicator
& See page 92.
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OPERATION PANEL

Keys 2
With 1000-sheet Large Capacity Tray And
Unit For Two-sided Copying

12

19

18 17161514 23

. Program key & See page 70.

Clear Modes/Energy Saver key
Press to clear the copier of
previously entered settings.
Press this key for more than 1
second to enter/exit the Energy
Saver mode. & See pages 39
and 85.

. Interrupt key @ See pages

47 and 48.

Recall/Enter key
Use to enter data in selected
mode.

Start key

Press to start copying.
Use to set the Auto Start.
& See page 53.

6.

10.

13 12 11 10

Clear/Stop key

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

. Number keys

Use to enter the desired num-
ber of copies. They are also
used to enter data.

Lighter and Darker keys
& See page 41.

. Auto Image Density key

& See page 41.

Auto Paper Select key
& See page 42.



OPERATION PANEL

gm::m g:;:s Progam | @ <% oo @ @q Interrupt -
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Lighter D

11.

12.
13.

14.

15.

16.

17.

18.

Paper Selection key
w See page 40.

Full Size key = See page 40.

19.

Auto Reduce/Enlarge key '
& See page 44.

Enlarge key & See page 49.

20.

Reduce key = See page 49.

Zoom Up key
Enlarges in 1% steps. & See
page 50.

22,

Zoom Down key
Reduces in 1% steps. @& See
page 50.

Size Magnification key
Copier sets the magnification
for your paper and original
sizes. =& See page 51.

21.

23.

or

10 Key Zoom key @ See
page 50.

Erase key @ See page 66.

or
Margin Adjustment key
w See page 68.

Cover/Slip Sheet key
- See pages 59 ~ 65.

Single Copies key = See
pages 54 ~ 58.

Duplex key
@ See pages 73 ~ 76.

Sorter key (option)
& See pages 77 ~ 83.
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OPERATION PANEL

Indicators 2
With 1000-sheet Large Capacity Tray And
Unit For Two-sided Copying

11 12 13 14 15 16

-
L " l ‘ Check Paper Che
(RATESTRSE » Bypass Feed P:;i/g;;:cuon Pay
-
E—L@ p > 1 1147
0 25 > 2 1,14
—r > 3 8
N 1,81
9 I E— Zoom 5/2 8/2
> T *
8 _'-’ ’L-’ ’°/°
1. 1. (.inch L = U
Re l;q W Paper q y
Ce/Enlarge Sel%cﬁon Ligt

7
1. Ready indicator & See page . Manual Image Density indi-
38. cator
& See pages 41 and 93.
2. Wait indicator @ See page
38. . Auto Reduce/Enlarge indica-
tor
3. Energy Saver indicator @& See page 44.
@ See pages 39 and 85.
. Three Digit indicator
4. Copy Counter Data display.
Indicates the number of cop-
ies. . Zoom indicator
Data display. & See pages 91 Lights when you use the Zoom
and 118. function.
5. Max indicator & See page

14

93.



OPERATION PANEL

17 18 19

Check Paper Check W
Size/Direction Paper Size
Paper Size Second Original
47 (O Ready — 1
A4 MO Wait —— 1 2
T &) Energy Saver ———— 3
81 — g p—

* I I I I
j—D Max — 5

qiininnnd
Lighter [D3
6

10. Misfeed Location display 16.

& See page 101.

11. Add Staple indicator @ See 17.
pages 90 and 99.

12. Load Paper indicator 18.
& See pages 90 and 95.

13. Add Toner indicator & See 19.
pages 90 and 98.

14. Check Paper Path indicator
=& See pages 90 and 101.

15. Paper Size indicators
Show the selected feed sta-
tion, copy paper size, and di-
rection.
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Bypass Feed indicator
& See page 46.

Check Paper Size/Direction
indicator = See page 93.

Check Paper Size indicator
& See page 92.

Second Original indicator
= See pages 93.

15
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WHAT YOU CAN DO
WITH THIS COPIER
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FUNCTIONS

FUNCTIONS

Auto image desity

o See page 41.

& See page 44.

& See page 47.

18



FUNCTIONS

Reducing and enlarging using preset ratios

Reducing and enlarging with Number keys

-s[g

Reducing and enlarging with the Zoom Up (+) and Zoom Down (-) keys

s sie)

& See page 49.

WHAT YOU CAN DO WITH

Entering copy job settings during the warm-up period
& See page 53.

19

THIS COPIER




FUNCTIONS

Making one-sided copies from various or

From 2 one-sided originals to 1 one-sided copy

Lig|---»[12

From 1 two-sided original 1o 2 one-sided copies

-

From 2 facing pages to 2 one-sided copies

212

& See page 54.
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FUNCTIONS

or inserting sheets

Copying the front cover of the originals

HEEE

Copying the front and back covers of
I the originals

HEEE

Adding a front cover sheet

k- Cle]]

Adding front and back cover sheets

[+ 4
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Inserting slip sheets between OHP

transparencies
Z,ma -
1T

& See page 59.
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FUNCTIONS
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Erasing the center margin of the
original image

Wy
2' %

Vi

Erasing the surrounding area of the
original image

Erasing the center margin and surround-
ing area of the original image

w» See page 66.



FUNCTIONS
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& See page 68.

- See page 70.
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FUNCTIONS

two-sided copies

From an even number of one-sided originals

?

From an odd number of one-sided originals

& See page 73.
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FUNCTIONS

Sorting into sets (123,123,123)

Stapling copies

Stacking together all copies of a
page (111,222, 333)
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& See page 77.
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HINTS

HINTS

Example 1

You have to give a presentation of your company’s new products to your clients
tomorrow. Now, you have finished making the material but you still have to copy this
material to OHP sheets and also make copies for your clients.

] For copying your material onto OHP sheets, you'll use the optinal document
feeder.

7] For copying your material for your clients, you'll use the 20-bin (or 10-bin) sorter
stapler options.

Copying your material onfo OHP sheets

if you make copies following the procedure below, sheets will be inserted
between OHP sheets to prevent friction between OHP sheets. This way,
you can smoothly take and set your OHP sheets.

e /
_1 24

L Inserting slip sheets between OHP transparencies
& See page 64.

Copying and stapling your material for your clients
Make the required number of stapled copies.

| 5 K% &
#EFE

L Stapling copies e See page 78.

Iro
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HINTS

Example 2

You are studying for an examination, but because you were absent from
your classes for two days and you could not take notes, you have to ask
your friend to lend you his notebook to make copies of it.

|

]

U, Making 2 one-sided copies from 2 facing pages
& See page 57.

U Erasing the surrounding area of the original image
o See page 66.
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HINTS

Example 3

Every Monday, you distribute a report named "Weekly events at the head
office" to local branches. Your report is always 27 pages. You want to make
required number of 2-sided copies.

~J Your copier has a large capacity tray and a unit for two-sided copying and a
20-bin sorter.

Ty

%, Making two sided copies from an odd number of
one sided originals e See page 73.

& Sorting into sets (123, 123, 123) & See page 77.

Because you make the same copies every Monday, we suggest that you
store these settings in the copier's memory.

L, Storing your copy settings in memory = See page 70.
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ORIGINALS

ORIGINALS

Recommended Originals

(J Regarding originals that the optional document feeder can handle, & see page
157.

Non-recommended Originals For The Optional
Document Feeder

Caution: The following types of originals are not recommended for use with the
document feeder. Place them directly on the exposure glass.

73 Originals thicker than 34 Ib

(7 Originals thicker than 28 Ib when using two-sided originals

(7 Originals thinner than 11 Ib. But for originals between 11 and 14 Ib, the document
feeder must be set to Thin Original mode. = See page 131.

(1 Originals larger than 11" x 17"
(7 Originals smaller than 512" x 81/2"

(7 Originals smaller than 512" x 81/2" sideways when you use Combine Originals
& See page 54. -

=1 Paper with any kind of coating (such as carbon) on the back
{1 Folded, curled, creased, or damaged originals

(J Mailing labels, or perforated originals

3 Bound, stapled, or clipped originals

(3 OHP transparencies

[ Translucent paper

[ Pasted originals

(1 Damp originals

3 Sticky originals

(1 Wavy originals

(1 Originals that are not made from paper

(3 Originals written in pencil on both sides, or two-sided carbon originals

(3 Thermal fax paper

30



SETTING ORIGINALS ON THE EXPOSURE GLASS

SETTING ORIGINALS ON THE EXPOSURE

Lift the platen cover or the op-
tional document feeder.

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

Lower the platen cover or the op-
tional document feeder.

GLASS
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SETTING A STACK OF ORIGINALS IN THE OPTIONAL DOCUMENT FEEDER

SETTING A STACK OF ORIGINALS IN THE
OPTIONAL DOCUMENT FEEDER

You can insert a stack of originals (one-sided or two-sided) of the same size
into the document feeder. These originals are individually fed onto and
removed from the exposure glass.

3 If you want to set originals of different sizes at the same time, use the user tools.
@ See page 130.

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

ﬂ Confirm that the Insert Original
indicator is lit before setting the
originals.

B Confirm that no previous originals
remain on the exposure glass.

E] Adjust the guide to the original
size.

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

1 The last page should be on the bot-
tom.

 The guide must touch the front side
of the originals.
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SETTING A STACK OF ORIGINALS IN THE OPTIONAL DOCUMENT FEEDER

3 Do not stack originals above the limit
mark.

4
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=
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SETTING ONE ORIGINAL AT A TIME IN THE OPTIONAL DOCUMENT FEEDER

SETTING ONE ORIGINAL AT A TIME IN THE
OPTIONAL DOCUMENT FEEDER

You can insert one original at a time into the document feeder. The original
is automatically fed onto and removed from the exposure glass.

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

E Confirm that the Insert Original
indicator is lit before setting the
originals.

B Confirm that no previous originals
remain on the exposure glass.

!] Adjust the guide to the original
size.

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

M 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.

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



SETTING ONE ORIGINAL AT A TIME IN THE OPTIONAL DOCUMENT FEEDER

E Press the Start key.

While the Auto Feed indicator is
lit after an original is fed, set the
next original. The original is auto-
matically fed and copied.

1 If you have set more than two origi-
nals, the Auto Feed indicator is not
lit after the last original is fed. In this
case, press the Start key again after
setting an original.
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SETTING ONE ORIGINAL AT A TIME IN THE OPTIONAL DOCUMENT FEEDER
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STARTING THE COPIER

STARTING THE COPIER

When The Main Switch Is In The Stand-by Position

i] Turn on the main switch. % ‘/\
\ ’ \\\\
\ Oh
N P
.
BN nd
Wait for the copier to warm-up.
a During the warm-up period (less Q Ready
than 80 seconds), the U Wait
indicator is on. G) W .
ait
After the warm-up, the O Ready
B indicator ||ghts ‘k(ﬂ Y Lnnaren: QA\ I
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STARTING THE COPIER

When The @ Energy Saver Indicator Is On

0

0

The copier is in the Energy Saver
or Auto Off mode.

Press the Clear Modes/Energy
Saver key to return to the ready
condition.

For details about Energy Saver, &
see pages 85 and 124.

For details about Auto Off, & see
page 125.

Clear Modes/

Energy Saver

/G

inte

NN

A\

A\

(J The following actions will also make the copier ready:

» Opening or closing the platen cover.

« Opening or closing the optional document feeder.
* Setting originals in the optional document feeder.

Opening or closing the bypass feed table.

» Setting copy paper in the bypass feed table.

Pressing any key except the Start key.

When The Copier Is Set For User Codes

Input your user code (3 digits)
using the Number keys. Press
the Recall/Enter key.

To prevent others from making cop-
ies using your user code, press the
Clear/Stop and Clear Modes/En-
ergy Saver key simultaneously after
copying.

Regarding user codes, & see page
132.

To set your copier for user codes,
contact your service representative.
& See page 140.
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FREQUENTLY USED FUNCTIONS

FREQUENTLY USED FUNCTIONS

One-to-one Copying

You can make copies that are the
same size as your originals.

[I Set your original on the exposure

glass or in the optional document
feeder. w See page 31, 32, or
34.

g Enter the number of copies re-
quired using the Number keys.

To change the number entered,
press the Clear/Stop key, then enter
the new number.

a

B Confirm that the Auto Paper Se-

lect indicator is on. If not, press [Z¥Ena Caper

the Auto Paper Select key, or
select the copy paper using the
Paper Selection key.

(0 Regarding Auto Paper Select, @ see
page 42.

Make sure that the magnification
ratio is set to 100%. If not, press
the Full Size key.

40



FREQUENTLY USED FUNCTIONS

B Press the Start key.

0

a

To stop the copier during the multi-
copy run, press the Clear/Stop key.

Press the Start key to resume copy-
ing, or press the Clear/Stop key
again to clear the entered copy num-
ber.

OOC

Adjusting Copy Image Density

To match the type of originals, adjust the image density.

Auto image density

If the Auto Image Density indi-
cator is lit, the copier automat-
ically controls the image density.
If the indicator is not lit, press the
Auto Image Density key.

Manual image density

If you have dark or light originals,
adjust the image density yourself.

Press the Lighter (left) key to
lower the image density. Press
the Darker (right) key to increase
the image density.

Max
dinrinnnd
Lighter Dake!
DeﬂS“W

@ Auto1mage - 1~

Salaat,

41

COPYING



FREQUENTLY USED FUNCTIONS

Having The Copier Choose The Paper Size
(Auto Paper Select)

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

(] If you use translucent or transparent originals or originals with tags, the original
size might not be detected correctly.

(] When placing the original on the exposure glass directly, make sure that the
platen cover or optional document feeder is lowered before pressing the Start
key. If not, the original size might not be detected correctly.

{1 Regarding functions that cannot be used together with this function, # see page
86.

Example 1: When making full size copies

n Make sure that the Auto Paper
Select indicator is lit. If not, press
the Auto Paper Select key.

H Make sure that the magnification
ratio is set to 100%. If not, press
the Full Size key.

B Set your original on the exposure
glass or in the optional document
feeder. @ See page 31, 32 or 34.

ﬂ Press the Start key.

The copier selects paper of the
same format and orientation as
the original.
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FREQUENTLY USED FUNCTIONS

Example 2: When making reduced copies

Example: Original: 11" x 17" lengthwise
Reproduction ratio: 65%

[I Make sure that the Auto Paper
Select indicator is lit. If not, press
the Auto Paper Select key.

E] Select 65% using the Reduce
key.

B Set your original on the exposure

glass or in the optional document
feeder. @ See page 31, 32, or
34.

E] Press the Start key.

812" x 11" lengthwise copy paper
will be selected.

COPYING



FREQUENTLY USED FUNCTIONS

Having The Copier Choose The Reproduction Ratios
(Auto Reduce/Eniarge)

The copier can select the proper re-
production ratio based on the selected
paper size and the original size.

7 If you use translucent or transparent originals or originals with tags, the original
size might not be detected correctly.

(1 When placing the original on the exposure glass directly, make sure that the
platen cover or optional document feeder is lowered before pressing the Start
key. If not, the original size might not be detected correctly.

(3 Regarding functions that cannot be used together with this function, » see page
86.

Example: Original size: 11" x 17" lengthwise
Copy paper size: 812" x 11" lengthwise

[I Press the Auto/Reduce Enlarge
key. R.Auto
educe/En/a,ge g:;’:

g Set your original on the exposure M\ o Al
glass or in the optional document
feeder. @ See page 31, 32, or

34.
E] Select the copy paper using the Paper

Paper Selection key. arge Selection Lig

\ imimiv——

E] Press the Start key. 65% will be — q

selected. =

@ Auto Paper Select
£ k |




FREQUENTLY USED FUNCTIONS

Copying From The Bypass Feed Table

Use the bypass feed table to copy onto OHP transparencies, adhesive

labels, translucent paper, and post cards.
1 Adhesive labels should be fed from the bypass feed table one sheet at a time.

1 OHP transparencies should be fed from the bypass feed table. You can set ten
sheets at a time. However, if misfeed or multi-feed occurs, set sheets one at a

time.

71 OHP transparencies should be fanned to get air between the sheets before load-

ing.
(] Translucent paper should be fed from the bypass feed table.

(7 Translucent paper should be fed so that the paper grain is oriented with the

paper path.

1 Postcards should be fed from the bypass feed table. Correct any curls they might

have before loading them.
(7 It is recommended to feed one post card at a time.

(7 When you use the bypass feed table while placing the original directly on the
exposure glass, lower the platen cover or optional document feeder before press-

ing the Start key.

(7 Regarding functions that cannot be used together with this function, @ see page

86.

Set your original on the exposure
glass or in the optional document
feeder. @ See page 31, 32, or
34.

B Open the bypass feed table.

45
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FREQUENTLY USED FUNCTIONS

3

a

46

Make sure that the @Bypass
Feed indicator is lit. If it is not lit,
press the Paper Selection key to
select the bypass feed table.

Slide the paper guides to the pa-
per width and, if necessary,
swing out the extender to support
large size copy paper.

Insert the copy paper into the by-
pass feed table.

Approximately 40 sheets of copy pa-
per (20 Ib) can be inserted at a time.

Do not insert copy paper after the
Load Paper (L%.l) indicator turns off.

Press the Start key.

Paper
Selection




FREQUENTLY USED FUNCTIONS

Temporarily Stopping One Job To Copy
Something Else (Interrupt Copying)

Use the Interrupt key to interrupt a multicopy run to make urgently needed
copies.

7 Regarding functions that cannot be used together with this function, @~ see page
86.

Without the optional document feeder

Press the Interrupt key. The cop-
ier will stop the copy run and
store the present settings in the
memory. The copier will return to
the ready condition.

Remove the previous original. Set
your original for interrupt copying
on the exposure glass. & See
page 31.

Make your copies.

After interrupt copying is com-
pleted, press the Interrupt key
again. The copier will recall the
previous copy settings.

Reset the previous original and
press the Start key to resume the
previous run.

:] Interrupt

:] Interrupt

47
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FREQUENTLY USED FUNCTIONS

With the optional document feeder

CIO 3 X©

N
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Press the Interrupt key. The cop-
ier will stop the copy run and
store the present settings in the
memory. The original on the ex-
posure glass will exit from the
document feeder. The copier will
return to the ready condition.

Take the originals from the exit
stack.

Separately take the remaining
originals off the original table.

Make your copies.

After interrupt copying is com-
pleted, press the Interrupt key.
The copier will recall the previous
copy settings.

Some originals in the exit stack
(step 2) weren’'t completely cop-
ied. Read the number in the
Three Digit indicator and take
that number of pages from the
Iop of the exit stack.

Place the sheets you just took on
the bottom of the stack you took
from the original table (step 3).

Place the stack you just made in
the original table.

Press the Start key.




FREQUENTLY USED FUNCTIONS

Reducing And Enlarging

(7 Regarding functions that cannot be used together with this function, @ see page

86.

Reducing and enlarging using preset ratios

Reducing

Press the Reduce key to select the preset reducing ratios. The reducing

ratio will change as follows:

931%4»85%H77%~>74%—+65%450,%

Enlarging

J I

Down

EI Reduce

) | C

Press the Enlarge key to select the preset enlarging ratios. The enlarging

ratio will change as follows:

12?0/0 — 129% — 155% —» 200%
J

oom

t-up

ﬁ Enlarge

e DoOWn

E Reduce
f{

D |

®
COPYING
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FREQUENTLY USED FUNCTIONS

Reducing and enlarging with the Zoom Up (+) and Zoom
Down (-) keys (+— Zoom)

You can change the reproduction ratio from 50% to 200% in 1% steps.

Press the Zoom Up (+) key re-
peatedly, or hold down the key U
continuously, to increase the ratio + P m e
in 1% steps. ]
e DoWN E'EI Reduce
{ 1I(
Press the Zoom Down (—) key - — -
repeatedly, or hold down the key :]
continuously, to reduce the ratio
in 1% steps. = Down Eﬂ Reduce

Reducing and enlarging with the number keys (10 key

Zoom)

Note: Before using the 10 Key Zoom, you have to change copier’s default settings
with the user tools. (@ See page 127.) If you select the 10 Key Zoom, the
Size Magnification key is used as 10 Key Zoom key. In this case, you can-
not use Size Magnification.

Note: After selecting the 10 Key Zoom, put the sticker (key name sheet) for the
10 Key Zoom on the operation panel. The sticker is enclosed as an acces-
sory.

You can enter any reproduction ratio between 50% and 200% using the
Number keys.
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FREQUENTLY USED FUNCTIONS

[l Press the 10 Key Zoom (Size l i g1
g: . Zoom Zoom
Magnification) key. +up B e
@ 10Key+# e Do Redu
il Jil
H Enter the desired reproduction ra- ]
tio using the Number keys. 2
0 To change the number entered, / \
press the Clear/Stop key and enter >
the new number. )
o

B Press the Recall/Enter key. U U Start

Rinn

Fitting the original to a copy of a different size
(Size Magnification)

Note: If you select the 10 Key Zoom using the user tool, you cannot use Size
Magnification. & See page 50.

The suitable reproduction ratio will be

automatically selected when you enter f——

the lengths of the original and copy p—

image you want. Q& ‘ Th— ’
P A =2

Copy

Original  Copy size you want

COPYING



FREQUENTLY USED FUNCTIONS

. . . TTURCYTH] T P
Press the Size Magnification Original
key. Image Size

Copy

o Image Size __1

=Ty
Enter the original size using the J@@@ _I
Number keys. Q10]10.
O Up to 999" can be entered. @ “ sen
‘ oC®
O To change the number entered, Y 2 (0
press the Clear/Stop key and enter P (e \)
the new number. =" v

B Press the Recall/Enter key.

PITR

O
OO0

OO0 ..
910]w)

Enter the copy size using the
Number keys.

B Press the Recall/Enter key.
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FREQUENTLY USED FUNCTIONS

Entering Copy Job Settings During The Warm-up

Period (Auto Start)

If you press the Start key during
the warm-up period, the O
Ready indicator will blink, then
the copier will start copying after
the warm-up period. Set your
copy settings during warm-up pe-
riod, then press the Start key.

(O To cancel Auto Start, press the
Clear/Stop key.

Racall/
nar

Start

(O Ready
(") Wait
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MAKING ONE-SIDED COPIES FROM VARIOUS ORIGINALS (Single Copies)

MAKING ONE-SIDED COPIES FROM
VARIOUS ORIGINALS (Single Copies)

From 2 One-sided Originals To 1 One-sided Copy
(Combine Originals)

L e —

Zg17.’ i
112

Note: This function can be used only when your copier is equipped with the op-
tional document feeder.

—_———————— ]

(O The number of originals should be a multiple of two. If not, add a blank sheet to
your originals.

7 Original sizes (sideways only) that can be used are as follows:
812" x 11", 512" x 812"

7] Please refer to the following table when you select the copy paper size and re-
production ratio.

Original Copy paper Ratio

" ] : 0,

812" x 11 sideways 812" x 11 lengthvsflse 65%
11" x 17" lengthwise 100%

(0 n o 0
512" x 812" sideways 812" x 11 Iengthvs{:se 100%
11" x 17" lengthwise 129%

(] Regarding functions that cannot be used together with this function, e see page
86.



MAKING ONE-SIDED COPIES FROM VARIOUS ORIGINALS (Single Copies)

Press the Single Copies key to Erase Cover | Single Copies

light the Combine Originals indi- Sip Shast

cator. W 0oy Cover | @ Combine Orgals
@i | d@>
@ Blank Cover | @ 2 Sided Original
@-m | A-Ed
@ ORP Siip Sheet | @ Book Original
-8 | B-Fa
|

I

B Set your originals in the optional

document feeder. (@ See page
32.) When setting originals, the
top and bottom originals should
be placed upside down as shown
in the illustration to make copies
that read from ieft to right.

7 If you want to make copies that read
from right to left, set your originals as

usual.

Select the copy paper size using

the Paper Selection key. - Paper i
e i i

ulectlon Lig
] t

Select the reproduction ratio us o

ing the Reduce or Enlarge key. +u B v ® 59
[ JIL___J |es4
e DoWN E' Reduce ® St

B Press the Start key.
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MAKING ONE-SIDED COPIES FROM VARIOUS ORIGINALS (Single Copies)

From 1 Two-sided Original To 2 One-sided Copies
(2 Sided Original)

Note : We recommend using this function with the optional document feeder.

3 Regarding functions that cannot be used together with this function, @ see page
86.

[I Press the Single Copies key to Gase | |Cover |Snde Copis
light the 2 Sided Original indica- Sl Sheet
tO I. @ Copy Cover | @ Combine Originals
a8 | &>
@ Caner #8lank Cover | @2 Sided Qriginal

B> Al | doER

AOHP Sio Sheet | @ Book Original

‘Em| @ | EoHD
{ N JIC )

1

e,

E Set your originals in the optional
document feeder. @ See page
32.

B Press the Start key.
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MAKING ONE-SIDED COPIES FROM VARIOUS ORIGINALS (Single Copies)

From 2 Facing Pages To 2 One-sided Copies

(Book Original)

2

) Copy paper sizes (sideways only) that can be used are as follows:
812" x 11", 512" x 81/2"

() Regarding functions that cannot be used together with this function, @ see page

86.

Press the Single Copies key to
light the Book Original indicator.

Start with the last page of your
book original and work your way
to the beginning.

Place the original face down on
the exposure glass and align the
last page with the left scale.

Erase Cover/ Single Copies.
Slip Sheet
@Copy.Cover | @ Combine Originals
S8 | @[]
@ Center @Blank Cover | @2 Sided Orignal
BoaN @58 | Al
® Edge @ OHP Stip Sheet | @ Book Onginal
= doF | EER
{ Jil Jil )
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MAKING ONE-SIDED COPIES FROM VARIOUS ORIGINALS (Single Copies)

58

Or, set the facing original in the
optional document feeder. @ See
page 32 or 34.

Select the copy paper size using
the Paper Selection key.

Press the Start key.

/arge

Paper ,
Selection Ligh

@

@ Auto Paper Select

£

"




ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

ADDING OR INSERTING SHEETS (Cover/Slip
Sheet )

Copying The Front Cover Of The Originals
(Copy Cover)

1279112

Note: This function can be used only when your copier is equipped with the op-
tional document feeder.

Note: The copier can also copy the back cover of the originals. Set the copier with
the user tools. (@ See page 126.) If you do, @ see page 60.

(7 Regarding functions that cannot be used together with this function, @ see page
86.

Press the Cover/Slip Sheet key T Cover [l Gomies
to light the Copy Cover indicator. Sl Sheet
@ Copy Cover | @ Coming Originals
>B | @
@ Conier @Blank Cover | @2 Sidad Original

o -8 | 4>
@ Eoge @ OHP Slip Sheet | @ Book Otiginat
som| @5 | EoED
{ I Il J

COPYING

59



ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

2

a

H

Set paper for cover sheets in the
bypass feed table.

Make sure to set paper that is
identical in size and direction with
the paper to which you are copy-
ing (step 3).

Select copy paper using the Pa-
per Selection key.

You cannot select the large capacity
tray.

Set your originals in the optional
document feeder. @ See page
32.

Press the Start key.

arge

Paper
Selection

Ligh

=3 @

@ Auto Paper Select

I

B §

Copying The Front And Back Covers Of The Originals

1PBhE»

Note: This function can be used only when your copier is equipped with the op-

tional document feeder.

Note: You can select this setting with the user tools. (@ See page 126.) If you do
not select this setting, only the first page of the originals is copied. (@ See

page 59.)

(1 Regarding functions that cannot be used together with this function, = see page
86.
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ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

W]

a

Press the Cover/Slip Sheet key
to light the Copy Cover indicator.

Set paper for cover sheets in the
bypass feed table.

Make sure to set paper that is
identical in size and direction with
the paper to which you are copy-
ing (step 3).

Select copy paper using the Pa-
per Selection key.

You cannot select the large capacity
tray.

Set your originals in the optional
document feeder. & See page
32.

Press the Start key.

Cover/ Single.Copies I i

Slip Sheet

@ Copy Cover | @ Combina Qriginals

-8 | @
@Blank Cover | @2 Sidedt Original
g-W | d>ELl

G|
( Jit )

Paper ;
Selection Ligh

(@

arge

® Auto Paper Select
4

|

61

COPYING



ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

Adding A Front Cover Sheet (Blank Cover)

Note: This function can be used only when your copier is equipped with the op-
tional document feeder.

Note: The copier can also add the back cover. Set the copier with the user tools.
(@ See page 126.) If you do, @ see page 63.

(O Regarding functions that cannot be used together with this function, & see page
86.

[I Press the Cover/Slip Sheet key fme [Coer ol oves
to light the Blank Cover indica- Slp Sheet
tor. @ Copy Cover | @ Combing Orighnals
> | >

@ Contor @ Blank Cover | @ 2 Sided Orginal

wmoam| 4>B | d>Eld

@ Edge @ OHP Siip Sheet | @ Book Originl

Bom| d>0 | Hdsrd

( HCJIL J

ﬂ Set paper for cover sheets in the
bypass feed table.
Make sure to set paper that is
identical in size and direction with
the paper to which you are copy-
ing (step 3).

Select copy paper using the Pa- Paper .
per Selection key. Selection Ligh

You cannot select the large capacity —
d

@ Auto Paper Select

’ A &

Q
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ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

Set your originals in the optional
document feeder. @ See page
32.

B Press the Start key.

Adding Front And Back Cover Sheets

12 _)

Note: This function can be used only when your copier is equipped with the op-
tional document feeder.

Note: You can select this setting with the user tools. (& See page 126.) If you do
not select this setting, only the front cover is added. (@ See page 62.)

-1 Regarding functions that cannot be used together with this function, @ see page
86.

Press the Cover/Slip Sheet key Brase |Cover et | SnEOCOReS
to light the Blank Cover indica-
@ Copy Cover | @ Combine Otiginals:
tor. gl | @[]
@ Conler @Blank Cover | @2 Sldod Otginat
m->m -8 >
@ Edge @ OHP Siip Sheet | @ Book Original
som| A5 | E-Ea
{ JIL B )

B Set paper for cover sheets in the
bypass feed table.
Make sure to set paper that is
identical in size and direction with
the paper to which you are copy-
ing (step 3).
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ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

B Select copy paper using the Pa- p
per Selection key. large aper

Selection Ligh
3 You cannot select the large capacity -

tray. = @:

!] Set your originals in the optional
document feeder. & See page
32.

@ Auto Paper Select

B Press the Start key.

Inserting Slip Sheets Between OHP Transparencies
(OHP Slip Sheet)

7 Hy,

iPbhiz

i3
=2~ KD

(J Regarding functions that cannot be used together with this function, & see page
86.

1

121519

500-sheet tray 250-sheet tray

Set the slip sheets in the 250-
sheet or 500-sheet paper tray.

(1 Do not set the slip sheets in the large
capacity tray.




ADDING OR INSERTING SHEETS (Cover/Slip Sheet )

a

Set the OHP transparencies in
the bypass feed table.

You can set ten sheets at a time.
However, if misfeed or multi-feed oc-
curs, feed one sheet at a time.

OHP transparencies should be
fanned to get air between the sheets
before loading.

Press the Cover/Slip Sheet key
to light the OHP Slip Sheet indi-
cator.

Using the Paper Selection key,
select the paper tray where you
have set the slip sheets (step 1).

Set your original on the exposure
glass or in the optional document
feeder. w See page 31, 32, or
34.

Press the Start key.

Erase Cover/ Single Copies.
Slip Sheet
@Copy Cover | @ Combine Originals
o | -
@ Cener @Blank Cover | @ 2 Sided Ot
oo > | d>Fld
o Edue @ OHP Sip Sheet | @ Bagk Origiral
E>E| @by | EbPD
S5 || G |
Paper
llarge Selection Lig

@ Auto Paper Select
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ERASING PARTS OF THE COPY IMAGE (Erase)

ERASING PARTS OF THE COPY IMAGE
(Erase)

Note: The Erase key can instead be used as the Margin Adjustment key (@ See
page 127.) In this case, this function cannot be used.

Erasing The Center Margin Of The Original Image
(Erase Center)

Erasing The Surrounding Area Of The Original Image
(Erase Border)

Erasing The Center Margin And Surrounding Area
Of The Original Image
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ERASING PARTS OF THE COPY IMAGE (Erase)

(7 The position of the margin to be erased is determined according to the selected
copy paper and reproduction ratio. Make sure to select copy paper suitabie for
your original.

3 The width of the margin to be erased can be changed with the user tools. # See
page 129.

(J Regarding functions that cannot be used together with this function, @ see page
86.

Press the Erase key once to se- Erase Govey | Sege Copes
lect the Erase Center, twice to ’
select the Erase Border, or three @ Copy Cover | @ Combie Orgias
. & | @5
times to select both of them. ®Corer | @ BimkCorer | @2Siced g
oom| aoW | bk
@ Edge @ OrP &lip Sheel | i Book Original
| Aoy Ed-F
(, )i Jil )

B Set your original on the exposure

glass or in the optional document
feeder. @ See page 31, 32, or
34.

7 If you place a book original on the
exposure glass, the original must be
aligned to the rear left corner.

B Press the Start key.
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ADDING MARGINS FOR BINDING (Margin Adjusiment)

ADDING MARGINS FOR BINDING (Margin
Adjustment)

Note: Before using Margin Adjustment, you have to change copier’s default set-
tings with the user tools. (& See page 127.) If you do this, the Erase key is
used as the Margin Adjustment key. In this case, you cannot use the Erase
Sfunction.

Note: After selecting Margin Adjustment, put the sticker (key name sheet) for
Margin Adjustment on the operation panel. The sticker is enclosed as an
accessory.

71 The width of the margin can be changed with the user tools. @ See page 128.

(0 Regarding functions that cannot be used together with this function, @ see page
86.

Margin For One-sided Copying

p
009
Y

i] Press the Margin Adjustment
(Eras_e) key once to set the _left P o e bkl ool
margin or twice to set the right >
H @ Gopy Cover | @ Combine Originals | 41 Sided €|
margin. G-l | Ol | G-
® Lot Margn | @BlankCover | @2 Sidod Original | W2 Sided <]
) a>M | AEL | 4
@ Rght Margn | @ OHP Slip Shest | @ Sock Original @ Book Orh
B | does | EabEa|
L JIE J i )
Size Zaom, Sortar

g Make your copies.
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ADDING MARGINS FOR BINDING (Margin Adjustment)

Margin For Two-sided Copying

:

Note: This function can be used only when your copier has a unit for two-sided

copying.

Follow the steps below when you want to set the left margin for the front
side and right margin for the back side for binding when making two-sided

copies that read from left to right.

Press the Duplex key to set the
copier to make two-sided copies.
& See pages 73 ~ 76.

Press the Margin Adjustment
(Erase) key once to set the left
margin for the front side and the
right margin for the back side.

3 If you want to set the right margin for
the front side and the left margin for
the back side (binding for copies that
read from right to left), press the
Margin Adjustment (Erase) key
twice.

B Make your copies.

Cover/ Single Copies | Duplex
Sip Sheet @ 1 Sided Originals.
@ ag(even]
@ Copy Cover .cMwmongmals @1 Sided Originals
%')El {odd}
@BankCover | @28dedDnginal | @2 Sided Ongmal
d>i 'i d>
BOHP Bip Sheat .Bcokot: e @ Book Original
a6 | EavEd| 0oB
Margin Cover/ Single Copies | Duplex
Adjustment | Slip Sheet @1 Sdc
=
@ CopyCover | @ Cofiting Originals m@mc
oy | @[] >
@ LofiMargin | @ Blank Gover ozswo« B2 560 (|
® &> ik
@ Right Margin | @ OHP Sip Sheet .BookOn @800k Ori
B | am Y%l D>
( Jil ) l l
Sigp Zooza Saar
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STORING YOUR COPY SETTINGS IN MEMORY (Program)

STORING YOUR COPY SETTINGS IN MEMORY
(Program)

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

Storing Your Settings

Set the copy settings you want to
put into memory.

H Press the Program key.

A If you want to cancel storing, press Clear Mode
the Program key again. Program | @ "o Energy Savel

| A Y

B While pressing the Recall/Enter

key, press the Number key (1, 2, |
3, 4, or 5) that you want to store ,E,
settings in.

@ PE will be displayed on the copy
counter if you select a protected pro-
gram number. In this case, repeat

steps 2 and 3 with another program
number.

 If you want to protect your program,
follow the procedure in the next sec-
tion.

E] Release the Recall/Enter key.
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STORING YOUR COPY SETTINGS IN MEMORY (Program)

Protecting Your Seﬁings From Being Overwritten

[I Press the Program key.

ﬂ While pressing the Recall/Enter

key, press the Number key (1, 2,
3, 4, or 5) to be protected, then
press the Number (0) key.

Recalling Your Settings

n Press the Program key.

Enter the program number by
pressing the Number key (1, 2,
3,4, or5).

3 If you enter a program number not
registered, EP will be displayed on
the copy counter.

0 If you recall a protected program
number, P1, P2, P3, P4, or P5 is dis-
played on the copy counter while
holding the Number key.

Clear Mades)
Program . ‘0 IEnergy Save’l

rSavav
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STORING YOUR COPY SETTINGS IN MEMORY (Program)

Unprotecting Your Settings

i] Press the Program key. |

[___

Clear Mode!
Program ‘ O Energy Save

While holding the Number key
(1, 2, 3, 4, or 5) that you want to
remove protection from, press the
Clear/Stop key.

3 While holding the Number key, the
program number (P1, P2, P3, P4, or
P5) to be unprotected appeared in
the copy counter.

The settings remain as they
were, but are no longer pro-
tected. You can store new set-
tings under this number.
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MAKING TWO-SIDED COPIES (ONLY WITH MODEL HAVING THIS FEATURE)

MAKING TWO-SIDED COPIES (ONLY WITH
MODEL HAVING THIS FEATURE)

Note: This function can be used only if your copier has a unit for two-sided copy-
ing.
(] To avoid problems caused by curly copies, try turning over the paper stack in the

250-sheet, 500-sheet, or large capacity tray. If there is no improvement, change
to copy paper with less curl.

(3 The following paper limitations apply:

Maximum size: 11" x 17"
Minimum size: 51/2" x 81/2" sideways
Weight: 17 ~24 b

*11" x 15" cannot be used.

(7] Up to 50 copies (17 ~ 20 Ib paper) can be made at one time. If you use 21 ~ 24
Ib paper, 30 copies can be made at one time.

(J Regarding functions that cannot be used together with this function, & see page
86.

From An Even Number Of One-Sided Originals
(1 Sided Originals, even)

2 |, 2

(7 A right margin of 0.2" is set on the back side automatically.

3 If you select the Even Number set-
ting when you have an odd number

of originals, the first page of your
copies will be blank, as shown in the I

illustration. Be sure to count your
originals before copying.

COPYING

73



MAKING TWO-SIDED COPIES (ONLY WITH MODEL HAVING THIS FEATURE)

3

Press the Duplex key to light the
1 Sided Originals (even) indica-
tor.

Set your original on the exposure
glass or in the optional document
feeder. w See page 31, 32, or
34.

Start with the last page of the origi-
nals.

Press the Start key.

Cover?
Slip'Sheet

‘@ OHP Slip Shaet | W Baok Original

a8

Singie Copies.

8 Comtine Qriginals
i

M 2 Sided Original
g>El]

B

Duplex

@1 Sided Originals
S[2ewn)

@1 Sded Onginals

{odd)

>[

@2 Sided Original

&>
@Book Orignal

From An Odd Number Of One-Sided Originals
(1 Sided Originals, odd)

(J A right margin of 0.2" is set on the back side automatically.

74

If you select the Odd Number setting
when you have an even number of
originals, the first page of your copies
will be blank, as shown in the illustra-
tion. Be sure to count your originals
before copying.




MAKING TWO-SIDED COPIES (ONLY WITH MODEL HAVING THIS FEATURE)

Coverf Single Copies | Dupiex

[' Press the Duplex key to light the S et P s
1 Sided Originals (odd) indica- €hs[@e
@ Copy Cover | @ Combine Qriginals | @1 Sided Originals
tor. B > _)I?qwa)
@Btk Covar | 92 S;dsd hal @2 Sided Original
e
B Set your original on the exposure o omcﬂrgg .ﬁo}g
glass or in the optional document [ ”[ ( ]
feeder. & See page 31, 32, or 34.

(0 Start with the last page of the origi-
nals.

E] Press the Start key.

From Two-Sided Originais (2 Sided Original)

\ |

] TS
Ly /s

p—
— -

Note: It is recommended to use this function with the optional document feeder.

Press the Duplex key to light the Qo | ShgeCopies f;u‘psl‘jxdo .
2 Sided Original indicator. N

@ CopyCover | @ Cambine Originals | @1 Sded Onginals

o8 | > >

- nkcover OZSmui @2 Sided Orignal

.OHPSIDSM ’Bcckonig .%O?g%
é
o . (
B Set your original in the optional -l _], ] L —
document feeder. & See page
32 or 34.
3 Start with the last page of the origi-
nals.

B Press the Start key.
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MAKING TWO-SIDED COPIES (ONLY WITH MODEL HAVING THIS FEATURE)

From Facing Pages (Book Original)

54>

(] Copy paper sizes (sideways only) that can be used are as follows:
812" x 11", 51/2" x 81/2"

N

Press the Duplex key to light the

Coverlfqee Singte Copies .} Dupiex
Book Original indicator.

Slip Sheet @1 Sided Originals

> {even)
W Copy Cover .Omblneongana\s @1 Sided Originals
ok
-8 ‘
.smm .Zsbed @2 Sided Onginal
é e
Ocupslpsmn .Bmkm% @ Book Orignai
&> = O0-B

Start with the last page of your
book original and work your way
to the beginning.

Place the original face down on
the exposure glass and align the
last page with the left scale.

Or, set the facing original in the
optional document feeder.

B Press the Start key.

76



FINISHING (OPTION)

FINISHING (OPTION)

Sorting Into Sets (Sort)

One copy of each originals is deliv-
ered to each bin and copies are col-

lated into sets.

Note: This function can be used only when your copier is equipped with the op-
tional 20-bin sorter stapler, 10-bin sorter stapler, 20-bin sorter, or 10-bin

12-’
3

sorter.
(7 For Sorting, the following limitations apply: “Llengthwise  S:sideways
20-bin sorter 10-bin sorter . .
stapler stapler 20-bin sorter 10-bin sorter
' . L 11" x 17" L: 11" x 17" L 11" x 17" L 11" x 17"
Maximum paper size | o' g oy 110 | S gyp'x 11" | S 8" x 11" | S 8 x 11"
o . v " ; " L: 812" x 11" L: 812" x 11"
Minimum paper size 812" x 1 812" x 11 S 512" x 81" S 512" x 812"
Maximum paper
weight 241b 42 b 241b 24 1b
Minimum paper
weight 14 b 14 b 14 1b 171b
812" x 11" or | 812" x 11" or
812" x 11": 812" x 11": smalier: smaller:
30 copies 30 copies 30 copies 20 copies:
Maximum capacity 812" x 14" 812" x 14"
of bins 81/2" x 14" or | 812"x14%or 15 copies 15 copies
larger: larger:
15 copies 25 copies 11" x 17" 11" x 17"
10 copies 10 copies
Papet; ;hj;e%annot post cards, translucent paper, OHP transparencies, and adhesive labels

7 To avoid problems caused by curly copies, try tuming over the paper stack in the
250-sheet, 500-sheet, or large capacity tray. If there is no improvement, change

to copy paper with less curl.

71 Regarding functions that cannot be used together with this function, @ see page

86.
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FINISHING (OPTION)

Press the Sorter key to light the ]l[ ] I { ]
Sort indicator. oo Sorter
o & Enlarge @ Sort
@ Staple €2

s Dy m Reduce ® Stack @

Set your original on the exposure
glass or in the optional document
feeder. @ See page 31, 32, or
34.

B Set other settings and press the
Start key.

If you set your originals on the expo-
sure glass in step 2, repeat steps 2
and 3 until your copying is com-
pleted.

0

Stapling Copies (Staple)

B .

1 e

—1 2] 3

Note: This function can be used only when your copier is equipped with the op-
tional 20-bin sorter stapler or 10-bin sorter stapler.

(7 If you select Stapling, Sorting is automaticélly selected.

1 You cannot use Stapling with Stacking.

71 To avoid problems caused by curly copies, try turning over the paper stack in the
250-sheet, 500-sheet, or large capacity tray. If there is no improvement, change
to copy paper with less curl.

(7 Regarding functions that cannot be used together with this function, & see page
86.
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FINISHING (OPTION)

Stapling position and original setting

Original setting in the optional

document feeder Copies

R

R :
= R

*20-bin sorter stapler only

Changing the stapling 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.

] After changing the position of the stapler, the stapler should be clicked in position.

\' | R
%4

\0 / o

- Y
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FINISHING (OPTION)

3 For Stapling, the following limitations apply:

*L:lengthwise  S:sideways

20-bin sorter stapler 10-bin sorter stapler
Maximum paper size L: 11" x 17" S: 812" x 11" L: 11" x 17" S: 812" x 11"
Minimum paper size 812" x 11" 812" x 11"
Maximum paper weight 21b 211b
Minimum paper weight 14 b 14 b
Stapler capacity 812" x 11°: 2 - 20 copies 2 ~ 20 copies

81/2" x 14" or larger: 2 ~ 10 copies

Paper that cannot be used

post cards, translucent paper, OHP transparencies, and adhesive labels

Stapling copies automatically after copying

Note: This function can be used only when your copier is equipped with the op-
tional document feeder.

Staple indicator.

80

Press the Sorter key to light the

EEnlarge @ Sort
( ] | @staple &
I recice @ Stack @

Set originals in the optional docu-
ment feeder. @ See page 32.

Enter any other settings and
make your copies.



FINISHING (OPTION)

Stapling copies manually after copying

Use this function when you place originals on the exposure glass, or in the
optional document feeder, one sheet at a time.

Qa

M@

Press the Sorter key to light the
Sort indicator.

Place originals on the exposure
glass, or set originals in the op-
tional document feeder one sheet
at a time.

Start with the last page of the origi-
nals.

Make your copies.

After copying is completed, press
the Sorter key before the Staple
indicator stops blinking.

The Staple indicator blinks for about
20 seconds. You can change this
time using the user tools. & See
page 129.

E_ e__J
oom Sorter
Up H Enlarge ® Sort
| ‘ l Staple €9
b Do [ Feace : S:azk B
i |
)

Ysom

+ Up E Enlarge

il )

s D01 B recice

e e

Sorter

’Sort

-:.i—StapIe =
‘ Stack @

Y
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FINISHING (OPTION)

Stacking Together All Copies Of A Page (Stack)

All copies of each original are deliv-

ered to the same

bin.

i

ZEE

3
3

Note: This function can be used only when your copier is equipped with the op-
tional 20-bin sorter stapler, 10-bin sorter stapler, 20-bin sorter, or 10-bin

sorter.

(0 When using 11" x 17" paper with the 20-bin sorter stapler, it might happen that
the sorter stapler cannot properly stack 15 sheets depending on the paper brand

and condition.

(O To avoid problems caused by curly copies, try turning over the paper stack in the
250-sheet, 500-sheet, or large capacity tray. If there is no improvement, change

to copy paper with less curl.

(J Regarding functions that cannot be used together with this function, @ see page

86.
(3 For Stacking, the following limitations apply: “Liengthwise  S:sideways
20-bin sorter 10-bin sorter . .
stapler stapler 20-bin sorter 10-bin sorter
Maximum paper L1 x 17" L1 x 17 L: 11" x 17" L: 11" x 17"
size S: 812" x 11" S: 812" x 11" S 812" x 11" S: 812" x 11"
Minimum paper " " " " L: 81" x 11" L: 812" x 11"
size &' x 11 812" x 11 S: 512" x 812" S: 512" x 812"
Maximum paper 24 b 21 24 Ib 241
weight
Minimum paper 17 b 141b 141 171
weight
812" x 11" or smaller: | 812" x 11" or smaller:
812" x 11" : 25 copies 30 copies 20 copies:
Maximum 15 copies

capacity of bins

812" x 14" or larger:
20 copies

812" x 14": 10 copies

11"x 17" 10 copies

812" x 14": 15 copies

11" x 17" 10 copies

Paper that
cannot be used

post cards, translucent paper, OHP transparencies, and adhesive labels
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FINISHING (OPTION)

Press the Sorter key to light the l.__.JR_._T . J
Foom Sorter

Stack indicator. i Bewwe |osot
) { ] ® Staple ©?

Bown Eneduee .Stack@
= = \[em)

<

Set your original on the exposure
glass or in the optional document
feeder. w See page 31, 32, or
34.

Enter any other settings and
make your copies.
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COPYING WITH USER CODES

COPYING WITH USER CODES

Input your user code (3 digits) =
using the Number keys. Press
the Recall/Enter key. ES*“‘

g Make your copies.

B To prevent from others from mak-

ing copies using your user code,
press the Clear/Stop and Clear
Modes/Energy Saver key simul-
taneously after copying.

A Regarding user codes, @ see page
132.

A To set your copier for user codes,
contact your service representative.
& See page 140.
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SAVING ENERGY
SAVING ENERGY

With the Energy Saver, the copier is reset and uses less electricity.

7 To have the function turn on automatically or even have the copier tum itself off,
set the user tools. = See pages 124 and 125.

(71 Your service representative can select one of six levels for the saving ratio. (e~
See page 139.) The greater the saving ratio, the more time the copier will need to
return to the ready condition.

Press the Clear Modes/Energy
Saver key more than one second

to enter the Energy Saver condi-
ion. Clear Modes/
tion e £/

(1 All indicators except the @ Energy
Saver indicator turn off.
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COMBINATION CHART

COMBINATION CHART

This combination chart shows which modes can be used together.
s% means that these modes can be used together.
% means that one of these modes will be selected automatically.
X means that these modes cannot be used together.

Mode you try to select Erase Reduce/Enlarge

Mode you have selected 1 ols3lals5!61 78109
1| Erase Center * | X | AW | A K&
$ | 2 |EraseEdge * * X | K| | AN K
@ | 3 |FErase Center & Border * | % X || &% | & &%
4 | Margin Adjustment X XX AR AR
& | 5 |PresetReduce/Enlarge W W | W W * |k | k| K
g 6 | +— Zoom AR AR AR * | k| K
@ | 7 |Size Magnification | W | ] A K| K * | X
g 8 | Auto Reduce/Enlarge rab AR 4. dB Ak *

9 {10 Key Zoom raranar-dn.adb.dF S8
o 10 | From Even One-sided Originals | & | % | & | & | & | & | % | & | &
§§_ 11| From Two-sided Originals rak AR AR AN AR R -dh S
§8 12 | From Book Original ol fr | W | A | AKX | &
13 | From Odd One-sided Criginals Tl W A N A N AR
§ 2 14 | From Two-sided Original | W | W | W | | | W | W |
‘¢'g| 15 | From Book Original Wk | W K| A H N[ XA
S | 16 | From 2 One-sided Originals et e A A A X &
@ | 17_| Sorting | | W R W "W W | W
£ | 18 |Stacking Pt | e | w |
ic | 19 | Stapling Ao | Fe | o | w | de | w e | A | &
%_5 20 | Copied Front Cover A I B (ol Bl Bl g A
B2 | 21 | Blank Front Cover dol e | A | A N |t | K| A | K
S | 22 |OHP Slip Sheet r - AR -aR-d AR AR AR e
23 | Auto Paper Select A IS I+ I+ ol IR el IR A S IR g
£ | 24 |Bypass Feed Copying X | X X | X | & | & | & X| &
5 | 25 | Interrupt Copying Sl e el o e | e
26 | Different Sized Originals in DF il Il A gl Al Bl gl I A G A
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COMBINATION CHART

G el el ] e 41| G| 2] x| e | A ] | e @ [ 42| @ 3| 3| X[ 4| 9t 4z
AR E E R R R T T e ey
5 | <] 3] x| 4 2] 2| x| s s 3| s 4] s [ 3 < | 3 <] 4| | | | |4l

N R R N A R N N A N N B N R R B R R R s
AN R R R R R R N T T T ey
mmmﬁﬁﬁﬁﬁﬁﬁﬁﬁxxxxxxx#ﬂ*ﬁ* ¥ %] %] x]x
S N R N N N N R N e T T e
o | 24| 2| 2| 4] x| 2] | x| < 2| 2] <] 2l [ ] el || ] ] ] e[ [ <] 4
mwﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ* x| 3| 3| x| | x| | <
S A A R A R R e R B e I o I e R R R B
Msmﬁﬁﬁﬁﬁﬁﬁ*ﬁﬁ**v»** R RS B Sk R A B S SR E
98] o] 4 <e| 4| e e[ 4] 4| 4] | | | [ K| | ] ] e e o[ e e > 4] 4
R B A e e e e e e N I R N R A T R R e
m 2| 4| 4| 2| 9% g S| ] Sy ) ] K K] | ] ] g x| ) T | x| >
8wl e e e | e e |3 | ko] e e e e e
AR R R N L L R E R R R
2 [ of 4] 2e| 4] s e el el el ] ] 9| ] 9 | e[ e 2] e 2] > < 4| < <]

I e e B I D I e S e e N N B R RN RN R
esen abiejuz/eonpay uwum%ﬁ uwm_mwwo Busiui | dygnanog|  S*OUO

@: These mode can be used only when you make copies with the same width.
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