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About This Manual

Please note

* Considerable care has been taken in preparing this manual. If you have any comments or concerns about the manual, please
contact your dealer or nearest SHARP Service Department.

* This product has undergone strict quality control and inspection procedures. In the unlikely event that a defect or other problem
is discovered, please contact your dealer or nearest SHARP Service Department.

* Aside from instances provided for by law, SHARP is not responsible for failures occurring during the use of the product or its
options, or failures due to incorrect operation of the product and its options, or other failures, or for any damage that occurs due
to use of the product.

Warning

* Reproduction, adaptation or translation of the contents of the manual without prior written permission is prohibited, except as
allowed under copyright laws.
* All information in this manual is subject to change without notice.

lllustrations and the operation panel and touch panel shown in this manual

The peripheral devices are generally optional, however, some models include certain peripheral devices as standard equipment.
The explanations in this manual assume that a saddle stitch finisher, punch module, and inserter are installed on the machine.
For some functions and procedures, the explanations assume that devices other than the above are installed.

The display screens, messages, and key names shown in the manual may differ from those on the actual machine
due to product improvements and modifications.




Manuals Provided with the Machine

Printed manuals and manuals stored in PDF format on the machine's hard drive are provided with the machine. When
using the machine, read the appropriate manual for the feature you are using.

Printed manuals

Manual name

Contents

Safety Guide

This manual contains instructions for using the machine safely and lists the specifications of the machine
and its peripheral devices.

Software Setup
Guide

This manual explains how to install the software and configure settings to use the machine as a printer or
scanner.

Quick Start Guide

This manual provides easy-to-understand explanations of all the functions of the machine in a single
volume.
Detailed explanations of each of the functions can be found in the manuals in PDF format.

Troubleshooting

This manual explains how to remove paper misfeeds and provides answers to frequently asked questions
regarding the operation of the machine in each mode. Refer to this manual when you have difficulty using
the machine.

Operation manuals in PDF format

The manuals in PDF format provide detailed explanations of the procedures for using the machine in each mode. To
view the PDF manuals, download them from the hard drive in the machine. The procedure for downloading the manuals
is explained in "How to download the manuals in PDF format" in the Quick Start Guide.

Manual name

Contents

User's Guide

This manual provides information, such as basic operation procedures, how to load paper, and machine
maintenance.

Copier Guide

This manual provides detailed explanations of the procedures for using the copy function.

Printer Guide

This manual provides detailed explanations of the procedures for using the printer function.

Facsimile Guide

This manual provides detailed explanations of the procedures for using the fax function.

Scanner Guide

This manual provides detailed explanations of the procedures for using the scanner function and the
Internet fax function.

Document Filing
Guide

This manual provides detailed explanations of the procedures for using the document filing function. The
document filing function allows you to save the document data of a copy or fax job, or the data of a print
job, as a file on the machine's hard drive. The file can be called up as needed.

System Settings
Guide
(This manual)

This manual explains the "System Settings", which are used to configure a variety of parameters to suit
the aims and the needs of your workplace. Current settings can be displayed or printed out from the
"System Settings".

Icons used in the manuals

The icons in the manuals indicate the following types of information:

@ This alerts you to a situation where there is a risk of machine damage or failure.

@ This provides a supplemental explanation of a function or procedure.

@ This explains how to cancel or correct an operation.




1 SYSTEM SETTINGS

System Settings

The system settings are used to configure a variety of parameters to suit the aims and needs of your workplace. The
system settings are also used to display or print out the current settings and status of the machine. The system settings

allow you to make the machine easier to use.

The system settings consist of settings that are used by general users, and settings that can only be configured by an
administrator of the machine. These two groups of settings are distinguished in this manual as follows.

System Settings (General)

System Settings (Administrator) *Login Required

System settings that can be configured by general users
(including the administrator). For example, the following
settings can be configured:

¢ Date and time settings

* Paper tray settings (paper size and paper type)

* Storing destinations for the fax and scanner functions

* Settings related to the printer function

* Creating folders for document filing

* Displaying the number of pages printed, scanned, and
faxed.

For more information, see "2. SYSTEM SETTINGS
(GENERAL)" (page 8).

System settings that can be configured by the administrator.
To configure these settings, login as an administrator is
required. For example, the following settings can be
configured:

* Storing users of the machine

* Energy save settings

* Settings related to the operation panel

* Settings for peripheral devices installed on the machine.

 Settings related to the copy function

* Network connection settings

* Transmission/reception settings for faxes and scanned
images

* Advanced settings for the document filing function

For more information, see "3. SYSTEM SETTINGS
(ADMINISTRATOR)" (page 29).

Settings for general users

Settings for administrators

@ ¢ Administrator password

To maintain security, the administrator of the machine should promptly change the password after the machine is
purchased. (For the factory default administrator password, see "TO THE ADMINISTRATOR OF THE MACHINE" in the
Safety Guide.) To change the password, see "Change Administrator Password" (page 90).
*To ensure a high level of security, change the password at regular intervals.

» The above groupings of "General" and "Administrator" are used as a convenient means of clarifying the functions of the
settings. These groupings do not appear in the touch panel.

e For fax settings, see "4. SYSTEM SETTINGS FOR FAX" (page 93).

* Web pages

The system settings can also be configured from the Web pages. To configure the system settings from the Web pages,

click [System Settings] in the Web page menu.

In addition to the system settings, network and security settings can also be configured in the Web pages. For information

on the settings, see Help in the Web pages.




Common Operation Methods

This section explains special operation methods that are common to all system settings.
Be sure to read this section, as the information is omitted in the explanations of some of the individual settings.

Example: Address book screen

‘Add.ress Book Back @ (3) (5) System Settings I (9)
(1) -ﬂ:‘ 2dd Address Control 1 [ Cancel ] [ OK :.— (1 0)
I e =l ERY e =R | -
(2) 1@{ ABCD JL EFGHI Jl JKLMN J{ OPQRST J{ UVWXYZ J :3; Search Number: 21(1—999)
[AAA ARA = ] [BBB BBB & ] 1] ?gzxfieg?'zﬂe I—.
— = — = 2 HOpu :: == (11)
[EEE EEE (.J [FFF FFF (=) J Custom Index: n
(oos cos =) (et s D) @ (8) -.:j Register this Address to be added to the [Frequent Use] index.
e = (593 a5 % | ?‘;M:}fﬂi?ess | -
(1) key (7) Text box
Enter a search number and touch the key to retrieve Touch this box to open a text entry screen. When you
a destination. have finished entering text in the screen, the text will
When searching for a user, appears in the icon. appear in the text box. For the procedure for entering

2) Index keys text, see "6. ENTERING TEXT" in the User's Guide.

Touch an index key to display the corresponding (8) Checkbox
destinations. The index keys that appear vary depending This switches between and [:] each time you touch
on the "Sort" setting. it. To enable the corresponding setting, touch the

checkbox so that a checkmark appears . To disable
the setting, clear the checkmark [:] .

Radio buttons (@) are also used to select settings in
(4) "Sort" this way. (However, radio buttons are used to select a
single item out of several.)

(3) [Back] key
Returns you to the previous screen.

Use this to select the method of displaying destinations
and the index type. (9) [Cancel] key
Example: In the "Address Book" screen, the display can

' ) This cancels a setting and returns you to the previous
be switched between the following three methods:

screen.
* Alphabetical/User index
* Display by mode (10) [OK] key
¢ Ascending/Descending/Number order Touch this to store the current settings.
(5) Select box (11) Scroll bar
Touch El to display a list of the items that can be Use this to scroll the screen up and down.
selected. Touch an item in the list to select it. Touch the bar and slide it up or down to move the screen.
(6) Text box (numerical) You can also move the screen up and down with the
¥ Al keys.

Touch this box to enter a number. Numbers are entered
with the numeric keys.

If you make a mistake, press the [CLEAR] key ((¢]) to
clear the incorrect number.



2 SYSTEM SETTINGS (GENERAL)

This chapter describes the system settings that can be configured by general users of the machine.

Accessing the System Settings (General)

Make sure that the machine is in the standby state and
% then press the [SYSTEM SETTINGS] key on the

varen .7 .2 .3 C operation panel.
SETTINGS . - - When the [SYSTEM SETTINGS] key is pressed, the
@ following menu screen appears on the touch panel.
ADY
o
rOLINE
MAGESEND — @
JOB STATUS LoGout
[Systen settings T Cranin passwora J [ mar ]| Touch the item in this screen that you wish to configure.
For detailed explanations of each of the settings, see the
[ ot comr | [ ooteute sorvinas | [ B | following pages of this chapter.

[ Paper Tray

Fax Data
Settings

] [ Address Control ] [ Receive/Forward

[ Printer Condition ] [ Document Filing

Settings Control ] [ USB-Device Check ]

* To quit the system settings, touch the [Exit] key in the top right corner of the screen.
e For the procedure to follow when user authentication is enabled, see "USER AUTHENTICATION" in the User's Guide.




System Settings (General) List

When the system settings are accessed with general rights, the following items appear. For items that can only be
accessed with administrator rights, see "System Settings (Administrator) List" (page 32).

@ * Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.
 For explanations of settings related to the fax function, see "4. SYSTEM SETTINGS FOR FAX" (page 93).

H Total Count

Item Factory default setting Page
W Total Count 13
@ Job Count _ 13
@ Device Count - 13
H Default Settings
Item Factory default setting Page
H Default Settings 14
@ Clock
» Clock Adjust -
14
@ Daylight Saving Time Setting Disable
» Date Format [MM/DD/YYYY], [/], [Last], [12-Hour]
® Keyboard Select English (US) 14
M List Print (User)
Item Factory default setting Page
M List Print (User)
@ All Custom Setting List -
- 15

@ Printer Test Page
® Sending Address List

® Document Filing Folder List




B Paper Tray Settings

Item Factory default setting Page
B Paper Tray Settings 16
@ Tray Settings
» Tray 1 Plain, 8-1/2" x 11"
» Tray 2 Plain, 8-1/2" x 11"
» Tray 3
Plain, Auto-Inch
» Tray 4 16
» Tray 5*1 MX-LCX2: Plain, 8-1/2" x 11"
MX-LCX83: Plain, 11" x 17"
» Bypass Plain, Auto-Inch
» Inserter*2 Plain, Auto-Inch
® Paper Type Registration - 18
@ Auto Tray Switching Enabled 18
*1 When a large capacity tray is installed.
*2 When an inserter is installed.
H Address Control
Item Factory default setting Page
B Address Control 19
® Address Book - 19
@ Custom Index - 21
® Program - 21
B Fax Data Receive/Forward
Item Factory default setting Page
B Fax Data Receive/Forward 23
@ |-Fax Settings*
» Reception Start -
23

» Manual Reception Key in Initial Screen

» Forward Received Data

Enabled

* When the Internet fax expansion kit is installed.
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H Printer Condition Settings

Item Factory default setting Page
H Printer Condition Settings 24
@ Printer Default Settings
» Copies 1
P Orientation Portrait
» Default Paper Size 8-1/2" x 11"
» Default Output Tray Varies depending on the machine
configuration
» Default Paper Type Plain Paper 24
P Line Thickness 5
» 2-Sided Print 1-Sided
» Color Mode Color
» N-Up Print 1-Up
» Fit To Page Enabled
@ PCL Settings
» PCL Symbol Set Setting PC-8
» PCL Font Setting Internal Font, Courier 25
» PCL Line Feed Code 0.CR=CR:LF=LF:FF=FF
> Wide A4 Disabled
@ PostScript Setting*
25
» Print PS Errors Disabled

* When the PS3 expansion kit is installed.
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B Document Filing Control

Item Factory default setting Page
B Document Filing Control 26
B USB-Device Check
Item Factory default setting Page
B USB-Device Check 27
H User Control
Item Factory default setting Page
H User Control* 28
® Modify User Information 28

* When user authentication is enabled and the logged-in user does not have the authority to configure the system settings

(administrator) (excluding factory default users).
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Total Count

This function shows the page count in each mode. Touch the [Total Count] key to use the function.

Job Count

This displays or prints out the counts of all jobs.

* 11" x 17" (A3) size paper is counted as two sheets.
@ » Each sheet of paper used for automatic two-sided copying is counted as two pages (11" x 17" (A3) paper is counted as
four pages).
* An entered paper size of 5-1/8" (384 mm) or larger is counted as two pages. (Four pages when two-sided copying is used.)
¢ Pages printed directly from the machine such as list prints are included in the "Other Prints" count.
* The items displayed (or printed) will vary depending on the machine specifications and peripheral devices installed.

Device Count

This is used to display or print the counts of the peripheral devices installed on the machine.

@ * Document feeder
Each sheet is counted as two pages when two-sided scanning is performed.
 Stapler (when a finisher or saddle stitch finisher is installed)
Two-position stapling and pamphlet stapling are counted as "2".
* The items displayed (or printed) will vary depending on the machine specifications and peripheral devices installed.

13



Default Settings

The default settings for operation of the machine can be configured. Touch the [Default Settings] key and select the settings.

Clock

Use this to set the date and time in the machine's built-in clock.

Clock Adjust
Set the time.
ltem Settings
Date&Time Settings Select and set the year, month, day, hour, and minute.
Select whether or not daylight saving time is used.
If you want the clock to change automatically at the beginning and end of daylight
saving time, select the [Daylight Saving Time Setting] checkbox . When this
Daylight Saving Time Setting function is used, the time changes at the beginning and end of daylight saving time
as follows:
Standard time — Daylight saving time: First Sunday in April, 2:00 — 3:00 AM
Daylight saving time — Standard time: Last Sunday in October, 2:00 = 1:00 AM

Date Format

The format used to print the date on lists and other output can be changed.

ltem Settings
Format Set the order of display of the year, month, and day (YYYY/MM/DD).
Separator Select one of three symbols or a blank space for the separator used in the date.
Day-Name Position Select whether the day name appears before or after the date.
Time Display Select 12-hour format or 24-hour format for the time.

If "Disabling of Clock Adjustment" (page 59) has been enabled in the system settings (administrator), the date and time
@ cannot be set.

Keyboard Select

The layout of the keyboard that appears in text entry screens can be changed.
The following selections are available.

English (US) English (UK) French German

14




List Print (User)

Lists showing the settings and information stored in the machine can be printed. Touch the [List Print (User)] key and

select the settings.

List name

Description

All Custom Setting List

This list shows the hardware status, software status, printer condition settings,
system settings, and total counts.

Printer Test Page

This is used to print the PCL Symbol Set List, various font lists, and the NIC page
(network interface settings, etc.).

e PCL Symbol Set List

¢ PCL Internal Font List

¢ PCL Extended Font List

¢ PS Font List

¢ PS Extended Font List

* NIC Page

Sending Address List

Lists can be printed of various addresses stored in the machine.
¢ Individual List

e Group List

e Program List

* Memory Box List

* All Sending Address List

Document Filing Folder List

This shows the folder names for document filing.

@ * The items that appear will vary depending on the functions that have been added to the machine.
* If "Prohibit Test Page Printing" (page 70) has been enabled in the system settings (administrator), it will not be possible to

print a test page.

15




Paper Tray Settings

Paper tray and paper type settings are explained in this section. Touch the [Paper Tray Settings] key to configure the

settings.

Tray Settings

These settings specify the paper type, paper size, and functions allowed for each paper tray.
When the [Tray Settings] key is touched, a list appears showing the trays and the current settings.

Tray Settings

Back l
* B — o
ra: N ange
Y size 8-tx11 J

Fixed Paper Side Disable Duplex Disable Staple  Disable Punch

Copy Print Fax I-Fax Doc. Filing
¥ * ¥ * ¥

Fixed Paper Side Disable Duplex Disable Staple Disable Punch

Type Plain

Tray 2 B
Size 8-¥x11

Copy Print Fax I-Fax Doc. Filing

*

* * * * w

Settings of each tray

Touch the [Change] key in the above screen to change the settings.

The following settings can be configured.

ltem Description

Select the type of paper that is loaded in the tray.

The paper types that can be selected vary by paper tray. For more information, see
Type " o

Tray Settings" (page 17).

To store a new paper type, see "Paper Type Registration" (page 18).

Select the paper size from the list. The paper sizes that can be selected vary by tray.

The sizes that can be selected may also be restricted by the paper type selected
Size above. For more information, see "Tray Settings" (page 17).

If the desired size does not appear in the list, select [Custom Size] and directly enter

the size (only for tray 3 and the bypass tray). For more information, see "Tray

Settings" (page 17).

Select the modes that can be used. If there is a function that you do not wish to be
Feeding Approved Job used with the selected tray, disable the function.

When the "Type" is other than plain paper, recycled paper, colored paper, or a user

type, [Fax] and [Internet Fax] cannot be selected.

@ ¢ |If the paper size specified here is different from the size of paper that is loaded in a tray, a problem or misfeed may result

when printing.

To change the paper size in a tray, see "User's Guide".

e Paper properties such as "Fixed Paper Side" are automatically set when the paper type is selected. The paper tray
properties cannot be changed in this screen.

* |f "Disabling of Tray Setting" (page 64) has been enabled in the system settings (administrator), the tray settings (except
for the bypass tray) cannot be configured.
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Tray Settings

(When a large capacity
tray is installed)

Paper Tray Paper Type Size
Trav 1 Plain, Pre-Printed, 8-1/2" x 11", A4
y Recycled, Letter Head,
Pre-Punched, Color, 81/2" x 11" Ad
Tray 2 User Type x 1
In addition to the paper Auto-Inch (12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
types of trays 1 and 2, 7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2"R), Auto-AB (A3W, A3, B4, A4, A4R,
Heavy Paper 1* A5R, B5, B5R, 8-1/2" x 13"), Custom Size-Inch, Custom Size-AB, 8K,
16K, 16KR
Tray 3 Labels Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R), Auto-AB (A4, A4R, B5, B5R),
Custom Size
Transparency Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R), Auto-AB (A4, A4R)
Tab Paper Auto-Inch (8-1/2" x 11"), Auto-AB (A4)
In addition to the paper Auto-Inch (12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
Tray 4 types of trays 1 and 2, 7-1/4" x 10-1/2"R), Auto-AB (A3W, A3, B4, A4, A4R, B5, B5R,
Heavy Paper 1* 8-1/2" x 13"), 8K, 16K, 16KR
MX-LCX2
8-1/2" x 11", A4 (paper size change must be performed by a service
Tray 5 technician)

MX-LCX3
12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, A3W, A3,
B4, A4, A4R, B5, 216 mm x 330 mm (8-1/2" x 13")

In addition to the paper
types of trays 1 and 2,
Thin Paper,

Heavy Paper 1%,
Heavy Paper 2*

Auto-Inch (12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,

7-1/4" x 10-1/2"R, 5-1/2" x 8-1/2"R, A3, A4, B4, B5), Auto-AB (A3W, A3,
A4, A4R, A5R, B4, B5, B5R, 11" x 17", 216 mm x 330 mm (8-1/2" x 13"),
8-1/2" x 11"), 8K, 16K, 16KR, Custom Size

(When an inserter is
installed)

Heavy Paper 1%,
Heavy Paper 2%,

Bypass Labels Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R), Auto-AB (A4, A4R, B5, B5R),
Custom Size
Transparency Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R), Auto-AB (A4, A4R)
Tab Paper Auto-Inch (8-1/2" x 11"), Auto-AB (A4)
Envelope Com-10, Monarch, DL, C5
Plain, Pre-Punched, Auto-Inch (12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
Pre-Printed, Recycled, 7-1/4" x 10-1/2", 5-1/2" x 8-1/2"R), Auto-AB (A3W, A3, A4, A4R, A5R, B4,
Letter Head, Color, B5, B5R, 11" x 17", 8-1/2" x 13"), 8K, 16K, 16KR
Thin Paper,
Inserter

User Type
Transparency Auto-Inch (8-1/2" x 11", 8-1/2" x 11"R), Auto-AB (A4, A4R)
Tab Paper Auto-Inch (8-1/2" x 11"), Auto-AB (A4)

* Heavy Paper 1: 28+ - 56 Ibs. (106 g/m2 to 209 g/m2) heavy paper
Heavy Paper 2: 56+ - 68 Ibs. (210 g/m2 to 256 g/m2) heavy paper
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Paper Type Registration

Store a paper type when the desired paper type does not appear as a selection or when you wish to create a new set of
paper properties.
Up to 7 paper types can be stored.

ltem Description
Type Name Store any name. ) o "
The factory default names are "User Type 1" - "User Type 7".
Fixed Paper Side Enable this setting when paper with a front and reverse side is used.
Disable Duplex Enable this setting when paper is loaded that cannot used for two-sided printing.
Disable Staple Enable this setting when paper is used that cannot be stapled.
Disable Punch Enable this setting when paper is used that cannot be punched.

@ The settings that can be selected vary depending on the peripheral devices installed.

Auto Tray Switching

When a tray runs out of paper during printing, this determines whether or not another tray with the same size and type of
paper is automatically selected and printing continues.
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Address Control

Address Control is used to store, edit, and delete one-touch keys, group keys, program keys, and custom indexes.
Touch the [Address Control] key to configure the settings.

@ * The settings that can be selected vary depending on the peripheral devices installed.
* For explanations of settings related to the fax function, see "4. SYSTEM SETTINGS FOR FAX" (page 93).

Address Book

Destinations can be stored in the address book for easy retrieval.
When the [Address Book] key is touched, the following screen appears.

‘Address Book Back l
’:I 2dd
sort ‘ABC ‘ v”all ‘ vHUP |v|
Freq. [ ABCD ][ EFGHI ][ JKLMN ][ OPQRST ][ UVWXYZ ]
[AAA AR = ] [BBB BEB g ] o
[ccc Ged {.] [DDD DDD = ]
[EEE EEE Q.] [FFF FFF =] ]
[GGG 666 El] [HHH HHH 2] ] @
[IH III El] [JJJ J3J Q.]
e [Add] key e List display
Use this to add a new address. This displays a list of the currently stored addresses.

An address can be selected to open an edit/delete
screen for the address.

Storing addresses

Touch the [Add] key in the above screen to store an address. Up to 999 addresses can be programmed.
For more information, see "Settings" (page 20).

* When "Disable Registering Destination from Operation Panel" (page 74) is enabled in the system settings (administrator)
@ for a function, addresses cannot be stored for that function.
¢ To store addresses for Scan to FTP, Scan to Network Folder, and Scan to Desktop...
Store Scan to FTP and Scan to Network addresses in the Web pages. Store Scan to Desktop addresses using Network
Scanner Tool. A combined maximum of 200 addresses can be stored for these three scanning methods.

Editing and deleting addresses

An address can be selected from the list in the above screen to open an edit/delete screen for the address.
For more information, see "Settings" (page 20).
Delete an address with the [Delete] key.

If you cannot edit or delete an individual (one-touch) key or group key...
@ * If the individual key or group key that you are attempting to edit or delete is being used in a reserved transmission (including

a timer transmission) or a transmission in progress, wait until the transmission is finished or cancel the transmission.

* If the individual key or group key that you are attempting to edit or delete is included in a group key or program, delete the
key from the group or program and then edit or delete the key.

¢ If your administrator has enabled "Default Address Setting" (page 77) or "Inbound Routing Settings" / "Document
Administration Function” (in the Web pages), editing and deleting will not be possible. Have the key deleted from the above
settings and then edit or delete the key.
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Settings

Item Description

Items stored in all modes

Select the type of address to be stored in the address book.

e E-mail: Store an e-mail address in a one-touch key.
Address Type * Internet Fax: Store an Internet fax address in a one-touch key.
e Fax: Store a fax number in a one-touch key.
e Group: Store multiple addresses as a group for a broadcast transmission.

Set a search number. The lowest available number is automatically entered. To
Search Number change the number, enter a number from 001 to 999. A search number that has
already been stored cannot be used.

Address Name Enter a maximum of 36 characters for the address name.
. Enter up to 5 characters for the initials. The initials you enter here determine the
Initial . . -
position of the one-touch key in the alphabetical index.
Enter the name that you wish to appear in the address book (this is different from the
Key Name
address name).
Custom Index Select the custom index in which the address will appear.

Register this Address to be added to the Frequently used addresses can be stored in the [Frequent Use] index.
[Frequent Use] index.

Items appearing when an e-mail address is stored

E-mail Address Enter an e-mail address (max. 64 characters).

Specify the format of the file to be generated and the compression mode for black &

white mode and color mode.

* File Type: Set the format of the file to be generated.

File Format ¢ Compression Mode (Black & White): Select the compression mode for black &
white transmission.

¢ Compression Ratio (Color/Grayscale):Select the compression ratio for
color/grayscale transmission.

Items appearing when an Internet fax address is stored

I-Fax Address Enter an Internet fax address (max. 64 characters).

Compression Mode Select the compression mode for transmission.

Select whether or not you wish to receive a reception report by e-mail after

Request Internet Fax Reception Report .
transmission is completed.

Items appearing when a group is stored

Select addresses from the address book to be stored in the group. Up to 500

Address addresses can be stored.

This displays a list of the selected addresses. Addresses can be deleted from this list

Address Review if needed.

An address that is not stored in the address book can be directly entered. Enter the
address in the same way as when storing an address for a mode. Note that when an
Internet fax address is directly entered, the compression mode and reception report
cannot be selected.

Direct Entry
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Custom Index

The name of a custom index can be changed for greater ease of use.
Delete the previously entered name and enter a new name (maximum of 6 characters).
The factory default names for the custom indexes are "User 1" to "User 6".

Program

If you frequently use the same settings and/or functions to transmit to the same destination or destinations, the settings
and destinations can be stored in a program. This allows the settings and destinations to be selected by simply selecting
the program.

When the [Program] key is touched, the following screen appears.

Program Back l

[Program 1 ] [Program 7 ] —
[Program 3 ] [Program 4 ]

[Frogram 5 ] [Program 6 ]

[Program 7 ] [Program 8 ]

[Program 9 ] [Program 10 ]

[Program 11 ] [Program 12 ] -

* [Add] key ¢ List display
Use this to add a new program. This displays a list of the currently stored programs. A

program can be selected to open an edit/delete screen
for the program.

Storing a program

Touch the [Add] key in the above screen to open a registration screen. Up to 48 programs can be stored.
For more information, see "Settings" (page 22).

@ * A timer setting cannot be included in a program.
* At least one one-touch key must be specified in a program or the program cannot be stored.

Editing and deleting programs

A program can be selected from the list in the above screen to open an edit/delete screen for the program.
For more information, see "Settings" (page 22).
Delete a program with the [Delete] key.
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Settings

Item

Description

Program Number

Set the number to be assigned to the program. The lowest available number is
automatically entered. To change the number, enter a number from 01 to 48. A
number that has already been stored cannot be used.

Program Name

Enter a maximum of 36 characters for the program name.

Address

Select the address(es) to be used in the program from the address book. Up to 500
destinations can be stored in one program. (If a Scan to Network Folder destination
is selected, only one destination can be stored.)

Address Book screen

This displays a list of the currently stored addresses.

Address Review

This displays a list of the selected addresses. Addresses can be deleted from this list
if needed.

Address Mode Setting

Select the mode in which the address is used (Internet fax, scan, etc.) When a mode
is selected, the settings for that mode appear.

Mode Settings

Frequently used settings can be stored in the same way as when they are selected
for a mode. For more information, see the manuals for each mode.
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Fax Data Receive/Forward

This section explains settings for reception and forwarding. Touch the [Fax Data Receive/Forward] key and configure
the settings.

@ For explanations of settings related to the fax function, see "4. SYSTEM SETTINGS FOR FAX" (page 93).

I-Fax Settings

These settings can be configured when the Internet fax expansion kit is installed.

Reception Start

The machine will connect to your mail server (POP3 server) and check for received Internet faxes. If you have received
Internet faxes, the faxes will be retrieved and printed.

To use this function, POP3 server settings must be configured. Configure these settings in the screen that appears when
[Application Settings] - [Internet Fax Settings] is selected in the Web page menu.

Manual Reception Key in Initial Screen

This displays the [I-Fax Manual Reception] key in the base screen of Internet fax mode.

Forward Received Data

When the machine cannot print because it is out of paper or out of toner, received faxes can be forwarded to another
Internet fax machine.

@ * To store a forwarding address, see "Set Address for Data Forwarding" (page 80) in the system settings (administrator).

* If forwarding was not successful because the transmission was canceled or a communication error occurred, the faxes that
were to be forwarded will return to the print queue on the machine.

* If the initial pages of a fax were successfully printed, only those pages that were not printed will be forwarded.
* Forwarding is not possible if no faxes were received or a forwarding address is not programmed.

* If "Hold Setting for Received Data Print" (page 74) is enabled, you will be prompted to enter a password. Enter the correct
password with the numeric keys.

To cancel forwarding...
Press the [JOB STATUS] key, and then cancel the forwarding job in the same way as a transmission job.
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Printer Condition Settings

The Printer Condition Settings are used to configure basic printer settings and settings for printing from a DOS
application. To configure the settings, touch the [Printer Condition Settings] key.

Printer Default Settings

The default settings are used to set advanced print conditions for printing in an environment where the print driver is not
used (such as printing from MS-DOS or from a computer that does not have the provided print driver installed).

@ When printing using the printer driver, the printer driver settings take precedence over the printer condition settings.

Settings
Item Selections
Copies 1 - 999 sets
Orientation . Port.ra|t
¢ Horizontal

11" x 17", 8-1/2" x 14", 8-1/2" x 13", 8-1/2" x 11", 7-1/4" x 10-1/2", 5-1/2" x 8-1/2", A3,

Default Paper Size B4, A4, B5, A5, 8k, 16k

* Center Tray

Default Output Tray * Finisher Upper Tray / Finisher Lower Tray*1
¢ Right Tray
Default Paper Type Plain Paper, Letter Head, Pre-Printed, Pre-Punched, Recycle Paper, Color
Line Thickness*2 0-9
* 1-Sided
2-Sided Print » 2-Sided (Book)
¢ 2-Sided (Tablet)
e Color
Color Mode « Black & White
* 1-Up
N-Up Print*3 ¢ 2-Up
* 4-Up

i (Use Fit to Page)

. “d
Fit To Page * [_] (Do not use Fit to Page)

*1 When a saddle stitch finisher or finisher is installed.

*2 This setting is used to adjust the line width of vector graphics (black & white printing only). Except for CAD and other
specialized uses, there is normally no need to change this setting. Information on the selections is shown in
"Selections for the line thickness setting" (page 25).

*3 Paper sizes that can be used with this function are A3, B4, A4, 11" x 17", 8-1/2" x 14", and 8-1/2" x 11". (This function
may not take effect with some print methods.)

*4 Only effective when printing PDF, JPEG, and TIFF files.
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Selections for the line thickness setting

Selection 0 1 2 3 4 5 6 7 8 9
Minimum 50% 75% 90% 95% 100% 105% 110% 125% 150%
Percentage | . width*

* All lines are the minimum line width.

PCL Settings

This is used to set the symbol sets, fonts, and line feed code used in a PCL environment.

Settings
Item Description Selections
PCL Symbol Set Setting Speglfy the symbol set used for Select from 35 items.
printing.
Use this to select the font used for * Internal Font
. printing. » Extended Font
PCL F ; ;
CL Font Setting (List of internal fonts when extended fonts are not
installed.)

This setting is used to select how * 0.CR=CR; LF=LF; FF=FF

the printer responds when a line * 1.CR=CR+LF; LF=LF;FF=FF

feed command is received. ¢ 2.CR=CR; LF=CR+LF; FF=CR+FF

* 3.CR=CR+LF; LF=CR+LF; FF=CR+FF

PCL Line Feed Code

When this is enabled, 80 J (Enabled)
characters per line can be printed « [_] (Disabled)
on A4 size paper using a 10-pitch
font. (When this setting is
disabled, up to 78 characters can
be printed per line.)

Wide A4

PostScript Setting

When a PS (PostScript) error occurs during PostScript printing, this setting determines whether or not an error notice is
printed.

@ This setting can be configured when the PS3 expansion kit is installed.
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Document Filing Control

Document Filing Control is used to create, edit, and delete custom folders for document filing. Touch the [Document
Filing Control] key to configure the settings.
When the [Document Filing Control] key is touched, the following screen will appear.

‘Folder List Back l

S
[ ABCD ][ EFGHI ][ JKLMN J[ OPQRST ][ UVWXYZ ]

¢ [Add] key ¢ List display
Use this to add a new custom folder. This displays a list of the currently configured custom
folders. A folder can be selected to open an edit/delete

screen for the folder.

Creating a custom folder

Touch the [Add] key in the above screen to open a registration screen. Up to 500 custom folders can be created.
For more information, see "Settings" (page 27).

Editing/deleting a custom folder

A custom folder can be selected from the list in the above screen to open an edit/delete screen for the folder.
For more information, see "Settings" (page 27).
Delete a folder with the [Delete] key.

@ * If the folder has a password, the correct password must be entered before a file can be deleted.
* A folder that contains files cannot be deleted. Either move the files to a different folder or delete them before deleting the
folder.

26



Settings

Item Description

Enter a name (maximum of 28 characters) for the custom folder to be created. A

Folder N . .
older Name name cannot be stored if it is already being used for another folder.

Enter up to 5 characters for the initials. The initials you enter here determine the

Initial of Folder position of the one-touch key in the alphabetical index.

Password of Folder To set a password for the folder, enter the desired number (5 to 8 digits).

Select User Name Select the desired user name from the user list.

USB-Device Check

This lets you check the connection when a USB device is connected to the machine. Touch the [USB-Device Check] key
to use this function.

@ The status of a USB device that is not compatible with the machine will not appear.
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User Control

This section explains settings for user control. Touch the [User Control] key to configure the settings.

@ » User Control settings can only be configured when "User Authentication Setting" (page 46) is enabled.

* Depending on the user that logged in, it may not be possible to use the settings below.

Modify User Information

The information of the currently logged in user can be edited.

Settings
ltem Description

Edit the name of the user (max. 32 characters). This user name is used as the key

User Name name in the login screen, the document filing user name, and the sender name. (The
user name must be unique.)

Initial Edit the initials (maximum of 5 characters). The initials determine where the user
name will appear in the user name list.

Index Select the desired custom index. The custom index names are the same as those in

the address book.

User Number

This cannot be edited.

Login Name

This cannot be edited.

Password

Enter the password used for user authentication by login name and password (1 to
32 characters). (The password can be omitted.)

E-mail Address

This cannot be edited.

My Folder

This cannot be edited.

Authentication Settings

This cannot be edited.

Pages Limit Group

This cannot be edited.

Authority Group

This cannot be edited.

Favorite Operation Group

The favorite operation group that will be applied at login appears.
Check with your administrator for the settings of the Favorite Operation Groups.

@ The items that appear will vary depending on the user authentication method that is enabled.
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3 SYSTEM SETTINGS

(ADMINISTRATOR)

This chapter explains the system settings that are configured by the administrator of the machine.

Accessing the System Settings (Administrator)

To access the system settings (administrator), the administrator must log in as explained below.

When User Authentication is not Enabled

When "User Authentication Setting" (page 46) is not enabled, follow the procedure below to log in.

Touch the [Admin Password] key.

Admin Password

List Print

Total Count ] [ Default Settings (User)

Paper Tray
Settings

Fax Data

] { feleiaee @emErel ] [ Receive/Forward ]

[ Printer Condition ] { Document Filing

Settings Control ] [ USB-Device Check ]

FEEsEy| Login.
il = (1) Touch the [Password] text box and enter
R D G B el (B A ) e the administrator password.

(2) Touch the [OK] key.

Password

@ This completes the administrator login procedure. The system settings (administrator) can be used.

» User authentication is initially disabled (factory default setting).
@ * To logout...
Touch the [Logout] key in the top right corner of the screen. You can also touch the [Exit] key to quit the system settings.
(If Auto Clear activates, logout will automatically take place.)
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When User Authentication is Enabled

When "User Authentication Setting" (page 46) is enabled, follow the procedure below to log in.

@ When auto login is enabled, the login screen will not appear.

When user authentication is by login name and password (and e-mail
address)

Administrator login is performed in the user selection screen. For more information on the login procedure when user
@ authentication is enabled, see "USER AUTHENTICATION" in the User's Guide.

Touch the [Admin Login] key.

Device Account Mode User Selection [Q— Back ]‘
[Name 1 ] [Name 2 ]
&l
[Name 3 ] [Name 4 ] 1
q q 2
[Name 5 ] [Name 6 ]
id ™| @ — 1=
[Name 9 ] [Name 10 ]
= (Name 11 ) [Name 12 |
ry
Usver All Users I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ
User Authentication })»K l‘ Log In -
(1) Touch the [Password] key.
([Eogin Name ] sx % x %k x K x &

Enter the administrator password in the administrator
password entry screen.

(2) Touch the [OK] key.

User Name {Administrator

@ Password l********************************

@ * If login name / password / e-mail address is selected for the authentication method, the [E-mail Address] key will
appear below the "User Name".

¢ For the factory default administrator password, see "TO THE ADMINISTRATOR OF THE MACHINE" in the Safety
Guide.

* This completes the administrator login procedure. The system settings (administrator) can be used.
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Login by user number

Touch the [Admin Login] key.

Enter the administrator password in the administrator password
entry screen.

This completes the administrator login procedure. The system
settings (administrator) can be used.

User Ruthentication [ OK ]‘

§

Admin Login

¢ In addition to login by touching the [Admin Login] key, the system settings (administrator) can also be accessed when login
@ is performed by selecting a user with administrator rights from the user list or by entering a user number with administrator
rights. For more information on login procedures when user authentication is enabled, see "USER AUTHENTICATION" in

the User's Guide.

* To logout...
Press the [LOGOUT] ([ *]) key. (Except when entering a fax number.)
(If Auto Clear activates, logout will automatically take place.)
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System Settings (Administrator) List

The system settings that appear following administrator login are shown below. The default setting for each item is also
shown.

@ * Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.
* For information on the general settings, see "System Settings (General) List" (page 9).
* For explanations of settings related to the fax function, see "4. SYSTEM SETTINGS FOR FAX" (page 93).

H User Control

Item Factory default setting Page

H User Control 46
@ User Authentication Setting 46
» User Authentication Disabled 46

» Authentication Method Setting Authenticate a User by Login Name 46

and Password

» Device Account Mode Setting Disabled 46

@ Other Settings 47
» Actions when the Limit of Pages for Output Jobs Job is Stopped when the Limit of 47

Pages is Reached

» The Number of User Name Displayed Setting on Operation Panel 12 47

» A Warning when Login Fails Disabled 47

» Disabling of Printing by Invalid User Disabled 47

» Default Network Authentication Server Setting - 47

» User Information Print - 47

@ User List - 48
® Page Limit Group List - 50
@ Authority Group List - 51
@ Favorite Operation Group List* - 54
» Favorite Operation Group Registration* - 54

» Home Screen List* - 55

® User Count - 56

* This cannot be set on the machine. Set this in "User Control" in the Web pages.
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B Energy save

Iltem Factory default setting Page
B Energy Save 58
@ Toner Save Mode
» Print Disabled 58
» Copy Disabled
® Auto Power Shut-Off Enabled 58
® Auto Power Shut-Off Timer 90 min. 58
® Preheat Mode Setting 15 min. 58
H Operation Settings
Item Factory default setting Page
B Operation Settings 59
@ Other Settings 59
» Keys Touch Sound Middle
@ Key Touch Sound at Initial Point Disabled %
» Auto Clear Setting 60 sec.
@ Cancel Auto Clear Timer Disabled >
» Message Time Setting 6 sec. 59
» Display Language Setting American English 59
» Disabling of Job Priority Operation Disabled 59
» Disabling of Bypass Printing Disabled 59
» Key Operation Setting 0.0 sec.
@ Disable Auto Key Repeat Disabled >
» Disabling of Clock Adjustment Disabled 59
» Disabling of Covers/Inserts Mode Disabled 59
@ Customize Key Setting*1
» Copy
@ Customize 1 File
@ Customize 2 Quick File
@ Customize 3 - 60

» Scan
# Customize 1
& Customize 2

4 Customize 3

Address Review
File
Quick File
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Item Factory default setting Page
P Internet Fax*2
@ (Same as Scan)
» Fax*3
@ (Same as Scan)
» USB Memory Scan
@ Customize 1 - ®
@ Customize 2 -
@ Customize 3 -
» Data Entry*4
@ (Same as Scan)
@ Home Screen Settings*? - 60
@ Display Pattern Setting Following the System Settings 60
*1 This cannot be set on the machine. Set this in the system settings in the Web pages.
*2 When the Internet fax expansion kit is installed.
*3 When the facsimile expansion kit is installed.
*4 When the application integration module is installed.
H Device Control
Iltem Factory default setting Page
B Device Control 61
@ Other Settings 61
» Original Feeding Mode All Disabled 61
» Saddle Stitch Position Adjust*1 0.0 mm 61
» Auto Paper Selection Setting Plain Paper 61
» Tandem Connection Setting
@ |P Address of Slave Machine 0.0.0.0
@ Port Number 50001 61
@ Disabling of Master Machine Mode Disabled
@ Disabling of Slave Machine Mode Disabled
» Detect Standard in Auto Color Mode 3 61
» Auto Switching of Finisher Trays Enabled 61
» Registration Adjustment 62
» Optimization of a Hard Disk - 62
» Clear All Job Log Data - 62
® Original Size Detector Setting
» Original Detection Size Combination Inch-1 63
» Cancel Detection at Document Glass Disabled
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Item Factory default setting Page
@ Disabling of Devices 64
» Disabling of Document Feeder Disabled 64
» Disabling of Duplex Disabled 64
P Disabling of Large Capacity Cassette*2 Disabled 64
» Disabling of Tray Setting Disabled 64
» Disabling of Finisher*3 Disabled 64
» Disabling of Inserter*4 Disabled 64
» Disabling of Offset Disabled 64
P Disabling of Stapler*3 Disabled 64
» Disabling of Punch*s Disabled 64
» Disabling of Color Mode*6 Disabled 64
@® Fusing Control Settings 16 - 24 Ibs. (60 - 90g/m?2) 64
*1 When a saddle stitch finisher is installed.
*2 When a large capacity tray is installed.
*3 When a saddle stitch finisher or finisher is installed.
*4 When an inserter is installed.
*5 When a punch module is installed.
*6 When a color-related problem has occurred.
H Copy Function Settings
Iltem Factory default setting Page
B Copy Function Settings 65
@ Initial Status Settings
» Color Mode Full Color
» Paper Tray Varies depending on the machine
configuration
» Exposure Type Auto 65
» Copy Ratio 100%
» 2-Sided Copy 1-Side to 1-Side
» Output -
@ Other Settings 66
» Copy Exposure Adjustment
@ Color 5 66
@ Black & White 5
» Rotation Copy Setting Enabled 66
» Add or Change Extra Preset Ratios - 66
P Setting a Maximum Number of Copies 999 66
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Item Factory default setting Page
» Initial Margin Shift Setting
@ Side 1 1/2" 66
@ Side 2 1/2"
P Erase Width Adjustment
@ Edge Clearance Width 1/2" 66
@ Center Clearance Width 1/2"
P Card Shot Settings
# Original Size X: 3-3/8", Y: 2-1/8" 66
# Fit to Page Disabled
» Automatic Saddle Stitch* Enabled 66
» Initial Tab Copy Setting 1/2" 66
» Disabling Deletion of Job Programs Disabled 67
» Disabling of Bypass-Tray in Duplex Copy Disabled 67
» Disabling of Auto Paper Selection Disabled 67
P Auto Selection Setting of Tray that is Supplied the Paper Disabled 67
» B/W 600dpi x 600dpi Scanning Mode for Document Feeder Disabled 67
» B/W Quick Scan from Document Glass Enabled 67
@ Color Adjustments 68
» Initial Color Balance Setting Factory default state 68
» Auto Color Calibration - 68
* When a saddle stitch finisher is installed.
B Network Settings
Item Factory default setting Page
B Network Settings 69
@ |P Address Setting DHCP 69
@® Enable TCP/IP Enabled 69
® Enable NetWare Enabled 69
® Enable EtherTalk Enabled 69
® Enable NetBEUI Enabled 69
@ Reset the NIC - 69
® Ping Command - 69
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M Printer Settings

Iltem Factory default setting Page
W Printer Settings 70
@ Default Settings 70
» Prohibit Notice Page Printing Enabled 70
» Prohibit Test Page Printing Disabled 70
P Ad/Letter Size Auto Change Disabled 70
» Print Density Level
@ Color 3 70
@ Black & White 3
P Bypass Tray Settings 70
@ Enable Detected Paper Size in Bypass Tray Disabled 70
@ Enable Selected Paper Type in Bypass Tray Enabled 70
@ Exclude Bypass-Tray from Auto Paper Select Disabled 70
» Job Spool Queuing Enabled 70
@ Interface Settings 71
» Hexadecimal Dump Mode Disabled 71
» 1/O Timeout 60 sec. 71
» Enable USB Port Enabled 71
» USB Port Emulation Switching Auto 71
» Enable Network Port Enabled 71
» Network Port Emulation Switching Auto 71
» Port Switching Method Switch at End of Job 71
@ Auto Color Calibration - 72
H Image Send Settings
Iltem Factory default setting Page
B Image Send Settings 73
@ Operation Settings 73
P Other Settings 73
@ Default Display Settings Scan (fax when fax is installed)
* Hold settings for a while after scanning has been Disabled 73
completed
» Switch Automatically to Copy Mode Screen Enabled
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Item Factory default setting Page

@ Initial Resolution Setting

* Apply the Resolution Set when Stored Disabled
* Scan 200 X 200 dpi 73
e Internet Fax*? 200 X 100 dpi
* Fax*2 Standard
@ Default Exposure Settings Auto
* Original Image Type Text 73
* Moiré Reduction Disabled
@ Must Input Next Address Key at Broadcast Setting Disabled 73
4 Scan Complete Sound Setting Middle 74
@ The Number of File Name/Subject/Body Keys Displayed 12 74
Setting
@ The Number of Direct Address Keys Displayed Setting 10 74
@ Disable Switching of Display Order Disabled 74
@ Hold Setting for Received Data Print Disabled 74
P Settings to Disable Registration 74
@ Disable Registering Destination from Operation Panel Disabled 74
@ Disable Registering Destination on Web Page*3 Disabled 74
@ Disable Registration Using Network Scanner Tool*3 Disabled 74
P Settings to Disable Transmission 75
@ Disable [Resend] on Image Send Mode Disabled 75
@ Disable Selection From Address Book Disabled 75
@ Disable Direct Entry Disabled 75
@ Disable PC-I-Fax Transmission*? Disabled 75
@ Disable PC-Fax Transmission*2 Disabled 75
@ Scan Settings 76
» Other Settings 76
@ Default Sender Set - 76
@ Default Color Mode Settings
* Black & White Mono 2
76
* Color Mode Auto, Grayscale
* Disable Change of B/W Setting in Auto Mode Disabled
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Item Factory default setting Page
@ Initial File Format Setting
* File Type PDF
* Black & White MMR (G4) 76
* Color/Grayscale Medium
* Specified Pages per File Disabled
4 Compression Mode at Broadcasting
* Black & White MH (G3) 76
* Color/Grayscale Medium
€ Maximum Size of E-mail Attachments (E-mail) Unlimited 76
4 Maximum Size of Data Attachments (FTP/Desktop/Network Unlimited 77
Folder)
@ Bcc Setting
* Enable Bcc Disabled 77
* Display Bcc Address on the Job Status Screen Disabled
@ Disable Scan Function
* USB Memory Scan Disabled 77
* PC Scan Disabled
@ Pre-Setting Mail Signature Disabled 77
» Default Address Setting Disabled 77
@ |-Fax Settings*1 78
» |-Fax Default Settings 78
@ |-Fax Own Name and Address Set - 78
@ Auto Wake Up Print Enabled 78
@ Compression Setting MH (G3) 78
@ Speaker Volume Setting -
* Receive Signal Middle 78
e Communication Error Signal Middle
@ Original Print on Transaction Report Print Out Error Report Only 78
@ Transaction Report Print Select Setting
* Single Sending Print Out Error Report Only
* Broadcasting Print Out All Report e
* Receiving No Printed Report
@ Activity Report Print Select Setting
e Auto Print at Memory Full Disabled 79
* Print Daily at Designated Time Disabled
@ Body Text Print Select Setting Disabled 79
@ Pre-Setting Mail Signature Disabled 79
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Item Factory default setting Page
P |-Fax Send Settings 79
@ |-Fax Reception Report On/Off Setting Disabled 79
@ |-Fax Reception Report Request Timeout Setting 1 hour 79
4 Number of Resend Times at Reception Error 2 79
@ Maximum Size of E-mail Attachments Unlimited 79
@ Rotation Sending Setting All Enabled 80
@ Printing Page Number at Receiver Enabled 80
» |-Fax Receive Settings 80
@ Auto Receive Reduce Setting Enabled 80
4 Duplex Reception Setting Disabled 80
@ Set Address for Data Forwarding - 80
@ A3 RX Reduce Disabled 80
4 POP3 Communication Timeout Setting 60 sec. 80
@ Reception Check Interval Setting 5 min. 81
@ |-Fax Output Setting Varies depending on the machine 81
configuration
» Anti Junk Mail/Domain Name Setting All Invalid 81
*1 When the Internet fax expansion kit is installed.
*2 When the facsimile expansion kit is installed.
*3 When network connection is enabled.
B Document Filing Settings
Item Factory default setting Page
B Document Filing Settings 82
@ Other Settings 82
» Default Mode Settings Sharing Mode 82
P Sort Method Setting Date 82
» Administrator Authority Setting
@ Delete File Disabled 82
@ Delete Folder Disabled
» Delete All Quick Files
@ Delete - 82
@ Delete quick files at power up (protected files excluded) Enabled
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Item Factory default setting Page
» Default Color Mode Settings
@ Color Auto 82
@ Black & White Mono 2
» Default Exposure Settings Auto
@ Original Image Type Text 82
# Moiré Reduction Disabled
» Initial Resolution Settings 600 x 600 dpi 82
» Color Data Compression Ratio Setting Medium 83
» Default Output Tray Varies depending on the machine 83
configuration
» Scan Complete Sound Setting Middle 83
» Disable Stamp for Reprinting Disabled 83
P Batch Print Settings
@ Selection of [All Users] is not allowed. Enabled 83
@ Selection of [User Unknown] is not allowed. Enabled
® Document Output Options
» Print
4 Copy Enabled
@ Print Enabled
4 Scan Send Disabled
@ Internet Fax Send (Incl. PC-I-Fax) Disabled
@ Fax Send (Incl. PC-Fax) Disabled
@ Scan to HDD Enabled
» Scan Send
4 Copy Disabled
84
4 Scan Send Enabled
@ Internet Fax Send (Incl. PC-I-Fax) Disabled
@ Fax Send (Incl. PC-Fax) Disabled
@ Scan to HDD Enabled
» Internet Fax Send*1
4 Copy Disabled
4 Scan Send Disabled
@ Internet Fax Send (Incl. PC-I-Fax) Enabled
@ Fax Send (Incl. PC-Fax) Disabled
@ Scan to HDD Disabled
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ltem Factory default setting Page

» Fax Send*2

@ Copy Disabled
4 Scan Send Disabled
@ Internet Fax Send (Incl. PC-I-Fax) Disabled o
@ Fax Send (Incl. PC-Fax) Enabled
@ Scan to HDD Disabled
*1 When the Internet fax expansion kit is installed.
*2 When the facsimile expansion kit is installed.
M List Print (Administrator)
Item Factory default setting Page
W List Print (Administrator) 85
@ Administrator Settings List - 85
® Image Sending Activity Report - 85
® Data Receive/Forward List - 85
® Web Settings List*1 - 85
@ Metadata Set List*2 - 85
*1 When network connection is enabled.
*2 When the application integration module is installed.
H Security Settings
Item Factory default setting Page
B Security Settings 86
@ Setting of SSL
» HTTPS Disabled
» IPP-SSL Disabled
» FTPS Disabled 86
» SMTP-SSL Disabled
» POP3-SSL Disabled
» Level of Encryption Disabled

42



H Enable/Disable Settings

Iltem Factory default setting Page

B Enable/Disable Settings 87
@ User Control 87
» Disabling of Printing by Invalid User Disabled 87

@ Operation Settings 87
» Cancel Auto Clear Timer Disabled 87

» Disabling of Job Priority Operation Disabled 87

» Disabling of Bypass Printing Disabled 87

» Disable Auto Key Repeat Disabled 87

» Disabling of Clock Adjustment Disabled 87

» Disabling of Covers/Inserts Mode Disabled 87

@ Device Control 87
» Disabling of Document Feeder Disabled 87

» Disabling of Duplex Disabled 87

P Disabling of Large Capacity Cassette*? Disabled 87

» Disabling of Tray Setting Disabled 87

» Disabling of Finisher*2 Disabled 87

» Disabling of Inserter*3 Disabled 87

P Disabling of Offset Disabled 87

P Disabling of Stapler*2 Disabled 87

P Disabling of Punch*4 Disabled 87

» Disabling of Color Mode*5 Disabled 88

» Disabling of Master Machine Mode Disabled 88

» Disabling of Slave Machine Mode Disabled 88

® Copy Function Settings 88
» Disabling Deletion of Job Programs Disabled 88

» Disabling of Bypass-Tray in Duplex Copy Disabled 88

» Disabling of Auto Paper Selection Disabled 88

@ Printer Settings 88
» Prohibit Notice Page Printing Enabled 88

» Prohibit Test Page Printing Disabled 88

» Exclude Bypass-Tray from Auto Paper Select Disabled 88
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Item Factory default setting Page
® Image Send Settings 88
» Other Disabling 88
@ Disable Switching of Display Order Disabled 88
@ Disable Scan Function
* USB Memory Scan Disabled 88
* PC Scan Disabled
P Settings to Disable Registration 88
# Disable Registering Destination from Operation Panel Disabled 88
# Disable Registering Destination on Web Page*® Disabled 89
@ Disable Registration Using Network Scanner Tools*6 Disabled 89
P Settings to Disable Transmission 89
@ Disable [Resend] on Image Send Mode Disabled 89
@ Disable Selection from Address Book Disabled 89
@ Disable Direct Entry Disabled 89
@ Disable PC-I-Fax Transmission*” Disabled 89
@ Disable PC-Fax Transmission*8 Disabled 89
® Document Filing Settings 89
» Disable Stamp for Reprinting Disabled 89
» Batch Print Settings
@ Selection of [All Users] is not allowed. Enabled 89
@ Selection of [User Unknown] is not allowed. Enabled

*{
2
*3
*4
*5
*6
*7
*8

When a large capacity tray is installed.

When a saddle stitch finisher or finisher is installed.
When an inserter is installed.

When a punch module is installed.

When a color-related problem has occurred.

When network connection is enabled.

When the Internet fax expansion kit is installed.
When the facsimile expansion kit is installed.
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B Change Administrator Password

Iltem Factory default setting Page
B Change Administrator Password See "TO THE AD_MlNISTRATOR_OF 90
THE MACHINE" in the Safety Guide.
B Product Key
Item Factory default setting Page
B Product Key* 9
® PS3 Expansion Kit - 91
@ Internet Fax Expansion Kit - 91
® E-mail Alert and Status - 91
@ Application Integration Module - 91
@ Serial Number - 91
* It may not be possible to use some settings, depending on the peripheral devices installed.
H Initialize and/or Store Settings
ltem Factory default setting Page
H Initialize and/or Store Settings 92
@ Restore Factory Defaults - 92
@ Store Current Configuration - 92
@ Restore Configuration - 92
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User Control

User Control is used to configure settings for user authentication. Touch the [User Control] key to configure the settings.

User Authentication Setting

These settings enable or disable user authentication and specify the authentication method.
When user authentication is enabled, each user of the machine is registered. When a user logs in, settings for that user
are applied. This function allows greater control of security and cost management than on previous machines.

@

User's Guide.

e For the procedure for storing users, see "User List" (page 48).
* For more information on login procedures when user authentication is enabled, see "USER AUTHENTICATION" in the

User Authentication

When [User Authentication] is enabled, the login screen

appears before an operation is begun in any mode

except the job status screen*. You must log in as one of

the stored users. (After logging in, you can move freely

through the modes.)

* The login screen appears when a document filing file is
used or when a broadcast transmission is reattempted
from the job status screen.

Authentication Method Setting

This selects the authentication method. When using user
authentication, be sure to configure this setting first. The
items configured for users stored after the user
authentication method is set vary depending on the
selected authentication method.

Authenticate a User by Login Name and Password
Standard authentication method using a login name and
password.

Authenticate a User by Login Name, Password and
E-mail Address

In addition to a login name and password, this
authentication method also requires the entry of an
e-mail address.

Authenticate a User by User Number Only

This can be used as a simple authentication method
when network authentication is not used.

* The login screen will vary depending on the
authentication method that is selected. For more
information, see "USER AUTHENTICATION" in the
User's Guide.

@

* When "Authenticate a User by User Number Only"
is selected for the authentication method, network
authentication cannot be used.
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Device Account Mode Setting

A specific user can be stored as an auto login user.
When this setting is enabled, login can be performed
automatically.

This function eliminates the bother of logging in but still
allows the settings of the selected user (network
settings, favorite operations, etc.) to be applied.

If auto login fails for some reason when auto login is
enabled, or the login user does not have administrator
rights, all system settings or the system settings
(administrator) will lock. In this event, the administrator
should touch the [Admin Password] key in the system
settings screen and log in again.

@




Other Settings

Actions when the Limit of Pages
for Output Jobs

This setting determines whether or not a job will be

completed if the page limit is reached while the job is in

progress.

The following selections are available.

* Job is Stopped when the Limit of Pages is Reached

* Job is Completed even when the Limit of Pages is
Reached

Default Network Authentication
Server Setting

Use this to set the default network authentication server.
When a user logs in from the Web page or sends a print
job to the machine using user information that is not
stored on the machine, the authentication server is not
known. This setting is used to specify one of the LDAP
servers stored on the machine as the authentication
server.

The Number of User Name
Displayed Setting on Operation
Panel

The number of users that are displayed in the user
selection screen can be selected (6, 12, or 18 users).

@

This setting also applies to the user selection screen
of document filing and the sender selection screen.

A Warning when Login Fails

This setting is used to display a warning and prohibit
login for five minutes if login fails three times in a row.
This prevents an unauthorized person from attempting to
guess a password. (The number of failed login attempts
is retained even if the power is turned off.)

@

Locking of the operation panel for 5 minutes can be
canceled by clicking [User Control] - [Default Settings]
- [Release the Lock on Machine Operation Panel] in
the Web page menu.

Disabling of Printing by Invalid
User

Printing by users whose information is not stored in the
machine, such as printing without entering valid user
information in the printer driver or printing of a file on an
FTP server from the Web pages, can be prohibited.
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User Information Print

The following lists can be printed.

* User List

* List of Number of Pages Used

* Page Limit Group List*

* Authority Group List

* Favorite Operation Group List*

* All User Information Print

Touch the key of the desired list to begin printing.
* Cannot be printed when no groups are stored.



User List

This is used to store, edit, and delete users when user authentication is enabled.
When the [User List] key is touched, the following screen appears.

‘User List Back l
EI [ Delete All Users l [ Add ]
o e =1 ]

[ ABCD ][ EFGHI ][ JKLMN J[ OPQRST ][ UVWXYZ ]

Administrator

Other User

( ) [ )
( ) [ )
(Name 2 ] [wame 3 |
( ) ( )
( ) ( )

* [Add] key
Use this to add a new user.
¢ [Delete All Users] key
Use this to delete all stored users. (Excluding factory

stored users.) This operation can only be performed
by an administrator.

e User List

This shows the factory-stored users and the currently
stored users. A user can be selected to open an
edit/delete screen for the user.

Storing a user

Touch the [Add] key in the above screen to open a registration screen. Up to 1000 users can be stored.
For more information, see "Settings" (page 49).

Editing/deleting a user

A user can be selected from the list in the above screen to open an edit/delete screen for the user.
For more information, see "Settings" (page 49).

Delete a user with the [Delete] key. (The factory-stored users cannot be deleted.)

@ When auto login is enabled, "Delete All Users" cannot be used. The factory-stored users cannot be deleted.
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Settings

Item Description
Store the name of the user (max. 32 characters). This user name is used as the key name in
User Name the login screen, the document filing user name, and the sender name. (The user name must
be unique.)
Apply User Name to Log-in Touch this key to enter the entered user name in the login name.
Name*1

Initial This determines where the user name will appear in the user list. Up to 5 characters can be

entered.

Select the desired custom index. The custom index names are the same as those in the
Index

address book.
User Number*2 Enter a user number (5 to 8 digits).

Enter the login name used when authentication by login name/password is enabled

Login N *1 . . .
ogin Rame (maximum of 255 characters). (The login name must be unique.)

Enter the password used when authentication by login name/password is enabled (1 to 32

*1,3
Password characters). (The password can be omitted.)

Enter the e-mail address used in the sender list and for LDAP authentication (maximum of 64

E-mail Address
characters).

A folder ("My Folder") can be specified as the folder used by the user for document filing. A

My Folder .
y previously created folder can be selected or you can create and select a new folder.

Select [Login Locally] or [Network Authentication] (when LDAP is enabled) for "Authenticate

Authentication Settings*? 0"

When [Network Authentication] is selected, select the server to be used for user

Authentication Server - . .
uthentication Serve authentication from the list of LDAP servers stored in the Web pages.

Specify page limits for the user by selecting one of the stored page limit groups. The factory
Pages Limit Group default setting is [Unlimited].
For more information, see "Page Limit Group List" (page 50) .

Specify the authority of the user by selecting one of the stored authority groups. The factory
Authority Group default setting is [User].
For more information, see "Authority Group List" (page 51) .

The favorite operation group that will be applied at login appears. The factory default setting is
Favorite Operation Group [Following the System Settings].
The setting can be changed in the [User Control] menu in the Web pages.

*1 Does not appear when "User Number" is selected for the authentication method.
*2 Only appears when "User Number" is selected for the authentication method.
*3 Not required when network authentication is used, as the password stored in the LDAP server is used.
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Page Limit Group List

This is used to store groups of Account Limit Settings. The page limits for each user are specified by selecting one of
these stored groups when the user is stored.
When the [Page Limit Group List] key is touched, the following screen appears.

System Settings

Page Limit Group List Back l

[Group 1 ] [Group 2 ]

(Gzow 3 ) [cxow 4 )

((croup 5 ] [czow s )

[croup 7 ] [Group 8 ]

e [Add] key e List display
Use this to add a new group. This shows the currently stored groups. A group name

can be selected to open an edit/delete screen for that
group.

Storing a page limit group

Touch the [Add] key in the above screen to open a registration screen. Up to 8 groups can be stored.
For more information, see "Settings".

Editing a page limit group

A group can be selected from the list in the above screen to open an edit/delete screen for the group.

For information on the settings, see "Settings".

To return a group to the factory default state, set "Select the Group Name to be the Registration Model" to "Unlimited" in
the editing screen.

Settings
Item Description

Group Name Store the name of the group (max. 32 characters).

Select the Group Name to be Select one of the previously stored groups for use as a template for the new group. When

the Registration Model selected, the group's settings are applied.

Function names The names of the functions that can be configured are displayed. Set a limit for each function.
When [Prohibited] is selected for a mode, input and output from the mode are prohibited.

- When [Unlimited] is selected for a mode, there is no limit to the number of pages that can be

Page Limit . .
input/output in that mode.
When [Limited] is selected, enter a limit (1 to 99999999 pages).
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Authority Group List

Use this to store groups of user authority settings. The authority of each user is specified by selecting one of these
stored groups when the user is stored.
When the [Authority Group List] key is touched, the following screen appears.

Authority Group List Back l

[Group 1 ] [Gr up 2 ]

(6rous 3 ] [erouwp 4 )

[orow 5 ) [coms )

[Group 7 ] [G oup 8 ]

* [Add] key * List display
Use this to add a new group. This shows the currently stored groups. A group name

can be selected to open an edit/delete screen for that
group.

Storing an authority group

Touch the [Add] key in the above screen to open a registration screen. Up to 8 groups can be stored.
For information on the settings, see "List of settings and factory default settings of template groups" (page 52).

Editing an authority group

A group can be selected from the list in the above screen to open an edit/delete screen for the group. For information on
the settings, see "List of settings and factory default settings of template groups" (page 52).

To return a group to the factory default state, select [Return to Administrator Authority], [Return to User Authority], or
[Return to Guest Authority].
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List of settings and factory default settings of template groups

Item

Description

Group Name

Store the name of the group (max. 32 characters).

Select the Group Name to be the
Registration Model

Select one of the previously stored groups for use as a template for the new
group. When selected, the group's settings are applied.
The factory default groups and their settings are shown below.

Admin User Guest

Copy

Color Mode Approval Setting All allowed All allowed Only Black & White
Allowed

Special Modes Usage Allowed Allowed Prohibited

Printer

Color Mode Approval Setting Allowed Allowed Only Black & White
Allowed

USB Memory Direct Print Allowed Allowed Prohibited

FTP Pull Print Allowed Allowed Prohibited

Image Send

Approval Settings for Each Mode

¢ E-mail

* FTP

¢ Desktop

* Network Folder

* USB Memory All allowed All allowed All allowed

* PC Scan

* Internet Fax Send

* PC-I-Fax Send

* Fax Send

* PC-Fax Send

Color Scan Allowed Allowed Prohibited

Special Modes Usage Allowed Allowed Prohibited

Approval Setting for Addressing

¢ Approval Setting for Direct Entry

* Approval Setting to Use a Local Address Book

« Approval Settings to Use a Global All allowed All allowed All allowed

Address Book

Document Filing

Scan to HDD

* Color Mode Approval Setting All allowed All allowed Only Black & White
Allowed

* Special Modes Usage Allowed Allowed Prohibited

Prints (Document Filing)

* Color Mode Approval Setting All allowed All allowed Only Black & White
Allowed

* Special Modes Usage Allowed Allowed Prohibited
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Item

Description

Common Functions

Approval Settings for 2-Sided Print

[1-Sided/2-Sided

[1-Sided/2-Sided

[1-Sided/2-Sided

Approved] Approved] Approved]
MFP Settings
System Settings Operational Authority
Only user authority
System Settings*? Allowed*2 settings All settings prohibited
are allowed
Web Settings Operational Authority
Display of Device /Network Status Allowed
Power Reset Prohibited
Machine Identification Prohibited
Network Settings Prohibited
Application Settings (Excluding
Registration of Pre-set Text/Forward Prohibited
Table)
Registration of Pre-set Text/Forward Table | Allowed Allowed Prohibited
E-mail Alert and Status Prohibited
Job Log Setting Prohibited
Port Control/ Filter Settings Prohibited
Storage Backup Prohibited
Custom Link Setting Prohibited
Operation Manual Download Allowed

*1 For information on each setting, see the system settings (general/administrator) lists.
*2 All allowed except "Change Administrator Password".

@ Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.
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Favorite Operation Group List

This is used to store favorite operation groups and home screens.

@ This setting can only be configured in the Web pages. It cannot be configured in the touch panel of the machine.

Favorite Operation Group Registration

Sets of preferred settings can be as groups. For example, a user who speaks a different language would normally have
to change the display language each time he or she uses the machine; however, by storing the language in a favorite
operation group, the language is automatically selected when the user logs in.

Settings

Item

Description

Group Name

Store the name of the group (max. 32 characters).

Select the Group Name to be
the Registration Model

Select one of the previously stored groups for use as a template for the new group. When
selected, the group's settings are applied.

Copy

Initial Status Settings

Select settings for Color Mode, Paper Tray, Exposure Type, Copy Ratio, Duplex, and Output.

Image Send

Initial Status Settings

Select settings for Resolution, Exposure, and File Format. Store the default fax sender name
and number.

Document Filing

Scan to HDD: Initial Status
Settings

Select settings for Color Mode, Resolution, Exposure, and Compression Ratio.

Prints (Document Filing)

Set the default output tray for document filing print.

System Settings

Original Size Detector Setting

Select whether inch sizes or AB sizes are detected, or disable detection on the document
glass.

Display Language Setting

Select the display language.

Key Operation Setting

Set the key input time and Auto Key Repeat setting.

Keys Touch Sound

Set the sound made when keys are touched.

Display Pattern Setting

Select the color pattern used in the touch panel.

Home Screen Settings

Select the home screen.

Customize Key Setting

Customize Key Setting

Set customized keys for each mode.
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Home Screen List

Home screen settings must be previously stored. Select a home screen when storing a favorite operation group.

Settings

Item

Description

Home Screen Name

Enter a maximum of 32 characters for the home screen name.

Select the Home Screen to be
the Registration Model

Select one of the previously stored home screens as a template for the new home screen.
When selected, the home screen's settings are applied.

Display Title

Show a title on the home screen.

Title

Enter a maximum of 70 characters for the title name.

Display the User Name

Show the currently logged-in user name on the home screen.

Display the Date and Time

Show the date and time on the home screen.

Design Template

A template for the design of the home screen can be selected from the list. A sample of the
selected template can be viewed.

Layout of Keys on Screen

The layout of the keys in the home screen is displayed.

Key Number Select the number of the key that you want to set, referring to "Screen Key Layout".
Key Name The name of the key selected in "Key Number" can be changed (maximum of 48 characters).
Link Item Specify the function that you want to use in the key selected in "Key Number".
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User Count

This displays the total number of pages printed by each user.
When the [User Count] key is touched, the following screen appears.

‘User Count Back l
D [ select a11 vsers | [ Show ] Delete ]
Sort ‘ADC | - HU? ‘ - |

[ ABCD ][ EFGHI ][ JKLMN J[ OPQRST ][ UVWXYZ ]

Administrator

Other User

Name 4

Name 6

[ ) [ ]
( ) [ ]
[ ame 2 | (ame 3 |
( ) [ )
( ) [ )

¢ [Select All Users] key e User List
This selects all users.

¢ [Show] key
This shows the counts of the selected user.

¢ [Delete] key
Use this to reset the counts of the selected user.

This shows the factory-stored users and the currently
stored users. To select a user, select the user name.

Showing user count

Select a user in the above screen and touch the [Show] key. The counts of that user will appear.

ltem Settings
Next This shows the next user (in the order of the registration numbers).
Previous This shows the previous user (in the order of the registration numbers).
Show Counts The counts and the number of pages remaining of the selected user are shown by function.
Page Limit The page limit set for the user appears in parentheses below the count.

@  Counts of devices that are not installed do not appear.

¢ A user count can be saved in the screen that appears when [User Control] - [User Count] - [Save User Count] is selected
in the Web page menu.
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Resetting user counts

Select a user in the setting screen and touch the [Reset] key. A count reset screen for that user will appear.
The reset screen will vary depending on whether a single user or multiple users were selected. The items displayed in
each case are described in the table below.

When a single user is selected

Item Description
Next This shows the next user (in the order of the registration numbers).
Previous This shows the previous user (in the order of the registration numbers).
Show Counts The counts and the number of pages remaining of the selected user are shown by function.
Clear Count Reset the count of the selected item to "0".
Clear All Counts Reset all items of the selected user to "0".

When multiple users are selected

ltem Description
Show Counts The counts and the number of pages remaining of the selected users are shown by function.
Clear Count Reset the count of the selected item to "0".
Clear All Count Reset all items of the selected users to "0".

57



Energy Save

The Energy Save settings help reduce power costs. From an environmental perspective, these settings also help reduce
pollution and conserve natural resources. Touch the [Energy Save] key to configure the settings.

Toner Save Mode

You can reduce the amount of toner used for printing.

Print Printexample
data when "Toner
A » Save Mode"

is enabled

[Print] in Toner Save Mode is only effective when the
machine's printer driver is not used. When the printer
driver is used, the printer driver setting takes
precedence.

This function may not operate in some applications
and operating systems.

Auto Power Shut-Off

This setting enables or disables Auto Power Shut-Off.
Remove the checkmark if you prefer that Auto Power
Shut-Off does not operate.

When the set duration of time elapses after printing
ends, Auto Power Shut-Off activates and causes to
machine to go on standby at a minimal level of power
consumption.

This function reduces your power costs, and at the same
time helps conserve natural resources and reduce
pollution.

If you prefer that auto power shut-off activates as little as
possible, it is recommended that you try lengthening the
time setting after which activation takes place rather than
disabling the function altogether. (The time setting is
changed using "Auto Power Shut-Off Timer" below.)
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Auto Power Shut-Off Timer

The time until Auto Power Shut-Off activates can be set
to any number of minutes from 1 to 240.
Select the time that best suits your workplace needs.

The timer setting will not be effective if Auto Power
Shut-Off is disabled using "Auto Power Shut-Off".

Preheat Mode Setting

The time until Preheat Mode activates can be set to any
number of minutes from 1 to 240.

Preheat Mode will activate when the set duration of time
elapses after printing ends and no further operations are
performed. This function reduces your power costs, and
at the same time helps conserve natural resources and
reduce pollution.

Select the time that best suits the needs of your
workplace.

@ Preheat mode cannot be disabled.




Operation Settings

Settings related to machine operation can be configured. Touch the [Operation Settings] key to configure the settings.

Other Settings

Keys Touch Sound

This setting is used to adjust (or turn off) the volume of the
beep that sounds when you touch a key. You can also have
three beeps sound at initial values when setting the ratio in
copy mode or when adjusting the exposure in any mode.

Initial

Screen in which setting is effective
value

Ratio setting screen in base screen of

Ratio 100%
copy mode

Exposure adjustment screen in base
screen of copy mode

. . Exposure
Exposure adjustment screen in base screen of IevZI'
fax, Internet fax, and network scanner modes .
3 (medium)

Exposure adjustment screen for Scan to
HDD in document filing mode

Auto Clear Setting

The time until Auto Clear activates can be set to any
number of minutes from 10 to 240.

If the machine is not used for the duration of time set
here, the auto clear function will clear any settings that
have been selected and return the screen to the base
screen of copy mode or the job status screen.

Cancel Auto Clear Timer
This is used to disable the auto clear function.

Message Time Setting

The duration of time that messages appear in the touch
panel (the time until a message is automatically cleared)
can be set to any number of seconds from 1 to 12.

Display Language Setting

The language that appears in the touch panel can be changed.

When user authentication is enabled and a display
language is specified in the favorite operation group,
that setting is given priority.
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Disabling of Job Priority Operation

This disables the job priority function and hides the
[Priority] key in the job status screen.

Disabling of Bypass Printing

This is used to disable bypass printing (printing other

jobs ahead of a job that has been stopped* because the

paper required for the job is not in any of the trays).

* This does not include cases where the paper ran out
during the job.

Key Operation Setting

This setting determines how long a key in the touch
panel must be touched until the key input is registered.
The time can be set from 0 to 2 seconds in increments of
0.5 seconds.

By lengthening the time setting, key input can be
prevented when a key is touched accidentally. Keep in
mind, however, that when a longer setting is selected
more care is required when touching keys to ensure that
key input is registered.

Disable Auto Key Repeat

This is used to disable key repeat.

Key repeat causes a setting to change continuously
while a key is touched, not only each time the key is
touched.

Disabling of Clock Adjustment

This setting is used to prohibit changing of the date and
time.

Disabling of Covers/Inserts Mode

This setting is used to prohibit the use of the covers and
inserts function.



Customize Key Setting

Short-cuts to functions that are frequently used can be displayed in the base screen of each mode.
For more information, see the manuals for each mode.
The settings are shown below.

Item Description

Customized Keys 1 - 3 Enter a name for the customized key (maximum of 14 characters).

Select the function that you want to assign to the key. The functions that can be

Item selected vary by mode.

Return to the Defaults This returns all customized keys to their factory default state.

@ This setting can only be configured in the Web pages. It cannot be configured in the touch panel of the machine.

Home Screen Settings

Use this to configure the home screen that appears when the [HOME] key is pressed.
The settings are shown below.

ltem Description
Display Title Show a title on the home screen.
Title Enter a maximum of 70 characters for the title name.
Display the User Name* Show the currently logged-in user name on the home screen.
Display the Date and Time Show the date and time on the home screen.

A template for the design of the home screen can be selected from the list. A sample of the

Design T I .
esign Template selected template can be viewed.

Key Layout of the Screen The layout of the keys in the home screen is displayed.

Key Number Select the number of the key that you want to configure, referring to "Screen Key Layout".
Key Name The name of the key selected in "Key Number" can be changed (maximum of 48 characters).
Link Item Specify the function that you want to use in the key selected in "Key Number".

* Does not appear when user authentication is not enabled.

@ This setting can only be configured in the Web pages. It cannot be configured in the touch panel of the machine.

Display Pattern Setting

One of six color patterns can be selected for the color pattern in the touch panel.
A sample of the selected pattern can be viewed.
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Device Control

These settings control devices installed on the machine. Touch the [Device Control] key to configure the settings.

Other Settings

Original Feeding Mode

The following original feeding modes can be set to
operate by default in copy, Scan to HDD, and image
send modes. When a mode is frequently used, this
saves you from having to select the mode in the special
modes each time you need to use it.

* Mixed Size Original (Same Width/Different Width)

* Slow Scan Mode

Saddle Stitch Position Adjust

(When a saddle stitch finisher is installed.)

When a saddle stitch finisher is installed, this setting is
used to adjust the stapling position (folding position) of
the pamphlet staple function.

The value can be adjusted in increments of 0.25 mm
within a range of +2.0 mm from the home position of
each paper size.

Max. +2 mm |<_.._.| Min. - 2 mm
T T ]

[
(' Position moved in
¢ the minus direction.

Position moved in
the plus direction.

Tandem Connection Setting

When two machines are used as network printers using
TCP/IP protocol, use this setting to configure the port
number and IP address of the machine used as the
tandem slave machine.

Disabling of Master Machine Mode
To prohibit tandem transmission, enable this setting.
(There is normally no need to enable this setting.)

Disabling of Slave Machine Mode

To prohibit tandem reception, enable this setting. (There
is normally no need to enable this setting.)

* The factory default setting for the port number is
[50001]. Unless you experience difficulty with this
setting, do not change the port number.

@

* To use the tandem function when user
authentication is enabled, the same login name and
password must be used on both the master
machine and slave machine. If the same login name
and password are not used, the page count may not
be added to the appropriate user count or only the
master machine may print.

12

R < S W,

11

Reference position

Auto Paper Selection Setting

The paper types* that the Auto Paper Selection function will

select can be specified. Select one of the following settings:

¢ Plain Paper

* Plain and Recycle Paper

* Recycle Paper

The Auto Paper Selection function will not select any

paper types other than the paper types specified with

this setting.

* The paper type set for each paper tray using "Paper
Tray Settings" (page 16) in the system settings
(general).
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Detect Standard in Auto Color
Mode

When the color mode is set to auto in copy mode, the
discrimination point for detecting whether originals are
color or black and white can be set to one of 5 levels. To
make it easier to detect a black and white original, adjust
the setting toward [Black & White]. To make it easier to
detect a color original, adjust the setting toward [Color].

Auto Switching of Finisher Trays

If the number of sheets on the upper finisher tray
reaches the sheet limit, output will automatically switch
to the lower tray.



Registration Adjustment

If the colors are out of place on the printed surface when
color printing is performed, the print positions of the
colors can be adjusted.

To perform this adjustment, touch the [Auto Adjustment]
key. A message will appear. Touch the [Execute] key.

Optimization of a Hard Disk

This function optimizes the hard drive of the machine by
defragmenting data. If a job is in progress, a message
will appear and optimization will not begin until the job is
finished. During optimization, the following operations
are not possible:

* Web page access, reception of print data

* Use of keys on the operation panel

¢ Turning off the power with the main power switch of

the machine.

¢ Auto Power Shut-Off

When optimization is completed, the machine will
automatically restart.

When the document filing function is frequently used
@ and output of files seems somewhat slow, optimizing
the hard drive may improve performance.

Clear All Job Log Data

This is used to clear the entire job log. (There is normally
no need to use this function.)

A log file is kept of jobs run on the machine. The job log
can be used to check general use of the machine. The
job log can be written to a computer in CSV format using
a Web browser.
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Original Size Detector Setting

One of the five groups of standard original sizes shown below can be selected for detection by the original size detection
function.

Detectable original sizes
Selections Document feeder tray (automatic
Document glass
document feeder)
AB-1 A3, A4, A4R, A5, B4, B5, B5R A3, A4, A4R, A5, B4, B5, B5R,
8-1/2" x 11", 8-1/2" x 14", 11" x 17"
A3, A4, A4R, A5, B5, B5R, A3, A4, A4R, A5, B4, B5, B5R,
AB-2 216 mm x 330 mm (8-1/2" x 13") 8-1/2" x 11", 11" x 17"
216 mm x 330 mm (8-1/2" x 13")
A4, A4R, A5, B4, 8K, 16K, 16KR A3, A4, A4R, A5, B4, 8K, 16K, 16KR,
AB-3 8-1/2" x 11", 11" x 17"
216 mm x 330 mm (8-1/2" x 13")
INCH-1 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 11" x 17", 8-1/2" x 14", 8-1/2" x 11",
8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2" x 11"R, 5-1/2" x 8-1/2", A4, A3
11" x 17", 8-1/2" x 13" (216 mm x 330 mm ), 11" x 17", 8-1/2" x 13" (216 mm x 330 mm ),
INCH-2 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2"x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2",
A4, A3

Cancel Detection at Document Glass
Original size detection on the document glass can be disabled. When this is done, all originals placed on the document
glass are treated as special size originals.
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Disabling of Devices

Use these settings when a peripheral device on the machine has failed or when you wish to temporarily disable a device.

Disabling of Document Feeder

Use this setting to prohibit the use of the automatic
document feeder, such as when the feeder malfunctions.
(When the setting is enabled, scanning is still possible
using the document glass.)

Disabling of Duplex

This is used to disable two-sided printing, such as when
the duplex module malfunctions.

Disabling of Large Capacity
Cassette
(When a large capacity tray is installed.)

This setting is used to prohibit the use of the large
capacity tray, such as when it malfunctions.

Disabling of Tray Setting

This setting is used to prohibit tray settings (except for
the bypass tray).

Disabling of Finisher

(When a saddle stitch finisher or finisher is installed.)

This setting is used to disable the saddle stitch finisher
or finisher, such as when the unit malfunctions.

Disabling of Inserter
(When an inserter is installed.)

This setting is used to prohibit the use of the inserter,
such as when it malfunctions.

Fusing Control Settings

Disabling of Offset

(When a saddle stitch finisher or finisher is
installed.)

This setting is used to disable the offset function.

Disabling of Stapler

(When a saddle stitch finisher or finisher is
installed.)

This setting is used to prohibit stapling, such as when
the stapler unit of the finisher or the saddle stitch finisher
malfunctions.

Disabling of Punch
(When a punch module is installed.)
This setting is used to prohibit punching, such as when

the punch module of the finisher or the saddle stitch
finisher malfunctions.

Disabling of Color Mode
(When a color-related problem has occurred.)
When a color-related problem has occurred and printing

is not possible, the use of color mode can be temporarily
prohibited. Black & white printing will still be allowed.

This function is only for use as an emergency
measure. Once this setting is enabled, only a service
technician can cancel the setting. Promptly contact
your dealer or nearest SHARP service department to
have a service technician cancel the setting and
resolve the color-related problem.

This is used to set the weight of paper from 16 to 28 Ibs. (60 to 105 g/m2) for control of fusing temperature by paper

weight.

@ To make this setting take effect, press the [POWER] key () to turn the power off, wait briefly, and then press the

[POWER] key ([ ® )) again to turn the power on.




Copy Function Settings

The following settings are related to copying. Touch the [Copy Function Settings] key to configure the settings.
Default settings selected with these settings apply to all functions of the machine (not just the copy function).

Initial Status Settings

The copier settings are reset when the [POWER] key ((® )) is turned on, when the [CLEAR ALL] key ((cA)) is pressed,
or when the auto clear interval has elapsed. These settings are used to change the default settings for copy mode.
The following settings can be changed:

Item Description
Color Mode Configure default color mode settings.
Paper Tray Specify the paper tray that is selected by default.
Exposure Type Configure exposure mode settings.
Copy Ratio Specify the copy ratio that is selected by default.

Configure the 2-sided mode settings that are selected by default.
If this setting is used to change the default setting for the duplex function to other than "1-Side to 1-Side

2-Sided Copy and the duplex function or automatic document feeder fails or is disabled, the setting will revert to
"1-Side to 1-Side".

Output Set the print output method and output tray that are selected by default.

Return to the This returns all items to the factory default settings.

Defaults
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Other Settings

Copy Exposure Adjustment

This is used to adjust the exposure level when [Auto] is
used for the copy exposure.

Color
Use this to set the copy exposure level in color mode for the
document glass and for the automatic document feeder.

Black & White

Use this to set the copy exposure level in black & white
mode for the document glass and for the automatic
document feeder.

Rotation Copy Setting

When the original and paper are placed in different
orientations, this function automatically rotates the image
90 degrees to enable correct copying on the paper.

@

* Image rotation can only take place when automatic
paper selection or automatic ratio selection is enabled.

* The Rotation Copy setting must be enabled when
copying an 5-1/2" x 8-1/2" (A5) size original on
5-1/2" x 8-1/2"R (A5R) paper.

Add or Change Extra Preset Ratios

Two enlargement preset ratios (101% to 400%) and two
reduction preset ratios (25% to 99%) can be added. An
added preset ratio can also be changed.

@

Preset ratios other than added preset ratios cannot be
changed.

Setting a Maximum Number of Copies

This is used to set the maximum number that can be
entered for the number of copies (number of continuous
copies). Any number from 1 to 999 can be specified.
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Initial Margin Shift Setting

This is used to set the default margin shift amount.
Specify a value from 0" (0 mm) to 1" (20 mm) in
increments of 1/8" (1 mm) for both the front and reverse
sides.

Erase Width Adjustment

This is used to set the default erase width for erase
copy. Specify a value from 0" (0 mm) to 1" (20 mm) in
increments of 1/8" (1 mm) for both edge erase and
center erase.

Card Shot Settings

This is used to set the default original size for the card
shot function.

Both the X (horizontal) and Y (vertical) dimensions of the
original can be set from 1" (25 mm) to 8-1/2" (210 mm) in
increments of 1/8" (1 mm).

Fit to Page
Enable this setting to have the [Fit to Page] key always
appear in the card shot screen.

Automatic Saddle Stitch

(When a saddle stitch finisher is installed.)

This is used to have saddle stitch stapling take place
automatically when the pamphlet copy function is used.

Initial Tab Copy Setting

This is used to set the default image shift width (tab
width) for tab copying.

The default width can be set from 0" (0 mm) to 5/8"
(20 mm) in increments of 1/8" (1 mm).




Disabling Deletion of Job Programs

This is used to prohibit the deletion and changing of copy
settings stored in job programs.

Disabling of Bypass-Tray in
Duplex Copy

This is used to prohibit the use of the bypass tray when
making two-sided copies.

The bypass tray is often used to feed label sheets,
transparency film, and other special media for which
two-sided copying is prohibited. If a sheet of one of these
special media enters the reversing unit, a misfeed or
damage to the unit may result. If special media for which
two-sided copying is prohibited is often used, it is
recommended that you enable this setting.

Disabling of Auto Paper Selection

This setting is used to disable the Auto Paper Selection
function.

When this setting is enabled, automatic selection of
paper that is the same size as the original on the
document glass or in the automatic document feeder
does not take place.

Auto Selection Setting of Tray that
is Supplied the Paper

When this setting is enabled and paper is loaded in a
tray while the machine is on standby in copy mode, that
tray is automatically selected.

B/W 600dpi x 600dpi Scanning
Mode for Document Feeder

The resolution for copying in black and white using the
automatic document feeder can be changed from 600 x
300 dpi to 600 x 600 dpi (high quality mode).

When high quality mode is used, fine print and thin lines
are reproduced with greater clarity, however, the
scanning speed is slower.

@ When high quality mode is not selected, the following
conditions must be satisfied in order to scan at 600 x
300 dpi and attain the fastest speed.
* The copy ratio must be set to 100%.
* Do not select a special mode that will change the
ratio.
* [Copy of Copy] must not be enabled.
* Do not copy in black and white with the [COLOR
START] key (OOQ@®).

B/W Quick Scan from Document
Glass

The resolution for copying in black and white using the
document glass can be changed from 600 x 600 dpi to
600 x 300 dpi (high speed mode).

When high speed mode is selected, the first copy time is
quicker, however, the copy image is not as clear.

@ When high speed mode is selected, the following
conditions must be satisfied in order to scan at 600 x

300 dpi and attain the fastest speed.

* The copy ratio must be set to 100%.

* Do not select a special mode that will change the
ratio.

e [Copy of Copy] must not be enabled.

* Do not copy in black and white with the [COLOR
START] key (OQQ®).
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Color Adjustments

The following color settings can be configured.

Initial Color Balance Setting

Color balance values obtained using "Color Balance" in

the special modes can be stored in a program (1 to 48),

and those values can be retrieved and stored as the

initial color balance setting*. Use this feature when you

want to repeatedly use a color balance setting for a

favorite color or for correction when a change occurs in

the color balance.

* Preset values displayed when you select "Color
Balance" in the special modes.

Return to the Factory Default Setting

This returns the stored color balance values to the

factory default values (all color balance values are "0" for

the 8 levels of each color).

Auto Color Calibration

This is used to perform automatic color correction when
the color in color copies is off. The machine prints a test
patch, the test patch is scanned, and the color is
automatically corrected.

After the [Execute] key is touched and a test patch is
printed, a message appears prompting you to begin
automatic calibration. Place the test patch on the
document glass as shown below (so that the thin line at
the edge of the page is to the left).

| Mu”

Lay copy paper (about five sheets) that is the same size
as the test patch on top of the placed test patch, gently
close the automatic document feeder, and touch the
[Execute] key.

» Before executing Auto Color Calibration, check to
@ see if the registration adjustment is correct. If the
registration adjustment is not correct, perform
"Registration Adjustment" (page 62).
* If the color is still off after performing Auto Color
Calibration, repeating Auto Color Calibration once
again may improve the color.
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Network Settings

Network settings are described below. Touch the [Network Settings] key to configure the settings.

@

When any of these settings are changed, you must exit the system settings, turn off the [POWER] key ([ ® ), wait a brief
interval, and then turn the [POWER] key ([ ® ]) back on to make the new settings take effect.

IP Address Setting

When using the machine on a TCP/IP network, use this
setting to configure the IP address of the machine.

The settings are shown below.

IP Address

Enter the IP address of the machine.

IP Subnet Mask

Entry the IP Subnet Mask.

IP Gateway

Enter the IP Gateway address.

DHCP

Use this setting to have the IP address obtained
automatically using DHCP (Dynamic Host Configuration
Protocol). When this setting is enabled, it is not
necessary to manually enter an IP address.

Enable EtherTalk

To use the machine on an EtherTalk network, this
setting must be enabled.

Enable NetBEUI

To use the machine on a NetBEUI network, this setting
must be enabled.

Reset the NIC

This returns all "Network Settings" to the factory default
settings.

¢ |f the machine will be used on a TCP/IP network, be
sure to enable "Enable TCP/IP" below.

¢ |f DHCP is used, the IP address assigned to the
machine may change automatically. If the IP
address changes, printing will not be possible.

@

Enable TCP/IP

To use the machine on a TCP/IP network, this setting
must be enabled. The IP address of the machine must
also be configured using "IP Address Setting".

Enable NetWare

To use the machine on a NetWare network, this setting
must be enabled.
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Ping Command

Use this function to check if the machine can
communicate with a computer on the network.
Specify the IP address of the desired computer and
touch the [Execute] key. A message will appear
indicating whether or not the computer responded.



Printer Settings

Settings related to the printer function can be configured. Touch the [Printer Settings] key to configure the settings.

Default Settings

Printer condition settings are described below.

Prohibit Notice Page Printing Job Spool Queuing

This setting is used to disable printing of notice pages. When this function is enabled, received print jobs are
displayed in the spool queue of the job status screen.
The jobs are moved to the job queue after they have

Prohibit Test Page Printing been analyzed by the machine. Mu.ltiple jobs that have
not yet been analyzed can appear in the spool queue.
This setting is used to disable printing of test pages. When this function is disabled, received print jobs are
When this setting is enabled, "Printer Test Page" in the displayed in the job queue without being displayed in the
system settings cannot be used to print test pages. spool queue. However, when an encrypted PDF job is

printed, the job appears in the spool queue.

A4/Letter Size Auto Change

When printing an A4 size image, this setting allows letter
size paper to be used if A4 size paper is not loaded.

Print Density Level

This lightens or darkens the print density of color and
black and white images. The print density can be
adjusted to five levels.

Bypass Tray Settings

Enable Detected Paper Size in Bypass Tray

This is used to prohibit printing when the paper size
specified for a print job is different from the paper size
inserted in the bypass tray.

Enable Selected Paper Type in Bypass Tray

This is used to prohibit printing when the paper type
specified for a print job is different from the paper type
inserted in the bypass tray.

Exclude Bypass-Tray from Auto Paper Select
When [auto] is selected for paper type selection, the
bypass tray can be excluded from the trays that can be
selected. This is recommended when special media is
often placed in the bypass tray.
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Interface Settings

These settings are used to control and monitor data transmitted to the USB port or network port of the machine.

Hexadecimal Dump Mode

This function is used to print the print data from a
computer in hexadecimal format together with the
corresponding ASCII text. This allows you to check
whether or not print data from the computer is being
transmitted to the machine correctly.

Example of a hexadecimal dump

40 00 00 00 00 00 00 00 00 00 00 00

456789ABCDEF
KLM

01
31 32 33 34 35 36 37 38 39 41 42 43 44 45 4 GH

48 49 4A 4B 4C 4D OD O0A 00 00 00 00

00 00 00 00 00 00 00 00 00 00 00 00

/0 Timeout

The 1/O timeout can be set to any number of seconds
from 1 to 999.

The I/0 timeout function temporarily breaks the
connection if the set duration of time elapses without any
data being received by the port. After the connection is
broken, the port is set to auto selection or the next print
job is begun.

Enable USB Port

This is used to enable printing from the USB port.

USB Port Emulation Switching

If the machine is connected using the USB port, select
the emulated printer language.

The settings are shown below.

* Auto

¢ PostScript*

* PCL

* When the PS3 expansion kit is installed.

* The settings are the same as those of "Network Port
Emulation Switching".

* Unless printer errors occur frequently, it is

recommended that you use the factory default
setting "Auto”.
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Enable Network Port

This is used to enable printing from the network port.

Network Port Emulation Switching

This setting is used to select the emulated printer
language when the machine is connected by a network
port.
The settings are shown below.

* Auto

* PostScript*

* PCL

* When the PS3 expansion kit is installed.

* The settings are the same as those of "USB Port
Emulation Switching".

* Unless printer errors occur frequently, it is
recommended that you use the factory default
setting "Auto".

@

Port Switching Method

This setting is used to select when port switching takes
place.

Switch at End of Job

The port changes to auto selection when printing ends.
Switch after I/O Timeout

When the time set in "I/O Timeout" elapses, the port
changes to auto selection.

The following two print ports are available on the
machine:

* USB port
* Network port




Auto Color Calibration

This is used to perform automatic color correction when the color in color printing is off. The machine prints a test patch,
the test patch is scanned, and the color is automatically corrected.

After the [Execute] key is touched and a test patch is printed, a message appears prompting you to begin automatic
calibration. Place the test patch on the document glass as shown below (so that the thin line at the edge of the page is to

e ey, %M@uu
.

Lay copy paper (about five sheets) that is the same size as the test patch on top of the placed test patch, gently close
the automatic document feeder, and touch the [Execute] key.

* Before executing Auto Color Calibration, check to see if the registration adjustment is correct. If the registration adjustment
@ is not correct, perform "Registration Adjustment" (page 62).
* If the color is still off after performing Auto Color Calibration, repeating Auto Color Calibration once again may improve the
color.
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Image Send Settings

Settings related to the image send function (scan, Internet fax, etc.) can be configured. Touch the [Image Send Settings]

key to configure the settings.

@ For explanations of settings related to the fax function, see "4. SYSTEM SETTINGS FOR FAX" (page 93).

Operation Settings

The operation settings below apply to all image send functions.

Other Settings

Default Display Settings

You can select one of 6 base screen types for the base screen
that appears when the [IMAGE SEND] key is touched or when
the [CLEAR ALL] ((cA]) key is pressed in image send mode.

¢ Address Book (ABC)

¢ Address Book (User)

* Scan

¢ Internet Fax

* Fax

* Data Entry

Hold settings for a while after scanning has been completed
Use this setting to hold the settings after scanning is
completed (until Auto Clear Mode activates).

Switch Automatically to Copy Mode Screen
Enable this setting to have the screen automatically
switch to the copy mode screen if no action is taken in
the image send mode screen for 20 seconds.

Initial Resolution Setting

The following settings are available for the default
resolutions of scan, Internet fax, and fax mode.
Scan : 100X100 dpi, 200X200 dpi, 300X300 dpi,
400X400 dpi, 600X600 dpi
Internet fax : 200X100 dpi
200X200 dpi

200X400 dpi Half Tone

400X400 dpi
Fine
Apply the Resolution Set when Stored

600X600 dpi
Fax: Standard
Super Fine Half Tone
Ultra Fine
When an image stored by document filing is used, this
applies the resolution setting that was stored with the image.
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Default Exposure Settings

This is used to set the default exposure settings for
scanning a document in image send mode. Select [Auto]
or [Manual]. When [Manual] is selected, the exposure
can be set to one of 5 levels.

Default Original Image Type

Select the original type beforehand to enable
transmission at a resolution suitable for the original (only
in scan mode and USB memory mode).
The settings are shown below.

* Text/Printed Photo

* Text/Photo

* Text

* Photo*

* Printed Photo*

* Map*

* Does not appear when the exposure is set to [Auto].
Moiré Reduction

This reduces the moiré effect (line pattern) that occurs
when printed matter is scanned (only in scan mode and
USB memory mode).

Must Input Next Address Key at
Broadcast Setting

This setting is used to require that the [Next Address]
key be touched before the next address is entered when
performing a broadcast transmission.

When this setting is enabled, the [Next Address] key
cannot be omitted even if the next address is entered
with a one-touch key.

If a user attempts to enter the next address without
touching the [Next Address] key, a double-beep alarm
will sound and the entry will be rejected.



Scan Complete Sound Setting

The scan complete sound can be selected.

The Number of File Name/Subject/Body
Keys Displayed Setting

This setting is used to select the number of file name /
subject keys that are displayed in the screen. The
number of keys can be setto 6, 12, or 18.

The Number of Direct Address
Keys Displayed Setting

Select 5, 10, or 15 for the number of one-touch keys that
appear in the address book screen.

Disable Switching of Display Order

This is used to prohibit changes to the order of display
(search number order, ascending, descending) in the
address book.

When this setting enabled, touching a tab on the
address book screen does not change the order. The
display order will remain fixed at the order that is in effect
when this setting is enabled.

Hold Setting for Received Data Print

This function holds received faxes and Internet faxes in
memory without printing them. The faxes can be printed
by entering a password (factory default setting: 0000)
with the numeric keys.

Password

When [Hold Setting for Received Data Print] and
[Change Password] are enabled, the password (4-digit
number) can be changed.

Change Password

Enable this setting to allow the password to be changed.

@

These settings can only be configured when there is
no received data in the machine's memory (excluding
data in a confidential or relay broadcast memory box).
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Settings to Disable Registration

This is used to prohibit the storing of destinations.
Storing from the machine, storing from the Web page,
and storing from a computer can each be separately
prohibited.

Disable Registering Destination
from Operation Panel

This disables address control from the machine.
Configure the setting for each of the following items:
e Group

e E-mail

¢ Internet Fax

e Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable Registering Destination on
Web Page

(When network connection is enabled.)

This disables address control from the Web pages.
Configure the setting for each of the following items:
e Group

* E-mail

*FTP

* Desktop

* Network Folder

¢ Internet Fax

* Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable Registration Using

Network Scanner Tool
(When network connection is enabled.)

This disables address control from the Network Scanner
Tool.



Settings to Disable Transmission

These settings are used to disable the following
transmission operations.

Disable [Resend] on Image Send
Mode

This setting disables the [Resend] key in the base
screen of image send mode.

Disable Selection From Address
Book

This disables the selection of destinations from the
Address Book.

Configure the setting for each of the following items:
¢ E-mail

*FTP

* Desktop

* Network Folder

¢ Internet Fax

e Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable Direct Entry

This prohibits the direct entry of addresses.
Configure the setting for each of the following items:
¢ E-mail

e Internet Fax

e Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable PC-I-Fax Transmission
(When the Internet fax expansion kit is installed.)

This prohibits PC-I-Fax transmission.

Disable PC-Fax Transmission
(When facsimile expansion kit is installed.)

This prohibits PC-Fax transmission.
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Scan Settings

Settings related to scanning can be configured.

Other Settings

Default Sender Set

The information stored here is used if you do not specify
[Reply-To] in the send settings when performing Scan to
E-mail.

Sender Name

Enter a default sender name (maximum of 20
characters).

Reply E-mail Address

Enter a default reply address (maximum of 64
characters).

If only the sender name is stored, it will not be used as
sender information.

@

Default Color Mode Settings

Select a default color mode setting for both color and

black & white in scan mode.

Black & White

Mono 2, Grayscale

Color Mode

Auto (Mono 2, Grayscale*), Full Color

*When scanning a black and white original with the color
mode set to [Auto].

Disable Change of B/W Setting in Auto Mode

This prohibits black & white settings from the base

screen when the color mode is set to Auto.
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Initial File Format Setting

This is used to set the default file format for Scan to
E-mail and USB memory mode when the e-mail address
is entered manually by touching the [Address Entry] key.

File Type
Black & White:  PDF, Encrypt PDF, TIFF
Color/Grayscale: PDF, Encrypt PDF, TIFF, JPEG

Compression Mode (Compression Ratio)

Black & White:  None, MH(G3), MMR(G4)
Color/Grayscale: Low, Medium, High

Specified Pages per File

When multiple pages are scanned, this is used to
generate a separate file for each scanned page (or
specified number of pages).

When this setting is enabled, the number of pages per
file can be specified.

When [JPEG] is selected for the file type, [Specified
Pages per File] cannot be selected.

Compression Mode at Broadcasting

This is used to set the compression mode for
broadcasting using Scan to E-mail or Internet fax. The
compression mode set here is used for all destinations
regardless of their individual compression mode settings.

Black & White
MH(G3), MMR(G4)

Color/Grayscale
Low, Medium, High

Maximum Size of E-mail
Attachments (E-mail)

To prevent the transmission of excessively large image
files by Scan to E-mail, a file size limit can be set from

1 MB to 10 MB in increments of 1 MB. If the total size of
the image files created by scanning the original exceeds
the limit, the image files are discarded.

If you do not wish to set a limit, select [Unlimited].

This setting is linked to "Maximum Size of E-mail
Attachments" (page 79) in the Internet Fax Send
Settings.




Maximum Size of Data Attachments
(FTP/Desktop/Network Folder)

A limit can be set for the size of files that can be sent by
Scan to FTP, Scan to Desktop, and Scan to Network
Folder. Limits that can be selected are 50 MB, 150 MB,
and 300 MB. If the total size of the image files created by
scanning the original exceeds the limit, the image files
are discarded.

If you do not wish to set a limit, select [Unlimited].

When a broadcast transmission is performed that
includes both e-mail and Internet fax destinations, the
limit set in "Maximum Size of E-mail Attachments
(E-mail)" (page 76) is given priority.

@

Bcc Setting

Enable Bcc

Enable this setting if you wish to use Bcc delivery. When
the setting is enabled, the [Bcc] key will appear in the
image send address book screen.

Display Bcc Address on the Job Status Screen

This displays Bcc addresses on the job status screen
and address list tab.

Disable Scan Function

This is used to disable PC scan and USB memory scan.
When these modes are disabled, they are grayed out
when the mode is changed in the base screen.

Pre-Setting Mail Signature

A signature can be automatically appended to the end of
the body text of e-mail. This is convenient when it is a
corporate policy to append a specific signature at the
end of e-mail.

The mail signature to be appended is configured in the
Web pages. This setting simply enables or disables the
signature.

This setting is linked to "Pre-Setting Mail Signature"
(page 79) in the Internet Fax Initial Settings.
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Default Address Setting

A default address can be stored that makes it possible to
transmit by simply pressing the [COLOR START] key
(000e) or the [BLACK & WHITE START] key (O ®)
without specifying an address.

* When this setting is enabled, the base screen
changes to scan mode.

@

* Only a single default address can be set for Scan to
E-mail, Scan to FTP, Scan to Desktop, and Scan to
Network Folder.




I-Fax Settings

@ These settings can be configured when the Internet fax expansion kit is installed.

I-Fax Default Settings

These settings are used to configure the default settings
for Internet fax.

I-Fax Own Name and Address Set

This is used to configure the sender name and address
for Internet fax. The entered sender name and address
are printed at the top of each fax page you send.

Sender Name
Enter a default sender name (max. of 40 characters).

Own Address
Enter a default sender address (maximum of 56
characters).

Auto Wake Up Print

When the [POWER] key ((® )) is "off" (but the main
power switch is "on") and an Internet fax is received, this
function activates the machine and prints the fax.

When this function is disabled, received Internet faxes
are not printed until the the [POWER] key ((®)) is
switched "on".

Compression Setting

This is used to set the default compression mode for
Internet fax transmission.

The settings are shown below.

* MH (G3)

* MMR (G4)

Speaker Volume Setting

This is used to adjust the volume of fax receive signals
and communication error signals heard through the
speaker.

A fax receive signal sounds after the machine checks
the mail server and retrieves received faxes. A
communication error signal sounds when a delivery
failed e-mail is received from the destination Internet fax
machine.
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Original Print on Transaction
Report

When a transaction report is printed, this is used to print
part of the first page of the transmitted original on the
transaction report. Select one of the settings below.

* Print Out All Report

* Print Out Error Report Only

* No Printed Report

This setting will not be effective if "Transaction Report
Print Select Setting" below is set to "No Printed Report".

Transaction Report Print Select
Setting

This is used to select whether or not a transaction report
will be printed, and if printed, the condition for being
printed. Select a setting for each of the following
operations:

Single Sending

¢ Print Out All Report

* Print Out Error Report Only
* No Printed Report

Broadcasting

* Print Out All Report

* Print Out Error Report Only
* No Printed Report

Receiving

* Print Out All Report

* Print Out Error Report Only
* No Printed Report

When a transaction report is printed, you can have part
of the first page of the transmitted original printed on the
transaction report. For more information, see "Original
Print on Transaction Report".



Activity Report Print Select Setting

This is used to have the Image Sending Activity Report
stored in the machine's memory automatically print at
specified times.

The Image Sending Activity Report can be set to
automatically print each time the number of transactions
reaches 200, and it can also be set to automatically print
at a specified time (once a day only). (The settings can
be simultaneously enabled.)

¢ If you only enable the [Print Daily at Designated
Time] setting and the number of recorded
transactions exceeds 200 before the specified time,
each new transaction will delete the oldest
transaction (the oldest transaction will not be
printed).

* The Image Sending Activity Report can also be
printed manually. See "List Print (Administrator)"
(page 85) in the system settings (administrator).

@

Body Text Print Select Setting

Image files attached to Internet faxes are normally
printed. This setting can be enabled to also have the
e-mail body text (subject and message) printed.

This setting also applies to printing of the body text of
e-mail messages without file attachments.

@ A maximum of 5 pages of body text can be printed.

Pre-Setting Mail Signature

A signature can be automatically appended to the end of
the body text of e-mail. This is convenient when it is a
corporate policy to append a certain signature at the end
of e-mail.

The mail signature to be appended is configured in the
Web pages. This setting simply enables or disables the
signature.

This setting is linked to "Pre-Setting Mail Signature”
(page 77) in the Scan Settings.
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I-Fax Send Settings

I-Fax Send Settings are described below.

I-Fax Reception Report On/Off
Setting

This setting is used to request a reception report when
an Internet fax is sent.

The reception report is returned to the sender address
stored in "I-Fax Own Name and Address Set" (page 78).

I-Fax Reception Report Request
Timeout Setting

The duration of time that the machine will wait for a
reception report from the destination machine can be set
by any number from 0 minutes to 240 hours in
increments of 1 minute.

This setting is only effective when "I-Fax Reception
Report On/Off Setting" is enabled.

Number of Resend Times at
Reception Error

The number of resend attempts when an error message
is received from an I-Fax recipient can be set to any
number from 0 to 15.

This setting is only effective when "I-Fax Reception
Report On/Off Setting" is enabled.

Maximum Size of E-mail
Attachments

To prevent the transmission of excessively large image
files by Internet fax, a file size limit can be set from 1 MB
to 10 MB in increments of 1 MB. If the total size of the
image files created by scanning the original exceeds the
limit, the image files are discarded.

If you do not wish to set a limit, select [Unlimited].

This setting is linked to "Maximum Size of E-mail
Attachments (E-mail)" (page 76) in the Scan Settings.




Rotation Sending Setting

When transmitting an image that is one of the following
sizes, this function rotates the image counterclockwise
90 degrees. (The setting can be configured separately
for each size.)

8-1/2 x 11", 5-1/2" x 8-1/2"R, A4, B5R, A5R, 16K

@ 8-1/2"x11"R and A4R size images are not rotated.

I-Fax Receive Settings

I-Fax Receive Settings are described below.

Auto Receive Reduce Setting

When a fax is received that includes printed information
such as the sender's name and address, the received image
is slightly larger than the standard size. This setting is used
to automatically reduce the image to fit the standard size.

Printing Page Number at Receiver

When the transmitted image is printed by the receiving
machine, the page number can be added to the top of
each printed page.
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* If Auto Receive Reduce is disabled, the edges of
the image outside the standard size will be cut off.
However, the image will be clearer because it will
be printed at the same size as the original.

@

» Standard sizes are sizes such as 8-1/2" x 11" and
8-1/2" x 5-1/2" (A4 and B5).

Duplex Reception Setting

This is used to select whether or not received faxes are
printed on both sides of the paper.

When this setting is enabled and a fax consisting of 2 or
more pages is received (the pages must be the same
size), the pages are printed on both sides of the paper.

Set Address for Data Forwarding

When the machine is unable to print a received fax, the
fax can be forwarded to another machine. This setting is
used to configure the address of the other machine.
Enter the forwarding address (maximum of 64 characters).

@ Multiple forwarding addresses cannot be stored.

A3 RX Reduce

When an A3 size fax is received, this function reduces
the fax to W letter size.

@

When this setting is enabled, W letter size faxes are
also reduced.

POP3 Communication Timeout Setting

The duration of time the machine waits until stopping
reception when a response is not received from the mail
server (POP3 server) can be set from 30 to 300 seconds
in increments of 30 seconds.



Reception Check Interval Setting

This is used to specify the interval at which the machine
automatically checks the mail server (POPS3 server) for
received Internet faxes. The interval can be set from 0
minutes to 8 hours in increments of 1 minute.

Anti Junk Mail/Domain Name

Setting

This setting is used to allow or refuse reception from
specified addresses/domains.

When 0 hours 0 minutes is specified, the machine does Item Description
not automatically check the mail server for received : :
Internet faxes. Reject - Reception from the stored
Reception address/domain is not allowed.
The machine also checks the mail server (POP3 Allow Reception from the stored
@ server) for received Internet faxes when the main Reception address/domain is allowed.
ower is switched on. (Except when 0 hours 0 minutes
ips s‘i\;/)eclifie\cljw) (Exceptw ! ny Reception from any address and domain
: . is allowed, regardless of whether or not
All Invalid .
any addresses or domains have been
stored.
I-Fax OUtPUt Settlng Use this to add a new address or domain
This sets the output tray for received Internet faxes. (maximum of 50) from which reception is
The items that appear will vary depending the machine to be rejected or allowed. .
configuration. If the first Charfclc.ter of t.he entry is not
"@", the entry is identified as an address.
Add New If the first character is "@", the entry is
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identified as a domain. (xxx @ xx.xxx.com
is treated as an address, and
@xx.xxx.com is treated as a domain.)
Storing an address specifies only that
address. Storing a domain specifies all
addresses that include that domain.

Registration
Number
List

This shows a list of the stored addresses
and domains. An address or domain can
be selected in this screen to delete it from
the list.

@

When there are no stored anti junk mail addresses,
only the [Add New] key can be selected.




Document Filing Settings

Document filing settings are described below. Touch the [Document Filing Settings] key to configure the settings.

Other Settings

Default Mode Settings

This is used to specify which mode, Sharing or
Confidential, is used as the default mode when storing a
file.

When [Confidential Mode] is selected, the [Confidential]
checkbox in the information screen for filing will be

selected [v] .

Sort Method Setting

This setting is used to select the order of display of files
stored in the Main Folder, Custom Folder, and Quick File
Folder. Select one of the following settings:

¢ File Name

e User Name

e Date

Administrator Authority Setting

For files and custom folders that have a password, this
setting is used to allow an administrator password to be
entered to cancel and delete the password.

This setting can only be used to delete a password. It
@ cannot be used to change a password.

Delete All Quick Files

This function deletes all files except protected files from
the Quick File Folder.

Delete Quick Files at Power Up

This is used to automatically delete all files in the Quick
File Folder (with the exception of protected files) when
the [POWER] key ((®)) is turned "on".

Default Color Mode Settings

This sets the default settings for black & white and color
when Scan to HDD is used.

The settings are shown below.

Color

Auto, Full Color, 2 Color

Black & White

Mono 2, Grayscale

Default Exposure Settings

Default exposure settings for document filing can be
configured. Select [Auto] or [Manual]. If you select
[Manual], set the exposure to one of 5 levels.

Default Original Type

Select the original type beforehand to enable scanning
at a resolution suitable for the original.
The settings are shown below.

* Text/Printed Photo

* Text/Photo

e Text

* Photo*

* Printed Photo*

* Map*

* Does not appear when the exposure is set to [Auto].
Moiré Reduction

This reduces the moiré effect (line pattern) that occurs
when printed matter is scanned.

Initial Resolution Settings

One of the following resolutions can be selected for the
default resolution for Scan to HDD.

* 100X100 dpi

* 200X200 dpi

* 300X300 dpi

* 400X400 dpi

* 600X600 dpi
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Color Data Compression Ratio
Setting

[Low], [Medium], or [High] can be selected for the default
compression ratio for color files stored by Scan to HDD.

Default Output Tray

This setting is used to select the default output tray for
printing a file stored by Scan to HDD.

The items that appear will vary depending the machine
configuration.

Scan Complete Sound Setting

This setting adjusts the volume of the beep that sounds
when scanning ends. The beep can also be turned off.

Disable Stamp for Reprinting

When a stored file is retrieved and printed, this setting
prohibits the selection of a "Stamp" setting in the special
modes. If a stamp setting is already selected, it will not
be possible to change the stamp setting.

This function can be used to prevent inconsistencies in
the printed information, such as that of the original date
in the file and the date the file is retrieved and printed.

Batch Print Settings

When printing files by batch printing, this setting is used
to prohibit the selection of the [All Users] key and the
[User Unknown] key in the user selection screen.
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Document Output Options

The use of a stored file can be allowed or prohibited by operation type and by the mode from which the file was stored.

@ The items that appear will vary depending on the functions that have been added to the machine.

Item Description
Print For each mode, select whether or not printing of stored files is allowed.
Scan Send For each mode, select whether or not scan send of stored files is allowed.

Internet Fax Send

For each mode, select whether or not I-Fax transmission of stored files is allowed.

Fax Send

For each mode, select whether or not fax transmission of stored files is allowed.
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List Print (Administrator)

This is used to print lists and reports that are only for use by the administrator of the machine. Touch the [List Print
(Administrator)] key to configure the settings.

Administrator Settings List

Lists of the administrator settings for the following modes
can be printed.

* Copy

* Print

* Image Send

* Document Filing

* Security

e Common

¢ All Administrator Settings List

Image Sending Activity Report

The following Image Sending Activity Reports can each
be separately printed.

* Image Sending Activity Report (Scan)

* Image Sending Activity Report (Internet Fax)

* Image Sending Activity Report (Fax)

Data Receive/Forward List

The following lists showing reception settings and
forwarding settings can be printed.

¢ Anti Junk Fax Number List

¢ Anti Junk Mail/Domain Name List

¢ Inbound Routing List

* Document Admin List

Web Settings List

(When network connection is enabled.)

This prints a list of the settings that are configured in the
Web pages.

Metadata Set List

(When the application integration module is
installed.)

This prints a list of the metadata sets stored in the Web
pages.
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Security Settings

The following settings are related to security. Touch the [Security Settings] key to configure the settings.

Setting of SSL

SSL can be used for data transmission over a network.
SSL is a protocol that enables the encryption of
information communicated over a network. Encrypting
data makes it possible to transmit and receive sensitive
information safely.

SSL can be enabled for the following protocols:

Server Port
¢ HTTPS: Apply SSL encryption to HTTP
communication.
¢ |IPP-SSL: Apply SSL encryption to IPP
communication.
Client Port
* FTPS: Apply SSL encryption to FTP
communication.
e SMTP-SSL: Apply SSL encryption to SMTP
communication.
¢ POP3-SSL: Apply SSL encryption to POP3
communication.
Level of Encryption
The encryption strength can be set to one of three levels.
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Enable/Disable Settings

The following settings are used to prohibit the use of certain functions. Touch the [Enable/Disable Settings] key to

configure the settings.

The Enable/Disable Settings control the same parameters as the enable/disable settings in other settings. The settings are
linked together (changing one setting changes the other).

User Control

Disabling of Printing by Invalid User

Printing by users whose information is not stored in the
machine, such as printing without entering valid user
information in the printer driver or printing of a file on an
FTP server from the Web pages, can be prohibited.

Operation Settings

Cancel Auto Clear Timer
This setting is used to disable Auto Clear.

Disabling of Job Priority Operation

The job priority function can be disabled. When this is
done, the [Priority] key will not appear in the job status
screen.

Disabling of Bypass Printing

This setting is used to disable bypass printing (printing

other jobs ahead of a job that has been stopped*

because the paper required for the job is not in any of

the trays).

* This does not include cases where the paper ran out
during the job.

Disable Auto Key Repeat
This setting is used to disable the auto key repeat
function.

Disabling of Clock Adjustment
This setting is used to prohibit changing of the date and
time.

Disabling of Covers/Inserts Mode
This setting is used to prohibit the use of the covers and
inserts function.
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Device Control

Disabling of Document Feeder

Use this setting to prohibit the use of the automatic
document feeder, such as when the feeder malfunctions.
(When the setting is enabled, scanning is still possible
using the document glass.)

Disabling of Duplex
This is used to disable two-sided printing, such as when
the duplex module malfunctions.

Disabling of Large Capacity Cassette

(When a large capacity tray is installed.)

This setting is used to prohibit the use of the large
capacity tray, such as when it malfunctions.

Disabling of Tray Setting
This setting is used to prohibit tray settings.

Disabling of Finisher

(When a saddle stitch finisher or finisher is installed.)
This setting is used to disable the saddle stitch finisher
or finisher, such as when the unit malfunctions.

Disabling of Inserter

(When an inserter is installed)

This setting is used to prohibit the use of the inserter,
such as when it malfunctions.

Disabling of Offset
(When a finisher or saddle stitch finisher is installed.)
This setting is used to disable the offset function.

Disabling of Stapler

(When a finisher or saddle stitch finisher is installed.)
This setting is used to prohibit stapling, such as when
the stapler unit of the finisher or the saddle stitch finisher
malfunctions.

Disabling of Punch

(When a punch module is installed.)

This setting is used to prohibit punching, such as when
the punch module of the finisher or the saddle stitch
finisher malfunctions.



Disabling of Color Mode

(When a color-related problem has occurred.)

When a color-related problem has occurred and printing
is not possible, the use of color mode can be temporarily
prohibited. Black & white printing will still be allowed.

This function is only for use as an emergency
measure. Once this setting is enabled, only a service
technician can cancel the setting. Promptly contact
your dealer or nearest SHARP service department to
have a service technician cancel the setting and
resolve the color-related problem.

Disabling of Master Machine Mode

This prohibits the use of the machine as a master
machine for tandem printing.

(Normally this setting is not necessary.)

Disabling of Slave Machine Mode

This prohibits the use of the machine as a slave machine
for tandem printing.

(Normally this setting is not necessary.)

Copy Function Settings

Disabling Deletion of Job Programs
This is used to prohibit the deletion and changing of copy
settings stored in job programs.

Disabling of Bypass-Tray in Duplex Copy

This is used to prohibit the use of the bypass tray when
making two-sided copies.

The bypass tray is often used to feed label sheets,
transparency film, and other special media for which
two-sided copying is prohibited. If a sheet of one of these
special media enters the reversing unit, a misfeed or
damage to the unit may result. If special media for which
two-sided copying is prohibited is often used, it is
recommended that you enable this setting.

Disabling of Auto Paper Selection

This setting is used to disable the Auto Paper Selection
function.

When this setting is enabled, automatic selection of
paper that is the same size as the original on the
document glass or in the automatic document feeder
does not take place.
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Printer Settings

Prohibit Notice Page Printing
This setting is used to disable printing of notice pages.

Prohibit Test Page Printing

This setting is used to disable printing of test pages.
When this setting is enabled, "Printer Test Page" in the
system settings cannot be used to print test pages.

Exclude Bypass-Tray from Auto Paper Select
When [Auto] is selected for paper type selection, the
bypass tray can be excluded from the trays that can be
selected. This is recommended when special paper is
often placed in the bypass tray.

Image Send Settings

Other Disabling

Disable Switching of Display Order

This is used to prohibit changes to the order of display
(search number order, ascending, descending) in the
address book.

When this setting is enabled, touching a tab on the
address book screen does not change the order. The
currently selected display order will be the order that is
used after the setting is selected.

Disable Scan Function

This is used to disable PC scan and USB memory scan.
When these modes are disabled, they are grayed out
when the mode is changed in the base screen.

Settings to Disable Registration

Disable Registering Destination from Operation
Panel
This disables address control from the machine.
Configure the setting for each of the following items:
* Group

¢ E-mail

e Internet Fax

e Fax

Select All: Select all items.

Clear Checked: Clear all selections.



Disable Registering Destination on Web Page
(When network connection is enabled.)

This disables address control from the Web pages.
Configure the setting for each of the following items:
e Group

¢ E-mail

*FTP

¢ Desktop

* Network Folder

¢ Internet Fax

* Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable Registration Using Network Scanner Tools
(When network connection is enabled.)

This disables address control from the Network Scanner
Tool.

Settings to Disable Transmission

These settings are used to disable the following
transmission operations.

Disable [Resend] on Image Send Mode
This setting disables the [Resend] key in the base
screen of image send mode.

Disable Selection from Address Book

This disables the selection of destinations from the
address book.

Configure the setting for each of the following items:
¢ E-mail

*FTP

¢ Desktop

* Network Folder

¢ Internet Fax

e Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable Direct Entry

This prohibits the direct entry of addresses.
Configure the setting for each of the following items:
¢ E-mail

¢ Internet Fax

* Fax

Select All: Select all items.

Clear Checked: Clear all selections.

Disable PC-I-Fax Transmission

(When the Internet fax expansion kit is installed.)
This prohibits PC-I-Fax transmission.

Disable PC-Fax Transmission

(When the facsimile expansion kit is installed.)
This prohibits PC-Fax transmission.
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Document Filing Settings

Disable Stamp for Reprinting

When a stored file is retrieved and printed, this setting
prohibits the selection of a "Stamp" setting in the special
modes. If a stamp setting is already selected, it will not
be possible to change the stamp setting.

This function can be used to prevent inconsistencies in
the printed information, such as that of the original date
in the file and the date the file is retrieved and printed.

Batch Print Settings

When printing files by batch printing, this setting is used
to prohibit the selection of the [All Users] key and the
[User Unknown] key in the user selection screen.



Change Administrator Password

This is used to change the administrator password. Touch the [Change Administrator Password] key to change the
password.

When changing the password, be sure to remember the new password.
It is recommended that you periodically change the administrator password.

Password
Enter the new administrator password (5 to 32 characters).

Password (confirmation)
Enter the new password once again for confirmation purposes.

@ For the factory default administrator password, see "TO THE ADMINISTRATOR OF THE MACHINE" in the Safety Guide.
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Product Key

The procedures for entering the product keys of the expansion kits are explained below. Touch the [Product Key] key to
configure the settings.

@ ¢ |t may not be possible to use some settings, depending on the peripheral devices installed.
e For the product key to be entered, contact your dealer.

PS3 Expansion Kit

Enter the product key of the PS expansion kit.

Internet Fax Expansion Kit

Enter the product key of the Internet fax expansion kit.

E-mail Alert and Status

Enter the product key of e-mail alert and status.

When the fax function is enabled, this is displayed as
@ "E-mail Status".

Application Integration Module

Enter the product key of the application integration
module.

Serial Number

This displays the serial number that is required to obtain
the product key.
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Initialize and/or Store Settings

The current system settings can be stored, previously stored system settings can be retrieved, and the factory default
system settings can be restored. Touch the [Initialize and/or Store Settings] key to configure the settings.

Restore Factory Defaults

This is used to return the system settings to the factory
default settings. If you wish to create a record of the
current settings before restoring the factory default
settings, print the current settings using "List Print
(Administrator)" (page 85) in the system settings
(administrator).

After executing the reset, exit the system settings, turn

@ off the [POWER] key ( ), wait a brief interval, and
then turn the [POWER] key () back on to make
the factory default settings take effect.

Store Current Configuration

This is used to store the currently configured system
settings. The stored settings will be retained even if the
[POWER] key ((® )) is turned off. To retrieve the stored
settings, use "Restore Configuration" below.

Items not stored

* Network Settings: These are not stored as unexpected
settings may cause damage to the
network.

* Product Keys: Product Keys are not stored as
reissue of keys may be necessary.

Restore Configuration

Use this to restore settings stored with "Store Current
Configuration”.
The current settings will change to the retrieved settings.
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4 SYSTEM SETTINGS FOR FAX

This chapter explains system settings that are specifically for the fax function.
The system settings for the fax function can only be configured when the facsimile expansion kit is installed.

System Settings for Fax (General) List

When the system settings for fax are accessed with general rights, the following items appear. For items that can only
be accessed with administrator rights, see "System Settings for Fax (Administrator) List" (page 99).

@ Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.

B Address Control

Item Factory default setting Page
H Address Control 94
@ Address Book - 94
® F-Code Memory Box - 96

B Fax Data Receive/Forward

Item Factory default setting Page
W Fax Data Receive/Forward 98
@ Fax Settings
P Receive Setting Auto Reception
» Multiple Set Print Disabled 98
» Staple* Disabled
» Forward Received Data -

* When a saddle stitch finisher or finisher is installed.
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Address Control
Address Book

This section explains items specifically used for fax in "Address Control". For items that are also used for other
functions, see "Address Control" (page 19).
When the [Address Book] key is touched, the following screen appears.
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e [Add] key e List display
Use this to add a new address. This displays a list of the currently stored addresses.

An address can be selected to open an edit/delete
screen for the address.

Storing addresses

Touch the [Add] key in the above screen to open a registration screen. Up to 999 addresses can be stored.
For information on the settings, see "Settings" (page 95).

When "Disable Registering Destination from Operation Panel" (page 74) is enabled in the system settings (administrator) for
@ a function, addresses cannot be stored for that function.

Editing and deleting addresses

An address can be selected from the list in the above screen to open an edit/delete screen for the address.
For information on the settings, see "Settings" (page 95).
Delete an address with the [Delete] key.

¢ If you cannot edit or delete a one-touch individual or group key...
@ Individual keys and group keys cannot be edited or deleted in the following situations:

* The key is used in a reserved transmission or a transmission in progress.

* The key is included in a group key.

* The key is included in a program.

* The key is specified as an end receiving machine in an F-code relay broadcast transmission.

* The key is specified as a forwarding destination in the "Inbound Routing Settings" or other settings.

If the key is used in a reserved transmission or a transmission that is in progress, cancel the transmission or wait until it is
completed and then edit or delete the key.

If the key is included in a group, first delete the key from the group and then edit or delete the key.

If the key is specified as a forwarding destination, cancel the forwarding destination setting and then edit or delete the key.
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Settings

Item

Description

General items stored

Address Type

Select the type of address to be stored in the address book.
In this case, select [Fax].

Search Number

Set a search number. The lowest available number is automatically entered. To
change the number, enter a number from 001 to 999. A search number that has
already been stored cannot be used.

Address Name

Enter a maximum of 36 characters for the address name.

Initial

Enter up to 5 characters for the initials. The initials you enter here determine the
position of the one-touch key in the alphabetical index.

Key Name

Enter the name that you wish to appear in the address book (this is different from
the address name).

Custom Index

Select the custom index in which the address will appear.

Register this Address to be added to the
[Frequent Use] index.

Frequently used addresses can be stored in the [Frequent Use] index.

Fax Number

Enter the fax number of the destination (maximum of 64 digits).

To cancel the PBX settings temporarily when sending a fax...
Touch the [R] key before entering a fax number.

Entering a pause between digits of the number
Touch the [-] key at the place where you wish to enter a pause.

To enter an F-code (sub-address and passcode)...

1) Enter the destination fax number.

2) Touch the [/] key.

) Enter the sub address (maximum of 20 digits).

4) Touch the [/] key.

5) Enter the passcode (maximum of 20 digits).
A passcode is not necessary if the destination machine does not use a
passcode.

The destination fax number can be a maximum of 64 digits including all numbers

and characters. However, only the first 32 digits will appear in the display.

vw

(
(
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Transmission Mode

Set the transmission speed and the International Correspondence Mode.
Selecting appropriate settings for these items may help eliminate communication
errors.

Transmission Speed

33.6 kbps, 14.4 kbps, 9.6 kbps or 4.8 kbps can be selected for the transmission
speed. Higher numbers are higher transmission speeds.

Set the transmission speed only when you know what speed is most suitable,
such as when you are sending a fax to a foreign country and telephone line
conditions are bad. If you do not know the line conditions, do not change this
setting.

Transmission Mode

No Sound, Mode1, Mode2, or Mode3 can be selected for the International
Correspondence Mode.

When sending a fax to a foreign country, telephone line conditions can sometimes
distort the fax or interrupt the transmission. If errors frequently occur when
sending a fax to a foreign country, try each of modes 1 to 3 and select the mode
that enables the best transmission.
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F-Code Memory Box

This section explains how to store memory boxes for various types of F-code communication.
When the [F-Code Memory Box] key is touched, the following screen appears.

System Settings

F-Code Memory Box Back l

Sort ‘Polling Memory ‘ L 4 |

(
(

[Box 10

Box 8

)
)
Box 6 ]
)
)

e [Add] key e List display
Use this to add a new memory box. This displays a list of the currently stored memory
boxes. A memory box can be selected to open an
edit/delete screen for the memory box.

Storing a memory box

Touch the [Add] key in the above screen to open a registration screen. A total of 100 F-code memory boxes for all
functions (polling memory, confidential, and relay broadcast) can be stored.
For information on the settings, see "Settings" (page 97).

Editing and deleting a memory box

A memory box can be selected from the list in the above screen to open an edit/delete screen for the box.
For information on the settings, see "Settings" (page 97).
Delete a memory box with the [Delete] key.

96



Settings

Item

Description

Items common to all types

Box Type

¢ Confidential:

* Relay Broad

cast:

Select the type of box.
¢ Polling Memory: Store a memory box for F-code polling memory. The

sub-address and passcode that you program in the memory
box are necessary for the other machine to poll your machine
(request transmission) using F-code communication.

Store a memory box for F-code confidential reception. In
addition, store a "Print PIN" in the memory box to print faxes
received by confidential reception. The sub-address and
passcode that you program in the memory box are necessary
for the other machine to send a fax to your machine by
F-code confidential transmission.

Store a memory box for F-code relay broadcast transmission.
Store the fax numbers of the end recipients (up to 30) in the
memory box. The sub-address and passcode that you
program in the memory box are necessary for the other
machine to perform an F-code relay request transmission
(ask your machine to relay a fax).

Memory Box Name

Enter a name (maximum of 18 characters) for the memory box.

Sub Address / Passcode

each.

Enter a sub-address and passcode. A maximum of 20 digits can be entered for

Separate a sub-address and passcode by a slash ("/").

Items displayed when storing a confidenti

al memory box

Print PIN

Set a "Print PIN" for confidential reception. Enter a 4-digit number.

Items displayed when storing a relay broa

dcast memory box

Recipients

address book.

¢ Direct Entry:

Select the end recipients of the relay broadcast. Select the recipients from the

* Address Review: This displays a list of the selected recipients. Addresses can

be deleted from this list if needed.

An address that is not stored in the address book can be
directly entered. Enter the address in the same way as when
storing an address for a mode.

* When programming a new memory box, a sub-address that is already programmed for another box cannot be used.
@ However, the same passcode can be used for more than one memory box.

* A passcode can be omitted.

 [X] and [#] cannot be used in a sub-address.

* Do not forget the Print PIN. In the event that you forget the Print PIN or need to verify the Print PIN, contact your SHARP
dealer or nearest SHARP customer service center.
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Fax Data Receive/Forward

This section explains settings for reception and forwarding.

Fax Settings

The following items appear when the "Fax Settings" are configured.

ltem Description
Set the fax reception method.
¢ Auto Reception: When a call comes in, the machine rings and then
. . automatically begins fax reception.
Receive Setting * Manual Reception: This can be used when an existing extension phone is

connected to the machine. Fax reception is begun by
manual operation after answering on the extension phone.

Specify whether or not two or more copies of received faxes will be printed. The

Multiple Set Print number of copies is set in "Fax Output Settings", (page 105).

Staple Specify whether or not stapling is performed. (Only when a finisher is installed.)
P Stapling settings are set in "Fax Output Settings", (page 105).

When the machine cannot print because it is out of paper or out of toner, received

Forward Received Data . .
faxes can be forwarded to another previously stored fax machine.

@ ¢ |f some pages of a fax that is being forwarded were successfully printed, only those pages that were not printed will be
forwarded.

» A forwarded fax becomes a fax transmission job. If transmission does not take place because the transmission was
canceled or an error occurred, the fax will be held in memory until it can be printed.

* All faxes received are forwarded. Note, however, that faxes received to an F-code confidential memory box cannot be
forwarded.

* To store a forwarding fax number, see "Set the Telephone Number for Data Forwarding" (page 105) in the system settings
(administrator).

* Forwarding is not possible if no faxes were received or a forwarding fax number is not programmed.

* If "Hold Setting for Received Data Print" (page 74) is enabled, you will be prompted to enter a password. Enter the correct
password with the numeric keys.
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System Settings for Fax (Administrator) List

When the system settings for fax are accessed with administrator rights, the following items appear. For information on
the general settings, see "System Settings for Fax (General) List" (page 93).

* For the procedure for using the system settings (administrator), see "Accessing the System Settings (Administrator)" (page 29).
@ * Depending on the machine specifications and peripheral devices installed, it may not be possible to use some settings.

B Image Send Settings

Item Factory default setting Page
B Image Send Settings 101
@ Fax Settings 101
P Fax Default Settings 101
@ Fax Own Name and Number Set - 101
@ Dial Mode Setting Tone 101
¢ Auto Wake Up Print Enabled 101
@ Pause Time Setting 2 sec. 101
@ Speaker Settings
¢ Speaker Volume: Middle
* Ringer Volume Volume: Middle
¢ Line Monitor Volume: Middle
* Fax Receive Complete Signal Volume: Middle; Tone Pattern: 3
Transmission Complete Sound Time
Setting: 3 sec.
¢ Fax Send Complete Signal Volume: Middle; Tone Pattern: 3
Transmission Complete Sound Time 101
Setting: 3 sec.
* Fax Communication Error Signal Volume: Middle; Tone Pattern: 3
Transmission Complete Sound Time
Setting: 0.3 sec. each
* Speaker Volume Details Setting Speaker / Line Monitor
Small: 3, Middle: 6, Big: 8
Ringer Volume / Reception End
Signal / Transmission End Signal /
Fax Communication Error Signal
Small: 2, Middle: 4, Big: 8
€ Remote Reception Number Setting 5 101
@ Original Print on Transaction Report Print Out Error Report Only 102
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Item Factory default setting Page
@ Transaction Report Print Select Setting
* Single Sending Print Out Error Report Only
* Broadcasting Print Out All Report 102
* Receiving No Printed Report
» Confidential Reception Print Out Notice Page
@ Activity Report Print Select Setting
e Auto Print at Memory Full Disabled 102
* Print Daily at Designated Time Disabled
¢ ECM Enabled 102
@ Distinctive Ring Detection Off 102
P Fax Send Settings 103
@ Auto Reduction Sending Setting Enabled 103
@ Rotation Sending Setting All Enabled 103
@ Quick On Line Sending Enabled 103
@ Printing Page Number at Receiver Enabled 103
@ Date/Own Number Print Position Setting Outside the Original Image 103
@ Recall in Case of Line Busy Regall, Number of Times: 2, Interval: 103
3 min.
@ Recall in Case of Communication Error Reqall, Number of Times: 1, Interval: 103
3 min.
» Registration of Own Name Select - 104
P Fax Receive Settings 104
@ Number of Calls in Auto Reception 2 104
@ Duplex Reception Setting Disabled 104
@ Auto Receive Reduce Setting Enabled 104
@ Print Style Setting Auto Size Select 105
@ Set the Telephone Number for Data Forwarding - 105
@ A3 RX Reduce Disabled 105
@ Fax Output Settings Varies depending on the machine 105
configuration
P Anti Junk Fax Setting Disabled 105
» Fax Polling Security Enabled 106
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Image Send Settings

Settings related to the image send function (scan, Internet fax, etc.) can be configured. Touch the [Image Send Settings]

key to configure the settings.

Fax Settings

Fax Default Settings

The fax settings can be enabled or disabled to suit the
needs of your workplace.

Fax Own Name and Number Set

Use this setting to enter the fax number of the machine
and the name of the user. The entered name and

number are printed at the top of each fax page you send.

Sender Name
Enter the sender name. A maximum of 20 characters
can be entered for the sender name.

Fax No.

This is used to set the sender fax number.

To insert a pause between digits of the number, touch
the [-] key.

To insert a space between digits of the number, touch
the [Space] key.

Dial Mode Setting

Select the appropriate setting for your telephone line
type.

Dial Mode Setting

Select the line type from the list.

Auto Select

Select this after the line has been connected to have the
machine automatically detect whether your line is a
pulse dial line or a tone dial line.

Auto Wake Up Print

When the [POWER] key ((® )) is "off" (but the main
power switch is "on") and a fax is received, this function
automatically activates the machine and prints the fax.
When this function is disabled, received faxes are not
printed until the the [POWER] key ((® )) is switched
"on".
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Pause Time Setting

Use this to change the length of pauses inserted in fax
numbers.

If a hyphen "-" is entered when dialing or storing a fax

number, a pause of 2 seconds is inserted.

The pause can be changed to any number of seconds
from 1 to 15.

Speaker Settings

Use these settings to set the sound heard from the
speaker for the Speaker, Ringer Volume, Line Monitor,
Fax Receive Complete Signal, Fax Send Complete
Signal, and Fax Communication Error Signal. For the
Fax Receive Complete Signal, the Fax Send Complete
Signal, and the Fax Communication Error Signal, the
Tone Pattern and Transmission Complete Sound Time
Setting can be selected in addition to the volume.

Check on Setup Sounds
Use this to check the selected tone pattern and volume.

Remote Reception Number Setting

Fax reception can be activated from an extension phone
connected to the machine by entering a 1-digit number
and pressing the key twice on the phone's keypad.
This number is called the remote reception number, and
you can set it to any number from "0" to "9".



Original Print on Transaction
Report

When a transaction report is printed for a memory
transmission, this is used to print part of the first page of
the transmitted original on the transaction report. Select
one of the settings below.

¢ Print Out All Report

* Print Out Error Report Only

* No Printed Report

This setting will not be effective if "Transaction Report
Print Select Setting" below is set to "No Printed Report".

Transaction Report Print Select
Setting

This is used to select whether or not a transaction report
will be printed, and if printed, the condition for being
printed. Select a setting for each of the following
operations:

Single Sending

* Print Out All Report

* Print Out Error Report Only
* No Printed Report

Broadcasting

* Print Out All Report

¢ Print Out Error Report Only
* No Printed Report

Receiving

¢ Print Out All Report

* Print Out Error Report Only
* No Printed Report

Confidential Reception
* Print Out Notice Page
¢ No Printed Report

When a transaction report is printed, you can have part
of the first page of the transmitted original printed on the
transaction report. For more information, see "Original
Print on Transaction Report".

Activity Report Print Select Setting

This is used to have the Image Sending Activity Report
that is stored in the machine's memory printed at regular
intervals.

The Image Sending Activity Report can be set to
automatically print each time the number of transactions
reaches 200, and it can also be set to automatically print
at a specified time (once a day only). (The settings can
be simultaneously enabled.)

* If you only select the "Print Daily at Designated
@ Time" setting and the number of recorded

transactions exceeds 200 before the specified time,
each new transaction will delete the oldest
transaction (the oldest transaction will not be
printed).

* The Image Sending Activity Report can also be
printed manually. See "List Print (Administrator)"
(page 85).

ECM

Line conditions can sometimes distort a transmitted fax
image. When ECM (Error Correction Mode) is turned on,
pages that are distorted are automatically re-transmitted.

If the other machine supports Super G3, ECM will
function regardless of this setting.

Distinctive Ring Detection

If multiple telephone numbers have been assigned to
your telephone line, the number called can be identified
by its ringing pattern. By using one number for voice
calls and another number for faxes, you can tell which
type of call you are receiving by the ringing pattern. You
can set your machine to automatically receive faxes
when your fax number is called by setting the pattern
that corresponds to your fax number. Six selections are
available.

102



Fax Send Settings

Settings for fax transmission can be configured.

Auto Reduction Sending Setting

This setting is used to have the size of transmitted faxes
automatically reduced to match the size of the paper in
the receiving machine.

If the setting is disabled, faxes are sent at full size.
Because the size is not adjusted to match the size of the
printing paper, part of the received fax may be cut off.

Rotation Sending Setting

When transmitting an image that is one of the following
sizes, this function rotates the image counterclockwise
90 degrees. (The setting can be configured separately
for each size.)

8-1/2"x11", 5-1/2" x 8-1/2"R, A4, B5R, A5R, 16K

@ 8-1/2" x 11"R and A4R originals are not rotated.

Quick On Line Sending

When this setting is enabled, the machine starts
transmitting a fax as soon as the first page is scanned.
Transmission takes place at the same time as the
remaining pages are being scanned.

If you disable this setting, transmission will not begin
until all pages have been scanned. Note that this setting
does not apply to manual transmission.

Printing Page Number at Receiver

This setting is used to add the page number to the top of
each fax page printed by the receiving machine.

Date/Own Number Print Position
Setting

This setting determines the position of the date and sender
information printed at the top of faxes by the receiving
machine. To have the information printed outside the
transmitted document image, touch the [Outside the
Original Image] key. To have the information printed inside
the document image, touch [Inside the Original Image] key.
For more information on the print position, see "ADDING
YOUR SENDER INFORMATION TO FAXES (Own
number sending)" in the Facsimile Guide.

Recall in Case of Line Busy

This program is used to set the number of recall
attempts and the interval between recall attempts when
a transmission is not successful due to the line being
busy or other reason.

Number of Times to Recall When Line is Busy
This setting specifies whether or not recalling is
performed when the line is busy. When recalling is
performed, you can set the number of recall attempts.
Any number from 1 to 14 can be selected.

Interval to Wait Between Recall Attempts (min.)
When Line is Busy

The interval between recall attempts can be set. Any
number of minutes from 1 to 15 can be selected.

Even when this setting is enabled, note that your
machine will not re-attempt a call when manual
transmission or direct transmission is used.

Recall in Case of Communication Error

This determines how many times your machine will
automatically re-attempt the call if a fax transmission
fails due to a communication error.

Number of Times to Recall in Case of Error
Specify how many times the machine will re-attempt the
call when a communication error occurs.

Interval to Wait Between Recall Attempts (min.) in
Case of Error

The interval between recall attempts can be set. Any
number of minutes from 1 to 15 can be selected.

Even when this setting is enabled, note that your
machine will not re-attempt a call when manual
transmission or direct transmission is used.
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Registration of Own Name
Select

This is used to store sender names used in "Own

Number Select". A maximum of 18 names can be stored.

Add New

Store a sender name. A maximum of 20 characters can
be entered for the sender name. Control numbers are
from 01 to 18. The lowest number not yet in use is
automatically assigned when you begin the storing
procedure. This number cannot be changed.

Sender Name List
This shows the currently stored sender names.
A sender name can be selected to delete it.

Fax Receive Settings

Settings for fax reception can be configured.

Number of Calls in Auto Reception

This setting is used to select the number of rings on
which the machine automatically receives a call and
begins fax reception in auto reception mode. Any
number from 0 to 15 can be selected.

If you select "0" for the number of rings, the machine
will immediately answer and begin fax reception
without ringing in auto reception mode.

Duplex Reception Setting

This is used to have received faxes printed on both sides
of the paper.

When this setting is enabled and a fax consisting of 2 or
more pages is received (the pages must be the same
size), the pages are printed on both sides of the paper.

Auto Receive Reduce Setting

When a fax is received that includes the sender's name
and number, the received image is slightly larger than
the standard size. This setting is used to automatically
reduce the image to fit the standard size.

e If Auto Receive Reduce is disabled, the edges of
@ the image outside the standard size will be cut off.
However, the image will be clearer because it will
be printed at the same size as the original.

» Standard sizes are sizes such as 8-1/2" x 11" and
8-1/2" x 5-1/2" (A4 and B5).
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Print Style Setting

This setting determines the paper selection condition
when printing received faxes. Select one of the three
conditions below.

Print Actual Size Cut off Disabled

The received fax image is printed at full size without
dividing it onto multiple sheets of paper. If the same size
of paper or larger paper is not loaded, the fax will be
received in memory and will not be printed until a
suitable size of paper is loaded.

However, if the received fax is longer than 11" x 17" (A3)
size, it will be automatically divided onto multiple sheets
of paper.

Print Actual Size Cut off Enabled

Each received image is printed at full size. If necessary,
the image is divided onto multiple sheets of paper.

Auto Size Select

Each received image is printed at full size when
possible. When not possible, the image is automatically
reduced before printing.

Set the Telephone Number for Data
Forwarding

When a problem prevents the machine from printing a
received fax, the received fax can be forwarded to
another fax machine. This setting is used to program the
fax number of the destination fax machine. Only one
forwarding fax number can be programmed (maximum
of 64 digits).

To insert a pause between digits of the number, touch
the [-] key.

If you wish to specify an F-code confidential memory box
in the destination machine, touch the [/] key after
entering the fax number and enter the F-code
(sub-address and passcode).

A3 RX Reduce

When an A3 size fax is received, this function reduces
the fax to W letter size.

When this setting is enabled, W letter size faxes are
also reduced.

@
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Fax Output Settings

These settings are used to select the number of copies
and output tray for received faxes. When a finisher is
installed, the finisher tray can be selected as the output
tray and stapling can be selected.

Output tray
Select the output tray for received faxes.

Number of Prints
Set the number of copies of received faxes that are
printed.

Staple Settings
When a finisher is installed, set the position at which
received faxes are stapled.

Paper Size
When a finisher is installed, select the paper used for
printing of received faxes.

e This setting can only be used when the [Multiple Set
Print] and [Staple] checkboxes are selected in
"Fax Settings" (page 98).

* The maximum number of sheets that can be stapled
is 50. (When the paper is oriented horizontally, the
maximum number of sheets that can be stapled is
30.)

@

Anti Junk Fax Setting

This setting is used to block fax reception from specified
fax numbers (anti junk fax numbers).
Up to 50 anti junk fax numbers can be stored.

Add New

Add a new anti-junk fax number. When storing an
anti-junk number, a maximum of 20 digits can be
entered.

Number Key List
This shows a list of the stored anti-junk numbers.
An anti-junk number can be selected to delete it.



Fax Polling Security

The following settings are for regular polling memory
using the Public Box.

Set Fax Polling Security

When the memory polling function is used, this setting
determines whether any machine will be allowed to poll
your machine, or only machines that have been stored in
your machine.

Add New

When the Polling Security Setting is enabled, use this
setting to store (or delete) the fax numbers of the
machines that are allowed to poll your machine. The
stored fax numbers are called passcode numbers. Up to
10 passcode numbers can be stored (maximum of 20
digits each).

Passcode Number Key List

This shows a list of the stored passcode numbers. A
number can be selected to delete it.

Note that these settings do not apply to F-code polling
memory.
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ABOUT THIS MANUAL

Please note

* Considerable care has been taken in preparing this manual. If you have any comments or concerns about the manual, please
contact your dealer or nearest SHARP Service Department.

* This product has undergone strict quality control and inspection procedures. In the unlikely event that a defect or other problem
is discovered, please contact your dealer or nearest SHARP Service Department.

* Aside from instances provided for by law, SHARP is not responsible for failures occurring during the use of the product or its
options, or failures due to incorrect operation of the product and its options, or other failures, or for any damage that occurs due
to use of the product.

Warning

* Reproduction, adaptation or translation of the contents of the manual without prior written permission is prohibited, except as
allowed under copyright laws.
* All information in this manual is subject to change without notice.

lllustrations and the operation panel and touch panel shown in this manual

The peripheral devices are generally optional, however, some models include certain peripheral devices as standard equipment.
The explanations in this manual assume that a saddle stitch finisher, punch module, and inserter are installed on the machine.
For some functions and procedures, the explanations assume that devices other than the above are installed.

Scope of the explanations in this manual

* The explanations of the document filing function assume that the user is already familiar with copy mode, and the other modes
of the machine.
This manual does not contain detailed explanations of the other modes that are used in conjunction with the document filing function.
If you have any questions regarding one of the other modes, see the manual for that mode.

* To further explain certain functions and uses, some explanations assume that additional peripheral devices (Internet fax
expansion kit etc.) are installed.

* The function that cannot be used according to the state of the installation of the peripheral devices is provided.

The display screens, messages, and key names shown in the manual may differ from those on the actual machine
due to product improvements and modifications.




MANUALS PROVIDED WITH THE MACHINE

Printed manuals and manuals stored in PDF format on the machine's hard drive are provided with the machine. When
using the machine, read the appropriate manual for the feature you are using.

Printed manuals

Manual name Contents

Safety Guide This manual contains instructions for using the machine safely and lists the specifications of the machine
and its peripheral devices.

Software Setup This manual explains how to install the software and configure settings to use the machine as a printer

Guide or scanner.

Quick Start Guide This manual provides easy-to-understand explanations of all the functions of the machine in a single
volume.

Detailed explanations of each of the functions can be found in the manuals in PDF format.

Troubleshooting This manual explains how to remove paper misfeeds and provides answers to frequently asked
questions regarding the operation of the machine in each mode. Refer to this manual when you have
difficulty using the machine.

Operation manuals in PDF format

The manuals in PDF format provide detailed explanations of the procedures for using the machine in each mode. To
view the PDF manuals, download them from the hard drive in the machine. The procedure for downloading the manuals
is explained in "How to download the manuals in PDF format" in the Quick Start Guide.

Manual name Contents

User's Guide This manual provides information, such as basic operation procedures, how to load paper, and machine
maintenance.

Copier Guide This manual provides detailed explanations of the procedures for using the copy function.

Printer Guide This manual provides detailed explanations of the procedures for using the printer function.
Facsimile Guide This manual provides detailed explanations of the procedures for using the fax function.

Scanner Guide This manual provides detailed explanations of the procedures for using the scanner function and the

Internet fax function.

Document Filing This manual provides detailed explanations of the procedures for using the document filing function. The
Guide (this document filing function allows you to save the document data of a copy or fax job, or the data of a print
manual) job, as a file on the machine's hard drive. The file can be called up as needed.

System Settings This manual explains the "System Settings", which are used to configure a variety of parameters to suit
Guide the aims and the needs of your workplace. Current settings can be displayed or printed out from the

"System Settings".

Icons used in the manuals

The icons in the manuals indicate the following types of information:

This alerts you to a situation where there is a This indicates the name of a system setting and provides a

@ risk of machine damage or failure. brief explanation of the setting.

- - : For detailed information on each system setting, see the
This provides a supplemental explanation of a System Settings Guide.

@ function or procedure. When "System Settings:" appears:

A general setting is explained.

When "System Settings (Administrator):" appears:

A setting that can only be configured by an administrator is
explained.

This explains how to cancel or correct an
@ operation.




1 DOCUMENT FILING

This chapter provides information that you should know before using the document filing function, including an overview
of document filing, the features and functions of document filing, and points to keep in mind when using document filing.

OVERVIEW

The document filing function allows you to save the document image of a copy or image send job, or the data of a print
job, as a file on the machine's hard drive.
The stored file can be retrieved and printed or transmitted as needed.

4 Saving a file ) 4 Retrieving and using a stored file )

@ Internet Fax
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Document information used in any of the modes A stored file can be printed. A stored file can also be
is saved to the hard drive as a file. sent as a fax or sent to another computer over a
network. A stored file can also be kept for archive
purposes.

- J - J
TYPES OF DOCUMENT FILING

There are three ways to save a file using document filing: "Quick File", "File", and "Scan to HDD".

As a copy, scan send, or other job is performed, this function saves the document data to the hard
drive. Use this function when you want to quickly and easily store document data without specifying a
Quick File file name or other information.

The stored file can also be used by other people. Do not use this method to save files that you do not
want others to use, such as files containing sensitive or confidential information.

As a copy, scan send, or other job is performed, this function saves the document data to the hard
drive. Unlike Quick File, various types of information can be appended to the file when the file is saved

Al to enable efficient file management.

A password can also be established to prevent the file from being retrieved up by others.

This function scans a document and stores it as a file. Like File, various types of information can be
Scan to HDD

appended to the file when it is stored.
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USES OF DOCUMENT FILING

Quickly using a file

Example: You prepared handouts consisting of numerous pages for a meeting, however, another handout is

needed for a newly added participant.

The handout was not saved using document filing

The handout was saved using document filing

Ratio, color mode, and special mode
settings must be reselected.

The numerous original pages must all be
rescanned.

oop

¥

Not likely to be completed in time for the meeting...

The stored file is simply retrieved and
printed.

@I
==l

¥

Printing is accomplished quickly and the handout is ready in
time for the meeting!

Copy settings must be reselected and the original must be
rescanned.

As indicated above, to obtain another set of output, the
settings must be selected all over again. If you don't remember
the settings, much effort may be expended to get the same
output result as the previous time.

By retrieving a job stored using document filing, there is no
need to reselect copy settings or rescan the original.

The job can be retrieved and printed using the same settings
quickly and easily.

As shown in the example, storing a job with the document filing function frees you of the need to rescan the original and

select settings, saving considerable time.

Convenient for managing frequently used documents

Example: Managing a large number of business forms

Not using document filing
It takes time to find the form you need.

Using document filing

The required form can be easily retrieved from the
document filing list,

and document management is much more efficient.

) Lt

o4/01/2006 )

04/01/2006 )

(__Batch princ__

774

Application forms, report forms, and other business forms can be stored on the hard drive for easy retrieval, letting you

print the number of copies you need when you need them.
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BEFORE USING DOCUMENT FILING

This section provides information that you should know before using the document filing function.

Folders

Three types of folders are used to store files by document filing.

— T

Folders on the hard drive

—
N I=JF ) (I

\ - Quick File  Main Folder
r Folder Custom Folder

g /

Quick File Folder

Documents scanned using the [Quick File] key are stored in this folder. A user name and file name are automatically
assigned to each job.

Main Folder

Documents scanned using the [File] key are stored in this folder.

When you store a job in the Main folder, you can specify a previously stored user name and assign a file name.

A password can also be set when storing a file ([Confidential] save).

Custom Folder

Folders with custom names can be created inside this folder.

When a document is scanned using the [File] key and a folder is selected, the document is stored in the specified folder.
Like the Main folder, a custom folder allows you to specify a previously stored user name and assign a file name when storing a job.
Passwords can be established for custom folders and for files saved in custom folders.

@ A maximum of 500 custom folders can be created on the hard drive.

Items convenient to store

When storing a job using "File" or "Scan to HDD", it is convenient to store the items below. These settings are not
needed when storing a job using "Quick File".

This is necessary if you will be assigning a user name to stored files. User names are stored in "User List" in

User Name . . . o . ,
the system settings (administrator). A user name is also used as a search condition when searching for a file.

The Main folder is initially available as a location for storing files by "File" and "Scan to HDD". When
custom folders have been created using "Document Filing Control" in the system settings
(administrator), a custom folder can be specified as a location for storing files. A password can also be
established for a custom folder to restrict access to the folder.

Custom Folder

"My Folder" is specified using "User List" in the system settings (administrator). A previously created
custom folder can be selected as "My Folder", or a new folder created as "My Folder". When "My
Folder" has been configured and user authentication is used, "My Folder" will always be selected as
the destination of "File" and "Scan to HDD".

My Folder

System Settings (Administrator): User List
This is used to store a user name and specify a folder as "My Folder".
System Settings: Document Filing Control
This is used to create custom folders for document filing. A password can also be established for a custom folder.
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Approximate number of pages and files that can be stored by document
filing

Combined total number of pages and total number of files that can be stored in custom
folders and in the Main folder

Examples of original types Number of pages* Number of files

Full color
original
(Text and photo Max. 1200
example) Size:

8-1/2" x 11" (A4)

Max. 3000

Black & white
original Max. 4200
(Text) _

Size:

8-1/2" x 11" (A4)

Number of pages and number of files that can be stored in the Quick File folder

Examples of original types Number of pages* Number of files

Full color
original
(Text and photo bthecoens
example) Size:
8-1/2" x 11" (A4)

Max. 400

Max. 1000

Black & white
original Max. 1400
(Text)

Size:
8-1/2" x 11" (A4)

* The indicated numbers are guidelines for the number of pages that can be stored when all pages are full color, and
when all pages are black & white.

Copying in electrical sort mode uses the same memory area as the Quick File folder. For this reason, when too much
data has been stored in the Quick File folder, it may not be possible to perform a large copy job using electrical sort
mode. Delete unneeded files.

The original types above are examples to make the explanation easier to understand. The actual number of pages and
number of files that can be stored will vary depending on the contents of the original images.



Files

When a file is saved using "File", the following information can be appended.

N\ So~
\ — User Name: Name 1
[ [ L 1 —] File Name: Meeting handout
\ 1 - L —|——| |_—=——"1 Password: 12345678
4%‘\ —
[

Saving a file with this information allows you to distinguish it from other files.

User name: Use this to specify the owner of the file. The user name must first be stored in "User List" in the system

settings.
File Name: A file name can be entered.
Folder: Select which folder the file will be saved in.

Confidential: A password (5 to 8 digits) can be established to prevent others from using the file.

@ The above information cannot be specified when a file is saved with Quick File.

System Settings (Administrator): User List
This is used to store user names.

IMPORTANT POINTS WHEN USING DOCUMENT FILING

Note the following when using document filing:

¢ Files saved using "Quick File" are assigned the "Sharing" property. "Sharing" files can be retrieved and printed or
transmitted by anyone, and thus Quick File should not be used to save sensitive or confidential documents that you do
not wish others to use.

* When saving a file with "File", use the "Confidential" property. A password can be set for a "Confidential" file to
prevent the file from being used by other people. Take care to keep the password of a stored "Confidential" file secret.

* The property of a stored "Confidential" file can be changed to "Sharing" by "Property Change" when the file is used.
Do not store sensitive documents or documents that you do not want to be used by others.

* Except in cases provided for by law, SHARP Corporation bears no responsibility for any damages that result from the
leaking of sensitive information due to manipulation by a third party of any data saved using the Quick File function or
File function, or incorrect operation of the Quick File function or File function by the operator that saves the data.



USING DOCUMENT FILING IN EACH MODE

In copy or image send mode, the original can be saved as a file on the hard drive at the same time it is copied or
transmitted. In addition, Scan to HDD can be used to save the scanned data of an original to the hard drive without

copying or transmitting the data.

Copy mode

The original is saved as an image file at the same time it is copied.

(1) Touch the [COPY] key.
‘ (2) Touch the [File] key or the [Quick File]

DOCUMENT
FILING

IMAGE SEND

key.

a
o

Special Modes

2-Sided Copy

il

Output

Quick File

Copy Ratio

Image Send mode

Example: Base screen of scan mode
The original is saved as an image file at the same time it is scanned and transmitted.

(1) Touch the [IMAGE SEND] key.
(2) Touch the [Scan] tab.
(8) Touch the [File] key or the [Quick File]

Scan Internet Fax Fax USB Mem. Scan PC Scan key-

[[¥adazess soox| | (ommEmRL) scan- e
Address Entryl ] Text
[Send Settingsl 200X200dpi
(Address Reviewl &R eor - eoF
File | Bl auto/Grayscale - Mono2
Quick File l
I =
=
1

©)

DOCUMENT
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Scan to HDD mode

The scanned original is saved as an image file. Neither printing nor transmission are performed when Scan to HDD is

used.

@) ) (1) Touch the [DOCUMENT FILING] key.
l (2) Touch the [Scan to HDD] tab.

SEND
y to scan to HDI
Start] to scq| original.
File Retrieve Scan to HDD | HDD Status | Ex Data Access I
NG py—

Ao

Comp. Ratio Medium

Color Mode | [ ™ Mono2
Special Modes

[File] key and [Quick File] key

The "File" key and/or "Quick File" key will not appear in the base screen of copy mode or image send mode if one or both of
the keys has been changed to a different function using "Customize Key Setting" in the Web page menu. In this case, touch
the [Special Modes] key in the base screen of either mode. Document filing can be performed by touching the [Quick File]
key or [File] key in the special modes menu.

Using document filing in print mode

To use document filing in print mode, select document filing in the printer driver. For more information on using document
filing in print mode, see "CONVENIENT PRINTER FUNCTIONS" in the Printer Guide.

Using document filing in PC-Fax/PC-I-Fax mode

To use document filing in PC-Fax or PC-I-Fax mode, select document filing settings in the PC-Fax driver. For more
information, see Help in the PC-Fax driver.

System Settings (Administrator): Customize Key Setting
Registration is performed in [System Settings] - [Operation Settings] - "Customize Key Setting" in the Web page menu.
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BASE SCREEN OF DOCUMENT FILING
MODE

Touch the [DOCUMENT FILING] key in the touch panel to open the base screen of document filing mode.

Files stored on the hard drive in the machine can be retrieved from this screen.

When user authentication is used and My Folder is configured, the file selection screen of My Folder will appear.
If the user that logged in does not have My Folder configured, the folder selection screen will appear.

=" FOLDER SELECTION SCREEN (page 27)

(1)

()

@)

(4)

FILE SELECTION SCREEN (page 28)

(1) —g coPY | IMAGE SEND |m
 ——  ——————
(2) ——=4 [——

Ex Data Access (e —— (5)

File Retrieve | Scan to HDD | HDD Status

(4)

Folder Select

3

Search ?‘ — (6)

Mam Folder

Quick File Folder

@)

S -

(
(
(
(
(
(

SRR SRR SRS SRR SR S

EFGHI

JKLMN

All Folders

ABCD

Mode switch keys

Use these keys to switch between copy, image send, and
document filing modes.

To switch to document filing mode, touch the
[DOCUMENT FILING] key.

[File Retrieve] tab
Touch this tab to retrieve a file stored by document filing.

The folder selection screen will appear.
5" FOLDER SELECTION SCREEN (page 27)

[Scan to HDD] tab

Touch this key to select Scan to HDD. Neither printing

nor transmission are performed.

The file will be stored in the Main folder or a custom

folder.

=" SAVING A DOCUMENT FILE ONLY (Scan to HDD)
(page 20)

[HDD Status] tab

Touch this key to check how much of the machine's hard
drive is being used.
The amount used is shown as a percentage.

| HDD Status

(W] zin Folder:10%

[ custom Folder:40%
]
0 25 50 75 100%

[ Quick File Folder:20% Free Space:80%

0 25 50 75 100%

Free Space:50%

12

OPQRST

®)

(6)

@)

UVWXYZ

[External Data Access] tab

This can be selected when an FTP server is stored or a

USB memory device is connected to the machine.

I "DIRECTLY PRINTING FROM THE MACHINE" in
the Printer Guide

[Search] key

Touch this key to search for a file stored in a folder.

You can search using the user name, file name, or folder
name.

I" SEARCHING FOR A STORED FILE (page 43)

When retrieving a stored file, use this to select the
folder where the file is stored.

I=" FOLDER SELECTION SCREEN (page 27)



SAVING FILES WITH DOCUMENT

FILING

This chapter explains how to save an original as an image file using the Quick File, File, and Scan to HDD functions of
document filing mode.

SAVING A FILE WITH "Quick File"

When copying, printing or transmitting a document in copy mode, print mode, or image send mode (excluding USB
memory scan mode), "Quick File" can be selected to save an image of the document to the Quick File folder.

The image can retrieved at a later time, allowing you to print or transmit the document without having to locate the
original.

As an example, the procedure for storing a document in the Quick File folder while copying is explained below.

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

Touch the [Quick File] key.

2-Sided Copy
Plain
8¥x11
OQutput

Copy Ratio Original Paper Select

Touch the [OK] key.
A e You will return to the base screen of copy mode and the [Quick
confidential data to the folder. F||e] key will be h|gh||ghted

To cancel Quick File...
Touch the [Quick File] key in the screen of step 2 so that it is not highlighted after you touch the [OK] key.
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A = Select copy settings and then press the
& or & [COLOR START] key (O©© @) or the
[BLACK & WHITE START] key (O ®).

 Copying begins and the scanned document image is saved
to the hard drive.

The selected copy settings are also saved.

* To prevent accidental saving of the document, the message
"The scanned data is stored in the quick file folder." appears
for 6 seconds (default setting) after the [START] key is
pressed.

The message display time can be changed using "Message
Time Setting" in the system settings (administrator).

* If you inserted the original pages in the document feeder
tray, all pages are scanned.

* If you placed the original on the document glass, scan each
page one page at a time.

When scanning of one page finishes, replace it with the next
page and press the same [START] key that you pressed
initially.

Repeat until all pages have been scanned and then press
the [Read-End] key.

To cancel scanning...
Press the [STOP] key ((®@)).

User Name: User Unknown
File Name: Mode_Month-Day-Year_Hour-Minute-Second
(Example: Copy_04012006_112030AM)
Stored to:  Quick File Folder
When user authentication is used, the user name that was used for login is automatically selected.
Only the file name and location of a file stored in the Quick File Folder can be changed.

@ When a file is stored using Quick File, the following user name and file name are automatically assigned to the file.

To cancel Quick File...
Touch the [Quick File] key in the screen of step 2 so that it is no longer highlighted.
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SAVING A FILE WITH "File"

When copying, printing or transmitting a document in copy mode, print mode, or image send mode (excluding USB
memory scan mode), "File" can be selected to save an image of the document to the Main folder or a previously created
custom folder. The image can retrieved at a later time, allowing you to print or transmit the document without having to
locate the original.

As an example, the procedure for using "File" while copying is explained below.

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

Touch the [File] key.
e
=

Copy Ratio

(1) (%) Select the "File" settings.
File Information ot ]| o ] (1) Select file information settings.
To select the user name, file name, folder, and
confidential confidential setting, see "FILE INFORMATION" (page 17).

* Specifying a user name: (page 17)
¢ Assigning a file name: (page 18)
* Specifying the folder: (page 18)

Password

—

Copy- 04022006 1120308 « Storing a file as a confidential file: (page 19)
fain Folder After configuring the above settings, you will return to this

screen. Go to the next step.
If you do not wish to assign a user name or other
information to the file, go to the next step.

(2) Touch the [OK] key.
You will return to the base screen of copy mode and the
[File] key will be highlighted.
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G e Select copy settings and then press the
& or & [COLOR START] key (0©©@®) or the
[BLACK & WHITE START] key (O ®).
* Copying begins and the scanned document image is saved
to the hard drive.
The selected copy settings are also saved.

* For the procedure for placing the original, see step 4 of
"SAVING A FILE WITH "Quick File" (page 13).

To cancel scanning...
Press the [STOP] key ((®@)).

When a file is stored using File without appending file information, the following user name and file name are automatically
assigned to the file.
User Name: User Unknown
File Name: Mode_Month-Day-Year_Hour-Minute-Second
(Example: Copy_04012006_112030AM)
Stored to:  Main Folder
When user authentication is used, the user name that was used for login is automatically selected.

To cancel the File operation...
Touch the [Cancel] key in the screen of step 3.
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FILE INFORMATION

This section explains the settings that are configured in step 3 of "SAVING A FILE WITH "File"" (page 15). Specifying a
user name, file name, folder, and confidential setting makes it easier to manage and search for a file. In addition, when
confidential is selected and a password is established, other people will not be able to view the file without permission.

Specifying a user name

=7 —j] Touch the [User Name] key.
When user authentication is used, the user name that was used
[:] Confidential for login is automatically selected. In this case, this step is not
needed.

Password

User Unknown
(5 ""F | copy 02012006 1120308
Stored to: Main Folder

@ The user name must be previously stored in "User List" in the system settings (administrator).

(B) (A) (f) Touch the desired user name in the list
— J o+ j| ofusernames thatis displayed.
=g o (1) Select the user name.

o2

L There are two ways to select the user name:
’ (A) Touch the key of the user name.
The touched user name is highlighted.
If you accidentally select the wrong user name, touch

the key of the correct name.

= Name 11 M}
e ! (B) Touch the [27] key.
U:Er j All Users I ABCD l EFGHI l JKLMN l OPQRST l UVWXYZ ]

An area for entering the "Registration No." [---]
appears in the message display. Enter the
"Registration No." set during user registration. This
will allow you to select the user name.

(2) Touch the [OK] key.

The user name that you touched is selected and you
return to the screen of step 1. The selected user name
appears.
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Assigning a file name

A file name can be assigned to the file.

ke mtormation — 1 - J| Touch the [File Name] key.
A text entry screen will appear. Enter the file name and touch
D Confidential the [OK] key.
E— A maximum of 30 characters can be entered.
For the procedure for entering text, see "6. ENTERING TEXT"
B in the User's Guide.
Copy_04012006_112030AM
E ‘ Main Folder
Specifying the folder
File Information { Cancel ][ OK ]‘ TOUCh the [Stored to:] key-
D Confidential
Password
Main Folder

When user authentication is used, "My Folder" of the user that logged in is automatically selected. If the user that
logged in does not have "My Folder" configured, the Main folder will appear.

(1) () Select the folder in which you want to
| .

[ —¢ | Store the file.
T ] (1) Touch the key of the folder where you want
[ s ] . tO store the file.
[ user 3 ] [ user 4 I If a password has been set for the folder, a password
[ user s ] [ users ] @ entry screen appears. Enter the password of the touched
[ user 7 ] [Cusers ] folder with the numeric keys (5 to 8 digits) and touch the
s | e | [OK] key.
] All Folders I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ] (2) Touch the [OK] key-
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Storing a file as a confidential file

A password can be set for the file to prevent others from viewing it. Set a password (5 to 8 digits) with the numeric keys.

1M @ Enable the confidential property.
File Information o J__x ] (1) Select the [Confidential] checkbox so that a
checkmark appears.
confidential G Confidential mode is enabled and a password can be
Passvord  @— entered.
sane 1 (2) Touch the [Password] key.
user 1

B | Enter a password (5 to 8 digits) with the
numeric keys and touch the [OK] key.

As each digit is entered, "-" changes to "X ".

Enter password via the 10-Key pad.

¥k ok kX x x —
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SAVING A DOCUMENT FILE ONLY (Scan to
HDD)

Scan to HDD is used to store a scanned document in the Main folder or a custom folder. Neither printing nor
transmission are performed.

"Scan to HDD" SCREEN

The following screen appears when the [Scan to HDD] tab is touched in document filing mode. Touch the keys below to
select Scan to HDD settings.
The current setting of each key appears to the right of the key.

Q)

)

©))

(4)

Scan to HDD

File Retrieve

HDD Status

Ex Data Access

(1 ) _‘ File I
Information

— - |
n

o) - B s B (2)
(o) EEEC - B

@)

1
Special Modes l @'

n
Resolution l 200X200dpi
)

Hedium
| ———
Color Mode u

& Text ’_ — (3)
@

— 1 5

f® Mono2 .: — (6)

(G))

[File Information] key

Information can be appended to a file stored by Scan to
HDD. The settings are configured in the same way as file
information for "File".

=" FILE INFORMATION (page 17)

[Original] key

Touch this key to set the scanning size, storing size and
orientation of the original, and select 2-sided scanning
settings.

I [Original] key (page 21)

[Exposure] key
Touch this key to select the exposure for scanning.

[Resolution] key*

Use this to select the resolution that will be used when
the file is transmitted.

When "Long Size" is specified, only resolution settings of
300 X 300 dpi and under can be selected.

(®)

(6)

@

®)

[Comp. Ratio] key*
Use this to select the color compression ratio that will be
used when the file is transmitted in color.

[Color Mode] key
Use this key to select the color mode when storing a

document.
I [Color Mode] key (page 22)

[Special Modes] key

Use this key to select special modes for Scan to HDD.
I Special modes screen for Scan to HDD (page 23)

key

This key appears when a special mode or 2-sided
scanning is selected. Touch the key to display the
selected special modes.

* This specifies a default setting for transmission of a stored file. It is not a setting that affects the stored file itself.

20



[Original] key

When the [Original] key is touched, the following screen appears. This screen is used to change the original size and
select scanning settings for 2-sided originals.

(1)
(2)

3)

(4)

1M () (4)
| Scan to HDD/Original OK—”

Scan Size 100% Store Size

Auto S%Xii] = e ]

Image Orientation

e B aa|

3
Touch the [Scan Size] key.
If the original is a non-standard size that cannot be detected by auto original size detection, touch the [Scan Size] key and specify the original size.
Touch the [Store Size] key.
If you wish to store the file at a different size than the original size, touch the [Store Size] key and change the store size.
Touch the appropriate orientation key.

If the top edge of the original is up, touch the key. If the top edge of the original is to the left, touch the key.
If the original is a 2-sided original, touch the [2-Sided Booklet] key or the [2-Sided Tablet] key as appropriate for the original type.

Touch the [OK] key.
The settings are stored and you return to the Scan to HDD screen.

[Exposure] key

To adjust the exposure, touch the [Exposure] key.
Select an appropriate exposure mode for the original and touch the (@) or [_B_] key to adjust the exposure level.
When finished, touch the [OK] key.

(1)

(2)

()

(©))
[ |

Scan to HDD/Exposure [ 0K ]|

Auto l

Original Image Type
s Text/
Exposure - - [ Prtd. Photo [EIT”” Ph°t"]
I

[ Printed ] [E| Photo ] [&2& Map ]

Photo

Moiré
Reduction
A ¢

1
(2 (A) (1

Select the appropriate original type for the original to be scanned.

When the exposure is set to [Auto], the exposure modes [Printed Photo], [Photo], and [Map] do not appear.

Select [Auto] or [Manuall].

If you selected [Manual], touch the @ or [E key to adjust the exposure. (For a darker image, touch the E] key. For a
lighter image, touch the @ key.)
When the exposure is set to [Auto], the @ E] keys cannot be used.
(A): Moire Reduction
To reduce the moire effect when scanning printed matter, touch the [Moire Reduction] checkbox so that a checkmark appears.

Touch the [OK] key.
The settings are stored and you return to the Scan to HDD screen.
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[Color Mode] key

Touch the [Color Mode] key to open the color mode setting screen for Scan to HDD.

Scan to HDD/Color Mode [ OK H

Color Mode Full Color

_cotor woae | mmp

2 Color

B/W Mode _
Mono2

T
|

IIII%EI!!EI%EI!EIII

The following settings can be selected for the scanning color when the [COLOR START] key (00 ©@®) or the [BLACK &
WHITE START] key (O ®) is pressed.

Start key Mode Scanning method

The original is scanned in full color. This mode is best for full color originals
such as catalogues.

Full Color Even when the original is black and white, it is scanned as a full color
original.
[COLOR START] key Auto The machine detects whether the original is color or black and white and

automatically selects full color or black and white (grayscale) scanning.

Only the red areas of the original are changed to the selected color;
2 Color colors other than red are scanned in black.
Red, green, blue, cyan, magenta, or yellow can be selected.

Mono 2 Colors in the original are scanned as black or white. This mode is best for
[BLACK & WHITE text-only originals.

START] key The colors in the original are scanned in black and white as shades of gray

Grayscale (grayscale).

When you have finished selecting the mode, touch the [OK] key.
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Special modes screen for Scan to HDD

When the [Special Modes] key is touched, the following screen appears. For more information on each setting, see "4.
SPECIAL MODES" in the Scanner Guide.

M

()

©))

(4)

1M

() )

Scan to HDD/Spe

.al Modes

Era:

D iP
uascanagel Card Shot I

-

Special Modes

s
Jo | Mixed Sizel Slow Scanl
@ Build @ Original Z;; Mode

[Erase] key

The erase function is used to erase shadow lines on
images produced when scanning thick originals or books
on the document glass.

[Dual Page Scan] key

The left and right sides of an original can be scanned as
two separate pages. This function is useful when you
wish to successively scan each page of a book or other
bound document.

[Card Shot] key

This function lets you store the front and reverse sides of
a card as a single file.

[Job Build] key

This function lets you separate a many-page original into
sets, scan each set using the automatic document
feeder, and store all pages as a single file. Use this
function when there are more original pages than can be
placed at once in the auto document feeder.

4)
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6)

®) (6)

[Mixed Size Original] key

This feature lets you scan originals of different sizes at
the same time; for example, 8-1/2" x 14" (B4) size
originals mixed together with 11" x 17" (A3) size
originals. When scanning the originals, the machine
automatically detects the size of each original.
Originals of mixed widths and sizes can be scanned
(11"x 17" and 8-1/2" x 14", 11" x 17" and 8-1/2" x 13",
11" x 17" and 5-1/2" x 8-1/2" (A3 and B4, A3 and B5, A4
and B4, A4 and B5, B4 and A4R, B4 and A5, B5 and
A4R, B5 and A5)).

[Slow Scan Mode] key

Use this function when you wish to scan thin originals
using the automatic document feeder. This function helps
prevent thin originals from misfeeding.



PERFORMING "Scan to HDD"

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

@) @ ) 3) Switch to document filing mode and
{ select Scan to HDD settings.

(1) Touch the [DOCUMENT FILING] key.

1,

File Rf.rieve | Scan to HDD HDD Status | Ex Data Access (2) Touch the [Scan to HDD] tab.
Tafometion ||f g s [ seore: If you do not wish to select settings, go to the next step.

e (3) Select the original size, exposure,
resolution, compression ratio, color mode,
and special modes.

See ""Scan to HDD" SCREEN" (page 20).

ZOOXZGOdpi
) R

(4) Touch the [File Information] key.

The settings are the same as for "File". See "FILE
INFORMATION" (page 17).

If the original is 2-sided, be sure to touch the [Original] key and then touch the [2-Sided Booklet] key or the [2-Sided
Tablet] key as appropriate for the original.

Press the [COLOR START] key (OO0 0 ®)
or the [BLACK & WHITE START] key
(Oe).

Scanning begins.

For the procedure for placing the original, see step 4 of

"SAVING A FILE WITH "Quick File" (page 13).
A beep will sound to indicate that Scan to HDD is completed.

oooe ce

& o &

To cancel scanning...
Press the [STOP] key ((®).

When Scan to HDD is performed without appending file information, the following user name and file name are automatically
@ assigned to the file.
User Name: User Unknown
File Name: Mode_Month-Day-Year_Hour-Minute-Second
(Example: HDD_04012006_112030AM)
Stored to:  Main Folder
When user authentication is used, the user name that was used for login is automatically selected.
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3 USING STORED FILES

This chapter explains how to retrieve a file stored by document filing and print or transmit the file.

SEQUENCE FOR USING A STORED FILE

This section explains the basic procedure for retrieving and using a stored file. The screens and procedures differ
depending on whether or not user authentication is enabled.

See the sequence that applies to your situation.

For information on user authentication procedures, see "USER AUTHENTICATION" in the User's Guide. For information
on enabling user authentication and storing user names, see "User Control" in the System Settings Guide.

Files stored by document filing can also be retrieved and used from the Web pages. Click [Document Operation] and then
@ [Document Filing] in the Web page menu, and select the folder that contains the file you wish to use.

Change the mode.

Switch to document filing mode.
I BASE SCREEN OF DOCUMENT FILING MODE (page
12)

IMAGE SEND

File Retrieve Scan to HDD HDD Status Ex Data Access

| Folder Select [ Search ]

Main Folder

User 8

( ) | )
( ) | )
[ user 3 ] [ users |
( ) | )
( ) | J
( ) )

[ User 10

All Folders I ABCD l EFGHI l JKLMN l OPQRST l UVWXYZ]
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Select the file that you wish to retrieve.

J File Retrieve I Scan to HDD I HDD Status IEX Data Accessl

Main Folder [ Search ][ 4=  Back ]‘
[File Name IUser Name IDate A]
[f[,\‘ file-01 | wame 1 | 04/01/2006] —
[y | wame 2 | 0as01/2006 |
+

[_Q\ £ile-03.tiff | Name 3 | 04/01/2006 ]
([ | vame 4 | oas01/2006 |
[_Q\ £ile-05.tiff | vame 5 | 04/01/2006 l

5 a11 Files I P Filter by Job ] Batch Print ]

Job Settings Cancel ”
B file-01 Name 1 8x11 F. Color
Select the job.
. Property
[ Print ] { Send ] [ Change l
[ Move ] [ Delete ] [ Detail ]

 Select the folder in the folder selection screen.
When the folder is selected, the files in the folder will
appear. Select the file that you wish to retrieve.
I FILE SELECTION SCREEN (page 28)
SELECTING A FILE (page 29)
¢ The search function can be used to retrieve a file.
5" SEARCHING FOR A STORED FILE (page 43)

¥

Select the operation.
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Select the desired operation and configure settings.

=" JOB SETTINGS SCREEN (page 30)
PRINTING A STORED FILE (page 31)
SENDING A STORED FILE (page 35)
PROPERTIES OF STORED FILES (page 37)
MOVING A STORED FILE (page 39)
DELETING A STORED FILE (page 41)



FOLDER AND FILE SELECTION SCREENS

To use a file stored by document filing, the folder and file must be selected. The folder selection screen and file selection
screen are explained below.

FOLDER SELECTION SCREEN

Two different screens appear depending on whether or not user authentication is enabled on the machine.

When user authentication is not enabled When user authentication is enabled
(1) (2 (3) (1) 2 @3 )
Folder Select Search || Folder Select My Flolder ” Search ]‘
Main Folder l Quick File Folder l Main Folder | Quick File Folder |

CIERG

A1l Folders I ABCD l EFGHI l JKLMN l OPQRST l UVWYZ ]I All Folders l ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ ]I
. 1 o 1
4 4
(1) [Main Folder] key (4) Index tabs
Touch this key to retrieve a file from the Main folder. The All folders appear on the [All Folders] tab.
files in the Main folder will appear. Touch a tab to display the custom folders whose initials

(set in "Document Filing Control" in the system settings)

(2) Custom folder keys match the letters on the tab.

The custom folders that have been created using

"Document Filing Control" in the system settings are (5) [My Folder] key

displayed. Touch a key to display the files in that folder. This key appears when user authentication is enabled.
If a password has been set for a custom folder, a Touch the key to display the file selection screen of "My
password entry screen will appear when the folder is Folder". When user authentication is enabled but "My
touched. The password must be entered. Folder" is not configured, this key will be grayed out to

prevent selection.

(3) [Quick File Folder] key

Touch this key to retrieve a file from the Quick File folder.
The files in the Quick File folder will appear.
I SAVING A FILE WITH "Quick File" (page 13)
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FILE SELECTION SCREEN

The file selection screen of the Quick File folder, Main folder, and custom folders is explained below.

(1)

()

©)]

(1) (2 (3) (4)
J File Retrieve I Scan to HDD r HDD Status rEx Data Accessl
Main Folder Search w}
:
File Name User Name Date A
)
[f'D ‘ file-01 ‘Name 1 ‘ 04/01/2006 I =
[%‘ file-02 | ware 2 | 04/01/2006 ]
—.{_Q\ file-03.tiff | wame 3 | 04/01/2006 |
{fD ‘ file-04 ‘Name 4 ‘ 04/01/2006 ]
(W3] £ite-os.cice | Name 5 [ 04/01/2006 |
[ @ 211 Files | » Filter by Job l Batch Print I
1 !
(5) (6)
File keys (4) Page key

The stored files are displayed. An icon showing which
mode the file was stored from, the file name, the user
name, and the date the file was stored appear in each file
key.

When a file is touched, the job setting screen appears.

Job icons (5)
S L
v tFr:ﬁsmission Ei’ 2?:121;0 @ i?g °
Bl | R | €
Folder
-H tF;:r:ri)i(ssion .=' tF;:r;L-rE?;sion

[File Name] key, [User Name] key, [Date] key

Use these keys to change the order of display of the file

keys. When one of the keys is touched, & or ¥

appears in the key.

* When ! appears in the [File Name] key or [User
Name] key, the files appear by file name or user name
in ascending order. (6)
When ! appears in the [Date] key, the files appear in
order from the oldest date.

* When i appears in the [File Name] key or [User
Name] key, the files appear by file name or user name
in descending order.

When i appears in the [Date] key, the files appear in
order from the most recent date.

[Back] key

Touch this key to return to the base screen of document
filing mode.

I FOLDER SELECTION SCREEN (page 27)
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When multiple pages exist, use this key to enter the
number of a page that you want to display. When the key
is touched, a page number entry screen appears. Enter
the desired page number (3 digits) with the numeric keys.
For example, to display page 3, enter "003".

Select displayed files by job type.

You can select the file keys that are displayed by job
type.

The currently selected job type appears in the left tab. [All
Files] is initially selected.

Touch the [Filter by Job] tab on the right to open the
following screen.

{ Search ] [ 4=  Back ]‘

Main Folder

@ 211 Files { = Scan ] [ ) scan to HDD ]

[ D Copy ]

[

(B A1l Files

{ @ Internet Fax ]

] =)

Printer

P Filter by Job I

Batch Print I

Touch a mode key to show a list of the files that were
stored from that mode.
[Batch Print] key

Touch this key to print all files in a folder.
I=" BATCH PRINTING (page 33)



SELECTING A FILE

This section explains how to select a file to be used.

@ M Select the folder that contains the file
- i you wish to use.

|_ (1) Touch the [DOCUMENT FILING] key.

File Recrieve | Scan to wop | HDD status | mx Data Access The folder selection screen will appear. If a different tab

Folder Select == appears, touch the [File Retrieve] tab.

(e | (lauier wiie aiaer ] When user authentication is enabled and "My Folder" is

G U T = configured in "User List" in the system settings, the

s \ ) 2 custom folder specified as "My Folder" opens. To display

s o | the folder selection screen, touch the [Back] key.

_veer 0 ] [oser s J (2) Touch the key of the folder that contains the

(s ) Do ] desired file.

] All Folders I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ ] .
If a password is set for the selected folder, a password
entry screen will appear.
Enter the password with the numeric keys (5 to 8 digits)
and touch the [OK] key.

oo & = Touch the key of the desired file.

[File vame Joser wame e ] If a password is set for the selected file, a password entry

[fD ‘ file-01 e | vame 1 | 04/01/2006] % screen will appear.

g ™ [some 2 o] Enter the password with the numeric keys (5 to 8 digits) and

@?\ file03.tiff | wame 3 | 04/01/2006] @ touch the [OK] key'

(B | Name 4 | 04/01/2006

@?\ £ile-05. tiff | vame 5 | 04/01/2006 I .

] (B A11 Files I P Filter by Job I (Tchl’rint ]

* The [Filter by Job] tab can be touched to show the mode keys (copy mode, scan mode, etc.). Touch a mode key to
@ show a list of the files that were stored from that mode.

When you know the mode from which a file was stored, touching the [Filter by Job] tab lets you find the file quickly.

* You can touch the [File Name] key, the [User Name] key, or the [Date] key to change the order of display of the files.

e To print all files in the folder, touch the [Batch Print] key.
=" BATCH PRINTING (page 33)
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JOB SETTINGS SCREEN

When a file key is touched, the following screen appears. Touch the key of the operation that you wish to perform and
select settings.

(1)

()

(©)

(4)

(®)

(6)

@)

File Retrieve I Scan to HDD I HDD Status [Ex Data Accessl
Main Folder [ Search ][ - Back ]|
[File Name IUser Name IDate A]
1
(@] se0n a | wame 1 | 0a/01/2006 | =
[ dM e | 04/01/2006 |
=
[_Q‘ £ile-03.tiff | wae 3 | oa/01/2006 | |
(B size-os | vame 4 | 0a/01/2006 |
[_Q‘ £ile-05.tiff | wame 5 | 0470172006
@ a11 Files ] » Filter by Job ] Batch Print |

File display
This shows information on the currently selected file (job
icon, file name, user name, store size, and color mode).

[Cancel] key

Touch this key to cancel the operation and return to the
file selection screen.

[Print] key
Touch this key to print the selected file.
I PRINTING A STORED FILE (page 31)

[Move] key

Use this procedure to change the location of a file (move
a file to a different folder).
" MOVING A STORED FILE (page 39)

[Send] key

A stored file can be sent by fax, Internet fax, or scan
transmission.
" SENDING A STORED FILE (page 35)

[Delete] key

Touch this key to delete a file that is no longer needed.
I" DELETING A STORED FILE (page 41)

[Property Change] key

Use this key to change the property ("Sharing", "Protect",
or "Confidential") of a stored file.

I" PROPERTIES OF STORED FILES (page 37)
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(1) (2

) (
Job Settings Cancel IJ
lfD file-01 Name 1 8¥x11 F. Color I

Select the job.

Property
Change

| = | =

I ("
Print Send
\ \

@ @ G 6 O ©

[Detail] key

Touch this key to show detailed information on the
selected file.

When this key is touched, the following screen appears.

Job Settings / Detail [ OK ]‘

([(Fzevame Jsite01

" Folder:Main Folder

D) wame 1

® Size:8%x11 = Resolution:600X600dpi

*Date:04/01/2006 11:20 AM = Color / B/W:Full Color
" Data Size:40B = Pages:10
Document N Special @
. . i
Style: am Modes:
i
routput: [ B = File Type:

If you wish to change the file name, touch the [File Name]
key in this screen.

A text entry screen will appear. Enter the desired file
name. For the procedure for entering text, see "6.
ENTERING TEXT" in the User's Guide.

The key appears when a special mode is selected.
Touch the key to display the special mode selection
confirmation screen.



PRINTING A STORED FILE

A file stored using document filing can be retrieved and printed when needed. The settings used when the file was
stored are also stored, and thus the file can be printed again using those settings. The file can also be modified before
printing by changing the print settings.

After selecting the desired file, follow the steps below.

=" SELECTING A FILE (page 29)

Touch the [Print] key.

Job Settings [ Cancel ]‘

E-D file-01 Name 1 8%x11 F. Color

Select the job.

. Property
Print [ Send ] { Change ]
[ Delete ] { Detail ]

Touch the [Print and Delete the Data] key

| Job Settings / Print [ cancel ]‘

® fiten Bl 7. colos or the [Print and Save the Data] key.
If the [Print and Delete the Data] key is touched, the files will be
Nurber of Prints automatically deleted after printing.
- If the [Print and Save the Data] key is touched, the files will be
¥ & ﬁ,—) saved after printing.
Output settings, 2-sided printing, special modes, the number of

E] 5/ print copies, and other settings can be selected. For more
information, see "PRINT SETTINGS SCREEN" (page 32).

* A file saved in black and white or grayscale cannot be printed in color.
@ * When a long size document is stored from Scan to HDD or scan mode, the file cannot be printed. A file stored from scan
mode that included fax mode or Internet fax mode destinations in a broadcast transmission can be printed.
* If print settings are changed when a stored file is printed, the only changed setting that can be stored is the number of
copies.
* The printing speed may be somewhat slow depending on the resolution and exposure mode settings of the stored file.
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PRINT SETTINGS SCREEN

M

)

©))

(4)

[ Cancel ]‘

8%x11

F. Color

®)

Print and Delete the Data (s (6)
[ exint ana save the paca @memm (7)

Job Settings / Print
f‘D file-01 Name 1
Paper Select
(1) — Auto Number of Prints
—
— output
(2) ~ =
(3) —  sided |
) Special Modes B/W Print
(4) =) | [

®)

[Paper Select] key
Use this key to set the paper size.

[Output] key
Use this key to select Sort, Group or Staple Sort, and to
select the output tray.

[2-Sided] key

Use this key to select the orientation of the image on the
reverse side of the paper for 2-sided printing. To have the
front and back images oriented in the same direction,
touch the [2-Sided Booklet] key. To have the front and
back images oriented opposite to each other, touch the
[2-Sided Tablet] key. Note that the size and orientation of
the saved image may cause these keys to have the
opposite effect. If neither of these keys is selected
(neither is highlighted), 1-sided printing will take place.

[Special Modes] key

Touch this key to select "Margin Shift", "Pamphlet Style",
"2in1/ 4in1", "Tandem Print", or "Stamp".

This key does not appear if the file was saved from print
mode.
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(®)

(6)

@

®)

(=] (4] key

Use these keys to set the number of copies. The number
of copies can also be set with the numeric keys.

[Print and Delete the Data] key

Printing begins when this key is touched. When printing
is finished, the file will be automatically deleted.

[Print and Save the Data] key

Printing begins when this key is touched. The file will not
be deleted after printing.

[B/W Print] checkbox

Select this checkbox if the file was saved in color and you
wish to print it in black & white.

When the file is saved in black & white, this checkbox
does not appear.



BATCH PRINTING

All files in a folder that have the same user name and password can be printed at once.

Main Folder { Search ][ 4=  Back ]‘
[File Name Joser wae [pare 4]

[®] tire0 | Nare 1 | 04/01/2006 | =
[y | Name 2 | 04/01/2006 ]

@J\ file-03.tiff | vame 3 | 0ar01/2006 | L%
(@] sire-0e | wae 4 | 04/01/2006 ]

@J\ £ile-05. tiff | wame 5 | 04701/2006 |

] @211 Files | b Filter by dob ]

Batch Print !

Touch the [Batch Print] key.

To batch print only the files of a certain job type, touch the
[Filter by Job] tab to change the displayed files, and touch the
[Batch Print] key.

| Batch Print { Cancel ]|

(3 user 1/ (f5a11 Files

—

Touch the [User Name] key.

(C)  (BXD) (A) Select the user name.
S T | There are four ways to select the user name:
(A) Touch the key of the user name.

27 | |
@ [Name3
(

i
[ Direct Entryj.

[Name 7
(e
L4
. All Users ABCD EFGHI | JKLMN | OPQRST | UVWXYZ

The touched user name is highlighted.
If you accidentally select the wrong user name, touch the
key of the correct name.

(B) Touch the [Default User] key.
The user name can be selected from the factory stored
users.

(C) Touch the key.
An area for entering the "Registration No." [---] appears in
the message display. Enter the "Registration No." set
during user registration. This will allow you to select the
user name.

(D) Touch the [Direct Entry] key.
A text entry screen appears. Directly enter the user name.
To enter text, see "6. ENTERING TEXT" in the User's
Guide.

After selecting the user name, touch the [OK] key.

@ When all users and user unknown batch printing is enabled in the system settings (administrator), the [All Users] key

and [User Unknown] key can be selected.

The [All Users] key can be touched to select all files in the folder (the files of all users).
The [User Unknown] key can be touched to select all files in the folder that do not have a user name.

33



If a password has been established,

Batch Print [ Cancel ]‘

3 vser 1/ @1 ries touch the [Password] key.

fame 1 Enter the password with the numeric keys (5 to 8 digits) and
touch the [OK] key. Only files that have the same password will
be selected.

If you do not wish to enter a password, go to the next step.

—Jelete the

Print and Delete the Data
Data

[ Print and Save the Data ] [Change PRT.ND.]

o ] To set the number of copies, touch the
0 vser 1/ @B ites [Change PRT.No.] key.

Jame 1 If you wish to use the number of copies stored with each file, go
([asswora | xxxxxxx to step 6.

[ Delg:iathe ] [Print and Delete the Data]

Print and Save the Data I Change PRT.NO.I

(1) Touch the [Apply the Number from Stored

Batch Print [ cancer |
Change Brint Nunber [_concer ]LOK_]‘ Setting of Each Job] checkbox so that it is
not selected ([_)).
-N (2) Set the number of copies with the (=]

EIE keys.

The number of copies can be also set with the numeric
Q Apply the Number from Stored Setting of keys_

(8) Touch the [OK] key.

(1) @)
[secen renc — J| Touchthe [Print and Delete the Data] key
& vser 1/ @il siles or the [Print and Save the Data] key.
Name 1 If the [Print and Delete the Data] key is touched, the files will be

automatically deleted after printing.
B stk If the [Print and Save the Data] key is touched, the files will be

[ Dd;;iathe I [Print and Delete the Data] saved after printing.

If there are no files that match the search conditions, you will
[ Print and Save the Data ] [Change PRTJ\IO.] return to the flle ||St screen.

@ All files that match the current search conditions can be deleted by touching the [Delete the Data] key.

34



SENDING A STORED FILE

A file stored by document filing can be retrieved and transmitted whenever needed. The settings used when the file was
stored are also stored, and thus the file can be transmitted using those settings. If needed, you can also change the
transmission settings to modify the retrieved file.

After selecting the desired file, follow the steps below.

=" SELECTING A FILE (page 29)

Touch the [Send] key.

Job Settings [ Cancel ]‘

D file-01 Name 1 8¥x11 F. Color

Select the job.

. Property
Print Send Change |
Move | De Detail I

[rscess o] [ _ Select transmission settings.

P Cotor | For information on the settings, see "SEND SETTINGS

[Send Settings] 200X200dpi SCREEN“ (page 36)
B eor o eor

A = Press the [COLOR START] key (C0O0®)
& or & or the [BLACK & WHITE START] key
(Oe).
@ If you are sending a fax or an Internet fax, only the [BLACK & WHITE START] key (O @) can be used.

* A file saved in black and white or grayscale cannot be transmitted in color.
@ * A stored print job cannot be transmitted.
* These transmission methods require installation of the corresponding options.
* If any of the following special modes were included in the saved file, the file cannot be transmitted.
"Pamphlet Copy", "Covers/Inserts”, "Photo Repeat", "Multi-Page Enlargement", "Multi Shot" for copying.
* If any of the following special modes were included in the saved file, the file can be transmitted but the special modes will
not be executed.
"Margin Shift", "Transparency Inserts", "Book Copy", "Tab Copy", "Stamp", all "Color Adjustments" menu items, "Centering
* Depending on the reduction or enlargement ratio used when storing a file, it may not be possible to send the stored file
using a selected resolution setting. In this event, try changing the resolution.
However, when sending a stored file by Internet fax, transmission may not be possible even if the resolution is changed.
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SEND SETTINGS SCREEN

The keys that appear in the send settings are explained below. For more information on each of the settings, see "BASE
SCREEN OF FAX MODE" in the Facsimile Guide and "BASE SCREEN" in the Scanner Guide.

Example of scan mode

(1)

)

(©)

(4)

(5)

(6)

@)

(8)

= Ready to send.

(1) 1{ Scan [ Internet Fax [ Fax ]I

[ (6)
s~ ()

Cancel

(2) “ii Paddress Bookl
(3) —LAddress Entryl

0 file-01
F. Color

Name 1

®)

(4) —( Send Settings]

File Format | gl eor

o eoF P (9)

Special Modes

7]

®)

Send mode tabs

Touch the appropriate tab to select fax mode, scan
mode, or Internet fax mode.

[Address Book] key

Touch this key to display the destinations stored in the
address book.

[Address Entry] key or [Sub Address] key

Use this key to directly enter an address when sending a
file in scan mode or Internet Fax mode.

In fax mode this appears as the "Sub Address" key. Use
this key to enter a sub-address and password for F-code
communication.

[Send Settings] key

This key appears in scan mode and Internet fax mode.

Touch the key to enter a subject and a file name when

performing a transmission. In scan mode, a sender can
also be specified.

key

The 3-digit search number that was assigned to a
one-touch key or group key when the key was stored can
be entered to specify a destination.

[Next Address] key

This key appears when at least one address has been
entered. Use this key when you are sending a file to
multiple destinations.

[Cancel] key
This returns you to the job settings screen.

File name / User name display
This shows the icon of the file to be sent, the file name,

the user name, and the color mode (color/black & white).
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Any of these keys can be touched to change the
corresponding settings of the file to be sent. The
settings that can be selected vary by mode.

* Scan mode

[Resolution] key

Use this to select the resolution. A resolution setting
higher than the resolution at which the file was stored
cannot be selected.

[File Format] key

This lets you select the file type, compression ratio,
and color mode.

[Special Modes] key

This displays the [Timer] key.

Internet fax mode

[Resolution] key

Use this to select the resolution. A resolution setting
higher than the resolution at which the file was stored
cannot be selected.

[File Format] key

Use this to select the file type and compression ratio.
[Special Modes] key

This displays the [Timer] and [Transaction Report]
keys.

Fax mode

[Resolution] key

Use this to select the resolution. A resolution setting
higher than the resolution at which the file was stored
cannot be selected.

[Special Modes] key

This displays the [Timer], [Own Name Select], and
[Transaction Report] keys.



PROPERTIES OF STORED FILES
FILE PROPERTIES

A protect setting can be selected for files saved with the document filing function. This prevents a file from being moved,
or automatically or manually deleted.

Three properties are available for saved files: [Sharing], [Protect], and [Confidential]. When saved with the [Sharing]
property, a file is not protected. When saved with the [Protect] or [Confidential] property, a file is protected.

Files saved to the Quick File folder are all saved as [Sharing] files. When a file is saved to the Main folder or a custom
folder, [Sharing] or [Confidential] can be selected.

Sharing A [Sharing] file can be changed to [Protect] or [Confidential] using [Property Change] in the Job Settings.
"Protect" prevents a file from being moved or deleted. A password cannot be established. The iEl icon
Protect . . . ' i
appears with the mode icon in the file key of a protected file.
. . To protect a "Confidential" file, a password is set. (The password must be entered to retrieve the file.) The ﬂ
Confidential . . o : o
icon appears with the mode icon in the file key of a confidential file.

CHANGING THE PROPERTY

After selecting the desired file, follow the steps below.
=" SELECTING A FILE (page 29)

e ] Touch the [Property Change] key.
fD file-01 Name 1 8%x11 F. Color

[ Print ] [ Send ] Pég‘;ﬁ;?

el = E 'ﬁ

M (e Select the property.
|
Job Settings / Property Change { Cancel ][ OK ] (1) TOUCh the key Of the deS|red property.
D sz1e0l Nare 1 8x1l F. Coler When the [Confidential] key is touched, the [Password]
key can be touched.

q

Protect Password

Touch the [Password] key, enter a password (5 to 8 digits)

sharing with the numeric keys, and touch the [OK] key.

(2) Touch the [OK] key.
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@ Restrictions on changing the property

* A file that is set to "Sharing" can be changed to "Protect" or "Confidential". However, a "Sharing" file that is saved in the
Quick File folder can only be changed to "Protect".

* A file that is set to "Protect" can be changed to "Sharing" or "Confidential". However, a "Protect” file that is saved in the
Quick File folder can only be changed to "Sharing".

* A file that is saved in the Quick File folder cannot be changed to "Confidential". If the file is moved to the Main folder or a
custom folder, the property can be changed to "Confidential".

* Two properties cannot be selected for a single file.
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MOVING A STORED FILE

Use this procedure to change the location of a file (move a file to a different folder).
After selecting the desired file, follow the steps below.
1= SELECTING A FILE (page 29)

o] Touch the [Move] key.

B file-01 Name 1 8¥x11 F. Color

Job Settings

Select the job.

Property
Change

J
e el

e =

Touch the [Move to:] key.

Job Settings / Move [ Cancel ]‘

B file-01 Name 1 B¥x11 F. Color

Select the folder the file is moved to.

@ * A file cannot be moved to the Quick File Folder. With this procedure, the original name is changed and the file is
moved to the specified folder. (Unlike the "Save As" command on a computer, the file is not copied to the specified
folder with the original file remaining in the original location.)

¢ To change the file name, touch the [File Name] key.

(1) (3) Select the destination folder.

706 settings / Hove o« ] (1) Touch the key of the folder to which you
' want to move the file.

If a password is set for the selected folder, a password
entry screen will appear.

Enter the password with the numeric keys (5 to 8 digits)
and touch the [OK] key.

(2) Touch the [OK] key.

Main Folder

User 1 User 2

User 4

User 5

User 7 User 8

User 9 User 10

J
J |

User 3 ] I
] [[users
J |
J

_,HHHH
nﬂ M‘H

L| All Folders I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ]

The above screen shows the custom folders as an
example.
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Touch the [Move] key.

Job Settings / Move [ Cancel ]‘

B file-01 Name 1 8¥x11 F. Color

Select the folder the file is moved to.

A file whose property is "Protect" cannot be moved. To move a protected file, change its property to "Sharing" or
@ "Confidential".
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DELETING A STORED FILE

Stored files that are no longer needed can be deleted.
Select the file that you wish to delete and touch the [Delete] key.
=" SELECTING A FILE (page 29)

— J| Touch the [Delete] key.
B file-01 Name 1 11 F. Color
Select the job.

=3

Move I Delete I Detail I

Check the file and then touch the [Yes]
/N pelete the file data? key.

Name 1
file-01

No Yes

A file whose property is "Protect" cannot be deleted. To delete a protected file, change its property to "Sharing" or
@ "Confidential".
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RETRIEVING AND USING A FILE FROM THE
JOB STATUS SCREEN

Files stored using File and Quick File appear as keys in the job status complete screen.
This is convenient when you need to quickly print the saved data of a copy job or quickly send a saved fax to another
destination.

JOB STATUS Press the [JOB STATUS] key.
[ o oo |2 s eo [0 raxvon |@acerer ven] Touch the job status selector key so that
Job Queue Sets / Progress Status spool com Iete is hi hli hted.
[Complete] is highlig
2 @f 0312345678 002/000 Waiting ; Complete
[3 @f 0312345678 002/000 Waiting
[4 ) copy 002/000 Waiting
Stop/Deletel
(& erinc sob |20 scanto [ Faxoob | @ncemmes rex| Select the desired file in the completed
Jobs Completed Set Time Sets Status = H
E;| Computer02 11:00 04/01 001/001 OK JoipZu:ue IObS.
b conputerts 1032 oa/01 020/020 o - (1) Touch the key of the desired file.
! computeros 10:31 04/01 013/013 OK : X .
10130 04/01 010/010 oK If a password is set for the selected file, a password entry
fﬂD Copy 10‘ .3 04/01 001/001 OK | : Screen WI” appear
B eoor 7 PYS— =] Enter the password with the numeric keys (5 to 8 digits)
B computeros 10f1 04/01 003/003 OK and touch the [OK] key
B cooy 10 fo 04/01 010/010 OK ua:ll_J (2) Touch the [Ca"] key.
1) @) The job settings screen appears.

Select and perform the desired operation.

=" JOB SETTINGS SCREEN (page 30)
PRINTING A STORED FILE (page 31)
SENDING A STORED FILE (page 35)
PROPERTIES OF STORED FILES (page 37)
MOVING A STORED FILE (page 39)
DELETING A STORED FILE (page 41)

@ To view information on a file, select the file and then touch the [Detail] key.
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SEARCHING FOR A STORED FILE

When there are many stored files, it may take time to find a file. The search function of document filing mode can be

used to find a file quickly.

This section explains how to search for a file or folder on the machine's hard drive.
Searching is possible even when you only know part of the file name or folder name. A folder can also be specified as a

search range.

Example: Only part of a file name is known: "Meeting"

-

T

O

For individuals Quick File

am i

A\

~

[

Regular meeting

Report

llis

Text 1

e

Meeting graphs

~

- N
ﬁb%

For Regular  Meeting

meetings meeting graphs

All folders and files that
include "Meeting" will be

COPY IMAGE SEND

Flle Retrieve Scan to HDD

HDD Status

Ex Data Access

\!

Folder Select

Search

Main Folder

Quick File Folder

)

User 2

) &

)

User 6

(
(
[ User 4
(
(

User 8

15

(
(
(
(
(
(

User 9

J
J
J
J
J
J

[ User 10

J

] All Folders I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ]

Main  For meetings . ) listed.
~ Xi?r?; {ﬁg estﬁf;rfh [Search results] )
J
(1) @] Open the file search screen.

(1) Touch the [DOCUMENT FILING] key.
(2) Touch the [Search] key.

Search

[

Cancel

T=

Search

User Name I

Password

File or Folder Name l

Touch the [User Name] key or the [File
or Folder Name] key.

If you know the user name, touch the [User Name] key and go
to "Using the user name to search" in step 3.

If you know the file name, touch the [File or Folder Name] key

and go to "Using the file name or folder name to search" in step
3.
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©) (BXD)

(A)

| User Name

{ Cancel

I

- B

o 2"

} Default User

DU

i
[ Direct Entry @m
3

ABC

User

T

Name 11

All Users

ABCD

EFGHI

JKLMN

OPQRST

UVWXYZ
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Using the user name to search

There are four ways to select the user name:

(A) Touch the key of the user name.
The touched user name is highlighted.
If you accidentally select the wrong user name, touch the
key of the correct name.

(B) Touch the [Default User] key.
The user name can be selected from the factory stored
users.

(C) Touch the key.
An area for entering the "Registration No." [---] appears in
the message display. Enter the "Registration No." set
during user registration. This will allow you to select the
user name.

(D) Touch the [Direct Entry] key.
A text entry screen appears. Directly enter the user name.
To enter text, see "6. ENTERING TEXT" in the User's
Guide. Searching is possible even if you only enter the first
several letters of the user name.

After selecting the user name, touch the [OK] key.

After the user name is selected, the [Password] key can be
touched. To search for files of the selected user name that
have a certain password, touch the [Password] key and enter
the password.

(It is not possible to search using a password only.)

Using the file name or folder name to
search

Enter the file name or folder name in the text entry screen that
appears and touch the [OK] key.



| Search [ Cancel ] Start Search ” TOUCh the [Sta rt SearCh] key'

The search results will appear in a screen similar to the
following screen. A list of the files that match your search

i criteria will appear. Select the desired file from the list.
(T R The job settings screen will appear.
Search [ cancel || search Again |
[File or Folder Name IUser Name IDate é]
[EE\\ file-01 | Name 1 | 04/01/2006]

To return to the base screen of document filing mode,
touch the [Cancel] key.

To return to the file search screen, touch the [Search
Again] key.

@ * When you search using [File or Folder Name], custom folders that match the search characters will also appear in
the list. When a folder key is touched, a list of the files in the folder appears. Touch the desired file in the list.

* You can also use the Web pages to search for a file. Click [Document Operations], [Document Filing], and then
[Search] in the Web page menu.
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Searching within a folder

You can specify a folder to restrict the search range to that folder. To search within a specified folder, follow the steps

below.

@

COPY IMAGE SEND

|l_

File Retrieve | Scan to HDD HDD Status |Ex Data Accessl

| Folder Select [ Search ]‘
{Main Folder ] [Quick File Folder ]

{ User 1 ] [ User 2 ] %

{ User 3 ] [ User 4 ]

( User 5 ] [ User 6 ]
{ User 7 ] [ User 8 ]

{ User 9 ] [ User 10 ]

] All Folders I ABCD l EFGHI l JKLMN l OPQRSTI UVWX‘{Z]

Open the folder that you wish to search.
(1) Touch the [DOCUMENT FILING] key.

(2) Touch the key of the folder that you wish to
search.
If a password is set for the selected folder, a password
entry screen will appear.
Enter the password with the numeric keys (5 to 8 digits)
and touch the [OK] key.

[oeer 1 . J+ - J| Touch the [Search] key.
[File Name IUser Name d‘ h")ate é]
[®] tire0 | ware 1 | 04/01/2006 |
[fl?é‘ file-02 | wame 2 | 04/01/2006]
@3\ file-03.tiff | ware 3 | 04/01/2006 |
(@] sire-oe | vare 4 | 0a/01/2006 |
@3\ file-05.tiff | wame 5 | 0s/01/2006 |
] @D a1l riles | b Filter by gob ] [ Batch rint |
B T Touch the [User Name] key or the [File
or Folder Name] key.
" ser ane If you know the user name, touch the [User Name] key and go
) to "Using the user name to search" in step 4.
If you know the file name, touch the [File or Folder Name] key
Password . . .
and go to "Using the file name or folder name to search" in step
D Search within Current Folder 4.
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©) (BXD)

(A)

| User Name

{ Cancel

I

- B

o 2"

} Default User

DU

i
[ Direct Entry @m
3

ABC

User

T

Name 11

All Users

ABCD

EFGHI

JKLMN

OPQRST

UVWXYZ
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Using the user name to search

There are four ways to select the user name:

(A) Touch the key of the user name.
The touched user name is highlighted.
If you accidentally select the wrong user name, touch the
key of the correct name.

(B) Touch the [Default User] key.
The user name can be selected from the factory stored
users.

(C) Touch the key.
An area for entering the "Registration No." [---] appears in
the message display. Enter the "Registration No." set
during user registration. This will allow you to select the
user name.

(D) Touch the [Direct Entry] key.
A text entry screen appears. Directly enter the user name.
To enter text, see "6. ENTERING TEXT" in the User's
Guide. Searching is possible even if you only enter the first
several letters of the user name.

After selecting the user name, touch the [OK] key.

After the user name is selected, the [Password] key can be
touched. To search for files of the selected user name that
have a certain password, touch the [Password] key and enter
the password.

(It is not possible to search using a password only.)

Using the file name or folder name to
search

Enter the file name or folder name in the text entry screen that
appears and touch the [OK] key.



M )
|
&
Search [ Cancel ][ Start Search ]‘
{ File or Folder Name ] file-01

n
I Search within Current Folder ..—

Start searching.

(1) Touch the [Search within Current Folder]
checkbox so that it is selected [v].
To search only files that are in the current folder, select

the [Search within Current Folder] checkbox [v].
Use this method to search for a file in a confidential folder.

Touch the [Start Search] key.

The search results will appear in a screen similar to the
following screen. A list of the files that match your search
criteria will appear. Select the desired file from the list.
The job settings screen will appear.

(2)

][ Search Again ]

IDate A ]

‘ 04/01/2006 ]

Cancel

Search {

[File or Folder Name IUser Name

| wame 1

[fD | £ite-01

To return to the base screen of document filing mode,
touch the [Cancel] key.

To return to the file search screen, touch the [Search
Again] key.
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ABOUT THIS MANUAL

This manual explains the procedures for using scan mode, USB memory mode, Internet fax mode, PC scan mode, and
data entry mode on the machine.

Please note

* To use the Internet fax function, the Internet fax expansion kit must be installed.

* The application integration module is required to use the metadata transmission function.

* For information on installing the drivers and software cited in this manual, please refer to the Software Setup Guide and the
manuals that are provided with the expansion kits.

* To use the network scanner function, basic network scanner settings, server settings including SMTP and DNS server settings,
and destinations must be configured in the Web pages. Configure and store the settings as explained in this manual. These
settings require a knowledge of your network environment and therefore must be configured by your network administrator.

* For information on your operating system, please refer to your operating system manual or the online Help function.

* The explanations of screens and procedures in this manual are primarily for Windows® XP. The screens may vary in other
versions of Windows.

* Wherever "MX-xxxx" appears in this manual, please substitute your model name for "xxxx".

* Considerable care has been taken in preparing this manual. If you have any comments or concerns about the manual, please
contact your dealer or nearest SHARP Service Department.

* This product has undergone strict quality control and inspection procedures. In the unlikely event that a defect or other problem
is discovered, please contact your dealer or nearest SHARP Service Department.

* Aside from instances provided for by law, SHARP is not responsible for failures occurring during the use of the product or its
options, or failures due to incorrect operation of the product and its options, or other failures, or for any damage that occurs due
to use of the product.

Warning

* Reproduction, adaptation or translation of the contents of the manual without prior written permission is prohibited, except as
allowed under copyright laws.
¢ All information in this manual is subject to change without notice.

lllustrations and the operation panel and touch panel shown in this manual

The peripheral devices are generally optional, however, some models include certain peripheral devices as standard equipment.
The explanations in this manual assume that a saddle stitch finisher, punch module, and inserter are installed on the machine.
For some functions and procedures, the explanations assume that devices other than the above are installed.

The display screens, messages, and key names shown in the manual may differ from those on the actual machine
due to product improvements and modifications.




MANUALS PROVIDED WITH THE MACHINE

Printed manuals and manuals stored in PDF format on the machine's hard drive are provided with the machine. When
using the machine, read the appropriate manual for the feature you are using.

Printed manuals

Manual name Contents

This manual contains instructions for using the machine safely and lists the specifications of the machine

Safety Guide and its peripheral devices.

Software Setup This manual explains how to install the software and configure settings to use the machine as a printer or
Guide scanner.

This manual provides easy-to-understand explanations of all the functions of the machine in a single
Quick Start Guide volume.
Detailed explanations of each of the functions can be found in the manuals in PDF format.

This manual explains how to remove paper misfeeds and provides answers to frequently asked questions
Troubleshooting regarding the operation of the machine in each mode. Refer to this manual when you have difficulty using
the machine.

Operation manuals in PDF format

The manuals in PDF format provide detailed explanations of the procedures for using the machine in each mode. To
view the PDF manuals, download them from the hard drive in the machine. The procedure for downloading the manuals
is explained in "How to download the manuals in PDF format" in the Quick Start Guide.

Manual name Contents
\ . This manual provides information, such as basic operation procedures, how to load paper, and machine
User's Guide ;
maintenance.
Copier Guide This manual provides detailed explanations of the procedures for using the copy function.
Printer Guide This manual provides detailed explanations of the procedures for using the printer function.
Facsimile Guide This manual provides detailed explanations of the procedures for using the fax function.
Scanner Guide This manual provides detailed explanations of the procedures for using the scanner function and the
(This manual) Internet fax function.

This manual provides detailed explanations of the procedures for using the document filing function. The
document filing function allows you to save the document data of a copy or fax job, or the data of a print
job, as a file on the machine's hard drive. The file can be called up as needed.

Document Filing
Guide

This manual explains the "System Settings", which are used to configure a variety of parameters to suit
the aims and the needs of your workplace. Current settings can be displayed or printed out from the
"System Settings".

System Settings
Guide

Icons used in the manuals

The icons in the manuals indicate the following types of information:

This alerts you to a situation where there is a risk of This indicates the name of a system setting and
@ machine damage or failure. provides a brief explanation of the setting.
For detailed information on each system setting, see

This provides a supplemental explanation of a the System Settings Guide.
@ function or procedure.

When "System Settings:" appears:

When "System Settings (Administrator):"
appears:

A setting that can only be configured by an
administrator is explained.

@ This explains how to cancel or correct an operation. A general setting is explained.




BEFORE USING THE MACHINE

AS A NETWORK SCANNER

This chapter provides information that you should know before using the machine as a network scanner.

NETWORK SCANNER FUNCTION

The network scanner function of the machine can be used to scan an original, create an image file, and send the file
over a network to a computer, FTP server, or other destination. Scanning is also possible from your computer using a
TWAIN-compliant application.

The network scanner function provides the following scanning modes.

Scan modes

15> SENDING AN IMAGE IN SCAN MODE (page 28)
Scan to E-mail

The scanned file is sent to an e-mail address.

Scan to FTP

The scanned file is sent to a specified directory of an FTP server.

When the file is sent, it is also possible to send an e-mail to a previously stored e-mail
address to inform the recipient of the location of the file. (This is called "Scan to FTP
(Hyperlink)".)

Scan to Desktop

The scanned file is sent to a specified folder on your computer.

To use Scan to Desktop, software must be installed from the "Sharpdesk/Network Scanner
Utilities" CD-ROM that accompanies the machine. For the system requirements of the
software, see the manual (PDF format) or the Readme file on the CD-ROM. For the
procedures for installing the software, see the "Sharpdesk Installation Guide".

Scan to Network Folder

The scanned file is sent to a shared folder on a Windows computer on the same network as
the machine.

Transmission is possible to computers running the following operating systems: Windows
98/Me/NT 4.0/2000/XP/Server 2003




USB memory mode
15 SENDING AN IMAGE IN USB MEMORY MODE (page 37)

USB Memory Scan

The scanned file is sent to and stored in a USB memory device connected to the machine.

Internet fax mode
1= SENDING A FAX IN INTERNET FAX MODE (page 42)

Internet fax transmission

The scanned file is sent as an Internet fax. Reception of Internet faxes is also possible.

PC scan mode

=" 7. SCANNING FROM A COMPUTER (PC Scan Mode) (page 112)

PC Scan

A TWAIN-compliant application on a computer connected to the same network as the
machine is used to scan a document or image.

To use PC Scan, the scanner driver must be installed from the "Software CD-ROM" that
accompanies the machine.

Operating systems that can be used are Windows 98/Me/2000/XP/Server 2003.

Data entry mode
15° 8. METADATA DELIVERY (page 117)

Metadata delivery

The application integration module can be combined with the network scanner function to append a metadata* file to a
scanned image file. (This is called metadata delivery.)

Information entered using the touch panel or automatically generated by the machine can be sent to a directory on an
FTP server or an application on a computer as a metadata file in XML format.

* Metadata is information about a file, how it is to be processed, and its relation to other objects.



PREPARATIONS FOR USE AS A NETWORK
SCANNER

MAKE SURE THE MAIN POWER SWITCH IS IN THE
"ON" POSITION

The main power is "on" when the main power indicator on the right side of the operation panel is lit.

If the main power indicator is not lit, the main power is "off". Switch the main power switch to the "on" position and press
the [POWER] key ((® ]) on the operation panel.

If the Internet fax function will be used, and in particular if reception or timer transmission will take place at night, always
keep the main power switch in the "on" position.

When the [POWER SAVE] key ((®)) indicator light is blinking, the machine is in auto power shut-off mode. If the [POWER
SAVE] key (@) is pressed when the indicator is blinking, the indicator will turn off and the machine will return to the ready
state after a brief interval.

Main power indicator
|

"On" position

LG ®
()G o
() Lo (] [cA)

LOGOUT

Main power
switch

1 % gF—

[POWER SAVE] key/indicator

CHECKING THE DATE AND TIME

Verify that the correct date and time are set in the machine.

The date and time are set in the system settings of the machine. When the [SYSTEM SETTINGS] key is pressed, the
system settings menu screen appears on the touch panel. Select [Default Settings], [Clock], and [Clock Adjust], and set
the year, month, day, hour, and minute.



STORING SENDER INFORMATION

Before using Scan to E-mail
Store a default sender name in "Sender Name" and a reply e-mail address in "Reply E-mail Address". These will be
used when a sender is not selected.

System Settings (Administrator): Default Sender Set
This is used to store the sender name and e-mail address that is used when a sender is not selected.

Before using Internet fax
Store a sender name in "Sender Name" and a sender Internet fax address in "Own Address".

System Settings (Administrator): I-Fax Own Name and Address Set
Use this setting to program the sender name and sender address.

SETTINGS REQUIRED IN THE WEB PAGES

In order to use the network scanner function, basic network scanner settings, server settings including SMTP and DNS
server settings, and the sender address must be configured in the Web pages.

* Basic network scanner settings
To configure network scanner settings, click [Application Settings] and then [Network Scanner Settings] in the Web
page menu. (Administrator rights are required.)

e Server settings
To configure server settings, click [Network Settings] and then [Services Settings] in the Web page menu.
(Administrator rights are required.)

STORING DESTINATION ADDRESSES FOR EACH
SCAN MODE IN THE ADDRESS BOOK

To use Scan to FTP, Scan to Desktop, and Scan to Network Folder, destinations must be stored in the address book.
Although destinations for Scan to E-mail and Internet fax do not need to be stored in the address book (they can be
entered directly or looked up in a global address book at the time of transmission), storing these types of destinations in
the address book makes it easy to select them. Store each type of destination as explained below.

Scan mode destinations

e Scan to FTP: Click [Address Book] in the Web page menu and then click the [Add] button. Select [FTP] in
[Address Type] and store an address.

* Scan to Network Folder: Click [Address Book] in the Web page menu and then click the [Add] button. Select [Network
Folder] in [Address Type] and store an address.

¢ Scan to E-mail: Click [Address Book] in the Web page menu and then click the [Add] button. Select [E-mail]
in [Address Type] and store an address. Addresses can also be stored in the system
settings.

¢ Scan to Desktop: See "STORING A DESTINATION FOR SCAN TO DESKTOP" (page 10). Scan to Desktop

destinations can also be stored in the Web pages. Click [Address Book] in the Web page
menu and then click the [Add] button. Select [Desktop] in [Address Type] and store an
address.
Internet fax mode: Click [Address Book] in the Web page menu and then click the [Add] button. Select [Internet Fax]
in [Address Type] and store an address. Addresses can also be stored in the system settings.

System Settings: Address Book
This is used to store destination addresses for Scan to E-mail and Internet fax.




STORING A DESTINATION FOR SCAN TO DESKTOP

To store your computer in the machine as a destination for Scan to Desktop, Network Scanner Tool must be installed
from the "Sharpdesk/Network Scanner Utilities" CD-ROM that accompanies the machine. To scan an image to your
computer, Network Scanner Tool must be running on your computer.

INSTALLING NETWORK SCANNER TOOL

To install Network Scanner Tool, see the "Sharpdesk Installation Guide" that accompanies the machine. When a
standard installation is performed, Network Scanner Tool is installed with Sharpdesk.

When you restart your computer after installing Network Scanner Tool, the Setup Wizard will start automatically. Follow
this wizard to set up Network Scanner Tool. This will store your computer in the machine as a destination for Scan to
Desktop. The stored destination will be displayed as a one-touch key in the address book screen.

The following window appears while Network Scanner Tool is being set up. The item selected in "My Profiles" (C) will be
the name of the one-touch key.

E Metwork Scanner Tool Setup E J Scan I Internet Fax I Fax I USB Mem. Scan l PC Scan I

Fiefiz to Profile Mame
3 g
Send Settings 200%200dpi

Enter a short prefix [e.0. name, initials) that will help you
identify wour Profiles from the scanner frant panel

[naaess zeview & oo o o
Prefis
| (A) File B auto/Grayscale {8 Mono2
Conmp

i

Quick File
Initial
- ®

L RERD | Bee )
» Condi.tion
< Back I Mext » Cancel | Help | Settings {AAA ARA B] [AAA BBB @] 1
M.mw-msmop ] [AAA cee El] :
[ Network Scanner Tool Setup g| [Address Entry] {AAA 21D ‘] [AAA EEE E']
Addrgizbgiarchl {AAA FFF B] [AAA GGG @] E]
Frofile S election
{AAA HHH B] [AAA II1 \]

Add profiles pou want ko use into "My Prafiles list. Click
profile to see a more complete description below.

Freq. ABCD I EFGHI l JKLMN l OPQRSTI UVWXYZ
© |

Huvailable Profiles:

(8)

<4 Remove

Comp-FOLDER
e

Renane Profile

Profile Description
Delivers a scanned document to your Sharpdesk Desktop folder. H (D)

< Back | Next > | Cancel ‘ Help ‘

The profile name is determined by the combination of the text entered in "Prefix" (A) and the profile*.
The one-touch key is assigned to an index tab in the address book screen based on the text entered in "Initial" (B).
* This defines how an image sent to your computer is processed. For more information, see profile explanation (D).

ADDING DESTINATIONS

For the number of computers that can be stored in the machine as destinations of Scan to Desktop, see the number of
licenses indicated in the "Sharpdesk Installation Guide". To store more destinations, a license kit is required. Store Scan
to Desktop destinations by installing Network Scanner Tool on each computer.
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BASE SCREEN

Scan mode, USB memory mode, Internet fax mode, and PC scan mode are used by selecting operations and settings in
the base screens of those modes. To display the base screen of a mode, touch the [IMAGE SEND] key in the touch
panel and then touch the tab of the mode that you wish to use.

Base screen of scan mode

s sew | 7T
FILING

(1)-

COPY I

|

(2)=$, (9
(3) -’: Scan Internet Fax l Fax l USB Mem. Scan l PC Scan
(4) T}Address Book. m Scan: Send:
(5) =@ saazess mery B Text
(6) —.r Send Settings 200%200dpi - (10)
[Address Review| g eoF ® eoF
(7) - | File I [l Auto/Grayscale f® Mono2
Quick File | special Hodes | | 3] @ (11)
) 1
(®) &7 (12)

Base screen of USB memory mode

Base screen of Internet fax mode

| 1§
ORI (1) Cmesso | I_
@ @ T ew%
3) - Scan | nterne rax | Fax | vss wen. scan || 2c scan (3) 1{ Scan Internet Fax | Fax | uss Men. scan | e scan
Scan: Send: (4) —"I?PAddress Book Griginal | scan: Send:
: |
(13) =8, e e @ (5) - (10)
200%200dpi P (1 0) (6) -.I(SEnd Settings 200X100dpi
u PDF EF PDF Address Review| TIFF-F
B auto/Grayscale {8 Mono2 (7) = File | Special Modes (1 2)
Special Modes (1 2)
(8)-'_@ W?"(M)
(1) Mode select keys metadata delivery using the [Data Entry] tab, see "8.
Use these keys to switch between copy, image send, and METADATA DELIVERY" (page 117).
document filing modes. (4) [Address Book] key
To use scan mode, USB memory mode, Internet fax Touch this key to use a one-touch key or a group key. When
mode, or PC scan mode, touch the [IMAGE SEND] key. . y y group Key.
the key is touched, the address book screen appears.
(2) Various messages are displayed here. IZ" RETRIEVING A DESTINATION FROM THE
The icon of the selected mode appears on the left. ADDRESS BOOK (page 20)
(3) Send mode tabs (5) [Address Entry] key
Touch one of these tabs to change the image send Touch this key to manually enter an destination address
mode. instead of using a one-touch key.
Tabs of modes that cannot be used because the 13" ENTERING AN ADDRESS MANUALLY (page 24)
corresponding options (Facsimile expansion kit, Internet (6) [Send Settings] key

fax expansion kit, or application integration module) are
not installed do not appear.

If the [USB Mem. Scan] and [PC Scan] tabs do not
appear, touch the i] tab to move the screen.
If the [Scan], [Internet Fax], [Fax], and [Data Entry] tabs
do not appear, touchthe [ | tab move the
screen.

The [Data Entry] tab appears when the application
integration module is installed. For information on
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Touch this key to select or enter the subject, file name,

sender name, or body text, which has been previously

stored in the Web page.

Scan modes:

" CHANGING THE SUBJECT, FILE NAME,
REPLY-TO, AND BODY TEXT (page 33)

Internet fax mode:

" CHANGING THE SUBJECT, FILE NAME, AND
BODY TEXT (page 45)



(7) Customized keys (10) Image settings

The keys that appear here can be changed to show Image settings (original size, exposure, resolution, file
settings or functions that you prefer. format, and color mode) can be selected.
I Customizing displayed keys (page 13) I IMAGE SETTINGS (page 54)
(8) key (11) (2] key
Touch this key to specify a destination using a search This key appears when a special mode or 2-sided
number”. scanning is selected. Touch the key to display the
* 3-digit number assigned to a destination when it is selected special modes.
stored. I Checking what special modes are selected (page 13)

I=" USING A SEARCH NUMBER TO RETRIEVE A

DESTINATION (page 23) (12) [Special Modes] key

Touch this key to use a special mode.
(9) [Resend] key/[Next Address] key I¥" 4, SPECIAL MODES (page 70)
The destinations of the most recent 8 transmissions by
Scan to E-mail, fax and/or Internet fax are stored. Touch
this key to select one of these destinations. After a

(13) [File Name] key
Touch this key to enter a file name when storing a file to

destination is selected, this key changes to the [Next lg)B memory.
Address] key. ENTERING A FILE NAME (page 41)
" USING THE RESEND FUNCTION (page 27) (1 4) [|-Fax Manual Reception] key

RETRIEVING A DESTINATION (page 21) Touch this key to receive an Internet fax manually.

15" MANUALLY RECEIVING INTERNET FAXES (page
109)

When sending an image, you can retrieve and use a stored transmission destination from the address book screen. The
address book screen is shared by scan mode, Internet fax mode, and fax mode.

Touch the [Address Book] key in the base screen to switch to the address book screen. Touch the [Condition Settings]
key in the address book screen to switch to the base screen.

Base screen of scan mode Address book screen

J Scan I Internet Fax [ Fax. [ USB Mem. Scan [ PC Scan I [ 5h | ] [E. To ] [E,{‘: }
PAddress Book Scan: Send:
@ s

Condition

[naa aaa | (388 888 @) 1

o )i 2
g
S —
Send Settings 200%200dpi Address Entryl [EEE EEE Q.] [FFF FFF B]
[pascess mevien e o e 0

Global
Address Searchl [GGG Gee E] [HHH HHH @]
File gl 2uto/Grayscale ™ Mono2 [111 111 E] [JJJ J37 Q.]

Quick File Special Modes ] Frequent Use l ABCD l EFGHI l JKLMN l OPQRSTI vaxvz]

i

@ ¢ This manual uses the base screen of scan mode as an example when operations common to all modes are explained.

¢ The procedures in this manual assume that the base screen of scan mode appears when the [IMAGE SEND] key is
touched.

System Settings (Administrator): Default Display Settings
One of the following screens can be selected for the initial screen that appears when the [IMAGE SEND] key is touched.

* Base screen of each mode (scan, Internet fax, fax, or data entry mode)
¢ Address book screen (alphabetical/custom index)

12



Customizing displayed keys

Special mode keys and other keys can be displayed in the base screen. Set these keys to functions that you frequently
use to access the functions with a single touch. The customized keys are configured using "Customize Key Setting" in
the Web pages. The following keys appear by factory default:

¢ [Address Review] key
Touch this key to display a list of the destinations that have been selected in the address book. This is the same key
as the [Address Review] key in the address book screen.

¢ [File] key, [Quick File] key
Touch either of these keys to use the File function or Quick File function of document filing mode. For more
information on the document filing function, see the Document Filing Guide.

In USB memory mode...
Customized keys do not initially appear, however, up to three keys can be added.

Example: When "Dual Page Scan", "Job Build", and "Mixed Size Original" are assigned to the customized keys

—

Internet Fax I Fax I’ USB Mem. Scan I’ PC Scan I

Original I Scan: Send:
Address Entry [E] ext
Send Settings] ([ Resolution | 200x2000pi
Dual Page Scan] g eoF {8 eoF
These three keys can be changed w=e| b suila il Auto/Grayscale M Mono2
as deSIred Mixed Size Org!

Scan

AN

Paddress Book

|

I

* Displaying a program key in the base screen will enable you to retrieve the program by simply touching the key.
@ I STORING SCAN OPERATIONS (Programs) (page 72)

* The functions that can be selected for the customized keys vary depending on the mode.

System Settings (Administrator): Customize Key Setting
Registration is performed in [System Settings] - [Operation Settings] - "Customize Key Setting" in the Web page menu.

Checking what special modes are selected

The key appears in the base screen when a special mode or 2-sided scanning is selected.
The key can be touched to display the selected special modes. To close the screen, touch the [OK] key.

J Scan I Internet Fax I Fax I USB Mem. Scan [ PC Scan I | Fumsiien Revacr [ 0K ]|
[prcazess veot| | () scor: senc: N  5dger /2inch
rase * Center:1/2inch
[Address Entry] Exposure | & Text ) Day of the ieek:Monday
Timer : .
Time:21:30
[sena soceinge 2001200051 ——
Mixed Size
original son
[pasress review o o e rigis
|
File B 2uto/Grayscale {8 vono2
Quick File Special Modes @

@ The special mode settings cannot be changed from the review screen. To change a setting, touch the [OK] key to close the
review screen and then touch the [Special Modes] key and select the setting that you wish to change.
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ADDRESS BOOK SCREEN

This screen is used to select transmission destinations.

Q)
)

)

(4)

®)

(6)

7)

@)

(®)

(1) =

©

(10)

I

(3) —-bp S |

(4) ~|Address Reviewl

(6) =

(2) = srmrs | o ] J J
et (11)
= &) oo 0 gl *
‘:Address Entry] (ses ees &) [ Fer =) @
O | = 5 &/
(111 1z S| (355 535 &

Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ ]:— (1 2)

7) — sort Address | Qi"
(13)

This shows the selected destination.

Number of displayed items selector key

Touch this key to change the number of destinations
(one-touch keys) displayed in the address book screen.
Select 5, 10, or 15 keys.

[Condition Settings] key
Touch this key to select transmission settings. When the

key is touched, the base screen appears.
5" BASE SCREEN (page 11)

[Address Review] key

Touch this key to view a list of the selected destinations.

Destination selections can be changed.

I CHECKING AND DELETING THE SELECTED
DESTINATIONS (page 22)

[Address Entry] key

Touch this key to manually enter a destination address
instead of using a one-touch key.
I" ENTERING AN ADDRESS MANUALLY (page 24)

[Global Address Search] key

When the use of an LDAP server has been enabled in

the machine's Web pages, a transmission address can

be obtained from a global address book.

5" RETRIEVING A DESTINATION FROM A GLOBAL
ADDRESS BOOK (page 25)

[Sort Address] key

Touch to change the index tabs to custom indexes or to

display one-touch keys by send mode.

I CHANGING THE DISPLAY OF ONE-TOUCH KEYS
IN THE ADDRESS BOOK SCREEN (page 15)

[To] key
Touch this key to enter the selected destination

(one-touch key).
5" RETRIEVING A DESTINATION (page 21)

)

(10)

(1)

(12)

(13)

14

[Cc] key

When using Scan to E-mail, touch the [Cc] key when you
wish to send a "Carbon copy" of the e-mail to an
additional destination.

[Bece] key

When using Scan to E-mail, touch the [Bcc] key when
you wish to send a "Blind carbon copy" of the e-mail to an
additional destination.

When an address is specified as a Bcc recipient, other
recipients will not know that the address is a recipient.
This key only appears when Bcc has been enabled using
"Bcc Setting" in the system settings (administrator).

One-touch key display

The destinations (one-touch keys) stored in each index
are displayed. This manual refers to keys in which
destinations and groups are stored as one-touch keys.
I RETRIEVING A DESTINATION (page 21)

Index tabs

Touch this to change the displayed index tab.
I Index display (page 16)

key

Touch this key to specify a destination using a search
number”.
* A 3-digit number assigned to a one-touch key or group
key when it is stored.
=" USING A SEARCH NUMBER TO RETRIEVE A
DESTINATION (page 23)



* Icons appear in the one-touch keys in the address book to indicate which mode is used for transmission.
@ I RETRIEVING A DESTINATION FROM THE ADDRESS BOOK (page 20)
¢ For information on storing addresses in the address book, see "STORING DESTINATION ADDRESSES FOR EACH
SCAN MODE IN THE ADDRESS BOOK" (page 9).
e To store destinations for Scan to Desktop, Network Scanner Tool must be installed from the CD-ROM that accompanies
the machine. For more information on storing destinations for Scan to Desktop, see "STORING A DESTINATION FOR
SCAN TO DESKTOP" (page 10).

* System Settings: Address Book
This is used to store Scan to E-mail and Internet fax addresses in one-touch keys.
» System Settings (Administrator): The Number of Direct Address Keys Displayed Setting
This is used to change the default setting for the number of one-touch keys displayed in the address book screen.

* System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen.

» System Settings (Administrator): Default Display Settings
One of the following screens can be selected for the initial screen that appears when the [IMAGE SEND] key is touched.

* Base screen of each mode (scan, Internet fax, fax, or data entry mode)
¢ Address book screen (alphabetical/custom index)

CHANGING THE DISPLAY OF ONE-TOUCH KEYS IN
THE ADDRESS BOOK SCREEN

You can show destinations of only a specific transmission mode in the address book screen, or change the displayed
index tabs from the alphabetical tabs to the custom tabs. The procedure for selecting destinations does not change.

Sl [on | @e ) Touch the [Sort Address] key.
%} [aan ana | (388 232 ) 1

Address Review

aQ
a
a
a
a
a

!.] [DDD DDD

g
!.] [FFF FFF El]
Addrg;gbgéarchl [GGG Gee E] [HHH S @]

[III II1 En] [JJJ 333 Q.]

Address Entry

—
]
=]
=]
=
=]
=]

Frequent Use I ABCD I EFGHI I JKLMN l OPQRSTI UVWXYZ

sort adaress

(M (i) Change the display mode.

> ] (1) Touch the key of the mode or tab that you
wish to display.

Sort Address

o Switch Adiress Tune * To show only the one-touch keys of a particular send
a5c Al Group | mode, touch the desired mode key under "Address
[ User ] [ E-mail ] [ FTP/Desktop ] [Network Folder] Type” . .
e To change the index tabs to the custom indexes, touch
[ HECERE FHXI [ e l the [User] key under "Tab Switch".
(2) Touch the [OK] key.
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Index display

Indexes make it easy to search for a destination (one-touch key). Destinations are grouped on alphabetical index tabs.
To display a stored destination, touch the appropriate index tab. It is convenient to store frequently used destinations in
the [Frequent Use] index. Specify that a destination be displayed in the [Frequent Use] index when you store the
destination.

[ sk P is ] [El o ] [Bw J
» Condi‘tion
Settings [AAA ARA 9] [BBB BBB @] 1

S m—
[Address Entry] [eee =2z &) [Fee wrr =]
m [ace ces o) (fn @

[111 111 B] [JJJ 399 &]

Sort Address Qj” I I |

|
Index tabs

The destinations can also be displayed in alphabetical order by initial.

Each time the displayed index tab is touched, the display order changes in the following order: search numbers (page
23), ascending names, descending names. When the display order is changed, the display order of the other index tabs
also changes.

Ordered by search number (default) Ascending names Descending names

TS TS
L‘ Frequent Use I ABCD I » | Frequent Us-'\eé} ABCD I » | Frequent Ust f'} ABCD I

Index names can be changed using "Custom Index" in the system settings, allowing you to create groups of one-touch
keys that can be easily recognized. For more information on "Custom Index", see the System Settings Guide.

System Settings: Custom Index
This setting is used to store custom index names. The custom index where a one-touch key appears is specified when the
transmission destination is stored in the key.
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SCAN SEND SEQUENCE

This section explains the basic procedure for scanning and transmission. Select settings in the order shown below to
ensure smooth transmission.

For the detailed procedures for selecting the settings, see the explanation of each setting in this manual.

Place the original.

Scan

Internet Fax Fax USB Mem. Scan

Place the original in the document feeder tray of the automatic

document feeder, or on the document glass.

I=" SENDING AN IMAGE IN SCAN MODE (page 28)
SENDING AN IMAGE IN USB MEMORY MODE (page 37)
SENDING A FAX IN INTERNET FAX MODE (page 42)

¥

Change the mode.

PC Scan

Paddress Book]

[ Original ] Scan:

.

Address Entry

—

Qe

Send Settings

Address Review File Format | [ eoF ™ eoF
File Color Mode B auto/Grayscale {8 Mono2

Quick File

i

Special Modes

Select the mode that you wish to use for scanning and
transmission.
5" BASE SCREEN (page 11)
¢ Scan mode:

I SENDING AN IMAGE IN SCAN MODE (page 28)
* USB memory mode:

I SENDING AN IMAGE IN USB MEMORY MODE (page 37)
* Internet fax mode:

I SENDING A FAX IN INTERNET FAX MODE (page 42)
* PC scan mode:

I 7. SCANNING FROM A COMPUTER (PC Scan Mode)

(page 112)

* Data entry mode:

5" TRANSMITTING METADATA (page 119)

Select settings

——

Scan

Llnternet Fax I

Fax I USB Mem. Scan I

PC Scan

1

baddress Book]

o

[ Original ] Scan:

[ Address Entry ]

Send Settings

B

[Address Review] File Format | g eoF M eDF
File Color Mode B auto/Grayscale 8 Mono2

i

Quick File

Special Modes l

Settings can be selected for scanning the original.
¢ Original (2-sided original, scan size, send size)
e Exposure ¢ Resolution e File Format ¢ Color Mode
I IMAGE SETTINGS (page 54)
* Send Settings (File Name)
Scan mode, Data entry mode:
I" CHANGING THE SUBJECT, FILE NAME, REPLY-TO,
AND BODY TEXT (page 33)
USB memory mode:
I ENTERING A FILE NAME (page 41)
Internet fax mode:
I CHANGING THE SUBJECT, FILE NAME, AND BODY
TEXT (page 45)



Special mode settings

Special modes can be selected.
I 4. SPECIAL MODES (page 70)

J Scan I Internet Fax I Fax IUSB Mem. Scan I PC Scan I
basceess soor| | (omT) <o [l vrr s
Address Entry & Text
Send Settings 200%2003pi
Address Review| & eoF {8 eoF
File B auto/crayscale {8 1ono2
ik P

=]

!

i

¥

Enter the destination

. Specify the destination of the scan transmission.
* [Address Book] key:

[ ccan | mremecrax | Fax | ushmem scan| pcscan | 1= RETRIEVING A DESTINATION FROM THE ADDRESS
[nddress Book] (PrezisiEaT N scan: 84x11 Send: BOOK (page 20)

= oo RETRIEVING A DESTINATION FROM A GLOBAL
— ADDRESS BOOK (page 25)

[Send Settings 200%200dpi . [Address Entry] key:

[paacess seviey o o ot oo 15" ENTERING AN ADDRESS MANUALLY (page 24)

File gl uto/Grayscale M Mono2 . key:
quick File I USING A SEARCH NUMBER TO RETRIEVE A

DESTINATION (page 23)
* [Resend] key:
I<" USING THE RESEND FUNCTION (page 27)

¥

Start scanning and transmission

Start scanning and transmission.
cooe oe
0% 0% If the original is placed on the document glass, follow these
steps to start scanning and transmission:

(1) Press the [COLOR START] key (OO©®) or the [BLACK
& WHITE START] key (O ®).

(2) When scanning is finished, replace the original with the
next original.

(3) Press the [COLOR START] key (OO©®) or the [BLACK
& WHITE START] key (O ®@).

(4) Repeat (2) and (3) until all originals have been scanned.

(5) Touch the [Read-End] key.

i

Start color scanning  Start black and
white scanning

@ * The [COLOR START] key (OOO @) cannot be used in Internet fax mode.
* After the original is scanned, the settings revert to the default settings.

To cancel scanning...
@ Press the [STOP] key (()) to cancel the operation.

System Settings (Administrator): Default Display Settings
The settings can be kept in effect a fixed period of time after scanning is completed.
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ORIGINAL SIZES
TRANSMITTABLE ORIGINAL SIZES

The following original sizes can be transmitted

Minimum original size Maximum original size
Using the automatic document feeder 5-1/8" (height) x 5-1/2" (width) 11-5/8" (height) x 31-1/2"* (width)
(131 mm (height) x 140 mm (width)) (297 mm (height) x 800 mm* (width))
Using the document glass _ 11-5/8" (height) x 17" (width)
(297 mm (height) x 432 mm (width))

* A long original can be transmitted. (When only scan destinations are selected for scan transmission or metadata transmission,
scanning will take place in Mono2 at a resolution of 300X300dpi or less.)

THE SIZE OF THE PLACED ORIGINAL

When a standard size original is placed, the original size is automatically detected and displayed in "Scan" in the base
screen.
When the automatic original detection function is operating and the original is a non-standard size, the closest standard
size may be displayed or the original size may not appear. In this event, manually set the correct original size.
I Specifying the original scan size (by paper size) (page 57)

Specifying the original scan size (by numerical values) (page 58)

STANDARD SIZES

Standard sizes are sizes that the machine can automatically detect. The standard sizes are set in "Original Size
Detector Setting" in the system settings (administrator). The factory default setting is "Inch-1".

List of original size detector settings

Standard sizes (detected original sizes)

Selections Document alass Document feeder tray
9 (automatic document feeder)

Inch-1 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R, 11" x 17", 8-1/2" x 14", 8-1/2" x 11", 8-1/2" x 11"R,
5-1/2" x 8-1/2" 5-1/2" x 8-1/2", A4, A3

Inch-2 11" x 17", 8-1/2" x 13" (216mm x 330mm ) 11" x 17", 8-1/2" x 13" (216mm x 330mm )
8-1/2"x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2" 8-1/2" x 11", 8-1/2" x 11"R, 5-1/2" x 8-1/2", A4, A3

AB-1 A3, A4, A4R, A5, B4, B5, B5R A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",

8-1/2" x 14", 11" x 17"

AB-2 A3, A4, A4R, A5, B5, B5R, 216 mm x 330 mm A3, A4, A4R, A5, B4, B5, B5R, 8-1/2" x 11",
(8-1/2" x 13") 11" x 17", 216 mm x 330 mm (8-1/2" x 13")

AB-3 A4, A4R, A5, B4, 8K, 16K, 16KR A3, A4, A4R, A5, B4, 8K, 16K, 16KR, 8-1/2" x 11",

11" x 17", 216 mm x 330 mm (8-1/2" x 13")
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2 ENTERING DESTINATIONS

This chapter explains how to specify destination addresses, including selecting an address from the address book and
retrieving an address by entering a search number.

RETRIEVING A DESTINATION FROM THE
ADDRESS BOOK

The address book screen shows stored destinations as one-touch keys.
The destinations are displayed in order by search number. To make it easy to find a destination, the destinations are
grouped by name on alphabetical index tabs.

[(srmris | [z ) Bee )
» Condi‘tion
Settings | [AAA AR 9] [BBB BBB @] 1t
[EEE EEE Q.] [FFF FFF El]
[asae e | (2 5 [ 9

[111 111 El] [JJJ 333 Q.]

—

Address Entry

Frequent Use l ABCD l EFGHI l JKLMN l OPQRST l TVWXYZ

m

The address book screen shows the destinations of all modes of the image send function. Each one-touch key shows
the name of the destination and an icon indicating the mode to be used.

Icon Mode used Icon Mode used
Fax Scan to FTP

%
Scan to E-mail Scan to Network Folder

= L
Internet fax Scan to Desktop

&
Group key with multiple destinations,

ﬁ such as Scan to E-mail and Internet fax
destinations

 For information on storing addresses in the address book, see "STORING DESTINATION ADDRESSES FOR EACH
@ SCAN MODE IN THE ADDRESS BOOK" (page 9).

* To store destinations for Scan to Desktop, Network Scanner Tool must be installed from the CD-ROM that accompanies

the machine. For more information on storing destinations for Scan to Desktop, see "STORING A DESTINATION FOR
SCAN TO DESKTOP" (page 10).

System Settings: Address Book
This is used to store Scan to E-mail and Internet fax addresses in one-touch keys.

20



RETRIEVING A DESTINATION

A destination is retrieved by selecting its one-touch key.

J Scan I Internet Fax I Fax IUSB Mem. ScanI PC Scan I Touch the [Address Book] key-
Paddress Book Scan: @xll Send:
B
Send Settings 200%200dpi
Rddress Review! g eoF ™ eoF
File B auto/Grayscale 8 Mono2
—

i

3 @) Specify the destination.

|
(omrs] 5o | |Be | (1) Touch the index tab where the destination
y Condicion | g ' is stored.

L !
Address Review [
cce cce \]
Address Entry] [EEE EEE Q.]

Global
Address Search| | 506 aes =]

g

DDD DDD

g
FFF_FEF =) @
HHH HHH &) @

JJJ JIT ‘.]

(2) Touch the one-touch key of the desired
destination.
If you select an incorrect destination, touch the key again
to cancel the selection.

Frequent Use ABCD EFGHI JKLMN OPQRST UVWXYZ (3) Touch the [TO] key-
Sort Address I i | | . o
This enters the selected destination.

(g

¢ It is convenient to store frequently used destinations in the [Frequent Use] index. Specify that a destination be
@ displayed in the [Frequent Use] index when you store the destination.
* To continue specifying other destinations...
It is possible to specify multiple scan mode (Scan to E-mail, Scan to FTP, Scan to Desktop), Internet fax, and fax
mode destinations when performing a broadcast transmission (maximum of 500 destinations). To specify multiple
destinations, repeat (1) through (3) of this step.
When performing Scan to E-mail, you can select a one-touch key and then touch the [Cc] key or the [Bcc] key to
send Cc or Bcc copies of the e-mail.

» System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen.
» System Settings (Administrator): Must Input Next Address Key at Broadcast Setting
This setting determines whether or not the [Next Address] key can be omitted before specifying the next destination.
Factory default setting: the [Next Address] key can be omitted.
» System Settings (Administrator): Disable Switching of Display Order

This is used to disable switching of the order of display of the one-touch keys in the address book screen. The currently
selected display order will be the order that is used after this setting is enabled.
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CHECKING AND DELETING THE SELECTED
DESTINATIONS

When multiple destinations have been selected, you can display and check the destinations. You can also delete a
destination from the list (cancel selection of the destination).

(ormrs] @ | 8= ) Touch the [Address Review] key.

> Condi.ticn
EetEings [, E] [Hr,«, BBB @J 1

e =] 2
h (‘.] [FFF FFF 9]
Addrgizbgiarch [acs ces =) [F ) E]

[III III El] [JJJ 333 t.]

Frequent Use I ABCD I EFGHI I JKLMN l OPQRSTI UVHXYZ

Sort Address

= Check the destinations and then touch
4';7 the [OK] key.
%

| Address Review

001 [RAR ARA =) o002 (BEB 828

— 5 oo 5 .

oo0s e s @) oos [l ww g

o D 5 9 [+

00s (99097000 &) 010 [RRR RRR =

o011 (§ss sss @) o2 (o @l =]
] = To | B ce ]

To check Cc or Bcec destinations, touch the corresponding tab.

@ To cancel selection of a destination...
Touch the one-touch key of the destination that you wish to cancel. A message will appear to confirm the deletion.
Touch the [Yes] key.

A\ Deselect the address?

B ann 2AA

No Yes
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USING A SEARCH NUMBER TO RETRIEVE
A DESTINATION

A destination stored in the address book can be retrieved using the key. This can be done in the base screen of any
of the modes or in the address book screen.

J Scan I Internet Fax I Fax IUSB Mem. ScanI PC Scan I Touch the key-
baddress Book] [W] Scan: @xll Send:
Address Entry] [m] [E] Text
Send Settings 200X200dpi
Address Review B eoF - eoF

File B auto/crayscale 8 Mono2

IR
o

Enter the 3-digit search number of the
(s) address with the numeric keys.

(9] When the 3-digit search number is entered, the stored address
@ is retrieved and specified as a destination.

@ * The search number is programmed when the destination is stored in the address book.

* If you do not know the search number, print the one-touch address list using "Sending Address List" in the system
settings.

* When entering search numbers such as "001" and "011", "0" can be omitted. For example to enter "001", enter "1"
and touch the key or the [Next Address] key.

@ If an incorrect search number is entered...
Press the [CLEAR] key ([c]) to clear the number and enter the correct number.
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ENTERING AN ADDRESS MANUALLY

Destination addresses for Scan to E-mail and Internet fax can be entered manually.

(1) Display the address input screen.
l (1) Touch the tab of the mode that you wish to
Scan I Internet Fax l Fax I USB Mem. Scan I PC Scan I use.

[PAddress BOOk] [ original ]Scan: 8%x11 Send:
)
) | oo
[atress sevien] | oite sommee ) o 8 oo
File I I Color Mode | [f] Auto/Grayscale M Mono2

Quick File Special Modes

|
@)

(2) Touch the [Address Entry] key.

Enter the destination address.

(1) Ifyou are in scan mode, touch the key of the
desired delivery method.

[ Normally the [To] key is touched. This specifies that the

) entered e-mail address will be a recipient.

Q (2) Enter the destination address in the text

entry screen that appears.

Enter the destination address and touch the [OK] key.
For the procedure for entering text, see "6. ENTERING
TEXT" in the User's Guide.

Select addressee type.

@ * If you wish the destination to be a Cc destination, touch the [Cc] key.
¢ The [Bcc] key only appears when Bcc has been enabled using "Bcc Setting” in the system settings (administrator).
If you wish the destination to be a Bcc destination, touch the [Bcc] key.
* When Internet fax mode is selected, the base screen appears after the destination address is entered. However, if
"I-Fax Reception Report On/Off Setting" is enabled in the system settings (administrator), the reception report
request screen will appear. If you wish to receive a report, touch the [Yes] key. If not, touch the [No] key.

» System Settings (Administrator): I-Fax Reception Report On/Off Setting
This setting is used to request a reception report when an Internet fax is sent. When the destination is specified by directly
entering the address, a message will appear asking you if you wish to receive a report.
» System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen and the
delivery type selection screen.
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RETRIEVING A DESTINATION FROM A
GLOBAL ADDRESS BOOK

When an LDAP server is configured in the Web pages, you can look up an address in a global address book and
retrieve the address for Scan to E-mail or Internet fax transmission.

) Open the global address search screen.

Tomrs ) |0 | @ ] (1) Touch the [Address Book] key in the base

» Csondi.tlgon screen-
ettings l [fan 2 | [ee2 B3 & .

= 5 g ° (2) Touch the [Global Address Search] key.

[Address Entry] (ees mee %) [Fre Fer =

Global

Address Searchy [GGG €58 E] [HHH S @]

[III 111 En] [JJJ 333 Q.]

Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI TVWXYZ

sort Address

(1) (2 Search for the destination.
l If only one LDAP server has been stored, (1) and (2) are not
ctaadts | () [ | necessary. Go directly to (3).
T

(1) Touch the key of the LDAP server that you
wish to use.

(2) Touch the [OK] key.

(8) Search for the destination in the search
screen.

Enter search characters for the destination and touch the
[Search] key. The search results will appear after a brief
interval.

For the procedure for entering text, see "6. ENTERING
TEXT" in the User's Guide.

[ )
[ )
[ )
[semver » )
[ )
[ )

How to search
@ Enter the search characters (maximum of 64 characters). The system will look for names starting with the entered
letters.
An asterisk X can be used as follows:
XXX%: Names beginning with "XXX".
X XXX: Names that end with "XXX".
X XXX % : Names that include "XXX".
AAX XX: Names that start with "AA" and end with "XX".
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) (1) Select the destination.

| : I
Ee) B 1) Touch the key of the desired destination.

D e . If no names are found that match the search characters, a
message will appear. Touch the [OK] key to close the
[ﬁs ol = message and touch the [Search Again] key to search

garc EEE XXX BBB [EABBB@XX . XXX . COM —_—
_— [ ] 2 again.
XXX CCC [ CCC@xx . xxx . com
i ) (2) Touch the [To] key.
(e e2e Err—— ) This enters the selected destination.
[fxx eee A FFFexx. o con ] If you wish to enter another destination, repeat (1) and (2)

of this step.

@ * If more than 30 matches are found, a message will appear in the screen. Touch the [OK] key to close the message.
Up to 300 matches can appear. If no names are found that match the search letters, touch the [Search Again] key to
search again using more search letters.

¢ To check the information stored in a destination...

Touch the key of the destination and then touch the [Detail] key. The information stored for the selected destination
will appear. Check the information and then touch the [OK] key to return to the search results screen.

* If a screen for selecting the item to be used appears...
If the selected destination includes a fax number, telephone number, or other contact information in addition to the
e-mail address or Internet fax address, you will need to select which item you wish to use. Touch the [E-mail] key or
the [Internet Fax] key to retrieve the address for Scan to E-mail or Internet fax transmission.

Storing a destination from a global address book in the machine's
address book

A destination address obtained from a global address book can be stored as a destination (one-touch key) in the
address book of the machine.

Touch the [Detail] key in the search results screen of the global address book (the screen of step 3 above) to display
information on the selected destination. Touch the [Register] key in the detailed information screen and then touch the
item to be used (the [E-mail] key or the [Internet Fax] key). The following screens will appear.

E-mail address registration screen Internet fax address registration screen

Direct Address / Individual Exit ” Direct Address / Individual [ Exit ]|
E-mail D nternet Fax D Fax D E-mail Internet Fax D Fax

Name l AAA ARA ARA ARR
a [ fmaex | user 1 A [ dex ] vser 1

Address AAR@XX . XXX.COm Address I ARA@XX . XXX . Com
() = (i) o
Color/Grayscale :PDF/Medium Compression I MH (G3)
B/W :PDF/MMR (G4) Off

The information stored in the global address book is automatically entered. (The settings can be changed if needed. For
detailed information on each item, see "Address Control" in the System Settings Guide.) However, configure the items
below manually. To complete the storing procedure, touch the [EXxit] key.

¢ [Initial] key: Enter the initials that determine where the destination will appear in the alphabetical index and the order
of one-touch key display. Enter up to 5 characters for the initials.
¢ [Index] key: Select the custom index in which the address will appear. You can also select whether or not the
destination will be included on the [Frequent Use] tab of the address book.
¢ [File Format] key: Set the format for Scan to E-mail. Default format settings have already been configured; however,
selecting format settings when you store a destination saves you the trouble of selecting the
settings each time you transmit to that destination.
¢ [Compression] key: Touch this key to set the compression mode when sending an Internet fax.
* [I-Fax Report] key: Touch this key to request a reception report when sending an Internet fax.
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USING THE RESEND FUNCTION

The destinations of the most recent 8 transmissions by Scan to E-mail, Internet fax and/or fax are stored. One of these
can be selected to resend to that destination.

i Feady o send. Touch the [Resend] key.

Scan Internet Fax Fax USB Mem. Scan PE 1

prddress Book] Original IScan: 8%x11 Send: M
Address Entry [E] Text
Send Settings 200X200dpi
Address Review| B eoF - eoF
File gl uto/Grayscale M Mono2
Quick File

!

H:

[revma — j| Touch the key of the desired address.
The last 8 addresses used for transmission are displayed.
[No.01 %222 ara ] [vo.02 & eEB BEB |
[No-03 e cce ~ ] [0.04 &oop DDD |
Ros Smmem 7)) (Ro.06 e e )
[o.07 wie66 cas ] [Mo.os € man ]

@ * When the [Resend] key is touched and a destination selected, the mode of the selected destination is automatically
selected.

* The following types of addresses are not stored for resending.
* A one-touch key in which multiple destinations are stored (group key).
e Scan to FTP, Scan to Desktop, and Scan to Network Folder addresses.
* Broadcasting destinations
* Addresses used only for BCC delivery
* Destinations transmitted to using a program
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3 TRANSMITTING AN IMAGE

SENDING AN IMAGE IN SCAN MODE

This section explains the basic procedure for transmission in scan mode (Scan to E-mail, Scan to FTP, Scan to
Desktop, and Scan to Network Folder).

When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot be
@ changed, the destination cannot be changed, and destinations cannot be added. If you wish to change the mode or
destination, touch the [Cancel] key in the touch panel and then follow the procedure below.

7T Original size Place the original.
detector

Do not place any objects under the original size detector.
Closing the automatic document feeder with an object
underneath may damage the original size detector plate and
prevent correct detection of the document size.

@ * When placing the originals, orient them as shown below.

Document glass

Originals Document feeder tray Place the original face down and align the
9 Place the original face up. corner with the tip of the arrow mark € in the
top left corner of the document glass scale.
Portrait orientation™ & Yl T

I
-
I

——

1
il
—

Landscape orientation |

I
-r
|

alll
[—

r 7S 8 \0 i ek

* To place a large portrait-oriented original, place it as shown above in "Landscape orientation" and specify the
placement orientation in step 3.

* Place 5-1/2" x 8-1/2" (A5) size originals in portrait (vertical) orientation ([2)). If placed in landscape (horizontal)
orientation ([]), an incorrect size will be detected. For a 5-1/2" x 8-1/2"R (A5R) size original, enter the original size
manually.

* Originals cannot be scanned in succession from both the automatic document feeder and the document glass and
sent in a single transmission.
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M ) Switch to scan mode and display the
=l=——1——7--7——7 image settings screen.

[PAddress Book] (" original | scan: @xll Send: (1) Touch the [Scan] tab.
Address Entry ] Text L.
e — (2) Touch the [Original] key.
Address Review, g eoF ™ eOF
File  Auto/Grayscale M Monoz
Quick File

!

Hl:

The current settings for [Original], [Exposure], [Resolution], [File Format], and [Color Mode] are indicated at the right of
each key. To change a setting, touch the appropriate key.
=" AUTOMATICALLY SCANNING BOTH SIDES OF AN ORIGINAL (2-Sided Original) (page 55), SPECIFYING THE
ORIGINAL SCAN SIZE AND SEND SIZE (Enlarge/Reduce) (page56), CHANGING THE EXPOSURE AND
EXPOSURE MODE (ORIGINAL IMAGE TYPE) (page 62), CHANGING THE RESOLUTION (page 64),
CHANGING THE FILE FORMAT (page 65), CHANGING THE COLOR MODE (page 69), 4. SPECIAL MODES
(page 70)

1 @ Specify the orientation in which the
original is placed.
Scan/Original f_!(ﬁ g p
To enable the original to be scanned in the correct orientation
Sean size 1005 Send size (the orientation of the top edge of the original that is shown at

[uo mwar] =+ [__mueo | the top of the display), specify the orientation in which the
original was placed in step 1.

Inage Orientation (1) Touch the appropriate orientation key.

& ] -El If the top edge of the original is up, touch the key. If
Booklet Tablet 2
- - the top edge of the original is to the left, touch the
key.
(2) Touch the [OK] key.
You will return to the screen of step 2.

O The original orientation is initially set to . If the original was placed with the top edge up, this step is not
necessary.
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B Specify the destination.

|
(omre] @o | @ (1) Touch the [Address Book] key in the base
S | (— 1 screen.
[ece cee %] (oo oo g - (2) Touch the one-touch key of the desired
el = &) (FEr e g destination.

Addrgégbgiarchl [GGG GGG E] {HHH e @]

[HI III El] {JJJ 333 '.]

The icon on the key indicates the type of destination
stored in the key.
j Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ E: Scan to E'ma”

: Scan to FTP

i : Scan to Network Folder
: Scan to Desktop

(3) Touch the [To] key.
The destination is specified.

@  After a one-touch key is touched, if the screen is changed without touching the [To] key, the destination is
automatically specified.

* When performing Scan to E-mail, you can also send Cc or Bcc copies to other destinations. Touch the desired
destination and then touch the [Cc] key or the [Bcc] key.

* Multiple destinations can be specified. To specify multiple destinations, repeat steps (2) and (3). Note that multiple
destinations cannot be specified when a Scan to Network Folder destination is specified.

* You can also select multiple one-touch keys and then touch the [To] key (or the [Cc] or [Bcc] key) to specify all
selected keys at once.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. For a Scan
to E-mail destination, you can enter an address manually or retrieve an address from a global address book. For
more information, see "2. ENTERING DESTINATIONS" (page 20).

System Settings (Administrator): Bcc Setting
This setting enables or disables Bcc delivery. When enabled, the [Bcc] key appears in the address book screen.
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oooe oe

& o &

Press the [COLOR START] key (O00®)
or the [BLACK & WHITE START] key
(Oe).

Scanning begins.

* If the original is placed on the document glass, the
[Read-End] key appears in the touch panel. If the original is
only one page, go to step 7. To scan more pages, go to the
next step.

* If the original was inserted in the document feeder tray, a
beep will sound when scanning is completed and
transmission will take place.

@ * To scan in full color, press the [COLOR START] key (OO©©®). To scan in black and white, press the [BLACK &
WHITE START] key (O @). If the color mode of the [COLOR START] key (OO © @) is set to [Auto], the color of the
original will be detected automatically and scanning in full color, grayscale or Mono2 will take place.

* If the file type is [Encrypt PDF], a password entry screen will appear when the [START] key is pressed.

Please enter encrypt PDF

password.

[ Cancel J [ Entry ]

Touch the [Entry] key to open the keyboard screen, enter a password (maximum of 32 characters), and touch the
[OK] key. The recipient must use the password entered here to open the encrypted PDF file.

To cancel encrypted PDF, touch the [Cancel] key. The format settings screen will appear to let you change the file
type. Select a new file type and press the [START] key to begin transmission.

If the original was placed on the
document glass, replace it with the next
original and press the [COLOR START]
key (O©©@®) or the [BLACK & WHITE
START] key (C ®).

Repeat until all originals have been scanned.

Place next original. (Pg.No.x)
Press [Start].
When finished, press [Read-End].

Configure Read-End

Touch the [Read-End] key.

A beep will sound to indicate that the operation is completed.
Open the automatic document feeder and remove the original.

@ * If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the

transmission is reserved.

* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "Card Shot" is selected in the special modes, only the exposure can be changed

when scanning an even-numbered original page.

31



* When all originals have been scanned, "Job stored." will be displayed together with a job control number. This number can
@ be used to locate the job in the Transaction Report or in the Image Sending Activity Report. If the job is a broadcast
transmission, this number will also appear in the key of the job in the job status screen. For this reason, making a note of
the number is useful for checking the result.

¢ If the memory becomes full while the originals are being scanned, a message will appear and scanning will stop.

¢ When performing Scan to E-mail, take care not to send a file that is too large. In particular, multi-page files tend to be large.
When sending a multi-page file or other large file, it may be necessary to reduce the number of scanned pages or reduce
the send size.

 Storing a mail signature
You can have preset text automatically added at the end of e-mail messages as a mail signature. This is convenient when
you wish to have a corporate policy or other preset text appear at the bottom of e-mail messages. To store the text for the
mail signature, click [Application Settings] and then [Network Scanner Settings] in the Web page menu. (Administrator
rights are required.) Up to 900 characters can be entered. (The mail signature is not included in the maximum number of
characters that can be entered in the e-mail message.)
Use "Pre-Setting Mail Signature" in the system settings (administrator) to specify whether or not a mail signature is added.

To cancel scanning...
Press the [STOP] key ((2)) to cancel the operation.

» System Settings (Administrator): Image Send Settings
Use this to configure scanner transmission settings, including the default resolution and exposure settings, the default
color mode and file format, the file compression method for broadcasting, the file size limit for Scan to E-mail, and the
default sender and destination.

» System Settings (Administrator): Pre-Setting Mail Signature
Use this setting to specify whether or not a mail signature is added at the end of e-mail messages. By factory default, a
mail signature is not added.

N0,
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CHANGING THE SUBJECT, FILE NAME, REPLY-TO,
AND BODY TEXT

The subject, file name, reply-to, and body text can be changed when performing a scan transmission. Preset items can
be selected or text can be directly entered.

@ * When performing Scan to FTP, Scan to Desktop, or Scan to Network Folder, only the file name is used.
¢ |f the subject and file name are not changed, the settings in the Web page are used.

* If the sender name is not changed, the name set in "Default Sender Set" in the system settings is used. If this is not
configured, the reply address in [Network Settings] - [Services Settings] - [SMTP Settings] in the Web pages is used.
(Administrator rights are required.)

* Selections for the subject, file name, and body text are configured by clicking [Application Settings] and then [Network
Scanner Settings] in the Web page menu. (Administrator rights are required.)

e For the procedure for entering text, see "6. ENTERING TEXT" in the User's Guide.

Scan I Internet Fax [ Fax [USE Mem. Scan[ PC Scan ] Touch the [Send Settings] key-

[ Paoceee oot | (i) oo [EERA(o5r e If you are sending to a Scan to FTP, Scan to Desktop, or Scan
[Address Entry] [ mwosure | B Text to Network Folder destination, go to step 4.
Send Settings 200X200dpi

@ o
File Color Mode u Auto/Grayscale EF Mono2
Quick File Special Modes

] To change the subject, touch the
[Subject] key.
=y

0

Add 'Reply to' to Cc
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(1) ) Enter the subject.
(1) Touch a Pre-Set text key.
(2) Touch the [OK] key.

l
| Subject [ Cancel ]f—OK ‘
Direct Entry I
ﬁ;A02 Sub: Monthly Schedule I
No. 0

[NO,UB Sub: Minutes of planning m [1\

[I,O.Cé

) ]
) )
] oo )
) ]
) ]

No.10

* If you wish to directly enter the text, touch the [Direct Entry] key to open the text entry screen. Enter the text and
@ touch the [OK] key.

* The text in a pre-set text key can be edited by touching the pre-set text key and then the [Direct Entry] key. The text
entry screen will appear with the selected pre-set text entered. (When a destination is stored using the Web pages,
up to 80 characters can be entered. However, only 54 characters* can be edited in the touch panel.)

* When the number of preset keys displayed is 6

] To change the file name, touch the [File

Name] key.
ERDIECE * The file name is entered in the same way as the subject.
File Nane * If you are sending to a Scan to FTP, Scan to Desktop, or

Scan to Network Folder destination, go to step 9.

®
©
=1
2
©
®
o
o
e

@

@

Body Text

)

Add 'Reply to' to Cc

= ] To change "Reply-To", touch the
[Reply-To] key.

Subject Sub: Schedule coordination meeting

File Name Material for planning meeting

Reply-To

®
©
8
a
1 (7]
®
o
o
£
@
w

[]

2dd 'Reply to' to Cc

@ If user authentication is being used, the information of the user that logged in will be applied, and thus "Reply-To"
cannot be changed.
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e = ] Specify a user for "Reply-To" and touch
6 » B bis | IH the [OK] key-

[ccc cee | [oop 200 ] 1 * Touch the key that you wish to use for "Reply-To".

(eez E8m | [eer rev I ’ * You can touch the [Global Address Search] key to specify a

[ naazess mnery = ) ] user stored in a global address book fO.r "Reply-To". You can
[ T 1T also touch the [Address Entry] key to directly enter an e-mail
III III JJJ JJJ ¥

address.
[K.KK KKK ] [LLL LLL ]
Usver All I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

* To specify the return address, you can touch the key and enter a user number that has been previously stored
using "User List" in the system settings (administrator).

¢ A key can only be selected for the return address if an e-mail address has been stored for that user in "User List" in
the system settings (administrator).

— - j| Tochange the body text, touch the
[Body Text] key.

Subject Sub: Schedule coordination meeting
aterial for planning meeting
J Reply-To AAA ARA

E@eply to' to Cc

oo = ] Enter the body text and touch the [OK]
key.

* To select a pre-set text previously stored in the Web page,
touch the [Pre-Set Select] key.
* To directly enter the body text, touch the [Edit] key.

Thank you for your continuous support. We have attached scanned data,
which you have reguested.

¢ 1800 characters can be entered. (A line break counts as one character.)

* To clear all entered text, touch the [Clear All] key. This key clears not only the selected line but also the entire
message.

e Each line of the entered text can be selected with the @ E] keys. To edit the selected line, touch the [Edit] key.
The text entry screen will appear with the selected text entered.
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B ] Touch the [OK] key.

Sub: Schedule coordination meeting

Material for planning meeting

v

Thank you for your continuous support. We have attached sca

D Add 'Reply to' to Cc

@ The [Add 'Reply to' to Cc] checkbox can be selected to send a Cc copy to the sender.

@ When storing pre-set text for the subject and file name in the Web pages, up to 80 characters can be entered.

» System Settings (Administrator): The Number of File Name/Subject/Body Keys Displayed Setting
The setting for the number of subject keys and file name keys displayed in one screen can be changed to 6, 12, or 18.

* System Settings: Default Sender Set
This is used to store the sender name and e-mail address that is used when a sender is not selected.
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SENDING AN IMAGE IN USB MEMORY MODE

Follow the steps below to send a scanned image to a commercially available USB memory device that has been
connected to the machine. This stores the file in the USB device.

@ * Consult your dealer or retailer for USB memory devices that can be used.

¢ When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot
be changed. To switch to USB memory mode, touch the [Cancel] key in the touch panel and then follow the steps below.

Connect the USB memory to the USB
connector (Type A) on the machine.

~ Original size Place the original.
detector

Do not place any objects under the original size detector.
Closing the automatic document feeder with an object
underneath may damage the original size detector plate and
prevent correct detection of the document size.

@ * When placing the originals, orient them as shown below.

Document glass

Originals Document feeder tray Place the original face down and align the
9 Place the original face up. corner with the tip of the arrow mark € in the
top left corner of the document glass scale.
Portrait orientation™ & Yl T

I
-
I

————

1
-
1

0 flEg:

Landscape orientation

I
-
|

1
-
1

|§

* To place a large portrait-oriented original, place it as shown above in "Landscape orientation" and specify the
placement orientation in step 4.

* Place 5-1/2" x 8-1/2" (A5) size originals in portrait (vertical) orientation (@ ). If placed in landscape (horizontal) orientation
(M), an incorrect size will be detected. For a 5-1/2" x 8-1/2"R (A5R) size original, enter the original size manually.

* Originals cannot be scanned in succession from both the automatic document feeder and the document glass and
sent in a single transmission.
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(2 (1) Switch to USB memory mode and
I . . .
[ Scan I Internet Fax } Fax IUSB Me'm. Scan I PC Scan | dlsplay the Image Settlngs screen.

) s PR sena: (1) Touch the [USB Mem. Scan] tab
Fite vare (] rext If the [USB Mem. Scan] tab does not appear, touch the
200%2003pi [I] tab to move the screen.
& = il (2) Touch the [Original] key.
i Auto/Grayscale M Mono2

@ * When scanning to USB memory, there is no need to specify the destination.

* If a destination of another mode has been previously specified, a message will appear when you change to USB
memory mode indicating that the destination setting will be cleared. Touch the [OK] key in the message screen and
go to the next step.

¢ The current settings for [Original], [Exposure], [Resolution], [File Format], and [Color Mode] are indicated at the right
of each key. To change a setting, touch the appropriate key.
5" AUTOMATICALLY SCANNING BOTH SIDES OF AN ORIGINAL (2-Sided Original) (page 55), SPECIFYING
THE ORIGINAL SCAN SIZE AND SEND SIZE (Enlarge/Reduce) (page56), CHANGING THE EXPOSURE
AND EXPOSURE MODE (ORIGINAL IMAGE TYPE) (page 62), CHANGING THE RESOLUTION (page 64),
CHANGING THE FILE FORMAT (page 65), CHANGING THE COLOR MODE (page 69), 4. SPECIAL MODES
(page 70)

M Specify the orientation in which the
original is placed.

To enable the original to be scanned in the correct orientation
omn Size 100s Send Size (the orientation in which the top edge of the original appears at
(oo moar] = [_mwo ] the top of the display), specify the orientation in which the
original was placed in step 2.

USB Mem. Scan/Original OK I

Inage Orientation (1) Touch the appropriate orientation key.

[ @ ] - - If the top edge of the original is up, touch the key. If
Booklet Tablet 1 4
the top edge of the original is to the left, touch the
key.
(2) Touch the [OK] key.

You will return to the screen of step 3.

The original orientation is initially set to . If the original was placed with the top edge up, this step is not
necessary.
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Press the [COLOR START] key (OO0 ®)
or the [BLACK & WHITE START] key
(Oe).

Scanning begins.

* If the original is placed on the document glass, the
[Read-End] key appears in the touch panel. If the original is
only one page, go to step 7. To scan more pages, go to the
next step.

* If the original was inserted in the document feeder tray, a
beep will sound when scanning is completed and
transmission will begin. Go to step 8.

oooe oe

& o &

@ Do not disconnect the USB memory until "Sending data has been completed." appears in the touch panel.

@ ¢ To scan in full color, press the [COLOR START] key (OO©@® ). To scan in black and white, press the [BLACK &
WHITE START] key (O @). If the color mode of the [COLOR START] key (OOO©® ) is set to [Auto], the color of the
original will be detected automatically and scanning in full color, grayscale or Mono2 will take place.

* If the file type is [Encrypt PDF], a password entry screen will appear when the [START] key is pressed.

Please enter encrypt PDF
password.

[ Cancel ] [ Entry ]

Touch the [Entry] key to open the keyboard screen, enter a password (maximum of 32 characters), and touch the
[OK] key. The recipient must use the password entered here to open the encrypted PDF file.

To cancel encrypted PDF, touch the [Cancel] key. The format settings screen will appear to let you change the file
type. Select a new file type and press the [START] key to begin transmission.

If the original was placed on the
document glass, replace it with the next
original and press the [COLOR START]
oe key (O©©®) or the [BLACK & WHITE

& START] key (C ®).

Repeat until all originals have been scanned.

Touch the [Read-End] key.

Place next original. (a0 A beep will sound to indicate that the operation is completed.

Press [Start].

ihen finished, press [Read-End]. Open the automatic document feeder and remove the original.

Configure Read-End

e If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
@ transmission is reserved.
* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "Card Shot" is selected in the special modes, only the exposure can be changed
when scanning an even-numbered original page.
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When "Sending data has been
completed." appears in the touch panel,
disconnect the USB memory.

@ Do not disconnect the USB memory while "Processing data." or "Sending data." appears in the touch panel.

@

* When transmission to USB memory is completed, "Sending data has been completed." is displayed. After a brief interval
the message is cleared and the base screen of image send mode reappears. (The base screen of image send mode is the
screen that appears when the [IMAGE SEND] key is touched.)

¢ If the USB memory becomes full during scanning...

A message will appear and scanning will stop. The scanned data will not be stored. However, if the file format is set to
JPEG and the [Specified Pages per File] checkbox is selected, files for which scanning is completed will be stored in USB
memory.

* To cancel scanning...
Press the [STOP] key ((®)) to cancel the operation.

* To cancel scanning to USB memory...
While scanned data is being stored in the USB memory, the message "Sending data." and the [Cancel] key appear in the
touch panel. To cancel the storing operation, touch the [Cancel] key.

» System Settings: USB-Device Check

This is used to check the connection of a USB device to the machine.
* System Settings (Administrator): Scan Settings

This is used to set the default color mode and file format.
» System Settings (Administrator): Disable Scan Function

The use of PC scan mode and USB memory mode can be prohibited.
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ENTERING A FILE NAME

The file name can be directly entered when performing a scan transmission.

@ ¢ If the file name is not entered, the settings in the Web page are used.
* For the procedure for entering text, see "6. ENTERING TEXT" in the User's Guide.

[ Scan I Internet Fax I Fax l USB Mem. Scanl PC Scan |

File Format | g poF ™ eoF

Color Mode B auto/Grayscale 8 vono2
Special Modes

Touch the [File Name] key. A text entry screen will appear. Enter the file name and touch the [OK] key.

@ To check the entered file name, touch the [File Name] key in the base screen once again.
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SENDING A FAX IN INTERNET FAX MODE

When a default address is configured in "Default Address Setting" in the system settings (administrator), the mode cannot be
@ changed, the destination cannot be changed, and destinations cannot be added. To switch to Internet fax mode, touch the
[Cancel] key in the touch panel and follow the steps below.

Original size Place the original.
detector

* Place the original face up in the document feeder tray, or
face down on the document glass.

* Do not place any objects under the original size detector.
Closing the automatic document feeder with an object
underneath may damage the original size detector plate and
prevent correct detection of the document size.

* Place 5-1/2" x 8-1/2" (A5) size originals in portrait (vertical) orientation ([2)). If placed in landscape (horizontal)
@ orientation ((flll] ), an incorrect size will be detected. For a 5-1/2" x 8-1/2"R (A5R) size original, enter the original size
manually.
* Image rotation
8-1/2" x 11" and 5-1/2" x 8-1/2"R (A4, B5R, and A5R) originals are rotated 90 degrees and transmitted in
8-1/2" x 11"R or 5-1/2" x 8-1/2" (A4R, B5, or A5) orientation. (8-1/2" x 11"R and 5-1/2" x 8-1/2" (A4R, B5, and A5)
originals cannot be rotated for transmission.)

{ : Transmission
@ - e —— &

* Originals cannot be scanned in succession from both the automatic document feeder and the document glass and
sent in a single transmission.

System Settings (Administrator): Rotation Sending Setting
This is used to select whether or not a scanned original image is rotated before transmission.
The default setting is: rotate 8-1/2" x 11" to 8-1/2" x 11"R, and 5-1/2" x 8-1/2"R to 5-1/2" x 8-1/2" (A4 to A4R, B5R to
B5, and A5R to A5).

1) @ Switch to Internet fax mode and display
Scan l Interngt Fax Fax I USB Mem. Scan I PC Scan I the image settings Screen'
(Passsess seod] | () scor:  [EERE(*30 s (1) Touch the [Internet Fax] tab.

[ send seteings 200520041
[naazess zeview T

==
Qj’ I-Fax Manual
Reception

(2) Touch the [Original] key.

The current settings for [Original], [Exposure], [Resolution], and [File Format] are indicated at the right of each key. To
@ change a setting, touch the appropriate key.

5" AUTOMATICALLY SCANNING BOTH SIDES OF AN ORIGINAL (2-Sided Original) (page 55), SPECIFYING THE
ORIGINAL SCAN SIZE AND SEND SIZE (Enlarge/Reduce) (page 56), CHANGING THE EXPOSURE AND
EXPOSURE MODE (ORIGINAL IMAGE TYPE) (page 62), CHANGING THE RESOLUTION (page 64),
CHANGING THE FILE FORMAT (page 65), 4. SPECIAL MODES (page 70)
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1 @ Specify the orientation in which the
original is placed.

Internet Fax/Original OK I

When specifying the orientation of the image to be transmitted,
soan Size 1005 send Size specify the orientation of the original placed in step 1.

[auto  swaz] = | Auto )

(1) Touch the appropriate orientation key.

If the top edge of the original is up, touch the key. If
Inage Orientation the top edge of the original is to the left, touch the

IR key.

(2) Touch the [OK] key.

You will return to the screen of step 2.

The original orientation is initially set to . If the original was placed with the top edge up, this step is not
necessary.

=) :
FEF_EEF =) @ The @ icon appears in one-touch keys in which Internet
i 8 fax addresses are stored.

JaJ 333 (‘.]

Global
Address Search [GGG GGG E]

[III III E]

Il Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

Sort Address

[Address Entry] [EEE EEE “]
The destination is specified.

@ » After a one-touch key is touched, if the screen is changed without touching the [To] key, the destination is
automatically specified.
¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter a destination or look up a destination in a global address book. For more information, see "2.
ENTERING DESTINATIONS" (page 20).

Press the [BLACK & WHITE START] key
® (Oe).

Scanning begins.

* If the original is placed on the document glass, the [Read-End]
key appears in the touch panel. If the original is only one page,
go to step 7. To scan more pages, go to the next step.

* If the original was inserted in the document feeder tray, a
beep will sound when scanning is completed and
transmission will take place.

If the original was placed on the
document glass, replace it with the next
oe original and press the [BLACK & WHITE
o START] key (O ®).

Repeat until all originals have been scanned.

3 @ Specify the destination.
E!ﬁ Be ) (1) Touch the [Address Book] key in the base
Y e screen.
(eee cee &) [ooo om0 B (2) Touch the key of the desired destination.
(3) Touch the [To] key.
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Touch the [Read-End] key.

Flace pext original. (Bg.No-x) A beep will sound to indicate that the operation is completed.

Press [Start].

When finished, press [Read-nd]. Open the automatic document feeder and remove the original.

Configure Read-End

* If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
@ transmission is reserved.
* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when "2in1" or "Card Shot" is selected in the special modes, only the exposure can be
changed when scanning an even-numbered original page.

* When all originals have been scanned, "Job stored." will be displayed together with a job control number. This number can
@ be used to locate the job in the Transaction Report or in the Image Sending Activity Report. If the job is a broadcast
transmission, this number will also appear in the key of the job in the job status screen. For this reason, making a note of
the number is useful for checking the result.
* If the memory becomes full while the originals are being scanned, a message will appear and scanning will stop.

* Storing a mail signature
You can have preset text automatically added at the end of e-mail messages as a mail signature. This is convenient when
you wish to have a corporate policy or other preset text appear at the bottom of e-mail messages. To store the text for the
mail signature, click [Application Settings] and then [Network Scanner Settings] in the Web page menu. (Administrator
rights are required.) Up to 900 characters can be entered. (The mail signature is not included in the maximum number of
characters that can be entered in the e-mail message.)
Use "Pre-Setting Mail Signature" in the system settings (administrator) to specify whether or not a mail signature is added.

To cancel scanning...
Press the [STOP] key ((©)) to cancel the operation.

» System Settings (Administrator): I-Fax Send Settings
This is used to select Internet fax transmission settings such as the receive report setting, rotation setting, size restriction
setting, and sender information attachment setting.

» System Settings (Administrator): Pre-Setting Mail Signature
Use this setting to specify whether or not a mail signature is added at the end of e-mail messages. By factory default, a
mail signature is not added.

ENO,
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CHANGING THE SUBJECT, FILE NAME, AND BODY

TEXT

The subject, file name, and body text can be changed when performing an Internet fax transmission. Preset items can
be selected or text can be directly entered.

@

¢ If the subject and file name are not changed, the settings in the Web page are used.
* Selections for the subject, file name, and body text are configured by clicking [Application Settings] and then [Network

Scanner Settings] in the Web page menu. (Administrator rights are required.)
e For the procedure for entering text, see "6. ENTERING TEXT" in the User's Guide.

Scan l Internet Fax I Fax I USB Mem. Scan I PC Scan I
(P ee] | o) s R sene:

Send Settings

File Format TIFF-F

Special Modes

I-Fax Manual
Reception

Touch the [Send Settings] key.

Send Settings

L

Body Text

To change the subject, touch the
[Subject] key.
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(1) ) Enter the subject.

(1) Touch a pre-set text key.
(2) Touch the [OK] key.

| Subject { Cancel ][ OK ]‘
Direct Entry I

[ ]
INo.01 Sub: Schedule coordination No.02 Sub: Monthly Schedule I

No.03 Sub: Minutes of planning m [r.o.c:

0.05

)

] fom
] -
J

* If you wish to directly enter the text, touch the [Direct Entry] key to open the text entry screen. Enter the text and
touch the [OK] key.

* The text in a pre-set text key can be edited by touching the pre-set text key and then the [Direct Entry] key. The text
entry screen will appear with the selected pre-set text entered. (When a destination is stored using the Web page,
up to 80 characters can be entered. However, only 54 characters* can be edited in the touch panel.)

* When the number of preset keys displayed is 6

— Jj|] Tochange the file name, touch the [File
Name] key.

Subject Sub: Schedule coordination meeting The file name is entered in the same way as the subject.

File Name

(23
o
g
a
73
o
o
o
z
Q
[}

Body Text

= ] To change the body text, touch the
[Body Text] key.

Subject Sub: Schedule coordination meeting

File Name Material for planning meeting

Body Text

(73
o
=]
a
23
o
o
o
L
@
w
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Body Entry

e J Enter the body text and touch the [OK]

Thank you for your continuous support. We have attached scanned data,

key.
which you have requested.

* To select a pre-set message previously stored in the Web
page, touch the [Pre-Set Select] key.

* To directly enter the message, touch the [Edit] key.

[Pre—Set Select][ Edit ] E] E]
@ * 1800 characters can be entered. (A line break counts as one character.)

* To clear all entered text, touch the [Clear All] key. This key clears not only the selected line but also the entire
message.

¢ Each line of the entered text can be selected with the E] E] keys. To edit the selected line, touch the [Edit] key.
The text entry screen will appear with the selected text entered.

Send Settings

C_ = ] Touch the [OK] key.

Sub: Schedule coordination meeting
Material for planning meeting

Body Text Thank you for your continuous support. We have attached sca

@ When storing pre-set text for the subject and file name in the Web pages, up to 80 characters can be entered.

System Settings (Administrator): The Number of File Name/Subject/Body Keys Displayed Setting
The setting for the number of subject keys and file name keys displayed in one screen can be changed to 6, 12, or 18.
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SENDING THE SAME IMAGE TO MULTIPLE
DESTINATIONS (Broadcast Transmission)

The same scanned image can be sent to multiple scan modes (Scan to E-mail, Scan to FTP, and Scan to Desktop),
Internet fax mode, and fax mode destinations in a single operation. Up to 500 destinations (including a combined
maximum of 200 Scan to FTP and Scan to Desktop destinations) can be selected in one broadcast operation.

Transmission

Originals

If you frequently use broadcasting to send images to the same group of destinations, it is convenient to store those
destinations in a group key.

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.
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B Specify the destination.

]
Einal IEE (1) Touch the [Address Book] key in the base
4 Csoentdtiitni;: ‘ [Z\AAI-\I-A—@ . screen.
[ece cee %] (oo oo g - (2) Touch the one-touch key of the desired
] = &) (FEr e g destination.
S { - Z; E“ ﬂ (3) Touch the [To] key.

The destination is specified.

j Frequent Use I ABCD l EFGHI l JKLMN l opoRs’rl UVWXYZ

(4) Repeat steps (2) and (3) until all

destinations are selected.

@ * To add Cc or Bcc recipients, select a recipient and touch the [Cc] key or the [Bcc] key.

* If "Must Input Next Address Key at Broadcast Setting" is enabled in the system settings (administrator), touch the
[Next Address] key before specifying the next destination.

* One-touch keys that cannot be used for broadcast transmission are grayed out to prevent selection.

* If a Scan to FTP (Hyperlink) address is specified in a broadcast transmission, hyperlink e-mail transmission will not
take place.

¢ If you frequently use broadcasting to send images to the same group of destinations, it is convenient to store those
destinations in a group key.

(ormrs] @ | B= ) Touch the [Address Review] key.
» Condi.tion
Sectings) [.-M AAA B] [Hr,«. BBB @J 1

Address Review

g -
(‘.] [FFF FFF El]
Addrgi:bgi‘arch [GGG GGG E] [HHH e @]

[III III lz] [JJJ JJJ t.]

Frequent Use I ABCD I EFGHI I JKLMN l OPQRSTI UVHXYZ

Sort Address

[raaeess revien = Check the destinations and then touch
the [OK] key.
001 [AAA ARR El] 002 [BBE BBB (5
003 [KKK KKK E] 004 [LLL LLL 8] 1
005 [t @) 006 [ mw =) :
om[ooo 000 El] oos[m:p PPP !‘.]
005 (000000 &) o0 [RRR RRR g —
011888 sss @) o12(tor e 8|
] = To I = ]

@ If the transmission includes Cc or Bce destinations, touch the [Cc] tab or the [Bec] tab to check those destinations.

To cancel a specified destination...

@ Touch the one-touch key of the destination that you wish to cancel. A message will appear to confirm the deletion.
Touch the [Yes] key.
=5 CHECKING AND DELETING THE SELECTED DESTINATIONS (page 22)
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Press the [COLOR START] key (O00®)
or the [BLACK & WHITE START] key
(Oe).
Scanning begins.
* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning of one page finishes, replace it with the next
page and press the [COLOR START] key (OOO®) or the
[BLACK & WHITE START] key (O @ ). Repeat until all pages
have been scanned and then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

oooe oe

& o &

@ If Internet fax or fax destinations are included in the broadcast transmission, the [COLOR START] key (OO0 ®)
cannot be pressed. Scanning will take place in Mono2.

@ To cancel scanning...
Press the [STOP] key () to cancel the operation.
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BROADCAST TRANSMISSIONS THAT INCLUDE

INTERNET FAX DE

STINATIONS

When a broadcast transmission includes both scan mode and Internet Fax mode destinations, the Internet Fax mode
settings (original orientation and other various settings) are given priority. When performing this type of broadcast
transmission, note the information below.

Original placement orientation

The orientation of Internet fax mode is given priority. When "Rotation Sending Setting"
is enabled in the system settings (administrator), the image is rotated 90 degrees. For
this reason, in some cases the image may not be displayed in the correct orientation.

When the file format is set to [TIFF-S] in Internet fax mode, transmission is only

SR S possible in 8-1/2" x 11'R (A4R) size.
Exposure The Internet fax settings are given priority.

. When the file format is set to [TIFF-S] in Internet fax mode and a high resolution
Resolution

setting is selected in scan mode, the resolution will be changed to [200X200dpi].

File compression mode

The compression mode will be changed to the compression mode set in
"Compression Mode at Broadcasting" in the system settings (administrator).

Color scanning

Scanning will take place in Mono2 regardless of the color mode setting.

Special modes 2in1

This cannot be selected in scan mode, however, if selected in Internet fax mode, it will
also be applied to scan destinations.

Scan file size

If a broadcast transmission is performed that includes destinations for which an
attachment size limit has been set using "Maximum Size of E-mail Attachments
(E-mail)" or "Maximum Size of Data Attachments (FTP/Desktop/Network Folder)" in
the system settings (administrator), the limit will also apply to destinations for which a
limit is not set. (The limitation setting of Scan to E-mail or Internet fax is given priority.)

Resending to unsuccessful broadcast transmission destinations

The results of a completed broadcast transmission can be checked in the job status screen. If transmission to any of the
addresses failed, resend the image to those addresses.

JOB STATUS

]

Press the [JOB STATUS] key.

1)

o= \J
& Print Job I@ Scan to [t.ﬂ Fax Job [@ Internet Faxl

Address

2 =i ABA ARM

(1) ) Display the jobs completed screen.
(1) Touch the tab of the mode that you wish to
set Tine  rages Status l display.
10:05 0a/01 000/001 Waiting K;_I (2) Touch the [Complete] key.

[3 [=j BBB BEB 10:22 04/01 000/004 Waiting

[4 & cce cce 10:30 04/01 000/010 Waiting

[5 i DDD DDD 10:33 04/01 000/010 Waiting

i

Stop/Delete

@

If the broadcast transmission included destinations of different modes, the same broadcast transmission key will
appear in each of those modes.
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(1) (2 Display details on the broadcast

[é Print Job l@’—l Scan to IQP Fax Job [@ Internet Faxl transmlSSIon.
Addxess0 Start Time Pages Status (1) Touch the key Of the completed broadcast
roa 3 / /003 NG00000 Job Queue - -

&) Broadcast0002  10:05 04/01 001/001 Send OK 1 I transmission.
[ B! Broadcast0003  10:22 04/01 004/004 Send OK ] ! (2) Touch the [Detall] key

="} oop ooD 10:30 04/01 010/010 Send OK |

Detail - i
cal

@ "Broadcastxxxx" will appear as the address of the broadcast job key. The job control number that appeared in the
touch panel when scanning ended appears in "xxxx".

Resend the image to the unsuccessful

| Detail [ O ]‘
A srosccastonnt destinations.
Address Start Time  Status Eebrys I .
002 [ EEE EEE 10:01 04/01  NG000000 1 (1) Touch the [Falled] tab.
010 ' FFF FFF 10:10 04/01  NG000000 (2) Touch the [Retry] key_
I*
I+
File | Failed | 211 pestinac s |
(1) (2

@ * The steps to follow after the [Retry] key is touched differ depending on whether or not the document filing function is

used.

Not using document filing
You will return to the base screen with the unsuccessful destinations entered. Place the original and perform the

steps of the broadcast transmission.

Using document filing
You will return to the document filing resend screen with the unsuccessful destinations entered. Perform the

document filing resend procedure. (There is no need to rescan the original.)
* If the [All Destinations] tab is touched in (1), all destinations will be displayed. The [Retry] key that appears in the
screen can be touched to resend to all the destinations.
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SENDING AN INTERNET FAX FROM A
COMPUTER (PC-I-Fax)

A file on a computer can be sent via the machine as an Internet fax (PC-I-Fax function). Internet faxes are sent using the
PC-I-Fax function in the same way as documents are printed. Select the PC-Fax driver as the printer driver for your
computer and then select the Print command in the software application. Image data for transmission will be created and
sent as an Internet fax.

PC-I-Fax
transmission

—

Ve

N A~ A7

Hjn|n

For the procedures for using this function, see the PC-Fax driver Help.

CD-ROM that accompanies the Internet fax expansion kit. For more information, see the Software Setup Guide.

* This function can only be used on a Windows computer.

* This function can only be used for transmission. Internet faxes received on the machine cannot be received to a computer
that is connected to the machine.

@ * To send an Internet fax using the PC-I-Fax function, the PC-Fax driver must be installed and then updated using the
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IMAGE SETTINGS

Settings for scanning the original are selected in the base screen of each mode. The current state of each setting
appears to the right of the key used to select the setting.

J Scan I Internet Fax I Fax I USB Mem. Scan I PC Scan I

baaaress sook| [ origimar | scan: send: — (1)

Address Entryl Exposure ] B Text ~L—- (2)
[Send Settings Resolution | 200%200dpi P (3)
[Address Review File Format l B eor M poF o (4)
[ File ] Color Mode | B auto/Grayscale M Mono2 P (5)

Quick File Special Modesl

d

(1) [Original] key (4) [File Format] key

Touch this key to set the scan size, send size, and Touch this key to change the format (file type) of the

orientation of the original, and select 2-sided scanning scanned image file.

settings. I CHANGING THE FILE FORMAT (page 65)

IS AUTOMATICALLY SCANNING BOTH SIDES OF (5) [Color Mode] ke
AN ORIGINAL (2-Sided Original) (page 55), ) y )
SPECIFYING THE ORIGINAL SCAN SIZE AND Touch this key to select the color mode for scanning.
SEND SIZE (Enlarge/Reduce) (page 56) This key does not appear in Internet fax mode.

I" CHANGING THE COLOR MODE (page 69)
(2) [Exposure] key

Touch this key to select the exposure for scanning.
I CHANGING THE EXPOSURE AND EXPOSURE
MODE (ORIGINAL IMAGE TYPE) (page 62)

(3) [Resolution] key

Touch this key to select the resolution for scanning.
5" CHANGING THE RESOLUTION (page 64)

54



AUTOMATICALLY SCANNING BOTH SIDES OF AN
ORIGINAL (2-Sided Original)

The automatic document feeder can be used to automatically scan both sides of an original.

:|
Scan transmission —
2-sided original Front and reverse sides are scanned
M Select the mode and display the image
l Scan I Internet Fax Fax I USB Mem. Scan \I PC Scan I settings screen.
| paddicss Sock/g) Oniginal ] scon: [ vt sena: (1) Touch the tab of the mode that you wish to
Address Entry [E] Text use.
[send Settings 200X200dpi 2 Touch the [Ori inal] key_
g
[Address Review B eoF {8 eoF

[ e | G 2uto/Crayscate (B vono2
Quick File Special Modes

|

2
3) Specify the binding style of the 2-sided
| . .
S — o original (book or tablet) and the
orientation in which the original is placed.
rrmrn A (1) Touch the [2-Sided Booklet] key or the

[2-Sided Tablet] key.

A book and a tablet are bound as shown below.

Image Orientation

B Book Tablet

A B

EF
G KL

1M ()

™

(2) Touch the appropriate [Image Orientation] key.

If this setting is not correct, a suitable image may not be
transmitted.

(3) Touch the [OK] key.

@ To cancel 2-sided scanning, touch the highlighted key so that it is no longer highlighted.

@ 2-sided scanning automatically turns off after the transmission operation is completed.
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SPECIFYING THE ORIGINAL SCAN SIZE AND SEND
SIZE (Enlarge/Reduce)

When the original is placed, its size is automatically detected and displayed in the base screen.
The size of the placed original is indicated as the scan size, and the size to be transmitted is indicated as the send size.

Scan I Internet Fax | Fax I USB Mem. Scan I PC Scan l
—
[ Paddress Book] Original IScan: 8%x11 Send: I
Send Settings 200X200dpi
Address Review, File Format | g eor f® eoF
File Color Mode [l Auto/Grayscale ™ Mono2
Quick File Special Modes

In the above screen, the scan size (the placed original) is 8-1/2" x 11" (A4) and the send size is auto. For example, if the
scan size is 8-1/2" x 11" (A4) and the send size is 5-1/2" x 8-1/2" (B5), the image will be reduced before transmission.

!

i

"Scan Size"
— |:| Transmission —[]
——— | "Send Size" is set p——
to 5-1/2" x 8-1/2" 7 3 R
(B5) —
8-1/2" x 11" (A4) The image is reduced

to 5-1/2" x 8-1/2" (B5)
before transmission

* Only standard original sizes can be automatically detected.
@ " STANDARD SIZES (page 19)

* If the original is a non-standard size, you must set the scan size manually.
I Specifying the original scan size (by paper size) (page 57)
Specifying the original scan size (by numerical values) (page 58)
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Specifying the original scan size (by paper size)

If the original is a non-standard size or you wish to change the scan size, touch the [Original] key to specify the original
size manually. Place the original in the document feeder tray or on the document glass and follow the steps below.

M Select the mode and display the image
l Scan I Internet Fax % Fax I USB Mem. Scan 1' PC Scan I settings Screen.
| P e . RN (1) Touch the tab of the mode that you wish to
Address Entry [E] Text use.
[sena sectings 200x2000p5 (2) Touch the [Original] key.
[Address Review| i eoF ™ eoF

The automatically detected original size appears to the

[T B auto/Grayscale {8 Mono2 rlght Of the [Or|g|na|] key

2
p—— — j| Touch the [Scan Size] key.
S;‘al:OSiZ:%xu 1[10% Send ?;Z:)

—

Image Orientation

2-Sided 2-8ided 4
(esse ] (e ]

)] () Specify the scan size.
[sommiortatmt > ] (1) Touch the appropriate original size key.
(2) Touch the [OK] key.

[ 8%x11R ] { 11x17 ]

L3

[ S%XBYR [sxxn (216x330)]

)
[ mear | [ ewas | [ zong size |

Size Input I

* If you are sending a long original, touch the [Long Size] key. Use the automatic document feeder to scan a long
original. The maximum width that can be scanned is 31-1/2" (800 mm) (the maximum height is 11-5/8" (297 mm)).

* To specify an AB size for the scan size, touch the [AB# Inch] key to highlight the [AB] side and then specify the
scan size.
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Scan/Original

Scan Size

100% Send Size

[ swen

J

hd [ Auto ]

2-Sided

2-Sided
Booklet

Tablet

J |

|

Image Orientation

(80

Touch the [OK] key.

When [Long Size] is selected, the 2-sided scanning setting and send size cannot be changed. In addition, when only scan
destinations are selected for scan transmission or metadata transmission, scanning will take place in Mono2.

Specifying the original scan size (by numerical values)

When scanning a non-standard size original such as a card, follow these steps to specify the original size. The width can
be from 2-1/2" to 17" (64 mm to 432 mm), and the height can be from 2-1/2" to 11-5/8" (64 mm to 297 mm).

(1

Select the mode and display the image
settings screen.

l Scan I Internet Fax Fax I USB Mem. Scan \I PC Scan I
| Phdizess ook o) omigan ] scer:  [ER[ 25t senc: (1) Touch the tab of the mode that you wish to
[Address Entry Exposure I [E] Text use.
[send Settings 200X200dpi (2) Touch the [Original] key-
[pasres review ol o off e The automatically detected original size appears to the
File B ruto/Grayscate M wono2 right of the [Original] key.
Quick File J
(2)
S o Touch the [Scan Size] key.

Scan Size

100% Send Size

Auto 8%x11 l =+ Auto l

—

2-Sided

2-8ided
Tablet

Booklet

J |

|

Image Orientation

m
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p— — j|] Touch the [Size Input] key.
T (e
[ 5%x8% ] [ 8%x11R ] [ 11x17 ] AAB
[ 5Hx8%R ] [B%x13(216x330)] =
[ 8yx11 ] [ 8%x14 ] [ Long Size ]
S
1), () (i) Enter the scan size (original size).
et f—g{ﬁ‘ (1) Touch the [X] key and enter the X
Size Topuc D ) e (horizontal) dimension with the (] (4] keys.
(2) Touch the [Y] key and enter the Y (vertical)
j dimension with the (] (4] keys.
Al
(3) Touch the [OK] key.
=] [« Touch the [OK] key next to the [Cancel] key to complete
the setting and return to the screen of step 3.

System Settings (Administrator): Original Size Detector Setting
This is used to set the size entry screen to "inch units" or "mm units".

Scan/Original

OK l‘

Scan Size

2

Send Size

[ X17 Y11

) -

Auto ]

Image Orientation

2-Sided
Booklet

2-Sided
Tablet

N 0o Jiak)

Touch the [OK] key.

The specified size appears in the [Scan Size] key.

@

* When the scan size is specified by numerical values, the send size cannot be specified.
¢ When the automatic document feeder is used, an original longer than 17" (432 mm) can be scanned (maximum width

31-1/2" (800 mm)). In this case, touch the [Long Size] key in the screen of step 3.
=" Specifying the original scan size (by paper size) (page 57)
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Specifying the send size of the image

Specify the send size as a paper size. If a send size bigger than the scan size is selected, the image will be enlarged. If
a send size smaller than the scan size is selected, the image will be reduced.

* The send size cannot be specified when [Long Size] is selected for the scan size, or when the scan size is specified by
@ numerical values.

¢ The send size cannot be specified when [TIFF-S] is selected for the format in Internet fax mode. (The send size is fixed at
8-1/2" x 11"R (A4R).)

(1) Select the mode and display the image
[ = % T e (| settings screen.
e o (1) Touch the tab of the mode that you wish to
y—— B e use.
= (2) Touch the [Original] key.
[ndaress Rovien ol o 8 oo

File Color Mode [ Auto/Grayscale f® Mono2
Quick File Special Modes

|
@)

E——— — - j|] Touch the [Send Size] key.

Scan Size 100% Send Size

Auto 8%x11 I - Auto I
—

Image Orientation

= == da|

) ) Specify the send size.
[ecororison [—Olﬁ (1) Touch the desired send size key.
[eha (2) Touch the [OK] key.
o) w

[B%xl] (216}(330)]

[ eeas |

@ * Depending on the paper size specified for the "Scan Size", it may not be possible to select some sizes for the "Send
Size". Size keys that cannot be specified for the "Send Size" are grayed out to prevent selection.

* To specify an AB size for the send size, touch the [AB# Inch] key to highlight the [AB] side and then specify the
send size.
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() Specify the orientation in which the
1 . . .
Scan/Original h;{ﬁ‘ orlglnal |S placed.

‘ q , (1) Touch the appropriate [Image Orientation]
[;::, Slzea%xu] 11% [SE“d f;zc; ) key.

If this setting is not correct when sending an image with a
changed ratio, a suitable image may not be transmitted.

Image Orientation

e (g (2) Touch the [OK] key.

@ The ratio used for reduction or enlargement of the original will appear between the "Scan Size" and the "Send Size".

61



CHANGING THE EXPOSURE AND EXPOSURE MODE
(ORIGINAL IMAGE TYPE)

The exposure can be changed to match the darkness of the original. In scan mode and USB memory mode, the
exposure mode can be set to match the original image type.
Refer the following tables to select appropriate settings.

How to select the exposure

Exposure When to select
Auto This setting automatically adjusts the exposure for light and dark parts of the original.
1-2 Select this setting when the original consists of dark text.
Manual 3 Select this setting for a normal original (neither dark nor light).
4-5 Select this setting when the original consists of faint text.

How to select the original image type

Setting Description
Text/Prid. Photo Thls mode provides the best balance fgr scanning an original which contains both text and
printed photographs, such as a magazine or catalogue.
This mode provides the best balance for scanning an original which contains both text and
Text/Photo .
photographs, such as a text document with a photo pasted on.
Text Use this mode for regular text documents.
Photo Use this mode to scan photos.
Printed Photo This mode is best for scanning printed photographs, such as photos in a magazine or
catalogue.
Map This mode is best for scanning the color shading and fine details found on most maps.
(1) Select the mode and display the
l Scan I Internet Fax Fax I USB Mem. Scan 1' PC Scan I exposure settlngs Screen.
|[padazess sook| | (omginan ] scon: [ e sena: (1) Touch the tab of the mode that you wish to
Address Entry E D Text use.
[ send seteings 200x200451.

(2) Touch the [Exposure] key.

File Color Mode B auto/Grayscale {8 Mono2
Quick File Special Modes
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Read the displayed message and touch
When Fax/I-Fax address is included, the [o K] key.

exposure setting shared among Fax/
I-Fax/ Scanner mode is selected.

This message does not appear in USB memory mode or
Internet fax mode. Go to the next step.

@ If a broadcast transmission is performed that includes both scan mode destinations and Internet fax destinations, the
exposure settings for Internet fax mode will have priority.

Select the exposure and original image

Scan mode, USB memory mode type.
(M () ©)) (‘Il) (1) Touch the [Manual] key.
| ﬁ&ﬁ\ (2) Adjust the exposure with the _d ] ((» ] keys.
When the exposure is set to [Auto], the [_d ] (B ] keys
- cannot be used.
—oJEENS | | onisirel irese e — The exposure darkens when the [_B_] key is touched,
O - (o) and lightens when the [_d ] key is touched.
Il IEY To return to auto exposure adjustment, touch the [Auto]
key.

[ voize resuceion (3) Select the original image type.

Touch the original image type key that matches the
original image type.

(4) Touch the [OK] key.

Internet fax mode

1M (2 (‘Il)
Internet Fax/Exposure ho‘l{ ”
® st

@ * In Internet fax mode, the original image type and moiré reduction cannot be selected.
* When the exposure is set to [Auto], [Printed Photo], [Photo] and [Map] do not appear.
* When the original image type is set to [Printed Photo], [Photo], or [Map], [Auto] will not appear.

* To reduce the occurrence of line patterns (moiré effect) when scanning printed matter, touch the [Moiré Reduction]
checkbox so that a checkmark appears.

When using the document glass to scan multiple original pages, the exposure setting can be changed each time you change

@ pages. When using the automatic document feeder, the exposure setting cannot be changed once scanning has begun.
(However, when "Job Build" is used in the special modes, the exposure can be changed each time a new set of originals is
inserted.)

System Settings (Administrator): Default Exposure Settings
This is used to change the default exposure setting.
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CHANGING THE RESOLUTION

The resolution setting can be selected.

(1) Select the mode and display the image
1 .
T settings screen.
Scan Internet Fax l Fax LUSB Mem. Scan }! PC Scan I g
| padszess sook] | ([ osiginar ) scan:  [EERR[ st seno: (1) Touch the tab of the mode that you wish to
Address Entryl [E] Text use.
e oo (2) Touch the [Resolution] key.
[Address Review B eoF {8 eoF
File u Auto/Grayscale EF Mono2
Quick File

(2)
Select the resolution.
Scan mode, USB memory mode (1) Touch the key of the desired resolution.
(1 (i’ (2) Touch the [OK] key.
Scan/Resolution 0.@_‘

100X100dpi

200X200dpi

300X300dpi

400X400dpi

600X600dpi

Internet fax mode

1M (i)
Internet Fax/Resolution ho.x I

200X100dpi.

200X200dpi

200X400dpi

400X400dpi

600X600dpi.

T
=
o
=
n
-
g
=1
o

. In Internet fax mode, the [Half Tone] key can be touched to select halftone (except when [200X100dpi] is selected).
When the original has many gradations of light and dark such as a photo or color illustration, halftone provides a more
attractive image than regular transmission.
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How to select the resolution

For normal text originals, 200X200dpi (200X100dpi in Internet fax mode) produces an image that is sufficiently legible.
For photos and illustrations, a high resolution setting (600X600dpi, etc.) will produce a sharp image. However, a high
resolution setting will result in a large file, and if the file is too large, transmission may not be possible. In this event,
reduce the number of pages scanned or take other measures to decrease the file size.
=" CHANGING THE FILE FORMAT

Specifying the send size of the image (page 60)

* When using the document glass to scan multiple original pages, the resolution setting can be changed each time you
@ change pages. When using the automatic document feeder, the resolution setting cannot be changed once scanning has
begun. (However, when "Job Build" is used in the special modes, the resolution can be changed each time a new set of
originals is inserted.)

e When [TIFF-S] is selected for the format in Internet fax mode, only [200X100dpi] or [200X200dpi] can be selected.

System Settings (Administrator): Initial Resolution Setting
This is used to change the default resolution setting.

CHANGING THE FILE FORMAT

Changing the format (scan mode and USB memory mode)

The file format (file type and compression mode/compression ratio) for sending a scanned image can be changed at the
time of transmission. In addition, if the scanned originals are divided into separate files, the number of pages per file can
be changed.

The file format for sending a scanned image is specified when the destination is stored in a one-touch key; however, you can
@ change the format at the time of transmission.

(1) (1) Select the mode and display the image
J 1. o7 - oo Settings screen.

(st o] | (o) <o A e (1) Touch the tab of the mode that you wish to
Address Entryl [E] Text use.
e (2) Touch the [File Format] key.
[Address Review} File Format I g eor 8 eoF

File B auto/Grayscale 8 Mono2

Quick File
|
)

Read the displayed message and touch
Select a file format to apply it to the [o K] key.

all scan destinations.

The message does not appear in USB memory mode. Go to
the next step.
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&

| Scan/File Format [ OK ]‘
File Type Compression Mode
PDF [ TIFF ] [ None ]
Encrypt PDF MH (G3)
Yy
MMR (G4) ] Colorv/Gray
. (1-99)
Specified Pages per File
Scan/File Format [ OK ]‘
File Type Compression Ratio
PDF w1 tow |
e ) () | | RS
B/W
-
5
D Specified Pages per File -'1'99“

Set the format.

® Scanning in Mono2

1)
(2)

Select the file type.
Select the compression mode.

@® Scanning in color/grayscale

(1)

(2)
()

Touch the indicated key to select
[Color/Grayscale] mode.

When [Color/Grayscale] is highlighted, [Color/Grayscale]
mode is selected.

Select the file type.

Select the compression ratio.

High compression results in a smaller file size, however,
the image quality is slightly degraded.

* The [Programmed] key does not appear in USB memory mode.
* When this screen is displayed, the setting screen of [B/W] mode initially appears.

* The format setting for [B/W] mode is the file format that is used when the [BLACK & WHITE START] key (O @) is

pressed with the B/W mode set to [Mono2].

* The format setting for [Color/Grayscale] mode is the file format that is used when the [COLOR START] key
(COO0®) is pressed, or when the [BLACK & WHITE START] key (O @) is pressed with the B/W mode set to
[Grayscale].

* The file type of [B/W] mode and the file type of [Color/Grayscale] mode are linked. The file type cannot be set
separately for each. (When [JPEG] is selected for [Color/Grayscale] mode, [TIFF] is automatically selected for [B/W]

mode.)
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3) To change the number of pages per file,
| enter the number of pages and exit the

Scan/File Format h&ﬁ .
= _ o —) format settings.

o ) = ) (1) Touch the [Specified Pages per File]
() (=) checkbox so that a checkmark (] appears.
) =y (2) Set the number of pages per file with the

Specified Pages per Ff.e ‘]'93“ @ B keyS.
E)= (3) Touch the [OK] key.
|
(1) (2

@ ¢ When a checkmark does not appear in the [Specified Pages per File] checkbox D one file is created for all
scanned pages.

* When [Specified Pages per File] is selected, consecutive numbers are added to the created file names.

* When [JPEG] is selected for the file type, one file is created for each page (a file cannot be created for multiple
pages). For this reason, the [Specified Pages per File] checkbox does not appear.

When [Encrypt PDF] is selected, a password entry screen will appear when the [START] key is pressed to begin scanning
and transmission.

Touch the [Entry] key in the displayed screen to open the keyboard screen. Enter a password (maximum of 32 characters)
and touch the [OK] key. Scanning and transmission will begin.

System Settings (Administrator): Initial File Format Setting
This sets the default file format setting for scanner transmission.
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Changing the format (Internet fax mode)

The file format for sending an Internet fax is normally set to [TIFF-F]. If the destination Internet fax machine does not
support full mode (it only supports simple mode), follow the steps below to select [TIFF-S].

(1) Switch to Internet fax mode and display
1 . .
Scan l Internet Fax l Fax IUSB Mem. ScanI PC Scan I the flle format Settlngs Screen.
) D - e (1) Touch the [Internet Fax] tab.
B (2) Touch the [File Format] key.

[send sectings 2001000p1
[Address Review File Format I TIFF-F
File ‘ Special Modes

Quick File

()

(1) ) Select the file format.

|
ﬁo‘xﬁ (1) Touch the key of the desired format.

If you selected [TIFF-F], select the compression mode.

(2) Touch the [OK] key.

Internet Fax/File Format

File Type

TIFF-S TIFF-F MH (G3)

Compression Mode

@ When [TIFF-S] is selected, the transmission settings are restricted as follows:

* Resolution: The selections are [200X100dpi] and [200X200dpi]. If [TIFF-S] is selected after [200X400dpi],
[400X400dpi] or [600X600dpi] is selected, the resolution automatically changes to [200X200dpi].

¢ Send size: Always 8-1/2" x 11"R (A4R). If [TIFF-S] is selected after the send size is changed, the send size is
automatically changed to 8-1/2" x 11"R (A4R). If a size larger than 8-1/2" x 11" (A4) is scanned, the size
will automatically be reduced to 8-1/2" x 11"R (A4R). When this format is included in a broadcast
transmission, the image will be transmitted to all destinations at 8-1/2" x 11"R (A4R).

» Special modes: When a ratio setting is selected and the original size is entered, Dual Page Scan, Card Shot, 2in1, and
Mixed Size Original cannot be used.

System Settings (Administrator): Compression Setting
This is used to set the default compression mode for Internet fax transmission.
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CHANGING THE COLOR MODE

This procedure is used to change the color mode used to scan the original when the [COLOR START] key (O0©@®) or
the [BLACK & WHITE START] key (O @) is pressed.

@ This function cannot be used in Internet fax mode.

Start key Mode Scanning method
The machine detects whether the original is color or black and white and
Auto automatically selects full color or black and white (Mono2 or Grayscale)
[COLOR START] key scanning.
The original is scanned in full color. This mode is best for full color originals
Full Color
such as catalogues.
Mono2 Colors in the original are scanned as black or white. This mode is best for
[BLACK & WHITE text-only originals.
START] key Gravscale The colors in the original are scanned in black and white as shades of gray
y (grayscale).
(1) (1) Select the mode and display the color
J .| T Im!s ——7 Mmode settings screen.
(i ) | () oo R o (1) Touch the tab of the mode that you wish to
[ adress mmery | B rexe use.
B S (2) Touch the [Color Mode] key.
[Address Review| gl PoF ™ eoF

File Color Mode I B auto/Grayscale 8 Mono2

Quick File Special Modes

2

T — j| Selectthe color mode.

Color Hode (1) Touch the key of the mode to be used when
the [COLOR START] key (00o©@®) is pressed.

You can select whether black & white scanning will take
place in Mono2 or grayscale when [Auto] is selected and a
black and white original is scanned. Note that if the file
format is set to JPEG, scanning will take place in grayscale.

Grayscale
B/W Mode Mono2 Grayscale |

9 (2) Touch the key of the mode to be used when the
0 (;) a) [BLACK & WHITE START] key (O ®) is pressed.

(3) Touch the [OK] key.

¢ System Settings (Administrator): Default Color Mode Settings
The default color mode can be changed.

» System Settings (Administrator): Disable Change of B/W Setting in Auto Mode
This prohibits selection of the black and white original scanning setting when [Auto] is selected for the color mode.
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4 SPECIAL MODES

This chapter explains special modes that can be used in scan send mode.

SPECIAL MODES

When the [Special Modes] key is pressed in the base screen, the special modes menu screen appears. When the [OK]
key is touched in the special modes screen, the selected settings are entered and the base screen reappears.

Scan mode, USB memory mode, Data entry mode

1)

(2

3)

@

®)

(6)

J Scan I Internet Fax r Fax r USB Mem. Scan [ PC Scan I

[ P2ddress Eookl Original I Scan: @xll Send:
[Address Entry] (m Text
[Send Settings 200X200dpi
[Address Review B eoF {8 eoF
File il Auto/Grayscale MM mono2

Quick File

f:

[Program] key*1, 2
I5° STORING SCAN OPERATIONS (Programs) (page
72)

[Erase] key

I ERASING PERIPHERAL SHADOWS ON THE
IMAGE (Erase) (page 74)

[Dual Page Scan] key

" SCANNING AN ORIGINAL AS TWO SEPARATE
PAGES (Dual Page Scan) (page 77)

[Timer] key*1
I SENDING AN IMAGE AT A SPECIFIED TIME
(Timer Transmission) (page 79)

[Suppress Background] key

5" WHITENING FAINT COLORS IN THE IMAGE
(Suppress Background) (page 82)

[Card Shot] key

5" SCANNING BOTH SIDES OF A CARD ONTO A
SINGLE PAGE (Card Shot) (page 84)

*1 Does not appear in USB memory mode.
*2 Does not appear in data entry mode.

=
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[a] Dual Page

(4? Tiner FSX FGX Card Shot ]
Y G e

(0w (|

Suppress
Background

Job

Slow Scan
Build

Mode

@)

@®

©)

(10

(11)

[Job Build] key

I SCANNING MANY ORIGINALS AT ONCE (Job
Build) (page 87)

[Mixed Size Original] key
I SCANNING ORIGINALS OF DIFFERENT SIZES
(Mixed Size Original) (page 90)

[Slow Scan Mode] key

I=5" SCANNING THIN ORIGINALS (Slow Scan Mode)
(page 92)

[File] key*1

Touch this to use the File function of document filing

mode. For more information on File, see the Document

Filing Guide.

[Quick File] key*1

Touch this to use the Quick File function of document

filing mode. For more information on Quick File, see the
Document Filing Guide.



Internet fax mode

There are two special mode menu screens in Internet fax mode. Touch the keys to switch between the two
screens.

The keys explained below can only be used in Internet fax mode. The other keys are the same as those explained in
"Scan mode, USB memory mode, Data entry mode" (page 70).

1st screen 2nd screen
| Internet Fax/Special Modes [ OK ]| | Internet Fax/Special Modes [ OK ]|
2
[ Program ] [ Erase ] [_ D“E‘Slc:rf‘ge
= CEm . TR -
) T
[ File ] { Quick File ]
(1) [2in1] key (2) [Transaction Report] key
5" SENDING TWO PAGES AS A SINGLE PAGE (2in1) I" CHANGING THE PRINT SETTINGS FOR THE
(page 94) TRANSACTION REPORT (Transaction Report)

(page 97)

Special modes can generally be combined with other special modes, however, there are some combinations that are not
possible. If a prohibited combination is selected, a message will appear in the touch panel.

[OK] key and [Cancel] key

In some cases two [OK] keys and one [Cancel] key will appear in the special mode screens. The keys are used as
follows:

Scan/Special Modes @ [ OK ﬁ:: — (A)
Erase Cariel_][ OK ﬁil- (B)
©

Bdge Center Edge+Center %&
Erase Erase Edge

e
e Jiesilie] BA -
¥®

(A) Enter the selected special mode setting and return to the base screen.

(B) Enter the selected special mode setting and return to the special mode menu screen. Touch this key when you wish
to continue selecting other special mode settings.

(C) During selection of special mode settings, this key returns you to the special mode menu screen without saving the

settings. When settings have been completed, this cancels the settings and returns you to the special mode menu
screen.
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STORING SCAN OPERATIONS (Programs)

A destination, original settings, and functions can be stored in a program. When you wish to use those settings to send

an image, they can be retrieved with ease.

For example, suppose 8-1/2" x 11" (A4) size documents are scanned into a file and sent to each branch office once a month.

(1) The same documents are sent to each branch office

(2) Each page of a bound document is successively transmitted
(3) Smudges on the edges of the documents are erased before transmission

When a job program is not stored

When a job program is stored

Enter the address of each branch office.

¥

Select Dual Page Scan

¥

Select Erase settings

¥

ocooe oce

& &

Press the [START] key.
The originals are scanned and transmitted.

Touch a stored program key.

¥

oooe ce

& &

Press the [START] key.
The originals are scanned and transmitted.

Considerable time is required to send the documents each
month because the above settings must be selected.

In addition, mistakes may occasionally be made when
selecting the settings, so incorrect transmissions may occur.

When a program is used, settings are selected with ease by
simply pressing the stored key.

In addition, transmission takes place based on the stored
settings so there are no chances for mistakes.

@ * Programs are stored, edited, and deleted using "Address Control" in the system settings. See "Program” in the

System Settings Guide.

¢ Programs can also be stored in the Web pages. Click [Job Programs] and then [Program Registration] in the Web page menu.

* The settings stored in a program will be retained even after the program is used for transmission. The same settings can

be used repeatedly for transmission.
* The following settings can be stored in programs.
* Image send mode: Scan, Internet fax
¢ Destinations
* Image settings: Exposure, Resolution

¢ Special modes: Erase, Dual Page Scan, Suppress Background, 2in1

* Up to 48 programs can be stored.

» Up to 500 destinations can be stored in one program. (If a Scan to Network Folder destination is selected, only one

destination can be stored.)

e This function cannot be used in USB memory mode or data entry mode.

Place the original.

Place the original in the document feeder tray or on the document glass as appropriate for the functions stored in the program.
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Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Program] key.
I SPECIAL MODES (page 70)

)] ) Retrieve the stored program.

E— =] (1) Touch the desired program key.
(2) Touch the [OK] key.

Program 2 Q.]

Program 1 =

=

Program 3 =| |Program 4 E] 1

Ll

Program 5 Program 6

(

[ 2

[ Y
[Program & =]
[Program 10 E] =

( )

)

=

Program 9 =

Program 12

(
(
(progean 7
(
(

Program 11 @

=

Select additional settings.

scanning, file format, color mode
Send Settings _Resoluticn 200%200dpi .
Cme) * Send settings
File B 2uto/Grayscale M wonoz Mixed Size Original, Slow Scan Mode, File,
Quick File Quick File, Transaction Report

H:

@ * The screen that appears will vary depending on the destination stored in the program.
* The mode cannot be changed here.
* Functions stored in the program cannot be canceled here.

Press the [COLOR START] key (OO0 ®)
or the [BLACK & WHITE START] key
(Oe).
Scanning begins.
* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning finishes, place the next original and press
the [COLOR START] key (O©O© @) or the [BLACK & WHITE
START] key (O @®). Repeat until all pages have been
scanned and then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

oooe oce

& o &

To cancel scanning...
Press the [STOP] key ((@)) to cancel the operation.

Scan Internet Fax Fax USB Mem. Scan | BC Scan Select any settings or functions that you wish to use that cannot
Scan: @xu Send: be stored in a program. The following items can be selected.
B text * Image Settings: original scan size, send size, 2-sided
EEERE o eor ot eoF * Special modes: Timer Transmission, Card Shot, Job Build,
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ERASING PERIPHERAL SHADOWS ON THE
IMAGE (Erase)

The erase function is used to erase shadows on images produced when scanning thick originals or books. (This function
erases the parts of the image where shadows tend to form. The function does not detect shadows and erase only the
shadows.)

Scanning a thick book

Not using the erase Using the erase
function function

= = | |=0 =—

Shadows appear here

Shadows appear in the No shadows appear.
image.

Erase modes

Edge Erase Center Erase Edge + Center Erase

=[] = =

alll
oll

@ » Shadows at the edges of the original can also be erased when the automatic document feeder is used.
* When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the tab of the mode that you wish to use.
(2) Touch the [Special Modes] key.

(3) Touch the [Erase] key.
" SPECIAL MODES (page 70)
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(1) @ ® Select the erase settings.

1) Touch the desired erase mode.
Scan/Special Modes @ 0K | ( )
. Coaw = Select one of the three erase modes.
(2) Set the erasure width with the [¥] [«] keys.
sige conter  Bagescenter = o 0"to 1" (0 mm to 20 mm) can be entered.
Erase Erase Erase Wl

1/2 |8 (3) Touch the [OK] key.
|

3 @ Specify the destination.
ormrs | [m! || B= ] (1) Touch the [Address Book] key in the base
b | Y ) screen.

Address Review

aQ
a
a
Q
a
a

%] (oo oo (2) Touch one-touch keys of the destinations

5 -
&) (Fer =ee = that you wish to store in the group.
st e | — - (3) Touch the [To] key.

[I II III El] {JJJ 333 !.]

Address Entry

—

=0
&
&
=
B
&

j Frequent Use l ABCD l EFGHI l JKLMN l OPQRSTI UVHXYZ

Sort Address

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,
see "2. ENTERING DESTINATIONS" (page 20).

@ - Press the [COLOR START] key (OO0 0 ®)
or or the [BLACK & WHITE START] key
302 10
(Oe).
Scanning begins.
* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning of one page finishes, replace it with the next
page and press the [COLOR START] key (OOO®) or the
[BLACK & WHITE START] key (O @®). Repeat until all pages
have been scanned and then press the [Read-End] key.
A beep will sound to indicate that scanning is finished.

@ If the destination is an Internet fax destination, press the [BLACK & WHITE START] key (O ®).

To cancel scanning...
Press the [STOP] key ((®)) to cancel the operation.
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®

When the erase function is used, erase takes place at the edges of the original image. If you also use a reduction or an
enlargement setting, the erase width will change according to the selected ratio. For example, if the erase width setting is 1"
(20 mm) and the image is reduced to 50%, the erase width will be 1/2" (10 mm).

To cancel the erase setting...
Touch the [Cancel] key in the screen of step 3.

@ |©

System Settings (Administrator): Erase Width Adjustment
The default erase width setting is linked to the copy mode system setting, and can be set from 0" to 1" (0 mm to 20 mm). The
factory default setting is 1/2" (10 mm).
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SCANNING AN ORIGINAL AS TWO
SEPARATE PAGES (Dual Page Scan)

The left and right sides of an original can be scanned as two separate pages. This function is useful when you wish to
successively scan each page of a book or other bound document.

Example: Scanning the left and right pages of a book

Book or bound document The pages are scanned as two separate pages.

Example:
Original scan size Transmitted image
11" x 17" (A3) x 1 page 8-1/2" x 11" (A4) x 2 pages

@ * When using dual page scan, the original must be placed on the document glass.
* The send size cannot be changed.
* When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Place the original face down on the
document glass.

Align the center of the original with the appropriate size
mark V.

Size mark [

Centerline of Centerline of
A3 original 11" x 17" original
,A_H The page on this
— 1 side is scanned first.
/
Centerline of original
11" x 17"

(A3)

Select the special modes.
(1) Touch the tab of the mode that you wish to use.

(2) Touch the [Special Modes] key.
" SPECIAL MODES (page 70)
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(1 e Select Dual Page Scan.

e [ f—olﬁ (1) Press the [Dual Page Scan] key so that it is
highlighted.

[omown | [ e | (2) Touch the [OK] key.

ENEAEE

e N (e

e ] [

3 @ Specify the destination.

[srmrus | [m! 1| 2= ) (1) Touch the [Address Book] key in the base
M : screen.

M [ccc cec &] [ooo oo

Address Entry

= (2) Touch one-touch keys of the destinations
&) (Fer === B that you wish to store in the group.

) e — ¢ (3) Touch the [To] key.

[I II III El] {JJJ 333 Q.]

—

=0
&
&
=
B
&

j Frequent Use l ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

Sort Address

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,
see "2. ENTERING DESTINATIONS" (page 20).

Cooe oo Press the [COLOR START] key (OO O ®) or
& or & the [BLACK & WHITE START] key (O ®).

Scanning begins.

When scanning finishes, place the next original and press the
[COLOR START] key (OO ©®@) or the [BLACK & WHITE
START] key (O @). Repeat until all pages have been scanned
and then touch the [Read-End] key.

A beep will sound to indicate that scanning is finished.

@ If the destination is an Internet fax destination, press the [BLACK & WHITE START] key (O ®).

To cancel scanning...
Press the [STOP] key () to cancel the operation.

* To erase shadows caused by the binding of a book or other bound document, use the erase function. (Note, however, that
@ "Center Erase" and "Edge + Center Erase" cannot be used.)

* When the scan size of the original is specified by numerical values, this function cannot be used.

To cancel the dual page scan setting...
Touch the [Dual Page Scan] key in the screen of step 3 so that it is no longer highlighted, and touch the [OK] key.
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SENDING AN IMAGE AT A SPECIFIED TIME
(Timer Transmission)

This function lets you specify a time at which a transmission or broadcast transmission will automatically take place.
Transmission begins automatically at the specified time.

N w
7CI,>:@ v O

NI =2 N

AN N

b = L

Set a transmission fo At 20:00, the transmiséion
take place at 20:00 begins automatically

e When a timer transmission is stored, keep the main power switch in the "on" position. If the main power switch is in the "off"
@ position at the specified time, transmission will not take place.

* When performing a timer transmission, you must scan the original into memory when you set up the transmission. It is not
possible to leave the document in the auto document feeder or on the document glass and have it scanned at the specified
time of transmission.

* Settings selected for a timer transmission (exposure, resolution, special modes, etc.) are automatically cleared after the
transmission is finished. (However, when the document filing function is used, the scanned original and settings are stored
on the built-in hard drive. For more information on the document filing function, see the Document Filing Guide.)

* This function cannot be used in USB memory mode.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the tab of the mode that you wish to use.
(2) Touch the [Special Modes] key.

(8) Touch the [Timer] key.
12" SPECIAL MODES (page 70)
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) @) @) Set the time with the (] [«] keys.
Scan/Special Modes & = ] (1) Specify the day.
J

If you do not wish to specify a day, select [---]. In this

case, transmission will begin when the time specified in
(2) arrives.

Day of the Week Time

[ — | . o B (2) Specify the time (hour, minute)

~ (=== == Select the time in 24-hour format.
(3) Touch the [OK] key.

Timer [ Cancel ][ OK

@ When this screen is opened, the setting will show the current time. If the time is not correct, press the [CLEAR ALL] key
( ) to cancel the operation. Correct the time in the system settings and then perform the timer transmission procedure.
I CHECKING THE DATE AND TIME (page 8)

B @ Specify the destination.

| .
omrs) Go - )| BEe ] (1) Touch the [Address Book] key in the base
T screen.
foce cee &) [ooo oo = (2) Touch one-touch keys of the destinations
[aazess mmery| | e &) e mer g that you wish to store in the group.
. — + . (3) Touch the [To] key.

j Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

In addition to specification by a one-touch key, a destination can also be specified by a search number. You can also
manually enter an e-mail address or look up an e-mail address in a global address book. For more information, see "2.
ENTERING DESTINATIONS" (page 20).

G o Press the [COLOR START] key (O00®)
or or the [BLACK & WHITE START] key
& 10
(Oe).
Scanning begins.
* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.
* If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning finishes, place the next original and press
the [COLOR START] key (O©© @) or the [BLACK & WHITE
START] key (O @®). Repeat until all pages have been
scanned and then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

@ * If the destination is an Internet fax destination, press the [BLACK & WHITE START] key (O ®).
* The original is scanned into memory. The original cannot be scanned at a specified time.

To cancel scanning...
Press the [STOP] key () to cancel the operation.
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¢ The time can be specified up to a week in advance.
* Up to 94 timer transmissions can be stored at once.

* If another transmission is in progress when the specified time arrives, the timer transmission will begin after that
transmission is finished.

¢ Other transmissions can be performed as usual after a timer transmission is stored.
* A timer transmission can be deleted in the job status screen.

* If a timer transmission is given priority in the job status screen, the time specification is canceled. The transmission will
begin as soon as the job in progress is completed.
=" GIVING PRIORITY TO A SCAN TRANSMISSION JOB (page 106)

To cancel timer transmission...
Touch the [Cancel] key in the screen of step 3.
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WHITENING FAINT COLORS IN THE IMAGE
(Suppress Background)

This feature is used to suppress light background areas.

Level [+]

A

The lightness level at which

# suppression takes place
— can be adjusted.

v

Level [-]

@ * This function cannot be used in Internet fax mode.
* When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.
(1) Touch the tab of the mode that you wish to use.
(2) Touch the [Special Modes] key.

(3) Touch the [Suppress Background] key.

Read the message that appears and then touch the [OK] key.
I SPECIAL MODES (page 70)

(1) ) Select the suppress background setting.
|
soan/special Hodes ﬁ&ﬂ (1) Adjust the background suppression level.
Suppress Background | cmeer | ok | Touch the [+] key to suppress only faint background.
Light areas of the original may be suppressecas background. Touch the [-] key to suppress faint to dark background.
(2) Touch the [OK] key.
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B Specify the destination.

Bl (1) Touch the [Address Book] key in the base
» Csoentdtiitniosn ! screen.
= | L
= %) 5 ° (2) Touch one-touch keys of the destinations
[Address Entry] [fee s22 IEES =] that you wish to store in the group.
e e { - Z; E“ f; (3) Touch the [To] key.
j Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,
see "2. ENTERING DESTINATIONS" (page 20).

o) oe Press the [COLOR START] key (O00®)
1 or & or the [BLACK & WHITE START] key
(Oe).

Scanning begins.

* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.

¢ If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning finishes, place the next original and press
the [COLOR START] key (O©O© @) or the [BLACK & WHITE
START] key (O @®). Repeat until all pages have been
scanned and then touch the [Read-End] key.
A beep will sound to indicate that scanning is finished.

@ When the color mode setting of the [BLACK & WHITE START] key (O @) is [Mono2], the suppress background
function will not operate if the [BLACK & WHITE START] key (O @) is pressed.

@ To cancel scanning...
Press the [STOP] key ((@)) to cancel the operation.

To cancel the background suppression setting...
Touch the [Cancel] key in the screen of step 3.
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SCANNING BOTH SIDES OF A CARD ONTO
A SINGLE PAGE (Card Shot)

This function lets you send the front and reverse sides of a card as a single page, without the need to send each side
separately.
Scanned image

Originals

Transmission —

Example of an 8-1/2" x 11" (A4)
Example of an 8-1/2" x 11" (A4) Size landscape scan transmission

Front

Back

L]
it 11

size portrait scan transmission

@ * When using card shot, the original must be placed on the document glass.
* When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Place the original face down on the
document glass.

Select the special modes.
(1) Touch the tab of the mode that you wish to use.
(2) Touch the [Special Modes] key.

(3) Touch the [Card Shot] key.
I SPECIAL MODES (page 70)
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(1) (A) (B) (2) Specify the original size.
1

e ——— o ] (1) Enter the original size.

Card Shot [ cancel x| * Touch the [X] key and enter the horizontal dimension

(X) of the original with the (=] keys.

. - ¢ Touch the [Y] key and enter the vertical dimension (Y)

E - A = of the original with the (=] (4] keys.

2% [SEd (A) To return the original size to the default size, touch the

E] =@ Size Reset | [Size Reset] key.

(B) To automatically enlarge or reduce the image to fit the
send size, touch the [Fit to Send Size] key. If you wish
to scan the original at the entered original size, there
is no need to touch this key.

(2) Touch the [OK] key.

[«

@ * The send size will be selected automatically based on the entered original size.

* After selecting Card Shot, you can touch the [Original] key in the base screen to change the original scan size or the
send size. In this case, the screen of this step appears when you touch the scan size key. For the procedure for
setting the send size, see "Specifying the send size of the image" (page60).

3 Specify the destination.
|

(omre] Bo | @ (1) Touch the [Address Book] key in the base
, Condition || screen.

Settings [W—@ 1
= %) g ° (2) Touch one-touch keys of the destinations
[Address Entry] [ee s22 %) [Frr FFF =] that you wish to store in the group.
Address Searchl E(I;:’ j:':' Z; E: j:j ?; (3) Touch the [TO] key-

j Frequent Use I ABCD l EFGHI l JKLMN l OPQRST l UVWXYZ

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,
see "2. ENTERING DESTINATIONS" (page 20).

Press the [COLOR START] key (OO0 ®)
& or & or the [BLACK & WHITE START] key
(O @) to scan the front side of the card.

@ If the destination is an Internet fax destination, press the [BLACK & WHITE START] key (O ®).

To cancel scanning...
Press the [STOP] key () to cancel the operation.
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Turn the card over and press the
[COLOR START] key (O©© @) or the
[BLACK & WHITE START] key (O ®) to

oe scan the reverse side of the card.
204 Press the same [START] key that was used to scan the front
side.

@ Before scanning the back of the card, you can touch the [Configure] key in the touch panel to change the exposure.

To cancel scanning...
Press the [STOP] key () to cancel the operation.

Touch the [Read-End] key.

Place next original. (Pg.No.x)
Press [Start].
When finished, press [Read-End].

7 Configure Read-End

@ If you will continue by scanning the front of the card, you can touch the [Configure] key to change the exposure,
resolution, scan size, and send size.

@ The ratio cannot be specified and "Rotation Sending Setting" cannot be selected.

To cancel Card Shot...
Touch the [Cancel] key in the screen of step 3.

86



SCANNING MANY ORIGINALS AT ONCE
(Job Build)

This function lets you separate an original consisting of numerous pages into sets, scan each set using the automatic
document feeder, and transmit the pages in a single transmission. Use this function when the number of originals that
you wish to scan exceeds the maximum number of sheets that can be inserted in the automatic document feeder at

once.
When scanning originals that are separated into sets, scan the set that has the first page first. The settings that you

select for the first set can be used for all remaining sets.

Originals Originals are
scanned in N\ %— —

S 5 separate sets N T o Transmission =
Z ~ =

=

U
U
7

iy

When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Insert the originals face up in the

document feeder tray.

Insert the originals all the way into the document feeder tray.
Multiple originals can be placed in the document feeder tray.

— — The stack of originals must not be higher than the indicator line
N = . on the tray.

Indicator
line

Select the special modes.
(1) Touch the tab of the mode that you wish to use.

(2) Touch the [Special Modes] key.
" SPECIAL MODES (page 70)

& .o o
[ File ]

(1) () Select job build mode.
Scan/Special Hodes @] f—olﬁ (1) Touch the [Job Build] key so that it is
highlighted.
=) | = (2) Touch the [OK] key.
B EEETEES
e e
[

Quick File ]

B B BN ©
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B Specify the destination.
|

o] IEE (1) Touch the [Address Book] key in the base
» Csoentdtlltnl;: ‘ o n B ] screen.

[ece cee %] (oo oo g - (2) Touch one-touch keys of the destinations
[aaren 20 | e &) [EEmer g that you wish to store in the group.
S { - Z; E“ ﬂ (3) Touch the [To] key.

j Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

Sort Address

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,

see "2. ENTERING DESTINATIONS" (page 20).
oooe
or or the [BLACK & WHITE START] key
(O @) to scan the first set of originals.

Press the [COLOR START] key (OO0 ®)

@ If the destination is an Internet fax destination, press the [BLACK & WHITE START] key (O ®).

To cancel scanning...
Press the [STOP] key ((©)) to cancel the operation.

Insert the next set of originals and press
the [COLOR START] key (OO ©@®) or the

[BLACK & WHITE START] key (O ®).

oe Press the [START] key pressed in step 5.
& Repeat until all originals have been scanned.

To cancel scanning...
Press the [STOP] key ((@)) to cancel the operation. All scanned data will be cleared.
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Touch the [Read-End] key.

Place next original. (Pg.No.x)
Press [Start].
When finished, press [Read-End].

Configure Read-End

@ * If no action is taken for one minute after the confirmation screen appears, scanning automatically ends and the
transmission is reserved.

* The [Configure] key can be touched to change the exposure, resolution, scan size, and send size for each original
page scanned. However, when Job Build is used in combination with "2in1" in the special modes, only the exposure
can be changed when scanning each even-numbered page of the original pages.

@ If the memory becomes full during scanning, a message will appear and the transmission will be canceled.

To cancel the job build function....
Touch the [Job Build] key in the screen of step 3 so that it is not highlighted.
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SCANNING ORIGINALS OF DIFFERENT
SIZES (Mixed Size Original)

This feature lets you scan originals of different sizes at the same time; for example, 8-1/2" x 14" (B4) size originals
mixed together with 11" x 17" (A3) size originals. When scanning the originals, the machine automatically detects the
size of each original.

Originals
(8-1/2" x 14" (B4) original mixed
in with 11" x 17" (A3) originals)

Files created

1st page 2nd to 4th pages
—] —
8-1/2"x 14" /l m — —
5 8-1/2" x 14" 11" x 17"
Scanned in at Scanned in at
8-1/2" x 14" (B4) 11" x 17" (A3)
size size

This feature can only be used with the following combinations of original sizes:

*11"x 17" and 8-1/2" x 14" *11"x 17" and 8-1/2" x 13" *11"x 17" and 5-1/2" x 8-1/2"
* A3 and B4 * A3 and B5 * B4 and A4 * A4 and B5

* A4dR and B5 * B4 and A4R * B4 and A5 * B5 and A5

@ When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Place the originals with Insert the originals face up in the

the corners aligned document feeder tray.
E%] Lc;gri:ler in the far left Insert the originals with the corners aligned together in the far

left corner of the document feeder tray.

8-1/2" x 14"
11 |ea

ape
= B4
T W’* —_—
M RS J
- — 11" x 17" (A3)

Select the special modes.
(1) Touch the tab of the mode that you wish to use.

(2) Touch the [Special Modes] key.
I SPECIAL MODES (page 70)
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) (f) Select the mixed size original setting.

Scan/Special Modes = ] (1) Touch the [Mixed Size Original] key so that
it is highlighted.

) )| ) (2) Touch the [OK] key.

[ Timer ] [ EIF LD ] [ Card Shot ]

Background
Job
Build

ixed Siz* Slow Scan
oOriginal - Mode

M

[ File ] [ Quick File ]

@ If an original scan size has been specified, a message will appear when the [Mixed Size Original] key is touched. To
enable the Mixed Size Original setting, change the scan size setting to auto and then touch the [Mixed Size Original]
key again.

5
&) (Fer === B that you wish to store in the group.

Addrglcs)b:iarchl [GGG GGG E] {HHH HHH @]

[I II III El] {JJJ 333 Q.]

—
=
&
&
=
=
&

(3) Touch the [To] key.

[paarss i foec cec %) [ooo o0 (2) Touch one-touch keys of the destinations
Address Entry
j Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

¢ In addition to specification by a one-touch key, a destination can also be specified by a search number. You can
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,
see "2. ENTERING DESTINATIONS" (page 20).

Cooe oo Press the [COLOR START] key (OO ©®) or
& or & the [BLACK & WHITE START] key (O ®).

Scanning begins. A beep will sound to indicate that scanning is
finished.

To cancel scanning...
Press the [STOP] key () to cancel the operation.

If an original scan size is specified after selecting the "Mixed Size Original" setting, the original scan size setting will be
enabled and the "Mixed Size Original" setting will be cleared.

To cancel the Mixed Size Original setting...
Touch the [Mixed Size Original] key in the screen of step 3 so that it is not highlighted.

3 @ Specify the destination.
My | (@ 1| @= ) (1) Touch the [Address Book] key in the base
) (o e screen.

System Settings (Administrator): Original Feeding Mode
The original feeding mode can be set to always scan mixed size originals.
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SCANNING THIN ORIGINALS (Slow Scan
Mode)

Use this function when you wish to scan thin originals using the automatic document feeder. This function helps prevent
thin originals from misfeeding.

oy

@ When using USB memory mode, connect the USB memory device to the machine before performing the procedure below.

Insert the originals face up in the
document feeder tray.
Adjust the original guides slowly.

@ If the originals are inserted with too much force, they may crumple and misfeed.

Select the special modes.
(1) Touch the tab of the mode that you wish to use.

(2) Touch the [Special Modes] key.
" SPECIAL MODES (page 70)

1 @ Select slow scan mode.
[
| Scan/Special Modes D C;( ]‘ (1) TOUCh the [SIOW Scan Mode] key SO that it iS
highlighted.

Program

Suppress
Background ] [ el Eheie ]

Mixed Size| Slow Scan,
el Originall ZD Mode (4

Quick File ]

(2) Touch the [OK] key.

Timer

[
[
T

[ File

J |
J |
J |
J |
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j Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

Sort Address

@ * When scanning to USB memory, there is no need to specify the destination. Go to step 5.

[HI III El] {JJJ 333 '.]
also manually enter an e-mail address or look up an e-mail address in a global address book. For more information,
see "2. ENTERING DESTINATIONS" (page 20).

Press the [COLOR START] key (OO0 ®)
or the [BLACK & WHITE START] key
(Oe).

Scanning begins. A beep will sound to indicate that scanning is
finished.

oooe ce

® or ®

@ If the destination is an Internet fax destination, press the [BLACK & WHITE START] key (O ®).

To cancel scanning...
Press the [STOP] key () to cancel the operation.

3 (@ Specify the destination.
(omre] Bo | @ (1) Touch the [Address Book] key in the base
y T || screen.
= | S

padress Review] | (o oee %] (o oo g ° (2) Touch one-touch keys of the destinations
saseess sy | | &) (FEr e g that you wish to store in the group.
i [ o — ¢ (3) Touch the [To] key.

* In addition to specification by a one-touch key, a destination can also be specified by a search number. You can

When this function is selected, automatic 2-sided scanning is not possible.

To cancel slow scan mode...
Touch the [Slow Scan Mode] key in the screen of step 3 so that it is not highlighted.

System Settings (Administrator): Original Feeding Mode
This is used to have scanning always take place in slow scan mode.

ENONO
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SENDING TWO PAGES AS A SINGLE PAGE
(2in1)

Two original pages can be reduced to half their original size and sent together as a single page.

Portrait-oriented originals

Transmission

— >

[l
i

Landscape-oriented originals

Transmission

— M

-2

—_

|:| I

@ This function cannot be used in scan mode, USB memory mode, or data entry mode.

Place the original.

@ When placing the originals, orient them as shown below.

Document feeder tray Document glass

Originals o .
Place the originals face up. Place the originals face down.

Portrait orientation

.

T

———
I
-
I

allif
I
[ —

Landscape orientation — [T ] I}
I -_— |
Tio | [ T=e- cl==
N HEe ™ | Ak
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Select the special modes.
(1) Touch the [Internet Fax] tab.

(2) Touch the [Special Modes] key.
" SPECIAL MODES (page 70)

Internet Fax/Special Modes

= |

Erase

)

Dual Page
Scan

|

Timer

Card Shot

2

=1 Mixed Size Slow Scan
] [ Original ] [Q Mode ]

|-

o

e ] [ Quick File ]

E® -

Select 2in1.

(1) Touch the [2in1] key so that it is
highlighted.

(2) Touch the [OK] key.

Touch the [Original] key.

Scan I Internet Fax I Fax IUSB Mem. Scan I PC Scan I
(ncaees seot] | ) s R s
I
Address Entxyl
[ sena seteings 200x2000p5
[naaess zeview
File I Special Modes
Quick File
W I-Fax Manual
5 Reception
®
Internet Fax/Original 0K ||

Scan Size

100% Send Size

{ Auto

B%xll] d {

Auto ]

Image Orientation

®

] 2-Sided
-| Booklet

[l 2-Sided
=| Tablet

M

Specify the orientation in which the

original is placed.

(1) Touch the "Image Orientation" key with the
same orientation as the original image.
If this setting is not correct, a suitable image may not be

transmitted.

(2) Touch the [OK] key.
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B Specify the destination.

| .

(omrs] Bo. JlEe (1) Touch the [Address Book] key in the base
3 Cs?tdtiitni;: I L screen.

(oee cce &J (oon oo 5 (2) Touch one-touch keys of the destinations
el &) (ee e g that you wish to store in the group.

s ] [ o) 4] (3) Touch the [To] key.

(11 111 &) (3950595 ]
Il Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

In addition to specification by a one-touch key, a destination can also be specified by a search number. You can also
manually enter an e-mail address or look up an e-mail address in a global address book. For more information, see "2.
ENTERING DESTINATIONS" (page 20).

Press the [BLACK & WHITE START] key
> (Oe).

Scanning begins.

* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.

* If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning finishes, place the next original and press

7 the [BLACK & WHITE START] key (O @ ). Repeat until all

pages have been scanned and then touch the [Read-End]
key.
A beep will sound to indicate that scanning is finished.

@ The [Configure] key can be touched in the scan-end confirmation screen to change the exposure, resolution, scan
size, and send size. (However, when scanning each even-numbered page of the original, only the exposure can be
changed.)

@ To cancel scanning...
Press the [STOP] key ((®)) to cancel the operation.

@ * Transmission is not possible at a size smaller than the original size.
* The 2in1 function cannot be used when the original is other than 8-1/2" x 11" or 5-1/2" x 8-1/2" (A4, B5, or A5) size.
* When the scan size of the original is specified by numerical values, this function cannot be used.

To cancel 2in1...
Touch the [2in1] key in the screen of step 3 so that it is not highlighted.
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CHANGING THE PRINT SETTINGS FOR THE
TRANSACTION REPORT (Transaction
Report)

A transaction report is automatically printed out to alert you when an Internet fax transmission fails or when a broadcast
transmission is performed. The transaction report contains a description of the transmission (date, start time, name of
other party, time required, number of pages, result, etc.).

=" INFORMATION APPEARING IN THE RESULT COLUMN (page 107)

@ This function cannot be used in scan mode, USB memory mode, or data entry mode.

Transaction reports are printed based on conditions set in the system settings; however, you can temporarily select
different conditions for a transmission. To change the transaction report print conditions at the time of transmission,
follow the steps below.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

Select the special modes.

(1) Touch the [Internet Fax] tab.

(2) Touch the [Special Modes] key.

(3) Touch the [+][*] keys to switch through the screens.

(4) Touch the [Transaction Report] key.
I SPECIAL MODES (page 70)

(1) ) Select print conditions.
|
Internet Fax/Special Modes h(;(ﬂ (1) Select the print Conditions.
Transaction Report [ cancer | oK ] (2) Touch the [OK] key-

Always Print [ Print at Error ] [ Do not Print ]

D Print Original Image

@ When the [Print Original Image] checkbox is selected , part of the transmitted original is included on the
transaction report.
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(3) (2 Specify the destination.

|

(omrs] Bo. JlEe (1) Touch the [Address Book] key in the base
» Csoentdtiitnigosn I CETEEC) screen.

(oee cce &J (oon oo 5 (2) Touch one-touch keys of the destinations
el &) (ee e g that you wish to store in the group.

Address Searchl [GGG GGG B] [HHH HHH @] E] (3) Touch the [TO] key.

(11 111 &) (3950595 ]
Il Frequent Use I ABCD l EFGHI l JKLMN l OPQRSTI UVWXYZ

In addition to specification by a one-touch key, a destination can also be specified by a search number. You can also
manually enter an e-mail address or look up an e-mail address in a global address book. For more information, see "2.
ENTERING DESTINATIONS" (page 20).

Press the [BLACK & WHITE START] key
& (Oe).

Scanning begins.

* If you inserted the original pages in the document feeder
tray, all pages are scanned.
A beep will sound to indicate that scanning is finished.

* If you are scanning the original on the document glass, scan
each page one page at a time.
When scanning finishes, place the next original and press
the [BLACK & WHITE START] key (O @ ). Repeat until all
pages have been scanned and then touch the [Read-End]
key.
A beep will sound to indicate that scanning is finished.

To cancel scanning...
Press the [STOP] key ((®)) to cancel the operation.

@ For a broadcast transmission, changes to the transaction report print conditions apply to all destinations.

To cancel the transaction report setting...
Touch the [Cancel] key in the screen of step 3.

» System Settings (Administrator): Transaction Report Print Select Setting
This is used to set the conditions for printing transaction reports.
The factory default settings are print at below.
Single Sending: Print Out All Report/| Print Out Error Report Only |/No Printed Report
Broadcasting:  |Print Out All Report |/Print Out Error Report Only/No Printed Report
Receiving: Print Out All Report/Print Out Error Report Only/[No Printed Report |
» System Settings (Administrator): Original Print on Transaction Report
This is used to have part of the transmitted original printed on the transaction report.
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CHECKING THE STATUS OF

TRANSMISSION/RECEPTION
JOBS

This chapter explains how to check the status of reserved transmission jobs and received Internet faxes.

JOB STATUS SCREEN

The job status screen is displayed when the [JOB STATUS] key on the operation panel is pressed. The job status
screen shows the status of jobs by mode. When the [JOB STATUS] key is pressed, the job status screen of the mode
that was being used before the key was pressed appears.

Reserved transmissions and received Internet faxes are referred to as jobs here.

Example: Pressing the tab in scan mode

&, pPrint Job l@ Scan to IQEI Fax Job [’ Internet Faxl

Address Set Time Pages Status

Job Queue
ry

-
Complete

000 ):00 04/0 g

JOB STATUS [ maws iows oor ovojoonwmieing | 1
[5 = =e eep 10:22 04/01 000/004 Waiting |
{4 =i cce cce 10:30 04/01 000/010 Waiting ]@

= Detail

Priority

Stop/Deletel

The job status display is in the lower left corner of the touch panel. The job status display can be touched to display the job
status screen.

J Scan I Internet Fax I Fax I USB Mem. Scan I PC Scan I
[ pacaress mo0k] [ onigmas_J scas: Senc:
Address Entxyl Text
Send Settings 200X200dpi
Address Review| g eoF ™ eoF
File [ Auto/Grayscale ™ Mono2
Quick File

&)
[~ = =

i
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JOB QUEUE SCREEN AND COMPLETED JOB SCREEN

The job status screen consists of two screens: the job queue screen that shows reserved jobs and the job currently in
progress, and the completed jobs screen. To switch between the two screens, touch the job status screen selector key
((2) below).

Job queue screen

(1)

& print Job I@ Scan to

) Fax Job I@Internet Fax[l

DA

1 &% Broadcastoool

2 [ ARA ARA 10:05 04/01 000/001 Waiting I 1

10:0

I
e (2)

>
Complete I

3 & BBB BBB

10:22 04/01 000/004 Waiting

4 &= cce cce

10:30 04/01 000/010 Waiting ]

Detail (@ (3)

BE

e ()

Stop/Delete T (5)

1

()

(©)

(4)

()

|
®)

Mode switch tabs
Use these tabs to change the job status screen mode.

Job status screen selector key

Touch this key to switch between the job queue screen
and the completed jobs screen.

Job queue screen [Detail] key

This shows detailed information on broadcast
transmission jobs and the status of jobs. Select the key of
the desired job in the job queue screen (6) and then
touch the [Details] key.

[Priority] key

Touch this key to give priority to a selected job.

I=" GIVING PRIORITY TO A SCAN TRANSMISSION
JOB (page 106)

[Stop/Delete] key

Touch this key to stop or delete a selected job.
" STOPPING A SCAN JOB BEING TRANSMITTED
OR WAITING TO BE TRANSMITTED (page 105)

: |

Complete screen

(1)

B, print Job I@ Scan to

¢ Fax gob I@ Internet Faxll

pddreas

%41 Broadcast0001

—
10:00 04/01 010/003 NG000000 ] Job Queue I
-

%&4Y Broadcast0002

) | @

10:05 04/01 001/001 Send OK

&Y Broadcast0003

10:22 04/01 004/004 Send OK

] 1

=i} oop DOD 10:30 04/01 010/010 Send OK E
iy e )
L e=(8)
(9)
(6) Job queue screen

@

®)

©
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Jobs are shown as keys in the order they were reserved.
Each key shows information on the job and its current
status.

I Job key display (page 101)

Completed jobs screen [Detail] key

This shows detailed information on the results of
completed broadcast transmissions and jobs that used
the document filing function. Select the key of the desired
job in the completed jobs screen (9) and then touch the
[Detail] key.

I CHECKING COMPLETED JOBS (page 104)

[Call] key
Touch this key to call up and use a transmission or
reception job stored with the document filing function.

Completed jobs screen

This shows up to 99 completed transmission or reception
jobs in each mode. A description of the job and the result
(status) are shown.

Jobs that used document filing function, broadcast
transmission jobs, and received Internet fax forwarding
jobs are indicated as keys.



Job key display

The following information is shown in the job queue keys and completed job keys that appear in the job status screen.

(1)

)

3 | ||ara AR 10:22 04/01]000/004|Waiting ]
T | | ||
M @ (3) @ (5) (6)

Displays the number (position) of the job in the job (6) Status

queue.
When the job currently being transmitted is finished, the
job moves up one position in the job queue.

This number does not appear in keys in the completed
jobs screen.

Mode icon

This indicates the type of job. In the completed jobs
screen, a color bar appears next to the icon to indicate
whether the job was executed in color or black & white.
(However, the color bar icon does not appear in the key
of a job stored using the document filing function.)

Icon Job type
Ei" Scan to E-mail

| Scan to FTP

A

il Scan to Network Folder
=]

Scan to Desktop

Internet fax transmission

Internet fax reception

¢ @ &

"

PC-I-Fax transmission

.-"@_E

Broadcast transmission

-

(©)

(4)

(®)

Name of communicating party (address)

For a transmission, the name or address of the
destination. For a reception, the address of the sending
party.

For a broadcast transmission, the function name and a
broadcast control number (4-digits).

Time reserved/Time started

In the job queue screen, the date and time the job was
reserved. In the completed jobs screen, the date and
time the job was started.

Number of pages

Shows the number of pages transmitted/total number of
original pages.
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Shows the job status.
* Job in progress

Display Status
"Connecting" Connecting to the destination.
"Sending" Sending data.

"Receiving" Receiving an Internet fax.
"Stopped" The job has been stopped.
"Error" An error occurred while the job was

being executed.

* Job waiting to be executed

Display Status

"Waiting" The job is waiting to be executed.

"Retry Mode" The job is being re-attempted due
to a communication error or other
problem.

"Report Wait" An Internet fax has been sent for
which a receive report was
requested, and the machine is
waiting for the receive report.

A day and Timer transmission job (the

time is specified time is displayed)

displayed




¢ Completed job

Display Status

"Send OK" Transmission was completed.

“In Memory" An Internet fax has been received
but has not yet been printed.

"Printed" A received Internet fax has been
printed.

"Forward OK" | A received Internet fax has been
forwarded.

"Holding" Received Internet fax held by print
hold.

"Stopped" The job was stopped.

"Number of A broadcast transmission has been

successful completed.

transmission
destinations/
Total
destinations
OK"

If transmission to 3 destinations
was successful out of a total of 5,
"003/005 OK" will appear.

"No
Response"

An error occurred because there
was no response from the
destination.

"OK Report"

A receive report was requested for
a transmission, the transmission
was completed normally, and the
receive report was received from
the destination.

"NG Report"

A receive report was requested for
a transmission, however, the
transmission did not take place
correctly and a transmission failed
report was received.

"No Report"

An e-mail was received without an
attached file and thus printing was
not possible.

"Received"

An e-mail was received, however,
the attached file was not a TIFF-F
file or there was no attached file,

and thus printing was not possible.

"Rejected"

An Internet fax was sent from a
party that is blocked.

"NGxxxxxx"

Transmission/reception was not
successful because a
communication error occurred (a
6-digit error code appears in
XXXXXX.)

"Error"

An error occurred while the job was
being executed.
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OPERATION WHEN A JOB IN THE JOB QUEUE IS
COMPLETED

When a normal transmission job is completed, it moves to the completed jobs screen and "Send OK" appears in the
status column.

Received Internet faxes, timer transmission jobs, and forwarding jobs are handled in the job status screen as explained
below.

Internet fax reception jobs

While an Internet fax is being received, "Receiving" appears.
When reception is completed, the job moves to the completed jobs screen and "In Memory" appears.
When printing ends, the status changes to "Printed" and the job is completed.

Timer transmission jobs

A timer transmission job appears at the bottom of the job queue until the specified time arrives.
When the specified time arrives, the job is executed. If another job is in progress, the timer job is started when the other
job is completed.

Internet fax transmission jobs that request a receive report

After completion of an Internet fax transmission job that requests a receive report, the job is placed on standby at the
bottom of the job queue screen. "Report Wait" appears in the status column. When the receive report is received from
the destination, or if the report is not received within the timeout time, the job moves to the completed jobs screen.

Reception jobs when "Inbound Routing Settings" are enabled

When "Inbound Routing Settings" are enabled, reception jobs are handled as follows depending on the print setting.
I FORWARDING RECEIVED INTERNET FAXES TO AN E-MAIL ADDRESS (Inbound Routing Settings) (page 111)

¢ Received Internet fax is not printed
"Receiving" appears while the Internet fax is being received. When reception is completed, the job moves to the job
queue of the job status screen of scan mode.

¢ Received Internet fax is printed
When reception is completed, the job moves to the completed jobs screen and "In Memory" appears. When printing
ends, the status changes to "Printed" and the job is completed. In addition, the job is added to the job queue of the job
status screen of scan mode. When forwarding received Internet faxes is finished, "Forward OK" appears.
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CHECKING COMPLETED JOBS

You can check a list of the destinations, the destinations for which transmission failed, and other detailed information on
completed jobs that used document filing function, broadcast transmission jobs, and received Internet fax forwarding
jobs. Touch the key of the job for which you wish to display information in the completed jobs screen and touch the
[Detail] key. The job detail screen (see below) will appear.

Detail | oK ]

_,.¥ Broadcast0001
adarees Start Tine  status

002 Ei’ EEE EEE 10:01 04/01 NG000000

010 [’ FFF FFF 10:10 04/01  NG000000

B -

I File I Failed I All Destinations I

The job name appears at the top of the job detail screen.
To view details on the job, touch one of the tabs. The following information appears on each tab.

Tab name Information displayed

File Shows information on a transmission/reception that used document filing function.
To call up the file and use it, touch the [Call] key.

Failed Shows information on addresses for which communication failed.
Address: Address name or number
Start time: Time at which communication began.
Status: Description of failure (error)

The [Retry] key can be touched to re-attempt transmission to that address.

All Destinations Shows all addresses specified in the job.
Address: Address name or number
Start time: Time at which communication began.
Status: Communication result
The [Retry] key can be touched to transmit to all addresses again.
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STOPPING A SCAN JOB BEING
TRANSMITTED OR WAITING TO BE
TRANSMITTED

Follow the steps below to stop a job that is being transmitted or is waiting to be transmitted.

I JOB STATUS Press the [JOB STATUS] key.

Select the job that you wish to stop.

(1) Touch the mode tab of the job to be
stopped.

(2) Touch the key of the job to be stopped.
(3) Touch the [Stop/Delete] key.

Touch the [Yes] key.

If you do not want to stop the selected job...
Touch the [No] key.

@ Printing of a received Internet fax cannot be stopped.
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GIVING PRIORITY TO A SCAN
TRANSMISSION JOB

When multiple jobs are waiting to be transmitted, the jobs are normally transmitted in the order they were reserved. If
you need to give priority to a job and send it ahead of the other jobs, follow the steps below.

JOB STATUS Press the [JOB STATUS] key.
m (1) Select the job to which you wish to give
Y R (T [T priority.
i E R e sy —— | (1) Touch the mode tab of the job to be given
(e I - { . I priority.
[&@ @000 (2) Touch the key of the job to be given priority.

4 @ ccc cee 10:30 04/01 000/010 Waiting 0 @
(3) Touch the [Priority] key.
L4

$ priority | The selected job moves up to the position immediately
[stop/petete] following the job in progress. The job will be executed

when the job in progress is completed.

1
2 @)
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CHECKING THE INTERNET FAX ACTIVITY
LOG (Image Sending Activity Report)

You can have the machine print a log of recent image sending activity (date, name of other party, time required, result,
etc.). The Image Sending Activity Report contains useful information such as the types of errors that occurred.

The most recent 199 transactions are included in the report.

You can have the machine print the Image Sending Activity Report each time the number of transactions reaches 200,
or at a specified time (once a day only).

@ The contents of the Image Sending Activity Report are erased when the report is printed, and thus it cannot be reprinted.

System Settings (Administrator): Activity Report Print Select Setting

This is used to set the conditions for printing activity reports. The factory default setting is not to print.
The Image Sending Activity Report can be set to print each time the number of transactions reaches 200, or at a specified
time (once a day only).

INFORMATION APPEARING IN THE RESULT COLUMN

Error types and other information are printed in the result column of transaction and activity reports. When a transaction
report or activity report is printed, check the result of the transaction in the result column and take action as needed.

Examples of messages that are printed in the result column

Message Explanation

OK The transaction was completed normally.

OK REPORT A receive report was requested for a transmission, the transmission was completed normally, and
the receive report was received from the destination.

CANCEL A transmission was stopped while in progress, or a reserved transmission job was canceled.
MEM. FULL The memory became full during reception.

REJECTED An Internet fax was sent from a party that is blocked.

NG REPORT A receive report was requested for a transmission, however, the transmission did not take place

correctly and a transmission failed report was received.

NO REPORT A receive report was requested for a transmission, however, a report was not received within the
timeout time.

NG LIMIT Transmission was not possible because the file size exceeded the machine's file size limit setting.

RECEIVED An e-mail was received, however, the attached file was not a TIFF-F file or there was no attached

file, and thus printing was not possible.

FAIL xx (xxxx) The transaction failed due to a communication error.
First 2 digits of communication error number: Error code from 00 to 99.
Last 4 digits of communication error number: Code for use by service technicians.
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INTERNET FAX RECEPTION

FUNCTIONS

This chapter explains the basic procedures for receiving Internet faxes.

RECEIVING AN INTERNET FAX

The Internet fax function periodically* connects to the mail server (POPS3 server) and checks whether or not Internet
faxes have been received. When faxes have been received, the faxes are automatically retrieved and printed.
* The default setting is once every 5 minutes.

@ If faxes will be received at night, keep the main power switch in the "on" position.

Internet faxes are received automatically.
A beep sounds when reception ends.

The faxes are printed automatically.

If the machine is out of paper or there is no paper that matches the size of the received fax, a message will appear in the
@ touch panel. Follow the instructions in the message to load an appropriate size of paper.

* System Settings: Fax Data Receive/Forward
When printing is not possible because the machine has run out of paper or toner, received Internet faxes can be forwarded

to and printed by another previously stored Internet fax machine.

» System Settings (Administrator): I-Fax Default Settings
These settings are used to select how received faxes are handled when the [POWER] key ((® )) is "off" (the main power
switch is "on"), the volume of the beep that sounds when reception ends, and whether or not received e-mail messages
are printed.

» System Settings (Administrator): I-Fax Receive Settings
Settings related to Internet fax reception can be configured such as the interval for checking for received faxes, duplex
reception, output settings, auto reduction printing, and storing reject reception addresses.
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MANUALLY RECEIVING INTERNET FAXES

If the interval for checking for received faxes is somewhat long and you wish to check immediately, you can manually
initiate reception.

[ Scan I Internet Fax I Fax I USB Mem. Scan I PC Scan ]
[ wadacess sook| | [ origizar ] sear: sena:
Address Entryl

[Send Settings 200X100dpi

[naazess review

e
Quick File
I-Fax Manual
W Reception

Touch the [I-Fax Manual Reception] key to connect to the mail server and retrieve received faxes.

If POP3 server settings are not configured in the Web pages, the [I-Fax Manual Reception] key is grayed out to prevent
selection.

System Settings: Fax Data Receive/Forward

This setting is used to hide the [I-Fax Manual Reception] key that appears in the base screen of Internet Fax mode. When the

[I-Fax Manual Reception] key is hidden, manual reception is initiated by touching the [Reception Start] key in the screen that
appears when "Fax Data Receive/Forward" - "I-Fax Settings" is selected.
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PRINTING A PASSWORD-PROTECTED FAX
(Hold Setting For Received Data Print)

"Hold Setting for Received Data Print" in the system settings (administrator) can be enabled to have faxes received to
memory without being printed. To print the faxes, a password must be entered. When this function is enabled, a
password entry screen appears in the touch panel when received Internet faxes are retrieved.

Received data is stored.
Enter password via the 10-key.

When the previously programmed 4-digit password is entered with the numeric keys, printing begins.
The [Cancel] key can be touched to close the password entry screen; however, the data in memory key ([%]) will blink
in the touch panel. The password entry screen will reappear when you touch the blinking key ([=]) or change modes.

* The received faxes will be retained in memory regardless of whether they were received automatically or manually. If a
@ transaction report is set to print when a fax is received, the transaction report will also be retained in memory.
* If "Fax Data Receive/Forward" is enabled in the system settings so that received faxes are forwarded to another machine,
faxes retained in memory are also forwarded. At that time, the same password entry screen will appear as for printing.
Forwarding will not take place unless the password is entered.

System Settings (Administrator): Hold Setting for Received Data Print
Enable this setting to have faxes received to memory without being printed. This setting is also used to program the
password that must be entered to print the faxes.
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FORWARDING RECEIVED INTERNET
FAXES TO AN E-MAIL ADDRESS
(Inbound Routing Settings)

Received Internet faxes can be automatically forwarded to a specified E-mail address. This function can be used to
forward received Internet faxes directly to an e-mail address without printing the faxes.

The machine

\\\ﬂ\%y .
NEITE s =[]
b _—

[ Forwarding

[

Received Internet fax

To configure inbound routing settings, click [Application Settings] and then [Inbound Routing Settings] in the Web page
menu. (Administrator rights are required.)

@ The format of the forwarded file is TIFF-F.
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7 SCANNING FROM A COMPUTER

(PC Scan Mode)

BASIC SCANNING PROCEDURE

You can install the scanner driver on your computer from the CD-ROM that accompanies the machine, and use a

TWAIN* compliant application to scan an image using your computer.

Scanning from your computer is most useful for scanning a single original such as a photo, particularly when you want to

adjust scan settings as you scan. By contrast, scanning at the machine is most useful for continuous scanning of

multiple originals.

* An interface standard used for scanners and other image input devices. When the scanner driver is installed on your
computer, you can use any TWAIN-compliant application to scan an image.

¢ Scanning in PC scan mode is only possible when the scanner driver has been installed from the "Software CD-ROM"
@ using the integrated installer. For the procedures for installing the scanner driver and configuring settings, see the

Software Setup Guide.

* This function cannot be used when it has been disabled using "Disable Scan Function" in the system settings (administrator).

* The procedures for selecting the scanner driver and starting scanning vary depending on the TWAIN-compliant
application. For more information, see the manual for the application or Help.

* When a large image is scanned at high resolution, the amount of data will be very large and scanning will take a long time.
Be sure to select appropriate scan settings for the original (text, photo, etc.).

As an example, the procedure for scanning from the "Sharpdesk" application that accompanies the machine is
explained below.

[At the machine]

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

s e | Juesm] o || TOUCh the [PC Scan] tab to switch to PC

Scan mode.
/A Thie meine o in the 5 scan node. If the [PC Scan] tab does not appear, touch the tab
Do not remove the original. to move the screen.

Scanner IP address:250.160.102.106

When PC scan mode is selected, only the [Exit] key displayed in the touch panel can be used on the machine; no
other keys can be used.
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[At your computer]

+3 Sharpdesk Start the TWAIN-compliant application
=N Edit Wiew Tools  Inkermet  Oukpuk Zone  Help on your computer and select [SeIeCt
Scanner] from the [File] menu.

Sharpdesk Folders. ..

Lrouire Trane. ..

From Scanner or Camera, ..

Exit Alt+F4

machine.
(1) Select [SHARP MFP TWAIN K].
(2) Click the [Select] button.

S arse

Select |
Cancel
)

1
(1) 2

%% Sharpdesk Select [Acquire Image] from the [File]
N Edit  Wiew Tools  Intermet  Output Zone  Help menu.

The scanner driver opens.

Sharpdesk Folders. ..

Acquire Image. ..
SEIECE SCaAnner, .,

From Scanner or Camera. ..

Exik Al-+F4
| 1
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[ ST )| Preview the image.

Scanning Position

[Prten &l (1) Select the location where the original is
g placed.
= "Scanning Position" menu:
Seanning Mods - « |f the original is a one-sided original and is placed in the
e &l document feeder tray, select [SPF(Simplex)].
Presets for Image Type and Riesalution * If the original is a 2-sided original and is placed in the

Jshies gty document feeder tray, select [SPF(Duplex - Book)] or
[SPF(Duplex - Tablet)] depending on whether the
original is a book-style or tablet-style original. In
addition, select [Left edge is fed first] or [Top edge is
i fed first] depending on the orientation of the original.

(2) Select scan settings.

ABCD

B CER85 "Scanning Mode" menu:
Image Area Switch between the "Preset" screen and the "Custom
Custom =l Settings" screen. In the "Preset" screen, select "Web
R | Pages", "Photo”, "FAX" or "OCR" depending on the

original type and your scanning purpose.

If you wish to change the initial settings of any of the four
buttons or select the resolution or other advanced

1) 2 3) settings, change to the "Custom Settings" screen.
"Image Area" menu:

Select the scan area. If "Auto” is selected, the original size
detected by the machine will be scanned. You can also
set the scanning area in the preview window with your
mouse.

(3) Click the [Preview] button.

The preview image will appear in the scanner driver.

If you are not satisfied with the preview image, repeat (2)
and (3).

If the [Zoom Preview] checkbox is selected before the
[Preview] button is clicked, the selected area will be
enlarged in the preview window. If the checkmark is
removed, the preview image will return to normal. Note
that if SPF is selected in the "Scanning Position" menu,
the [Zoom Preview] function cannot be used.

Scan Cloze |

* For further information on the scan settings, click the ? | button in the preview image screen of step 7 to
@ open scanner driver Help.
* If the [Preview] button is clicked when scanning from the document feeder tray, only one original page will be
scanned for the preview image. If you wish to include that original in the scan, return it to the document feeder tray.
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Select scanning settings while viewing
the image.

[Rotate] button:

Each time this button is clicked, the preview image rotates 90
degrees. This lets you change the orientation of the image
without picking up and placing the original again. The image file
will be created using the orientation that appears in the preview
window.

[Image Size] button:

Click this button to specify the scan area by entering numerical
values. Pixels, mm, or inches can be selected for the units of
the numerical values. If a scanning area has already been
specified, the entered numbers will change the area relative to
the top left corner of the specified area.

s

# | button:

b 0 | L . . .

Inspe e When a preview image is displayed and a scanning area is not
vl o specified, you can click the | button to automatically set the
e ¥ scanning area to the entire preview image.

@ * For further information on the scan settings, click the ? button to open scanner driver Help.
* If the originals are placed in the document feeder tray, only the top page will be previewed. The top page will be
delivered to the original exit tray. Be sure to return the previewed page to the document feeder tray before
previewing again or scanning.

Click the [Scan] button.

pEningliosHon: Scanning begins. The image appears in your application.

Flaten j . . . :

z Assign a file name to the scanned image and save it as

appropriate in the software application you are using.

~
Scanning Mode :
Preset j
Presets for Image Tppe and Resolution;

‘wieh Pages Fhata

ABCD

ABCOEFGH
MOPGRETY

Image Area:

| Custom j
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[At the machine]

Touch the [Exit] key in the touch panel.

& This machine is in the PC scan mode.
Do not remove the original.

Scanner IP address:250.160.102.106

Touch the [Yes] key.

PC scan in progress.
Finish PC scan mode?
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8 METADATA DELIVERY

This chapter explains metadata delivery, which can be used when the application integration module kit is installed.

METADATA DELIVERY (Data Entry)

When the application integration module kit is installed and an image file is generated for a scan send transmission,
metadata (data indicating the attributes of the image file and how it is to be processed) can be generated based on
pre-stored information and transmitted as a separate file. The metadata file is created in XML format. By linking the
metadata with applications such as document management software, a workflow application, or an encryption server, a
sophisticated document solution environment can be built.

Scan to
Desktop

Metadata
(XML file)

A\ \'\ — —
[ [ [ — Client PC that uses Network

§ { 1] i £ Scanner Tool
=

Q Fax server, document
S management software,
Image file erver workflow application,

encryption server, etc.

g

Scan to E-mail
Scanto FTP
Scan to Network Folder

Using the application integration module kit, information on a generated image file can be entered at the touch panel and
transmitted along with the image as an XML file.
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PREPARATIONS FOR METADATA
TRANSMISSION

SETTINGS REQUIRED IN THE WEB PAGES

All settings related to metadata are configured in the Web pages. (Administrator rights are required.)
To configure metadata settings, click [Application Settings] and then [Metadata Settings] in the Web page menu.
When configuring settings, be sure to enable metadata transmission.

Storing Metadata Sets

Store the items (the metadata set) that are written to the XML file that is generated during scanning. Up to 10 metadata
items can be configured in a metadata set. A stored metadata set can be selected at the time of transmission.

Addresses specified in "Address Type Allowing Metadata Entry" when a metadata set is stored can be selected as
transmission destinations at the time of transmission using one-touch keys, manual entry, and/or a global address book
search. (Addresses for which metadata entry is not allowed cannot be specified as transmission destinations.)

METADATA TRANSMISSION FOR SCAN TO DESKTOP

When Network Scanner Tool is used in its factory default configuration, a file will be generated with a new file name on
the computer. When Network Scanner Tool is used as a means of sending a metadata file to a third party software
application, this setting must be disabled to allow cross referencing between the image file and XML file by means of the
file name generated by the computer. (When setting the file name in [Send Settings], to ensure that a previously existing
file on a computer is not overwritten by a transmitted file of the same name, be sure to configure the file name so that
name duplication cannot occur; for example, by including a unique extension (the date, etc.) in the generated file name.
If the file name setting is left blank, the machine will automatically generate a file name that is unique.)

¢ |t is recommended that you use Network Scanner Tool to receive metadata. For more information, see the Network
@ Scanner Tool User's Guide (PDF format) on the "Sharpdesk/Network Scanner Utilities" CD-ROM.

* For information on the license agreement and how to use the CD-ROM that accompanies the application integration
module, see the separate "Sharpdesk licence kit" manual.

* Using third party software applications

Various types of third party software applications exist. Some applications can start automatically from Network Scanner
Tool and some cannot. When the auto-run function of an application is enabled, Network Scanner Tool will start the
application with the ".exe" command using the file name as a parameter. Normally an application is started twice, once for
the image file and once for the XML file. For example, when Network Scanner Tool is set to start the application
"APP.EXE", the following commands are applied when the two files "IMG.TIF" and "IMG.XML" are received.

APP.EXE IMG.TIF

APP.EXE IMG.XML
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TRANSMITTING METADATA

Follow the steps below to select a metadata set, enter each item, and perform metadata transmission.

(1) Switch to data entry mode and display

l
[ Scan [ Internet Fax I Fax I Data-Entry I p | the metadata set screen.
[DAddress Book] original | Scan: @xu Send: (1) Touch the [Data Entry] tab.
) B (2) Touch the [Metadata Entry] key.
[Send Settings 200X200dpi
[Address Review B eoF - eoF

File B auto/crayscale 8 vono2
Metadata Entryl
I
(2

¢ If no metadata sets have been stored, the [Data Entry] tab cannot be selected. Store a metadata set in the Web
pages and then perform the transmission procedure.

* If a specific metadata set has been specified as the default set, go to step 3.

User ID

Reply To

(1) (2 Select a metadata set.
|
T o o (1) Touch the key of the metadata set that you
Set Name:Metadata 1 WiSh to use.
T (- J (2) Touch the [OK] key.
[Metadata 3 ] [Metadata 4 ]
[Metadata 5 ] [Metadata 6 ]
[Metadata 7 ] [Metadata 8 ]
[Metadata 9 ] [Metadata 10 ]
BT G The keys of the items stored in the

metadata set will appear. Touch the key
of the item that you want to enter.

DocumentPassword

AccessPassword

®
@

o

=

o

=

@

[ o
o

»

a

o

o

Y

-

BillCodel

@

If you accidentally selected the wrong metadata set or wish to use a different metadata set when a default metadata
set has been set, touch the [Metadata Set] key. Touch the [OK] key in the message screen that appears. You will
return to the screen of step 2. Metadata items entered to that point will be canceled.
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(1) ) Enter the selected metadata item.

S ‘ (1) Touch the key of the value that you wish to

User ID [ cancel ]h&ﬁ enter.
shE P is [ bivect mntry | * When the entry values of the metadata item are in the
form of selections, the selections are shown as keys.
When a value is editable, you can touch the [Direct
Entry] key to manually enter the value.

« If the metadata item requires the entry of text, a text
entry screen will appear. Enter the required information.

(2) Touch the [OK] key.

]

Value 1

Value 3

Value 7

©E

Value 9

J
)
Value 5 ]
)
J
]

=
o
2
=]
@®
®

Value 11

@ * To change the number of keys displayed in the screen, touch the number of displayed items selector key. Select 6,
12, or 18 keys.

* For the procedure for entering text, see "6. ENTERING TEXT" in the User's Guide.

oo J o J ] YVhen you have finished entering all
; 4:7 items, touch the [OK] key.

From Name XKXX KXKX

Reply To XXXEXX . XX . COM

1
2
I!II
DocumentPassword| —xxxx XXXX
IIIiII

AccessPassword XXXXXX

©»
@
jul
=
o
=
o
=
0
o
o
Q.
o
13
Iy
-

BillCodel XXXXXX

[ Scan

o] = Jowan | » ] Select image settings and any other

bissres oo | Mmoo QR[S s settings, and perform the scan send

| B e procedure.
)| == -~

\Address Review] g eoF - eoF

l Send Settings

* The procedures for selecting settings and performing
transmission are the same as in the other modes.

e | | nuto/Grayscale M vono2 » To make changes to entered values, touch the [Metadata
Entry] key once again. The entry screen of the selected
S ——

metadata set will appear.
==

* Transmission cannot be performed if the [Data Entry] tab is displayed and no metadata settings have been configured. To
@ perform transmission without sending metadata, switch to a different mode by touching the tab of that mode and then
perform transmission.

» Before configuring metadata settings, you can specify addresses in all modes to be used. After metadata settings have
been configured, only addresses in modes that are allowed in the selected metadata set can be specified.

* When metadata settings have been configured or an address is specified in the [Data Entry] tab, it will not be possible to
switch to another mode.

* Metadata delivery is possible using the document filing function. The [Data Entry] tab appears in the transmission settings
screen of document filing mode to allow metadata delivery. In addition, metadata delivery using document filing can be
performed in [Document Operations] in the Web pages.
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METADATA FIELDS

The following three types of metadata are included in the XML file that is transmitted.

* Data automatically generated by the machine: These data are always included in the XML file and are automatically
stored on your computer.

¢ Previously defined fields: These fields are automatically recognized by the machine and
assigned to appropriate XML tags. These fields are selectable, and
can only be included in the XML file if enabled in the Web pages.

 User defined fields: Custom fields can be added to the XML file. These fields are selectable
and can be defined in the Web pages.

If a defined metadata field is one of the following fields, a message will appear informing you that the field cannot be
entered. Enter appropriate information in the related items of the send settings.

Name entered in

metadata field Description Where entered

fromName Name of the user who sent the job. If the [Reply-To]

name is not entered as metadata, the sender (Sender name of selected sender)
name determined by the usual rules for
determining the sender name will be applied
as metadata.

replyTo E-mail address to which the transmission [Reply-To]
result will be sent. (E-mail address of selected sender)
documentSubject Job name appearing in the e-mail "Subject" [Subject]
line, or job name on the fax cover sheet. (Blank until a value is set in the send settings
When the user enters a [Subject] in the send screen.)

settings screen in the touch panel, the
entered value is applied as metadata.

fileName Enter the file name of the image to be sent. [File Name]

(Only when the [Allow Custom Filenames]
checkbox is selected in the metadata
settings screen in the Web pages.)

(Blank until a value is set in the send settings
screen.)
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ABOUT THIS MANUAL

Please note

* For information on installing the drivers and software cited in this manual, please refer to the Software Setup Guide.

* For information on your operating system, please refer to your operating system manual or the online Help function.

* The explanations of screens and procedures in a Windows environment are primarily for Windows® XP. The screens may vary
depending on the version of the operating system or the software application.

* The explanations of screens and procedures in a Macintosh environment are based on Mac OS X v10.4 in the case of Mac OS
X, and on Mac OS 9.2.2 in the case of Mac OS 9. The screens may vary depending on the version of the operating system or
the software application.

* Wherever "MX-xxxx" appears in this manual, please substitute your model name for "xxxx".

* Considerable care has been taken in preparing this manual. If you have any comments or concerns about the manual, please
contact your dealer or nearest SHARP Service Department.

* This product has undergone strict quality control and inspection procedures. In the unlikely event that a defect or other problem
is discovered, please contact your dealer or nearest SHARP Service Department.

* Aside from instances provided for by law, SHARP is not responsible for failures occurring during the use of the product or its
options, or failures due to incorrect operation of the product and its options, or other failures, or for any damage that occurs due
to use of the product.

Warning

* Reproduction, adaptation or translation of the contents of the manual without prior written permission is prohibited, except as
allowed under copyright laws.
* All information in this manual is subject to change without notice.

lllustrations and the operation panel and touch panel shown in this manual

The peripheral devices are generally optional, however, some models include certain peripheral devices as standard equipment.
The explanations in this manual assume that a saddle stitch finisher, punch module, and inserter are installed on the machine.
For some functions and procedures, the explanations assume that devices other than the above are installed.

The display screens, messages, and key names shown in the manual may differ from those on the actual machine
due to product improvements and modifications.




MANUALS PROVIDED WITH THE MACHINE

Printed manuals and manuals stored in PDF format on the machine's hard drive are provided with the machine. When
using the machine, read the appropriate manual for the feature you are using.

Printed manuals

Manual name Contents

This manual contains instructions for using the machine safely and lists the specifications of the machine

Safety Guide and its peripheral devices.

Software Setup This manual explains how to install the software and configure settings to use the machine as a printer or
Guide scanner.

This manual provides easy-to-understand explanations of all the functions of the machine in a single
Quick Start Guide volume.
Detailed explanations of each of the functions can be found in the manuals in PDF format.

This manual explains how to remove paper misfeeds and provides answers to frequently asked questions
Troubleshooting regarding the operation of the machine in each mode. Refer to this manual when you have difficulty using
the machine.

Operation manuals in PDF format

The manuals in PDF format provide detailed explanations of the procedures for using the machine in each mode. To
view the PDF manuals, download them from the hard drive in the machine. The procedure for downloading the manuals
is explained in "How to download the manuals in PDF format" in the Quick Start Guide.

Manual nhame Contents
\ . This manual provides information, such as basic operation procedures, how to load paper, and machine
User's Guide ;
maintenance.
Copier Guide This manual provides detailed explanations of the procedures for using the copy function.
Printer Guide This manual provides detailed explanations of the procedures for using the printer function.

(This manual)

Facsimile Guide This manual provides detailed explanations of the procedures for using the fax function.

This manual provides detailed explanations of the procedures for using the scanner function and the

Scanner Guide Internet fax function.

This manual provides detailed explanations of the procedures for using the document filing function. The
document filing function allows you to save the document data of a copy or fax job, or the data of a print
job, as a file on the machine's hard drive. The file can be called up as needed.

Document Filing
Guide

This manual explains the "System Settings", which are used to configure a variety of parameters to suit
the aims and the needs of your workplace. Current settings can be displayed or printed out from the
"System Settings".

System Settings
Guide

Icons used in the manuals

The icons in the manuals indicate the following types of information:

This alerts you to a situation where there is a risk of This indicates the name of a system setting and
@ machine damage or failure. provides a brief explanation of the setting.
For detailed information on each system setting, see
@ This provides a supplemental explanation of a the System Settings Guide.

function or procedure.
P When "System Settings:" appears:

When "System Settings (Administrator):"
appears:

A setting that can only be configured by an
administrator is explained.

@ This explains how to cancel or correct an operation. A general setting is explained.




PRINTER FUNCTION OF THE MACHINE

The machine is equipped standard with a full color printing function. To enable printing from your computer, a printer
driver must be installed from the provided CD-ROM.

See the table below to determine which printer driver to use in your environment.

Environment Printer driver type Remarks
PCL6, PCL5c
The machine supports the Hewlett-Packard PCL6 and PCL5c printer Can be used in the
control languages. It is recommended that you use the PCL6 printer standard machine
) driver. If you have a problem printing from older software using the PCL6 configuration.

Windows printer driver, use the PCL5c printer driver.
PS
This printer driver supports the PostScript 3 page description language
developed by Adobe Systems Incorporated, and enables the machine to The PS3 expansion kit
be used as a PostScript 3 compatible printer. must be installed.

Macintosh (A PPD file is available if it is desired to use the Windows standard PS

printer driver.)

Installing the printer driver in a Windows environment

To install the printer driver and configure settings in a Windows environment, see "2. SETUP IN A WINDOWS
ENVIRONMENT" in the Software Setup Guide.

The explanations in this manual of printing in a Windows environment generally use the screens of the PCL6 printer driver.
The printer driver screens may differ slightly depending on the printer driver that you are using.

Installing the printer driver in a Macintosh environment

In a Macintosh environment, the PS3 expansion kit must be installed to use the machine as a network printer.
To install the printer driver and configure settings in a Macintosh environment, see "3. SETUP IN A MACINTOSH
ENVIRONMENT" in the Software Setup Guide.



1 PRINTING FROM WINDOWS

BASIC PRINTING PROCEDURE

The following example explains how to print a document from "WordPad", which is a standard accessory program in
Windows.

Select [Print] from the [File] menu of

=N Edit Miew Insert Format Help Wordpad.
Mewa.., Chrl4+h | @B
Qpen... Chrl+0 iz .
Save Chrl+5 !|We$tem v! B 7
Save As... — :
N b3 g
Print... Chrl+P |'
PHnE Presiew
Page Setup...
Send...
Exit

@ The menu used to execute printing may vary depending on the software application.

@il Open the printer driver properties
General | . WindOW.

Select Printer

(1) Select the printer driver of the machine.

« If the printer drivers appear as icons, click the icon
of the printer driver to be used.
« If the printer drivers appear as a list, select the

Add Printer

Status:  Fieady [Fiintta filel Preferences l | name of the printer driver to be used from the list.
Location:
Comment ) = (2) Click the [Preferences] button.
Page Range | ¢ In Windows 98/Me/NT 4.0, click the [Properties]
[OF Murber of copies: |1 |4 | button.

| - : * If you are using Windows 2000, the [Preferences]
Eopagf _ 1|'555‘ B— || ﬁ |Iﬁ | button does not appear. Click a tab on the "Print"

] 1
p;‘;'i' E;ge;.alfsér:?e:alﬁ Pty ‘ dialog box to adjust the settings on that tab.
Frint ] [ Cancel ] [ Apply ]

The button that is used to open the printer driver properties window (usually [Properties] or [Printing Preferences])
may vary depending on the software application.



) @ Select print settings.

(x| e T (1) Click the [Paper] tab.

Mainl  Faper dvanced | Job Handling | ' fzmarks | Color .
User Settings: Factary Defaults e (2) SeIeCt the paper size.
To select settings on other tabs, click the desired tab

Paper Size Paper Selection

8.5011.0in Paper 5ource: and then Se|eCt the Settlngs.

Letter B Auto Select v .

Faper Type (3) Click the [OK] button.
Auto Select -

Zoom Settings

Gt
O Fit To Paper Size

© Zoom Olutput:

Finisher Upper Trap v

Special Ophion

() Nommal

() Different Paper

() Transparency [nserts
() Carbon Copy

() Tab Paper Print

[] Poster Printing

I|5 ok | cancel | [ Hel
J

?
©))

Mumber of copies; |1 3 CIiCk the [Prlnt] button-
Printing begins.

it ﬁ ﬁ In Windows 98/Me/NT 4.0, click the [OK] button.
1 a single page number or a single

+. For esample, 512




SELECTING THE PAPER

This section explains how to configure the "Paper Selection" setting on the [Paper] tab of
the printer driver properties window.
Before printing, check the paper sizes, paper types, and paper remaining in the machine's

Faper Selection
Faper Source:

Auto Select “
trays. To view the most recent tray information, click the [Tray Status] button. Paper Type:

Auto Select A4

[ Tray Statuz...

* When [Auto Select] is selected in "Paper Source"
The tray that has the size and type of paper selected in "Paper Size" and "Paper Type" on the [Paper] tab is
automatically selected.

* When other than [Auto Select] is selected in "Paper Source"
The specified tray is used for printing regardless of the "Paper Size" setting.
When [Bypass Tray] is selected
The "Paper Type" must also be selected. Check the bypass tray and make sure that the desired type of paper is
loaded, and then select the appropriate "Paper Type" setting.

» Special media such as envelopes can also be placed in the bypass tray. For the procedure for loading paper and other
@ media in the bypass tray, see "LOADING PAPER IN THE BYPASS TRAY" in the User's Guide.
¢ When "Enable Detected Paper Size in Bypass Tray" (disabled by factory default) or "Enable Selected Paper Type in
Bypass Tray" (enabled by factory default) is enabled in the system settings (administrator), printing will not take place if the
paper size or paper type specified in the printer driver is different from the paper size or paper type specified in the settings
of the bypass tray.

* When [Auto Select] is selected in "Paper Type"
A tray with plain paper or recycled paper of the size specified in "Paper Size" is automatically selected. (The factory
defaul