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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

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
Guide or 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
Troubleshooting 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)

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 print 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 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:
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A Warning

This alerts you to a situation where there is a risk of human death or injury.

A Caution

This alerts you to a situation where there is a risk of human injury or property damage.

failure.

This alerts you to a situation where This indicates the name of a system setting and provides a brief
@ there is a risk of machine damage or

explanation of the setting.
For detailed information on each system setting, see the System

Settings Guide.
When "System Settings:" appears:
A general setting is explained.

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

an operation.

This explains how to cancel or correct When "System Settings (Administrator):" appears:

A setting that can only be configured by an administrator is
explained.




1 BEFORE USING THE MACHINE

This chapter provides basic information about the machine. Please read this chapter before using the machine.

PART NAMES AND FUNCTIONS
EXTERIOR

(1

(2

3)

@

1 )

When a finisher is
installed

Finisher / saddle stitch finisher*

This can be used to staple output. The saddle stitch
finisher can automatically staple output at the center line
and fold the pages to create a pamphlet.

I FINISHER / SADDLE STITCH FINISHER (page 49)

Punch module*

This is used to punch holes in output.
5" PUNCH MODULE (page 57)

Inserter*

Paper loaded in the inserter can be inserted into output
from the machine as covers and inserts.
" INSERTER (page 58)

Automatic document feeder
This automatically feeds and scans multiple originals. Both

sides of 2-sided originals can be automatically scanned.
I PLACING THE ORIGINAL (page 44)

* Peripheral device.
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When a finisher /
saddle stitch finisher
is not installed

Front cover (upper)

Open this to replace a toner cartridge or clear a paper
misfeed from the paper pass unit.

I REPLACING THE TONER CARTRIDGES (page 74)
Front cover (lower)

Open this to switch the main power on and off.

I TURNING THE POWER ON AND OFF (page 16)
I 5. MAINTENANCE (page 65)

Operation panel
This is used to select functions and enter the number of
copies.

I=" OPERATION PANEL (page 10)

Right Tray

Output can be delivered to this tray.

Output tray (center tray)
Output is delivered to this tray.



(10)

(11)

(12)

(13)

Tray 1 (left side)

This holds paper. Up to 1200 sheets of paper can be

loaded.

I TRAY SETTINGS FOR TRAY 1 AND TRAY 2 (page
27)

Tray 2 (right side)

This holds paper. Up to 800 sheets of paper can be

loaded.

I TRAY SETTINGS FOR TRAY 1 AND TRAY 2 (page
27)

Tray 3
This holds paper. Transparency film, tab paper, and
other special media can also be loaded. Up to 500 sheets
of paper can be loaded.
I TRAY SETTINGS FOR TRAY 3 AND TRAY 4 (page
30)

Tray 4
This holds paper. Up to 500 sheets of paper can be
loaded.
I TRAY SETTINGS FOR TRAY 3 AND TRAY 4 (page
30)

* Peripheral device.

(10)

(11)(12)(13)

(14)

(15)

(14) (15)

Tray 5 (when a large capacity tray (MX-LCX2) is

installed)*

This holds paper. 8-1/2" x 11" or A4 paper can be loaded.

Up to 3500 sheets of paper can be loaded.

I TRAY SETTINGS OF TRAY 5 (LARGE CAPACITY
TRAY) (page 33)

Tray 5 (when a large capacity tray (MX-LCX3) is

installed)*

This holds paper. 8-1/2" x 11" to 12" x 18" (B5 to A3W)

paper can be loaded. Up to 3000 sheets of paper can be

loaded.

I TRAY SETTINGS OF TRAY 5 (LARGE CAPACITY
TRAY) (page 33)



INTERIOR

(16) (17)

When a finisher /
saddle stitch finisher is
not installed

(23)

(16) Paper pass unit*
This transfers output to the finisher or saddle stitch
finisher.

(17) Toner cartridges
These contain toner for printing. When the toner runs out
in a cartridge, the cartridge of the color that ran out must
be replaced.
I=" REPLACING THE TONER CARTRIDGES (page 74)

(18) Fusing unit
Heat is applied here to fuse the transferred image onto
the paper.

ACaution

The fusing unit is hot. Take care not to burn yourself
when removing a paper misfeed.

(19) Transfer belt
During full color printing, the toner images of each of the
four colors on each of the photoconductive drums are
combined together on the transfer belt. During black and
white printing, only the black toner image is transferred
onto the transfer belt.

Do not touch or damage the transfer belt. This may
@ cause a defective image.

(20) Right side cover

Open this cover to operate the fusing unit pressure
adjusting lever and to remove a misfeed.
=" Fusing unit pressure adjusting levers (page 43)

* Peripheral device.

(18)(19) (20) (21) (22)

(24) (25) (26)

(21) Paper reversing section cover

This is used when 2-sided printing is performed. Open
this cover to remove a paper misfeed.

(22) Bypass tray
Use this tray to feed paper manually.
When loading paper larger than 8-1/2" x 11"R or A4R, be
sure to pull out the bypass tray extension.
I | OADING PAPER IN THE BYPASS TRAY (page 38)

(23) Main power switch
This is used to power on the machine.
When using the fax or Internet fax functions, keep this
switch in the "on" position.
1= TURNING THE POWER ON AND OFF (page 16)

(24) Waste toner box

This collects excess toner that remains after printing.
I REPLACING THE WASTE TONER BOX (page 77)

Your service technician will collect the waste toner
box.

(25) Waste toner box compartment cover

Open this to remove a paper misfeed from trays 1 to 4, or
to replace the waste toner box.

(26) Right side cover release lever

To remove a paper misfeed, pull and hold this lever up to
open the right side cover.



AUTOMATIC DOCUMENT FEEDER AND DOCUMENT
GLASS

(1)

()

(©)

(4)

m @ @ @

Document feeding area cover
Open to remove a misfed original.

Original guides

These help ensure that the original is scanned correctly.

Adjust the guides to the width of the original.
5" PLACING THE ORIGINAL (page 44)

Document feeder tray

Place originals in this tray. 1-sided originals must be
placed face up.
I PLACING THE ORIGINAL (page 44)

Original exit tray
Originals are delivered to this tray after scanning.

®)

(6)

@)

Scanning area

Originals placed in the document feeder tray are scanned
here.
I=" REGULAR MAINTENANCE (page 65)

Original size detector

This detects the size of an original placed on the

document glass.

I PLACING THE ORIGINAL ON THE DOCUMENT
GLASS (page 46)

Document glass

Use this to scan a book or other thick original that cannot

be fed through the automatic document feeder.

I PLACING THE ORIGINAL ON THE DOCUMENT
GLASS (page 46)



SIDE AND BACK

1)

)

(©)

(4)

®)

USB connector (A type)

Supports USB 2.0 (Full Speed).

This is used to connect a USB device such as USB
memory to the machine.

For the USB cable, use a shielded cable.

USB connector (B type )

Supports USB 2.0 (Hi-Speed).

A computer can be connected to this connector to use
the machine as a printer.

For the USB cable, use a shielded cable.

LAN connector

Connect the LAN cable to this connector when the
machine is used on a network.
For the LAN cable, use a shielded type cable.

Service-only connector

ACaution

This connector is for use only by service technicians.
Connecting a cable to this connector may cause the
machine to malfunction.

Important note for service technicians:
The cable connected to the service connector must be
less than 118" (3 m) in length.

(5)

Power plug

1M
(2
3)

@



OPERATION PANEL

M

()

©)]

(4)

®)

(1) (2) (3) (4) (5)
HOME g
_—
2 =2 ocee
=N oEs .
PnlNT:gf:/; @ »
Bl || (o 5

JOB STATUS

LOGOUT

) (@) (8

Touch panel

Messages and keys appear in the touch panel display.
Touch the displayed keys to perform a variety of
operations.

When a key is touched, a beep sounds and the selected
item is highlighted. This provides confirmation as you
perform an operation.

IS TOUCH PANEL (page 12)

[HOME] key
Touch this key to display the home screen. Frequently
used settings can be registered in the home screen to

enable quick and easy operation of the machine.
I HOME SCREEN (page 23)

[SYSTEM SETTINGS] key

Press this key to display the system settings menu
screen. The system settings are used to configure paper
tray settings, store addresses for transmission
operations, and adjust parameters to make the machine
easier to use.

I System Settings Guide

Numeric keys
These are used to enter the number of copies, fax
numbers, and other numerical values.

[CLEAR] key ((<))

Press this key to return the number of copies to "0".

10

PRINT mode indicators

* READY indicator
Print jobs can be received when this indicator is lit.

* DATA indicator
This blinks while print data is being received and lights
steadily while printing is taking place.

IMAGE SEND mode indicators

¢ LINE indicator
This lights up during transmission or reception of a fax
or Internet fax. This also lights during transmission of
an image in scan mode.

* DATA indicator
This blinks when a received fax or Internet fax cannot
be printed because of a problem such as out of paper.
This lights up when there is a transmission job that has
not been sent.

[JOB STATUS] key

Press this key to display the job status screen. The job
status screen is used to check information on jobs and to
cancel jobs.

=" PRINT/SEND STATUS (JOB STATUS) (page 15)

(6)

@

®




(9)

(10)

(11)

(12)

(13)

HOME

C
(6]

PRINT OreaDy @ @

o () >

MAGE SEND, - 1 r@ @1 r@ @ >

I I 1 | I
) (10 (11) (12) (13) (14)  (15) (16) (17)
J
[LOGOUT] key ((%)) (14) [COLOR START] key (O©©®)

Press this key to log out after you have logged in and
used the machine. When using the fax function, this key
can also be pressed to send tone signals on a pulse dial
line.

5" USER AUTHENTICATION (page 18)

[#/P] key ((#))

When using the copy function, press this key to use a job
program. When using the fax function, this key can be
used when dialing.

[CLEAR ALL] key ((cA))

Press this key to return to the initial operation state.
Use this key when you wish to cancel all settings that
have been selected and start operation from the initial
state.

[STOP] key ((©)

Press this key to stop a copy job or scanning of an
original.
[BLACK & WHITE START] key (O ®)

Press this key to copy or scan an original in black and
white. This key is also used to send a fax in fax mode.

(15)

(16)

(17)

11

Press this key to copy or scan an original in color.
This key cannot be used for fax or Internet fax.

[POWER SAVE] key (®))/ indicator

Use this key to put the machine into auto power shut-off
mode to save energy.

The [POWER SAVE] key ((®)) blinks when the machine
is in auto power shut-off mode.

I [POWER SAVE] KEY (page 17)

[POWER] key ((0))
Use this key to turn the machine power on and off.
I TURNING THE POWER ON AND OFF (page 16)

Main power indicator

This lights up when the machine's main power switch is
in the "on" position.
I TURNING THE POWER ON AND OFF (page 16)




TOUCH PANEL

The touch panel (screen) shown in this manual is a descriptive image. The actual screen is slightly different.

Using the touch panel

Example 1

‘é.
Hé Print Job l@ Scan to I‘G Fax Job I@ Internet Fax]
Job _Ouene Sets / Proaress Status
Spool
i >
Conl
>
2 fD Copy 002_1_n00 Waiting 1 Complete
(2)=s B id 1
3 W) computerol eep Waiting ]
C Tone e
4 & 0312345678 v Waiting I »
H Detail
-
Priority @m
Stop/Deletel

(1) Mode select keys

Use these keys to switch between copy, image send, and document filing modes.
(2) Settings for each function are easily selected and canceled by touching the keys on the screen with your finger.
When an item is selected, a beep will sound and the item will be highlighted to confirm the selection.

(3) Keys that are grayed out cannot be selected.

@ If you touch a key that cannot be selected, a double beep will sound.

Example 2
(1) (2 (3) (C)]
Special Modes |:| [ OK J
]

Margin Shift

R

Right Left Down = side 1 Side 2
y B RSN DA P
*:E] E]l EIRES

(1) If the initial state of a key in a screen is highlighted,
the key is selected. To change the selection, touch
one of the other keys to highlight that key.

(2) The [=] [+] keys can be used to increase or
decrease a value. To make a value change quickly,
keep your finger on the key.

(3) Touch this key to cancel a setting.

(4) Touch the [OK] key to enter and save a setting.

Example 3

1M @

Special Modes

il

OK ]‘

Margin Shift [ Erase

E=l Dual Page
] oo
1
Job Tandem -
@ Build ] @a Copy ] 2
] Multi Shot ]
] ..ﬁ

Covers/Inserts RN Y

Inserts

[ Pamphlet Copy

) ) )

Book Copy [ Tab Copy [ Card Shot ]

(1) Some items in the special modes screen are selected
by simply touching the key of the item.
To cancel a selected item, touch the highlighted key
once again so that it is no longer highlighted.

(2) When settings extend over multiple screens, touch

the (3] key or the [#] key to switch through the
screens.



Example 4

Color Mode | Function Review [ @ ]‘

. Shift:Right

Margin Shift g onc1)2inch/Back:1/2inch

. . Edge:1/2inch
rase " Center:1/2inch

Exposure T
iixl? . Inserts : Front:2-Sided/Back: Insert
s OVers/InSerts - rneertion A:10 Page/B:10 Page
+*

Copy Ratio L
When at least one special mode is selected, the The key can be touched to display a list of the
key appears in the base screen. selected special modes.

The above explanations do not apply to the system settings. For information on the screens and procedures for using the
@ system settings, see the System Settings Guide.

System Settings (Administrator): Keys Touch Sound
This is used to adjust the volume of the beep that sounds when keys are touched. The key touch sound can also be turned

off.

13



SYSTEM BAR

The system bar appears at the bottom of the touch panel.
The items that appear in the system bar are explained below.

Color Mode

<

Copy Ratio Original

(A) (1M

(1) Job status display

The first four jobs in progress or reserved are indicated
by icons. The icons are as follows.

Print job Copy job
Q J E—D Py |
Scan to E-mail Scanto FTP job
A
= | job a@'
Scan to Scan to
.:E’n] Network Folder .am Desktop job
job
A Fax " Fax reception
‘h transmission %b job
job
a | PC-Fax A | Internet fax
transmission @ transmission
job job
« | Internet Fax o PC-I-Fax
@ reception job transmission
job
Broadcast job _ Scan to HDD
_,ﬁ @ file print job
§ Tandem
%% copy/print job

14

| T

)

@)

Paper Select

) @)

The status of the first job is indicated as shown in (A).
The color appearing in the job status display depends on
the job status as indicated in the table below.

The job status display can be touched to show the job
status screen.

Job status . . .
. Machine Configuration
display
Green A print, scan or other job is being
executed normally.
The machine is warming up or on
Yellow S .
standby, or a job is being canceled.
A paper misfeed or other error
Red "
condition has occurred.
Gray The machine has no jobs.

USB device display

This appears when a USB memory or other USB device
is connected to the machine.

Brightness adjustment key

Touch this key to adjust the brightness of the touch
panel.
When touched, the following screen appears next to the

ey - -

Touch the [+] key or the [-] key to adjust the brightness.
When finished, touch the brightness adjustment key
again to close the screen.




PRINT/SEND STATUS (JOB STATUS)

This screen appears when the [JOB STATUS] key on the operation panel is pressed.
The screen shows lists of the jobs that are reserved and in progress, and jobs that have been completed. This screen is
used to check jobs, move a job to the top of the job queue, or delete a job.

Q)

()

(©)

(4)

"Complete"
job screen
(1) -‘: & print Job |E’—}| Scan to I'.D Fax Job I@ Internet Faxl!
Job Ouene Sets / Proaress Status Spool I Spool
(2) = 1 @ copy 020 / 001 Copying [“ob Gueue ( — (3) Job Queue
2 ) copy 002 / 000 R B.| paper Empty | 1 Complete I
3 B Computerol 002 / 000 Waiting L - (4)
4 R 0312345678 001 / 000 Waiting @ (5)
¥ Detail (@ ue— (6) ——) Detai
—
Priority ."— (7)
Stop/Delete"— (8) Call (@ (9)

Mode select tabs

Use these tabs to select print mode, scan mode, fax

mode, or Internet fax mode.

e The [Print Job] tab shows copy, print, received fax,
received Internet fax, and self print jobs.

¢ The [Scan to] tab shows transmission jobs that use the
scanner function.

¢ The [Fax Job] tab shows transmission (and reception)
jobs that use the fax and PC-Fax functions.

¢ The [Internet Fax] tab shows transmission (and reception)
jobs that use the Internet fax and PC-I-fax functions.

For more information on the job status screen in each

mode, see the manual for each mode.

Job list

* This shows jobs that are reserved and in progress (job
queue), and jobs that have been completed.
When the [Print Job] tab is touched in the mode select
tabs, the job status screen selector key changes and
the "Spool" list appears.
A brief description of each job and its status appears in
the list.

¢ The "Spool" screen shows spooled print jobs and
encrypted PDF jobs waiting for password entry. To move
an encrypted PDF job from the spool list to the job queue,
touch the key of the job and enter the job password.

®)

(6)

@

Job status screen selector key

This switches the job list display between spooled jobs,

the job queue, and completed jobs.

"Spool": This shows spooled print jobs and encrypted
PDF jobs waiting for password entry. "Spool"
appears when print jobs are displayed.

"Job Queue": This shows reserved jobs and the job in

progress.

"Complete": This shows completed jobs.

®)

"Paper Empty" display

Add paper.

When the status is "Paper Empty", the specified size of
paper for the job is not loaded in any of the trays. In this
case, the job will be held until the required size of paper
is loaded. Other jobs that are waiting will be printed (if

)
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possible) ahead of the held job. (However, other jobs will
not be printed if the paper ran out while printing was in
progress.)

If you need to change the paper size because the
specified paper size is not available, touch the key of the
job in the job list (2) to select it, touch the [Detail] key
described in (6), and select a different paper size.

(] (%] keys

These change the page of the displayed job list.

[Detail] key

This shows detailed information on a selected job.
When a job has been stored using Quick File or File in
document filing mode, or when a broadcast transmission
has been performed in image send mode, the job
appears as a key in the completed jobs screen. You can
touch the [Detail] key to show details on the completed
job, and you can also touch the [Call] key to reprint or
resend the job.

[Priority] key

A reserved job in the "Job Queue" screen can be printed
ahead of all other reserved jobs by selecting the job and
then touching this key.

In the print job queue, select the print or copy job to
which you wish to give priority and touch this key. The job
in progress stops and printing of the selected job begins.
When the selected job is completed, the interrupted job
resumes.

[Stop/Delete] key

Use this key to cancel the job currently in progress or a
selected reserved job. Note that printing of received
faxes and received Internet faxes cannot be canceled.

[Call] key

A job that appears in the completed jobs screen as a key
can be touched followed by the [Call] key to reprint or
resend the job. This is the same [Call] key that appears
when the [Detail] key is touched.



TURNING THE POWER ON AND OFF

The machine has two power switches. The main power switch is at the lower left after the front cover (lower) is opened.
The other power switch is the [POWER] key ((® ) on the operation panel at the top right.

Main power switch [POWER] key
When the main power switch is switched on, the main Main power indicator
power indicator on the operation panel lights up. |

[}
O

o
D) @

D) ~ @
HO @@

LOGOUT

[POWER] key

Turning on the power
(1) Switch the main power switch to the "on" position.
(2) Press the [POWER] key ((® ) to turn on the power.

Turning off the power

(1) Press the [POWER] key ((®)) to turn off the power.
(2) Switch the main power switch to the "off" position.

» Before switching off the main power switch, make sure that the DATA indicator for printing and the DATA and LINE
@ indicators for image send are not lit or blinking on the operation panel.
Switching off the main power switch or removing the power cord from the outlet while any of the indicators are lit or blinking
may damage the hard drive and cause data to be lost.

* Switch off both the [POWER] key (( ® ]) and the main power switch and unplug the power cord if you suspect a machine
failure, if there is a bad thunderstorm nearby, or when you are moving the machine.

@ When using the fax or Internet fax function, always keep the main power switch in the "on" position.
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ENERGY SAVE FUNCTIONS

This product has the following two energy save functions that conform to the Energy Star guidelines to help conserve
natural resources and reduce environmental pollution.

Preheat Mode (Low power mode)

Preheat mode automatically lowers the temperature of the fusing unit and thereby reduces power consumption if the
machine remains in the standby state for the interval of time set in "Preheat Mode Setting" in the system settings
(administrator).

This keeps the fusing unit at a lower temperature and reduces power consumption while the machine is on standby.
The machine automatically wakes up and returns to normal operation when a print job is received, a key is pressed on
the operation panel, or an original is placed.

Auto power shut-off mode (Sleep mode)

Auto power shut-off mode automatically shuts off power to the display and the fusing unit if the machine remains in the
standby state for the interval of time set in "Auto Power Shut-Off Timer" in the system settings (administrator). This
mode provides the lowest level of power consumption. Considerably more power is saved than in preheat mode,
however, the wakeup time is longer. This mode can be disabled in the system settings (administrator).

The machine automatically wakes up and resumes normal operation when a print job is received or when the blinking
[POWER SAVE] key (®)) is pressed.

[POWER SAVE] KEY

Press the [POWER SAVE] key (®)) to put the machine in auto power shut-off mode or wake it up from auto power
shut-off mode. The [POWER SAVE] key (®)) has an indicator that indicates whether or not the machine is in auto power
shut-off mode.

When the [POWER SAVE] The machine is ready to be used.
key (@) indicator is off in the If the [POWER SAVE] key (@) is pressed when the indicator is off, the indicator will blink
standby state and the machine will enter auto power shut-off mode after a brief interval.
The machine is in auto power shut-off mode.
yhe%her[lzo“:E:{ SﬁlvnElln If the [POWER SAVE] key (@) is pressed when the indicator is blinking, the indicator will
ey (@} Indicator Is biinking turn off and the machine will return to the ready state after a brief interval.

®©
(@]
4 5
(e) (@) @ [POWER SAVE]

@ oe key / indicator
(o] @

LOGOUT
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USER AUTHENTICATION

User authentication restricts the use of the machine to users that have been registered. The functions that each user is
allowed to use can be specified, allowing the machine to be customized to meet the needs of your workplace.
When the administrator of the machine has enabled user authentication, each user must log in to use the machine. The
are different types of user authentication, and each type has a different login method.

For more information, see the explanations of the login methods.

* AUTHENTICATION BY USER NUMBER (see below)

* AUTHENTICATION BY LOGIN NAME / PASSWORD (page 20)

AUTHENTICATION BY USER NUMBER

The following procedure is used to log in using a user number received from the administrator of the machine.

| User Authentication [ OK ]‘

npo

Admin Login

When controlled by user number

/ Enter your user number (5 to 8 digits)

—= / with the numeric keys.
g& I Each entered digit will be displayed as "X ".
PRI G
= 3
¥ ¥—————=— @
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User Authentication oK ]‘ Touch the [0 K] key.

i

After the entered user number is authenticated, the user count
screen will appear briefly.

Usage status: used/remaining pages
Black-white : 87,654,321/12,345,678
Full color : 87,654,321/12,345,678

Xk %k k x x— 2-color : 87,654,321/12,345,678

Single color: 87,654,321/12,345,678

When page limits have been set in "Pages Limit Group List" in
the system settings (administrator), the number of pages
remaining will appear. (The remaining number of pages that the
user can use in each mode (copy, scan, etc.) appears.) The
amount of time that this screen appears can be changed using
"Message Time Setting" in the system settings (administrator).

When the user number is an 8-digit number, this step is not necessary. (Login takes place automatically after the user
number is entered.)

When you have finished using the

3 machine and are ready to log out, press
) the [LOGOUT] key ([ *]).

(o]

LOGOUT

* However, note that the [LOGOUT] key ([ * ) cannot be used to log out when a fax number is being entered in fax
@ mode, as the key is used for fax number entry.
* If a preset duration of time elapses after the machine is last used, the Auto Clear function will activate. When Auto
Clear activates, logout takes place automatically. However, when PC Scan mode is used, logout does not take
place when the [LOGOUT] key () is pressed and Auto Clear does not operate. Change to a different mode on
the machine and then log out.

If an incorrect user number is entered 3 times in a row...

If "A Warning when Login Fails" is enabled in the system settings (administrator), the machine will lock for 5 minutes if
an incorrect user number is entered 3 times in a row.

Verify the user number that you should use with the administrator of the machine.

The administrator can clear the locked state.
This is done from [User Control] and then [Default Settings] in the Web page menu.
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AUTHENTICATION BY LOGIN NAME / PASSWORD

The following procedure is used to log in using a login name and password received from the administrator of the

machine or the administrator of the LDAP server.

User Authentication

User Name
Auth to: Login Locally

When controlled by login name and password
(Different items will appear in the screen when LDAP authentication is used.)

g

Us

Touch the [Login Name] key or the

User Authentication [ 0K ]‘
key.
L e If the [Login Name] key is touched, a screen for selecting the

user name appears. Go to the next step.

If the key is touched, an area for entering a "Registration
No." appears [---].
Use the numeric keys to enter your registration number that
has been stored in "User List" in the system settings
(administrator). After entering the registration number, go to
step 3.
(A) (B) (©) Select the user name.
! (A) [Direct Entry] key
DEVICE Focount | e Beer Selectien [€ o ] Use this key if you have not been stored in "User List" in

6 b B »1s |

User 0001 ] ]
o

User 0003 ] [User 0004 ]
User 0005 ] [User 0006 ]
J )
J )
J )

[User 0002

il
Direct Entry
2

User 0007 [User 0008

User 0009

TS

[User 0010

the system settings (administrator) and are only using
LDAP authentication.
A text entry screen will appear. Enter your login name.
To enter text, see "6. ENTERING TEXT" (page 79).

(B) User selection keys
Touch your user name that has been stored in "User List"

- (e in the system settings (administrator).
Usver All Users ABCD EFGHI JKLMN OPQRST UVWXYZ
(C) [Back] key
1 Touch this key to return to the login screen.
(D) (D) Index tabs

All users appear on the [All Users] tab. Users are grouped
on the other tabs according to the search characters
entered when each user was stored.

@ LDAP authentication can be used when the administrator of the server provides LDAP service on the LAN (local area
network).
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| User Authentication [ OK ]‘ Touch the [Passwo rd] key-

A text entry screen for entering the password will appear.

D Enter your password that is stored in "User List" in the system
settings (administrator).

User Name ‘User 0001
If you are logging in to an LDAP server, enter the password that
[E»\ED Login Locally is stored with your LDAP server login name.

Each entered character will be displayed as "% ". When you
have finished entering the password, touch the [OK] key.
When authentication is by LDAP server and you have different
passwords stored in "User List" in the system settings
(administrator) and in the LDAP server, use the password
stored in the LDAP server.

@ * When an LDAP server has been stored, [Auth to:] can be changed.
* If you are logging in using a user selection key...
The LDAP server was stored when your user information was stored, and thus the LDAP server will appear as the
authentication server when you select your login name. Go to step 4.
* When logging in using the [Direct Entry] key...
Touch the [Auth to:] key.

User Authentication { OK ]|
User Name  :Direct Entry

[(Bo00ma ] %%k kX kX KK KX KX KK KK KX XKAK KX KX KK
B

Select the LDAP server and touch the [OK] key.

| Authenticate to: OK ||

[Login Locally ]
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User Authentication oK ]‘ Touch the [O K] key-

After the entered login name and password are authenticated,

P the user count screen will appear briefly.
User Name :User 0001

Black-white : 87,654,321/12,345,678
Login Tocally Full color : 87,654,321/12,345,678
2-color : 87,654,321/12,345,678
Single color: 87,654,321/12,345,678

******************************** Usage status: used/remaining pages

(Different items will appear in the screen when LDAP

authentication is used.) When page limits have been set in "Pages Limit Group List" in

the system settings (administrator), the number of pages
remaining will appear. (The remaining number of pages that the
user can use in each mode (copy, scan, etc.) appears.) The
amount of time that this screen appears can be changed using
"Message Time Setting" in the system settings (administrator).

When you have finished using the

() machine and are ready to log out, press
) the [LOGOUT] key ((*)).

(o]

LOGOUT

* However, note that the [LOGOUT] key ([ * ]) cannot be used to log out when a fax number is being entered in fax
@ mode, as the key is used for fax number entry.
* If a preset duration of time elapses after the machine is last used, the Auto Clear function will activate. When Auto
Clear activates, logout takes place automatically. However, when PC Scan mode is used, logout does not take
place when the [LOGOUT] key ([ ) is pressed and Auto Clear does not operate. Change to a different mode on
the machine and then log out.

If an incorrect login name or password is entered 3 times in a row...

If "A Warning when Login Fails" is enabled in the system settings (administrator), the machine will lock for 5 minutes if
an incorrect login name or password is entered 3 times in a row.

Verify the login name and password that you should use with the administrator of the machine.

* The administrator can clear the locked state.
@ This is done from [User Control] and then [Default Settings] in the Web page menu.
* When LDAP authentication is used, the [E-mail Address] key may appear, depending on the authentication method. If the
[E-mail Address] key appears in step 3, touch the key.
A text entry screen will appear. Enter your e-mail address. To enter text, see "6. ENTERING TEXT" (page 79).

User Authentication OK ”

User Name :User 0002

Auth to: Server 2

System Settings (Administrator): User Registration
This is used to store names of users of the machine. Detailed information such as the login name, user number, and password are
also stored. Ask the administrator of the machine for the information that you need to use the machine.
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HOME SCREEN

When the [HOME] key is pressed on the operation panel, the home screen appears in the touch panel.

Shortcuts to functions can be registered as keys in the home screen. When a shortcut key is touched, the screen for that
function appears. Register frequently used functions in the home screen to quickly and conveniently access those
functions. When user authentication is used, the home screen of "Favorite Operation Group" can be displayed.
Register keys that you wish to show in the home screen in the Web pages.

(1
= (3)
[ Total Count ] { Address Control ]
[ Docunent Filing ] { Paper Tray Settings ]
(2) =
04/01/2006 11:40
(1) Title (8) User name
This shows the title of the home screen. This shows the name of the logged in user.
(2) Shortcut key The user name appears when user authentication is

) ) enabled on the machine.
A registered function appears as a shortcut key.

The key can be touched to select the registered function.

* System Settings (Administrator): Home Screen Settings
Registration is performed in [System Settings] - [Operation Settings] - [Home Screen Settings] in the Web page menu.
¢ System Settings (Administrator): Home Screen List
Registration is performed in "Home Screen List" in [User Control] in the Web page menu.
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2 LOADING PAPER

IMPORTANT POINTS ABOUT PAPER

This section provides information that you should know before loading paper in the paper trays.
Be sure to read this section before loading paper.

NAMES AND LOCATIONS OF TRAYS

The trays are identified by the names indicated below. For detailed information on the sizes and types of paper that can
be loaded in each tray of the machine, see the specifications in the Safety Guide and "Paper Tray Settings" in the
System Settings Guide.

—— ¢
N\ Sy~ E——

|| ! 5

s%o— Bypass tray

N A A

Tray { =——e E ﬂ ]
Traye ———== 1 |
Tray3 — 1 o
I y o——— Tray 5 (when a large
| Tray 4 — ] = i is i
capacity tray is installed)

THE MEANING OF “R" IN PAPER SIZES

Some original and paper sizes can be placed in either the vertical or the horizontal orientation. To differentiate between
vertical and horizontal orientations, paper sizes in the horizontal orientation will be followed by an "R" (for example,
8-1/2" x 11"R, A4R).

Sizes that can be placed only in the horizontal orientation (12" x 18", 11" x 17", 8-1/2" x 14", 8-1/2" x 13", A3W, A3, B4)
do not include the "R" in their size indication.

8-2"x 11"R 8-1%"x 11" 11" x 17"
(A4R) (A4) (A3)
Horizontal orientation Vertical orientation Can be placed only in the

horizontal orientation

R" is appended. R" is not appended. "R" is not appended.
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USEABLE PAPER

Various types of paper are sold. This section explains what plain paper and what special media can be used with the
machine. For detailed information on the sizes and types of paper that can be loaded in each tray of the machine, see
the specifications in the Safety Guide and "Paper Tray Settings" in the System Settings Guide.

Plain paper, special media

Plain paper that can be used
* SHARP standard plain paper (21 Ibs. (80 g/m?2)). For paper specifications, see the specifications in the Safety Guide.
* Pain paper other than SHARP standard paper (16 Ibs. to 28 Ibs. (60 g/m2 to 105 g/m2))
Recycled paper, colored paper and pre-punched paper must meet the same specifications as plain paper. Contact
your dealer or nearest SHARP Service Department for advice on using these types of paper.

Types of paper that can be used in each tray
The following types of paper can be loaded in each tray.

Ez ; Tray 3 Tray 4 Bypass tray ;;Z(?tg?rrg;
Plain paper Permitted Permitted Permitted Permitted Permitted
Pre-printed Permitted Permitted Permitted Permitted Permitted
Letter head Permitted Permitted Permitted Permitted Permitted
Heavy paper 1*1 - Permitted Permitted Permitted Permitted
Heavy paper 2*1 - - - Permitted -
Labels - Permitted - Permitted -
Glossy paper*2 - Permitted Permitted Permitted Permitted
Transparency film - Permitted - Permitted -
Tab paper - Permitted - Permitted -
Envelopes - - - Permitted -
Thin paper*3 - - - Permitted -

*1 "Heavy paper 1" is heavy paper up to 56 Ibs. (209 g/m2), and "Heavy paper 2" is heavy paper up to 68 Ibs. (256 g/m2).
*2 When using glossy paper, set the paper type to heavy paper. This will bring out the glossy quality of the paper.
*3 Thin paper from 15 Ibs. to 16 Ibs. (55 g/m?2 to 59 g/m2) can be used.

Print side face up or face down

Paper is loaded with the print side face up or face down depending on the paper type and tray.

Trays 1to 4

Load the paper with the print side face up.
However, if the paper type is "Letter Head" or "Pre-Printed", load the paper with the print side face down™.

Bypass tray and tray 5

Load the paper with the print side face down.

However, if the paper type is "Letter Head" or "Pre-Printed", load the paper with the print side face up*.

* If "Disabling of Duplex" is enabled in the system settings (administrator), load the paper in the normal way (face up in
trays 1 to 4; face down in the bypass tray and tray 5).
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Paper that cannot be used

* Special media for inkjet printers * Thin paper less than 15 Ibs. (55 g/m2)
(fine paper, glossy paper, glossy film, etc.) * Paper that is 69 Ibs. (257 g/m2) or heavier
e Carbon paper or thermal paper * Irregularly shaped paper
* Pasted paper * Stapled paper
* Paper with clips * Damp paper
¢ Paper with fold marks e Curled paper
e Torn paper * Paper with a wave-like pattern due to moisture
¢ QOil-feed transparency film absorption

Non-recommended paper

¢ [ron-on transfer paper * Reverse side of paper already printed on by another
¢ Japanese paper printer or copier.
* Perforated paper

* Various types of plain paper and special media are sold. Some types cannot be used with the machine. Contact your
@ dealer or nearest SHARP Service Department for advice on using these types of paper.
* The image quality and toner fusibility of paper may change due to ambient conditions, operating conditions, and paper
characteristics, resulting in image quality inferior to that of SHARP standard paper. Contact your dealer or nearest SHARP
Service Department for advice on using these types of paper.
¢ The use of non-recommended or prohibited paper may result in skewed feeding, misfeeds, poor toner fusing (the toner
does not adhere to the paper well and can be rubbed off), or machine failure.
* The use of non-recommended paper may result in misfeeds or poor image quality. Before using non-recommended paper,
check if printing can be performed properly.
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TRAY SETTINGS FOR TRAY 1 AND TRAY 2
LOADING PAPER

Up to 1200 sheets of 8-1/2" x 11" or A4 size paper can be loaded in tray 1. Up to 800 sheets of 8-1/2" x 11" or A4 size
paper can be loaded in tray 2.

For detailed information on the paper that can be loaded, see the specifications in the Safety Guide and "Paper Tray
Settings" in the System Settings Guide.

Pull out tray 1 - tray 2.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not fanned,
multiple sheets may feed at once and cause a misfeed.

©® Tray 1 Load paper in the left and right trays.
Load the paper with the print side face up. The stack must not
be higher than the indicator line (maximum of 1200 sheets).
® Tray 2

\ Raise the paper guide and load the paper with the print side
face up. The stack must not be higher than the indicator line
- (maximum of 800 sheets).

; " Be sure to return the paper guide to its original position after

loading the paper.

Indicator line
==L |

27



Gently push tray 1- tray 2 into the
machine.
Push the tray firmly all the way into the machine.

@ If you loaded a different type of paper than was loaded previously, change the paper type setting as explained in
"Paper Tray Settings" in the System Settings Guide.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings
Change these settings when you change the size or type of paper loaded in a tray.

CHANGING THE PAPER SIZE

To change the paper size of tray 1 - tray 2, follow the steps below.
This section only explains how to change the paper size. For the procedures for opening/closing the tray and loading
paper, see "LOADING PAPER" (page 27).

Remove the paper size guide.

With the base of the tray pressed all the way down, hold down
the hook at the bottom on the paper size guide and pull the
paper size guide up slightly.

. J

Hook Transparent sheet Paper guide

@ Before changing the paper size of tray 2, raise the paper guide.
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77 Attach the paper size guide and

) transparent sheet appropriately for the
IKZE size of paper to be used.
m (1) Align the bottom of the paper size guide with
TTEET T the appropriate slot on the base of the tray.

Align the paper size guide with the slot for the paper size
to be used (indicated by the paper size mark).

(2) Align the holes at the top of the paper size
guide with the protrusions that secure the
paper size guide.

Align with the holes for the paper size to be used
(indicated by the paper size mark).

(3) Push in the paper guide so that it locks into

place.

Push the paper size guide in until the hook at the bottom
- Transparent sheet locks into place. (You will hear a "click" when the hook

\\ // / / locks.) Move the paper size guide slightly to verify that it
\ has locked into place.

When attaching the paper size guide, make sure that the top and bottom of the guide are aligned to the same paper size. If
the top and bottom of the paper size guide are not aligned to the same paper size, skewed feeding and misfeeds will result.

¢ When attaching the paper size guide, place the transparent sheet in direct contact with the base of the tray in the
correct orientation as shown.

¢ The slot or hole with the "LT" mark is for 8-1/2" x 11" size.

Repeat steps 1 and 2 to adjust the far
paper guide to the paper size to be used.
Be sure to adjust the far paper guide to the same size as the
near paper guide.

When removing and attaching the far paper size guide, take
care not to hit the front cover of the machine.

@ Adjusting only one paper guide may result in skewed feeding or misfeeds.

Set the paper size and paper type.

Be sure to change the paper size and paper type settings as explained in "Paper Tray Settings" in the System Settings Guide.
If the paper size setting is not configured correctly, automatic paper selection will not operate correctly and printing may take
place on the wrong size or type of paper or a misfeed may occur.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings
Change these settings when you change the size or type of paper loaded in a tray.
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TRAY SETTINGS FOR TRAY 3 AND TRAY 4
LOADING PAPER AND CHANGING THE PAPER SIZE

Up to 500 sheets of 5-1/2" x 8-1/2"R to 12" x 18" (A5R to A3W) size paper can be loaded in tray 3. Up to 500 sheets of
7-1/4" x 10-1/2"R to 12" x 18" (B5R to A3W) size paper can be loaded in tray 4.

For detailed information on the paper that can be loaded, see the specifications in the Safety Guide and "Paper Tray
Settings" in the System Settings Guide.

Pull out the paper tray.

Gently pull the tray out until it stops.
To load paper, go to step 3. To load a different size of paper, go
to the next step.

Adjust the guide plates A and B by
squeezing their lock levers and sliding
them to match the vertical and
horizontal dimensions of the paper to be
loaded.

The guide plates A and B are slidable. Slide each guide plate
while squeezing its lock lever.

Fan the paper.

Fan the paper well before loading it. If the paper is not fanned,
multiple sheets may feed at once and cause a misfeed.

Insert the paper into the tray.

Load the paper with the print side face up. The stack must not
be higher than the indicator line (maximum of 500 sheets).

. el
Indicator line
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Gently push the paper tray into the
machine.
Push the tray firmly all the way into the machine.

* If you loaded a different type of paper than was loaded previously, change the paper type setting as explained in
@ "Paper Tray Settings" in the System Settings Guide.

* If you loaded 8K, 16K, or 16KR size paper, or loaded a non-standard size of paper in tray 3, change the paper size
setting as explained in "Paper Tray Settings" in the System Settings Guide. If the paper size setting is not
configured correctly, automatic paper selection will not operate correctly and printing may take place on the wrong
size or type of paper or a misfeed may occur.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings
Change these settings when you change the size or type of paper loaded in a tray.

Loading tab paper and transparency film in tray 3

In addition to plain paper, tab paper, transparency film, and other special media can be loaded in tray 3.
To load tab paper or transparency film in tray 3, follow the steps below.

Loading tab paper
To use tab paper, the special guide must be attached as explained below.

Take out the tab paper guide.

The guide is stored inside tray 3 as shown. When finished
using tab paper, be sure to replace the guide.
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Pull out the tray and attach the guide.

Slide the guide plate to the position of the bottom edge of the
tab paper and attach the guide so that it covers the guide plate.

Insert the tab paper into the tray.

Place the tab paper with the print side face up so that the tab is
to the left.

@ [Example]
Make sure that the positions of the tabs correspond with the originals as shown below.

Originals Tab Paper

>
@
le]

[23q]

I
=] [

1st sheet 2nd sheet 3rd sheet 4th sheet 4th sheet
3rd sheet
2nd sheet 1st sheet

—— Top

Gently push the tray in and set the paper
type to tab paper.

Change the paper type setting to tab paper as explained in
"Paper Tray Settings" in the System Settings Guide.

Loading transparency film
When loading transparency film, load the film in the vertical orientation with the rounded corner at the top right.
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TRAY SETTINGS OF TRAY 5 (LARGE
CAPACITY TRAY)

LOADING PAPER (MX-LCX2)

Up to 3500 sheets of 8-1/2" x 11" or A4 size paper (21 Ibs. (80 g/m2)) can be loaded in the large capacity tray
(MX-LCX2).

For detailed information on the paper that can be loaded, see the specifications in the Safety Guide and "Paper Tray
Settings" in the System Settings Guide.

The paper size of the large capacity tray (MX-LCX2) can only be changed by a service technician. If you need to change
the paper size, consult your dealer or nearest SHARP Service Department.

Pull out the paper tray.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not fanned,
multiple sheets may feed at once and cause a misfeed.

§ Place the paper in the center of the
paper table.

Load the paper with the print side face down. The stack must
not be higher than the indicator line (maximum of 3500 sheets).

Indicator
line
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Gently push the paper tray into the
machine.
Push the tray firmly all the way into the machine.

@ If you loaded a different type of paper than was loaded previously, change the paper type setting as explained in
"Paper Tray Settings" in the System Settings Guide.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings
Change these settings if you have loaded a different type of paper in the tray.

LOADING PAPER (MX-LCX3)

Up to 3000 sheets of 8-1/2" x 11" to 12" x 18" (B5 to A3BW) size paper can be loaded in the large capacity tray (MX-LCX3).
For detailed information on the paper that can be loaded, see the specifications in the Safety Guide and "Paper Tray
Settings" in the System Settings Guide.

Press the operation button.

The operation button indicator will blink and the tray's paper
table will descend to the paper loading position. Wait until the
operation button indicator turns off.

Do not remove the tray before the indicator turns off. Attempting to pull the tray out when the indicator is blinking or
solidly lit may damage the tray.

Pull out the paper tray.
Gently pull the tray out until it stops.

Fan the paper.

Fan the paper well before loading it. If the paper is not fanned,
multiple sheets may feed at once and cause a misfeed.
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Indicator line Place the paper in the center of the
| paper table.

The paper should be loaded with the print side face down.
When a certain amount of paper is placed on the paper table,
the paper table will automatically descend slightly and then
stop. Continue loading paper in this way.

The paper stack must not be higher than the indicator line.

A maximum of 3000 sheets of paper can be loaded in the tray.

When placing paper, do not insert your fingers into the openings in the paper table.

Gently push the paper tray into the
machine.

Push the tray firmly all the way into the machine. After the tray
is pushed in, the paper table will rise. While the paper tray
rises, the operation button indicator will blink. After the paper
tray finishes rising, the indicator will light solidly.

@ If you loaded a different type of paper than was loaded previously, change the paper type setting as explained in
"Paper Tray Settings" in the System Settings Guide.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings
Change these settings if you load a different type of paper in the tray.
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CHANGING THE PAPER SIZE (MX-LCX3)

To change the paper size of the large capacity tray (MX-LCX3), follow the procedure below.
This procedure only explains how to change the paper size. For the procedures for opening/closing the tray and loading
paper, see "LOADING PAPER (MX-LCX3)" (page 34).

[ [11 Loosen the paper guide screw.

Slide the plate of the paper guide.

Slide the plate until the red line appears at the center of the size
window of the plate.

Adjust the paper guide to the paper size
that will be used.

Slide the paper guide forward or backward until the size mark
of the paper to be used (4 or ) appears in the size window of
the plate.

Secure the paper guide.

(1) Slide the plate of the paper guide.

Slide the plate until the paper size to be used appears in
the size window of the plate.

(2) Tighten the paper guide screw.

Repeat steps 1 through 4 to adjust the
far paper guide to the paper size to be
used.

Be sure to adjust the far guide to the same paper size as the
near guide.
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Change the right paper guide to the
paper size to be used.

(1) While holding up the paper guide lock, slide
the paper guide to the paper size to be
used.

(2) Release the paper guide lock.

(3) Move the paper guide slightly to the right
and left so that it locks into place.
You will hear a "click" when the paper guide locks.

Set the paper size and paper type.

7 Be sure to change the paper size and paper type settings as explained in "Paper Tray Settings" in the System Settings Guide.
If the paper size setting is not configured correctly, automatic paper selection will not operate correctly and printing may take
place on the wrong size or type of paper or a misfeed may occur.

@ Do not place heavy objects on the tray or press down on the tray.

System Settings: Paper Tray Settings
Change these settings when you change the size or type of paper loaded in a tray.
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LOADING PAPER IN THE BYPASS TRAY

The bypass tray can be used to print on plain paper, envelopes, label sheets, tab paper, and other special media. Up to
100 sheets of paper can be loaded (up to 40 sheets of heavy paper) for continuous printing similar to the other trays.
For detailed information on the paper that can be loaded, see the specifications in the Safety Guide and "Paper Tray
Settings" in the System Settings Guide.

Open the bypass tray.

When loading paper larger than 8-1/2" x 11"R or A4R, be sure
to pull out the bypass tray extension. Pull the bypass tray
extension all the way out. If the bypass tray extension is not
pulled all the way out, the size of the loaded paper will not be
correctly displayed.

@ Do not place heavy objects on the bypass tray or press down on the tray.

Set the bypass tray guides to the width
of the paper.

Insert the paper along the bypass tray
guides all the way into the bypass tray
until it stops.

Load the paper with the print side face down.

@ ¢ Do not force the paper in.
* If the bypass tray guides are set wider than the paper, move the bypass tray guides in until they correcily fit the
width of the paper. If the bypass guides are set too wide, the paper may skew or be creased.
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Copy Ratio

Original Paper Select

=

Touch the [Paper Select] key.

Paper Select [ OK

=

Paper Tray ‘ Bypass Tray

1. 8¥%x11 =@ [ 8ix11 l
1=
Plain Plain
[34 11x17 1=l Plain

—

—

[4 . 8Yx14 1= Plain

(A) (®)

Touch the paper type key of the bypass
tray.

(A) Shows the size of paper loaded in the bypass tray.
(B) Shows the currently selected paper type.

Paper Select

—

Bypass Tray Type/Size Setting Cancel

Select the paper type.

1
{ Recycled ] [Letter Head] 2

( J J
{ Pre-Punched ] { Color ] {Heav’y Paper 1] [Heavy Paper 2] o
( ) ) ( )

Thin Paper [ Labels [ Transparency ] Tab Paper

Heavy Paper 1: 28+ - 56 lbs. (106 - 209 g/m’)
Heavy Paper 2: 56+ - 68 lbs. (210 - 256 g/m’)

Plain { Pre-Printed

Select the type of paper used in the
bypass tray.

Select the paper type to be used.
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Example: recycled paper has been selected

Paper Select ‘
Bypass Tray Type/Size Setting { OK ]
Type Size
12x18,11x17, 8%x14
Recycled —I: 8%x11, 8%x11R, 5%x8Y%R
T4%x10%R,A3,A4,B4,B5
A3W,A3,A4,A4R,ASR, B4
({5 S s
11x17, 8%x11
Custom Size I X17 v11
[ ek | [ 1w | [ 8K |
| Bypass Tray Type/Size Setting OK ”
; Size Input { @5 ]

[«
]

Set the paper size.

[Auto-Inch] key

When the paper inserted in the bypass tray is a standard inch
size (8-1/2" x 11", etc.), the paper size will be detected
automatically and the appropriate paper size set.

[Auto-AB] key

When the paper inserted in the bypass tray is a standard AB
size (A4 size, etc.), the paper size will be detected
automatically and the appropriate paper size set.

[Custom Size] key

Touch this key when you know the size of the inserted paper
but it is not one of the standard inch or AB sizes.

When the key is touched, the paper size entry screen appears.
Touch the [X] key and enter the horizontal dimension of the
paper with the (%] [« keys, and then touch the [Y] key and
enter the vertical dimension. When finished, touch the [OK]
key.

* When [Envelope] is selected, specify the size of the envelope. When finished, touch the [OK] key.

e If tab paper is selected, check the size. Touch the [Auto-Inch] key or the [Auto-AB] key. When you have finished
checking/changing the setting, touch the [OK] key.

¢ To use a paper size used in China, touch [8K], [16K], or [16KR].

1M

()

Paper Select

Paper Tray Bypass Tray
1. 8%x11 2. 8%x11
1=
Plain Plain Recycled I
[3, 11x17 1= Plain ]
[4. 8%x14 = Plain ]

Select the bypass tray.
(1) Touch the paper size key of the bypass tray.
(2) Touch the [OK] key.

40



IMPORTANT POINTS WHEN USING THE BYPASS TRAY

* When using plain paper other than SHARP standard paper or special media other than SHARP-recommended
transparency film, or when printing on the reverse side of previously used paper, the paper must be loaded one sheet
at a time. Loading more than one sheet at a time will cause misfeeds.

* Before loading paper, straighten any curling in the paper.

* When adding paper, remove any paper remaining in the bypass tray, combine it with the paper to be added, and
reload as a single stack. If paper is added without removing the remaining paper, a misfeed may result.

Inserting paper

Place paper that is 7-1/4" x 10-1/2" (A5) or smaller in the horizontal
— orientation.

Inserting tab paper

To print on tab paper, load tab paper in the bypass tray with the print side face down.

* Use only tab paper that is made of paper. Tab paper made of a material other than paper (film, etc.) cannot be used.
@ e To print on the tabs of tab paper...
In copy mode, use "Tab Copy" in the special modes. In print mode, use the tab print function. For more information on
these functions, see the Copier Guide and the Printer Guide.

Inserting transparency film

* Use SHARP-recommended transparency film. When inserting
transparency film in the bypass tray, the rounded corner
should be at the front left when the film is oriented horizontally,

or at the far left when the film is oriented vertically.
l - - * When loading multiple sheets of transparency film in the
Horizontally  Vertically It?;pdai\rs]zj tray, be sure to fan the sheets several times before

* When printing on transparency film, be sure to remove each
sheet as it exits the machine. Allowing sheets to stack in the
output tray may result in curling.
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Loading envelopes

When inserting envelopes in the bypass tray, place them aligned to the left side in the orientation shown below.
Only the front side of envelopes can be printed on. Be sure to place the front side face down.

Important points when using envelopes

* Do not print on both sides of an envelope. This may result in misfeeds or poor print quality.

* Restrictions apply to some types of envelopes. For more information, consult a qualified service technician.

* Some operating environments may cause creasing, smudging, misfeeds, poor toner fusing, or machine failure.

* Do not use the following envelopes:
Envelopes with metal clasps, plastic hooks, or ribbon hooks; envelopes closed with string, envelopes with windows or

backing, envelopes with an uneven front surface due to embossing, double-layer envelopes, envelopes with an
adhesive for sealing, hand-made envelopes, envelopes with air inside, envelopes with creases or fold marks, torn or

damaged envelopes
* Envelopes with an incorrectly aligned corner gluing position on the back cannot be used as creasing may result.

* Print quality is not guaranteed in the area 13/32" (10 mm) around the edges of
the envelope.

* Print quality is not guaranteed on parts of envelopes where there is a large

step-like change of thickness, such as on four-layer parts or parts less than

three layers. Can be used
¢ Print quality is not guaranteed on envelopes having peel off flaps for sealing the

envelopes.
Cannot be used
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Fusing unit pressure adjusting levers

It may happen that creases, color deviations, or smudging may occur even when envelopes within the specifications are
used. This problem can be alleviated by shifting the fusing unit pressure adjusting levers from the regular pressure
position to the low pressure position. To shift the fusing unit pressure adjusting levers, follow the steps below.

Pull out the right side cover.

While pushing up the right side cover release lever, gently open
the cover.

Move the fusing unit pressure adjusting
levers (two) to the low pressure position
as shown.

Regular
position

B: Rear side of
fusing unit

A: Front side of
fusing unit

@ Be sure to return the levers to the regular position when you have finished feeding envelopes. Otherwise, inadequate
toner adherence, paper misfeeds, and other problems may occur.

Gently close the right side cover.
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ORIGINALS

This chapter explains how to place originals in the automatic document feeder and on the document glass.

PLACING THE ORIGINAL

PLACING ORIGINALS IN THE AUTOMATIC DOCUMENT
FEEDER

This section explains how to place originals in the automatic document feeder.
Allowed original sizes

Minimum original size Maximum original size

Standard sizes Standard sizes

(Minimum size that can be automatically detected) (Maximum size that can be automatically detected)

8-1/2" (height) x 5-1/2" (width) 11" (height) x 17" (width)

A5: 210 mm (height) x 148 mm (width) A3: 297 mm (height) x 420 mm (width)

Non-standard sizes 12" x 18" size paper (A3W) cannot be used.

(Minimum size that can be specified manually) Non-standard sizes

5-1/8" (height) x 5-1/2" (width) (Maximum size that can be specified manually)

131 mm (height) x 140 mm (width) Copy mode: 297 mm (height) x 432 mm (width)
Image send mode: 11" (height) x 31-1/2" (width)

297 mm (height) x 800 mm (width)

When a non-standard size original is placed in copy mode, see "SPECIFYING THE ORIGINAL SIZE" in the Copier
Guide.
When a non-standard size original is placed for fax or scanner transmission, see "IMAGE SETTINGS" in the Facsimile
Guide or Scanner Guide.
Allowed original weights

1-sided scanning: 9 Ibs. to 34 Ibs. (35 g/m2 to 128 g/m2)

2-sided scanning: 15 Ibs. to 34 Ibs. (50 g/m2 to 128 g/m?2)
To scan originals from 9 Ibs. to 14 Ibs. (35 g/m?2 to 49 g/m2), use "Slow Scan Mode" in the special modes. Scanning
without using "Slow Scan Mode" may result in original misfeeds.
When "Slow Scan Mode" is selected, automatic 2-sided scanning is not possible.

Make sure an original does not remain
on the document glass.

Open the automatic document feeder, make sure that an
original is not on the document glass, and then gently close the
automatic document feeder.
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Adjust the original guides to the size of
the originals.

Place the original.

Make sure the edges of the originals are even.

Insert the originals face up all the way into the document feeder
tray.

Insert a number of originals that does not exceed the indicator
line on the document feeder tray.

Up to 150 sheets can be inserted.

¢ Originals of different sizes can be placed together in the automatic document feeder. In this case, select "Mixed Size
@ Original" in the special modes of the mode you are using. For the procedures for inserting mixed size originals and the
sizes that can be inserted, see the Copier Guide, the Scanner Guide, and the Facsimile Guide.

» Before inserting originals into the document feeder tray, be sure to remove any staples or paper clips.

* If originals have damp spots due to correction fluid, ink or pasteup glue, wait until the originals are dry before making

copies. Otherwise the interior of the document feeder or the document glass may be soiled.

* Do not use the following originals. Incorrect original size detection, original misfeeds, and smudges may result.
Transparency film, tracing paper, carbon paper, thermal paper or originals printed with thermal transfer ink ribbon should
not be fed through the document feeder. Originals to be fed through the feeder should not be damaged, crumpled, folded,
loosely pasted together, or have cut-out holes. Originals with multiple punched holes other than two-hole or three-hole
punched paper may not feed correctly.

* When using originals with two or three holes, place them so that
the punched edge is at a position away from the feed slot of the
document feeder tray.

Feed slot
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PLACING THE ORIGINAL ON THE DOCUMENT GLASS

This section explains how to place the original on the document glass.

Allowed original sizes

Maximum original size

Standard sizes

11" (height) x 17" (width)

A3: 297 mm (height) x 420 mm (width)
Non-standard sizes

297 mm (height) x 432 mm (width)

When a non-standard size original is placed in copy
mode, see "SPECIFYING THE ORIGINAL SIZE" in the
Copier Guide.

When a non-standard size original is placed for fax or
scanner transmission, see "IMAGE SETTINGS" in the
Facsimile Guide or Scanner Guide.

Open the automatic document feeder.

Place the original.

Place the original face down in the far left corner of the
document glass.

Document glass scale Document glass scale

4 mark 4 mark
[ [
5-1/2" x 8-1/2"|
(A5) B5R
8-1/2" x 11"R (A4R)
B5 8-1/2" x 14" (B4)
8-1/2" x 11" (A4) 11" x 17" (A3)

The original should always be placed in the far left corner,
regardless of its size.
Align the top left corner of the original with the tip of the @ mark.

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 and prevent

correct detection of the original size.

If you are placing a small non-standard size original on the document glass, it is convenient to place a blank sheet of
8-1/2" x 11" or 5-1/2" x 8-1/2" (A4 or B5) paper on top of the original to facilitate detection of the original size.

Close the automatic document feeder.

After placing the original, be sure to close the automatic
document feeder. If left open, parts outside of the original will
be copied black, causing excessive use of toner.
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Placing a thick book

When scanning a thick book or other thick original, follow the steps below to press the book down.

(1) Push up the far side of the automatic
document feeder.
The hinges supporting the automatic document feeder
will release and the rear side of the automatic document
feeder will rise.

(2) Slowly close the automatic document
feeder.

ACaution

* Close the automatic document feeder slowly. Abruptly closing the automatic document feeder may damage it.
» Take care that your fingers are not pinched when closing the automatic document feeder.

The automatic document feeder cannot be closed correcily in this state. To return the automatic document feeder to its
@ normal state, open it completely and then close it.
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4 PERIPHERAL DEVICES

This chapter describes the peripheral devices that can be used with the machine and explains how to use the finisher,
saddle stitch finisher, and inserter, as well as Sharp OSA (application communication module and external account module).

PERIPHERAL DEVICES

Peripheral devices can be installed on the machine to increase its range of functionality.
The peripheral devices are generally optional, however, some models include certain peripheral devices as standard
equipment.

(As of June, 2007)

Product name Product number Description

Additional tray. A maximum of 3500 sheets of paper can be

MX-LCX2 loaded in the tray.

Large capacity tray

Additional tray. Supports wide sizes such as 12" x 18" (A3W). Up

MX-LCX3 to 3000 sheets can be loaded.
Finisher MX-ENX3 Output dev!ce that enables the use of the staple function and
offset function.
Saddle stitch finisher MX-ENX4 Outpyt device that enables use of the staple function, offset
function and pamphlet copy function.
Paper pass unit MX-RBX2 This is required to install a finisher or saddle stitch finisher.
Punch module MX-PNX2B Punches holes in copies and other output. Requires a finisher or

saddle stitch finisher.

Paper loaded in the inserter can be inserted into output as
Inserter MX-CFX1 covers and inserts. Manual stapling and hole punching is also
possible from the inserter.

Barcode font kit AR-PF1 Adds barcode fonts to the machine.

PS3 expansion kit MX-PKX1 Er.lables the machine to be used as a Postscript compatible
printer.

Internet fax expansion kit MX-FWX1 Adds an Internet fax function.

Facsimile expansion kit MX-FXX1 Adds a fax function.

The application integration module can be combined with the
Application integration module MX-AMX1 network scanner function to append a metadata file to a scanned
image file.

This allows the machine to be linked over a network to an

Application communication module MX-AMX2 -
external software application.

This is required to use an external account application on the

External account module MX-AMX3 .
machine.

@ When a finisher and inserter are installed on the machine, a punch module is also required.
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FINISHER / SADDLE STITCH FINISHER

The finisher and saddle stitch finisher are equipped with the offset function, which offsets each set of output from the
previous set, and the staple sort function, which staples each set of output. The saddle stitch finisher is also equipped
with the pamphlet staple function, which automatically staples and folds each set of output at the centerline.

A punch module can also be installed to punch holes in output.

PART NAMES

(2) — — (6

—_— \
§ ./
Finisher
(1) Stapler compiler (4) Saddle stitch tray guide
This temporarily stacks paper to be stapled. This guides the output as it is delivered to the tray. Before

printing, attach the saddle stitch tray guide in the

(2) Output trays (upper tray, lower tray) appropriate position below for the paper size to be used.

Stapled and offset output is delivered to these trays.
The trays are slidable. For large-size output (12" x 18",
11" x 17", 8-1/2" x 14", 8-1/2" x 13", ASW, A3, B4),
extend the tray.

(3) Saddile stitch tray
Stapled and folded output is delivered to this tray.

(A3/B4)

(5) Top cover
Open this cover to remove a paper misfeed.

(6) Front cover
Open this cover to replace the staple cartridge or remove
a staple jam.

* A paper pass unit is required to install a finisher or saddle stitch finisher.

@ * Do not place heavy objects on the finisher / saddle stitch finisher or press down on the finisher / saddle stitch finisher.
* Use caution when you turn on the power and when printing is taking place, as the output tray may move up and down.
* A saddle stitch finisher and a finisher cannot be installed simultaneously.
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SUPPLIES

The finisher and saddle stitch finisher require the following staple cartridge:

* Staple cartridge (approx. 5000 staples x 3 cartridges) (for both the finisher and saddle stitch finisher)
AR-SC2

\!

Y O
()

>

The saddle stitch finisher also requires the following special staple cartridge for the saddle stitch unit.

* Staple cartridge (approx. 2000 staples per cartridge x 3 cartridges)
AR-SC3
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FINISHER / SADDLE STITCH FINISHER MAINTENANCE

When the staple cartridge runs out of staples, a message will appear in the operation panel. Follow the procedure below
to replace the staple cartridge.

Replacing the cartridge in the finisher

Open the front cover.

Squeeze the green parts of the staple
case and pull the case up and then out.

Remove the empty staple cartridge.

Press the lock button to release the staple case cover and then
remove the staple cartridge.

Insert a new staple cartridge into the
staple case.

Push the staple cartridge in until it clicks into place.
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Pull the seal that holds the staples
straight out.

Push the staple case firmly back in.
Push the staple case in until it clicks into place.

Close the front cover.

@ Make a test print or copy in staple sort mode to verify that stapling takes place correcitly.
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Replacing the staple cartridges in the saddle stitch unit

Open the front cover.

Grasp the handle on the saddle stitch
unit and pull it slowly out until it stops.

Pull the staple unit in the saddle stitch
unit out and then rotate it up.

Grasp the left and right side of each
empty staple cartridge and remove the
cartridges.

Load new staple cartridges.

Replace both staple cartridges.
Remove the cover from each staple cartridge and then install
the cartridge.

Pull the staple unit of the saddle stitch
finisher forward and then rotate it back
to its original position.
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Push the saddle stitch unit in.

Close the front cover of the saddle stitch
finisher.

@ Make a test print or copy using the saddle stitch function to verify that stapling takes place correctly.
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Removing a staple jam from the finisher

To remove a staple jam, remove the staple case from the finisher unit and then follow the steps below.
To remove or reinsert the staple case of the finisher unit, see "Replacing the cartridge in the finisher" (page 51).

Lower the lever at the front end of the
staple case and remove the jammed
staple.

Remove the leading staple if it is bent. If bent staples remain, a
staple jam will occur again.

Return the lever to its original position.

@ Make a test print or copy in staple sort mode to verify that stapling takes place correcitly.
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Removing a staple jam from the saddle stitch unit

To remove a staple jam from the saddle stitch unit, remove the staple cartridge and then follow the steps below. To
remove the staple cartridge from the saddle stitch unit or replace the saddle stitch unit, see "Replacing the staple
cartridges in the saddle stitch unit" (page 53).

Remove the staple cartridge from the
staple unit.

Press (A) down and pull up knob (B).

Remove the jammed staples and then
return knob (B) to its original position.

Replace the staple cartridge.

@ Make a test print or copy using the saddle stitch function to verify that stapling takes place correctly.
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PUNCH MODULE

A punch module can be installed to punch holes in output. To install a punch module, a finisher or saddle stitch finisher
is required.

Discarding punch waste

Punch waste from punched holes is collected in the punch waste box.
Follow the steps below to discard the punch waste.

Open the front cover of the punch
module.

Pull out the punch waste box and
discard the punch waste.

Discard the punch waste in a plastic bag or other container,
taking care not to let the waste scatter.

Replace the punch waste box.

If the punch waste box is not replaced properly, printing will not
be possible using the punch function.

Close the cover of the punch module.
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INSERTER

The inserter enables blank sheets or printed sheets to be added to copy and print output as covers or inserts without
performing printing. The inserter also allows feeding of heavy paper that cannot be fed from the other trays.
Sets of printed paper that have not been stapled or punched can be fed one at a time from the inserter for stapling or

punching.
=" MANUALLY OPERATING THE INSERTER (page 60)

To use the inserter to insert covers or inserts, paper settings for the inserter must be configured in "Paper Tray Settings"

in the system settings.

PART NAMES

m @

\l ] ‘7 (1i) 4)
=R
1\

(1) Paper tray
Place blank or printed paper here to be inserted.

(2) Paper guide
When loading paper, adjust this guide to the width of the
paper.

(3) Top cover
Open this cover to remove a paper misfeed.

(4)

®)

Inserter operation panel

Stapling and punching can be performed directly from the
inserter operation panel without using the machine
operation panel.

Paper guide lever
Release the paper guide lock to remove misfed paper.

@ To install an inserter, a finisher or saddle stitch finisher is required. To install an inserter on a finisher, a punch module is

required.

Special media that can be used in the inserter

Special media such as heavy paper up to 61 Ibs. (256 g/m2), transparency film, tab paper, or thin paper can be loaded in
the inserter. For detailed information on paper, see the Safety Guide.
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LOADING PAPER

When loading paper in the inserter, load the paper face up. Up to 100 sheets can be inserted. If the paper has a top
edge and bottom edge, load in the same top-bottom orientation as the original. Adjust the paper guide on the paper tray
to the width of the paper.

When loading tab paper in the inserter, the reverse side of the tab paper should face up. The top side is inserted first.

/)
Reverse side S
i—— 3

The relation of copies and tab sheets is shown below.

Loaded tab paper Copies
Reverse Reverse Reverse
side +¢— Inserted first. side side
1st 2nd 3rd 4th 5th
1st sheet sheet sheet sheet sheet sheet

4th sheet @ Q

Copy results

- 5th sheet

Reverse
side

Tab paper 4th sheet (reverse side)

Tab paper 1st sheet (reverse side)
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MANUALLY OPERATING THE INSERTER

The inserter can be used for stapling or punching without performing a copy operation. These functions are selected at
the operation panel of the inserter.

) BB om =T ]
|

L} L}
(1) (2 (3)
(1) [PUNCH]key ([ B ]) (3) [START] key ([ < ])/ indicator
When a punch module is installed on the finisher or After selecting punch or staple settings with the key of (1)
saddle stitch finisher, punch holes can be added to blank or (2), place the paper to be punched or stapled on the
paper or printed paper. The indicator lights when this paper tray of the inserter and press this key.

function is selected.

(2) [STAPLE] key ([==])/indicator
When this function is selected, each set of output is
stapled and delivered to the finisher or saddle stitch
finisher tray. (Note that the sets are not offset.) Press this
key until the icon indicator of the desired staple position
lights up. (LI (pamphlet stapling) can only be selected
when a saddle stitch finisher is installed.)

@ * Do not use tab paper when operating the inserter manually.

¢ The punch and staple functions cannot be used when a malfunction has occurred in the finisher or saddle stitch finisher, or
the inserter, finisher, saddle stitch finisher, or punch module has been disabled in the system settings (administrator).

Load paper in the inserter.

Load the paper face up. When performing pamphlet stapling,
place the paper so that the opened pages are face up as
shown.

Adjust the paper guide to the size of the paper.

Press the desired output mode key.
To perform stapling or pamphlet stapling, touch the [STAPLE]

= o O e O e R E] key ([==]). To perform punching, touch the [PUNCH] key
[ ) ) & D (L& ]). The indicator of the selected mode lights up.

Pamphlet stapling can only be used when the saddle stitch finisher is installed.
Stapling and punching cannot be used in combination with pamphlet stapling.
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Touch the [START] key ([ © ).
Make sure that the [START] key ([ & ) indicator is illuminated

E] = green and then press the [START] key ([ % ]).

Sl
0
80

Alarm display

If the indicator of the [START] key ([ < ]) is off or blinks after loading paper, operation will not begin when the [START]
key ([ < ]) is pressed. For more information on blinking and lit indicators, see "Alarm display of the inserter" in the
Troubleshooting.
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SHARP OSA

Sharp OSA (Open Systems Architecture) is an architecture that enables external applications to be directly connected to
a digital multifunction machine over a network.

When a digital multifunction machine that supports Sharp OSA is used, the operation panel controls and functions of the
machine such as scan send can be linked to an external application.

There are two types of external applications: "standard application" and "external account application". An "external
account application" is used for centralized account management of a multifunction machine on a network. A "standard
application" refers to all other applications.

APPLICATION COMMUNICATION MODULE (MX-AMX2)

The application communication module is required to use a "standard application" on the machine.

When a previously registered standard application is selected in the Web pages of the machine, the machine retrieves
the operation screen from the registered URL. Control of the operation screen is performed by the standard application,
and Scan to FTP can be executed.

Standard application setup

To enable a general application in the Web pages of the machine, click [Application Settings] in the administrator menu
frame, and then [External Applications Settings] and [Standard Applications]. Configure settings for the standard
application in the screen that appears.

Selecting a standard application

The procedure for selecting a general application that has been enabled in the Web pages of the machine is explained
below.

e Touch the [Sharp OSA] key in the mode

FILING

select keys.

If no standard applications have been stored in the Web pages,
the key cannot be touched.

Plain

8¥ix1

Copy Ratio
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| Select the standard application.

If two or more standard applications have been stored in the
Web pages, the screen to select the standard application will
appear. Touch the standard application that you wish to use.
If only one standard application has been stored in the Web

pages, connection to the standard application will begin.

a,
&
<
E

7|

>

3
=
3

(SNSUY SR WSV SR SR SV WU S

The machine connects to the standard application.

The message "Connecting to the external application." appears while the machine communicates with the standard
application.

@ The mode select key cannot be used during a Scan to FTP transmission.

EXTERNAL ACCOUNT MODULE (MX-AMX3)

The external account module is required to use a "external account application" on the machine.

An external account application can be used in "external authentication mode" or "external count mode". When external
authentication mode is used, the login screen is retrieved from the application when the machine is started. When a job
ends, a job notification screen is sent to the application to enable counts to be kept for each authenticated user.

When "external count mode" is used, the login screen is not displayed when the machine is started. Only a job result
notification is sent to the application. User authentication by the external account application cannot be used, however,
the external account application can be used in combination with the internal account function.

External account application setup

To enable an external account application in the Web pages of the machine, click [Application Settings] in the
administrator menu frame, and then [External Applications Settings] and [External Accounting]. Configure settings for
the external account application in the screen that appears. To make the settings in the Web page take effect, restart the
machine.

Operation in external account mode

The two modes for using an external account application operate as explained below.

External authentication mode

When the [Enable Authentication by External Server] checkbox is selected in "External Account Setting" of "Sharp OSA
Settings" in the system settings (administrator), the machine enters external authentication mode. When the machine is
powered on in external authentication mode, the machine accesses the external account application and displays the
login screen. The login screen also appears when the [Call] key is touched to run a job in the job status complete screen.
(The login screen does not appear if the user has already logged in by the normal method.)

The [JOB STATUS] key can be pressed while the login screen appears to show the job status screen. To return to the
previous state, press the mode select key.

¢ The user control function of the machine cannot be used in external authentication mode.
@ However, "User Registration", "User Count Display", "User Count Reset", "User Information Print", and "The Number of
User Name Displayed Setting" can be used.

* The mode select key cannot be used while the login screen appears.
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If login fails

If the login screen fails to appear or the application does not operate correctly, the machine may also stop operating
correctly. In this event, it is recommended that you quit external account mode from the Web pages of the machine. For
more information, see [Help] in the Web pages.

If it is necessary to forcibly terminate external account mode using the operation panel of the machine, follow the steps
below.

Press the [SYSTEM SETTINGS] key and change "External Account Setting" in the system settings (administrator). After
changing the setting, restart the machine.

External count mode

When only the [External Account Control] setting is enabled in "External Account Setting" of "Sharp OSA Settings" in the
system settings (administrator), the machine enters external count mode.

Unlike external authentication mode, when the machine is started in "external count mode", the login screen of the
external account application is not displayed. Only the job result is sent to the external account application. External
count mode can be used together with the user control function of the machine. (External count mode can also be used
when the user control function is disabled.)
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5 MAINTENANCE

This chapter explains how to clean the machine and replace the toner cartridges and the waste toner box.

REGULAR MAINTENANCE

To ensure that the machine continues to provide top quality performance, periodically clean the machine.

&Warning

Do not use a flammable spray to clean the machine. If gas from the spray comes in contact with hot electrical
components or the fusing unit inside the machine, fire or electrical shock may resuit.

Do not use thinner, benzene, or similar volatile cleaning agents to clean the machine. These may degrade or discolor the
housing.

CLEANING THE DOCUMENT GLASS AND AUTOMATIC
DOCUMENT FEEDER

If the document glass or document backplate sheet becomes dirty, the dirt will appear as dirty spots, colored lines, or
white lines in the scanned image. Always keep these parts clean.

Wipe the parts with a clean, soft cloth.

If necessary, moisten the cloth with water or a small amount of neutral detergent. After wiping with the moistened cloth,
wipe the parts dry with a clean dry cloth.

Document glass Document backplate sheet
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Scanning area
If colored lines or white lines appear in images scanned using the automatic document feeder, clean the scanning area
(the thin long glass next to the document glass).
To clean this area, use the glass cleaner that is stored in the automatic document feeder. After using the glass cleaner,
be sure to return it to its storage position.

Examples of lines in the image

AR
A
AR
a

Black lines White lines

Open the automatic document feeder
and remove the glass cleaner.

Clean the document scanning area on
the document glass with the glass
cleaner.

One scanning area is on the document glass and the other is
inside the automatic document feeder.
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Clean the document scanning area in
the automatic document feeder with the
glass cleaner.

(1) Open the scanning area cover on the

automatic document feeder.
Push in the release switch to release the cover.

(2) Clean the scanning area in the automatic
document feeder.

(8) Close the cover.

Replace the glass cleaner.
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CLEANING THE MAIN CHARGER OF THE
PHOTOCONDUCTIVE DRUM

If black lines or colored lines appear even after you have cleaned the document glass and automatic document feeder,
use the charger cleaner to clean the main charger that charges the drum.

Open the front cover (lower).

Open the inner cover.

Clean the main charger.

(1) Slowly pull out the green knob (charger
cleaner) as far as it will go.

(2) After the green knob (charger cleaner) is
pulled out, slowly push it all the way back
in.

Repeat step 3 with each of the other
charger cleaners.

There are a total of 3 places to be cleaned in the machine as
shown.

‘ Close the inner cover.
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Close the front cover (lower).

@ ¢ If this does not solve the problem, pull the knob out and push it back in 2 more times.
* When pulling and pushing the knob to clean the charger, pull and push the knob slowly from one end to the other.

CLEANING THE BYPASS FEED ROLLER

If paper misfeeds frequently occur when feeding envelopes or heavy paper through the bypass tray, wipe the surface of
the feed roller with a clean soft cloth moistened with water or a neutral detergent.

-
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CLEANING THE LASER UNIT

When the laser unit inside the machine becomes dirty, line patterns (colored lines) may form in the printed image.

Identifying lines (colored lines) caused by a dirty laser unit

* Colored lines always appear in the same place. (The lines are never black.)

* The colored lines are parallel to the direction of paper feeding.

¢ Colored lines appear not only on copies but also on print jobs from a computer. (The same lines appear on both
copies and print jobs.)

If the above problems occur, follow the steps below to clean the laser unit.

Open the front cover (lower).

Take out the cleaning tool for the laser
unit.
The cleaning tool is attached to the front cover (lower).

Make sure that the cleaner at the tip of
the cleaning tool is not dirty.

K If the cleaner is dirty, remove the cleaner and replace it with a
clean one. For the procedure for replacing the cleaner, see
Cleaner steps 4 through 6. If the cleaner is not dirty, go to step 7.

Open the inner cover and take out a
replacement cleaner.

Replacement cleaners are stored on the inner cover.
Grasp the end of the cleaner and pull it out of the cover.
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Remove the dirty cleaner from the tip of
the cleaning tool.

(1) Firmly grasp the tool close to where the
cleaner is attached.

(2) Use your other hand to press down on the
hook that secures the cleaner and remove
the cleaner.

@ Put the removed cleaner back on the inner cover. After replacing the cleaner, be sure to close the inner cover.

Attach the new cleaner to the cleaning
tool.

(1) Align the cleaner hook with the attachment
hole in the cleaning tool.

(2) Hold the cleaner firmly and push the
cleaning tool in.
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Clean the laser unit.

(1) Point the cleaner down and slowly insert
the tool into the hole that you wish to clean.
Be sure to point the cleaner down.

(2) Insert the cleaning tool all the way into the
hole and then pull it back out.

Pull the cleaning tool out until you feel the tip of the tool
leave the cleaning surface of the laser unit.

(3) Repeat step (2) two or three times and then
remove the cleaning tool.

Repeat step 7 to clean all holes in the
laser unit (4 holes).

There are a total of 4 holes to be cleaned in the laser unit,
including the hole cleaned in step 7. Clean all holes.

1 Holes to be cleaned
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Replace the cleaning tool.

(1) Point the cleaner up and hook the end of the
tool (the end without the cleaner) onto the
holder on the right.

(2) Align the holder with the hole in the center
of the cleaning tool and slowly press up
‘ from below.

(3) Fitthe holder into the hole in the tip (the end
~ with the cleaner) of the cleaning tool.

Close the front cover (lower).
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REPLACING THE TONER CARTRIDGES

Be sure to replace the toner cartridge when the message "Change the toner cartridge." appears.
The black toner cartridge can be replaced while the machine is in operation.

In copy mode

AN RN

an for copy.
Toner supply is low.)

RN

When the message appears in the message display,
replace the toner cartridge for the indicated color.

an for copy.
Change the toner cartridge.)

If you continue to use the machine without replacing
the cartridge, the following message will appear
when the toner runs out.

& Change the toner cartridge.
(IDDDDDI)

— Colors that are running low or have run out of toner are indicated in (][] ][][])-
E: Yellow toner, @: Magenta toner, : Cyan toner,
Bk1 |, [BK2 |: Black toner

Replace the toner cartridges of the indicated colors.

* If any one of the toner colors runs out (including black toner), color printing will not be possible. If Y, M, or C toner runs out
@ but Bk toner remains, black and white printing will still be possible.

* Be sure to install 5 toner cartridges (Y/M/C/Bk1/Bk2).
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Open the front cover (upper).

Locations of color toner cartridges

(A) (B) (C) (D) (E)

(A): Yellow (B): Magenta (C): Cyan
(D): Black 1 (E): Black 2

If a finisher / saddle stitch finisher is not installed, open the toner cover as shown.
S N ——

Pull the toner cartridge toward you.

Pull the cartridge slowly toward you, keeping it level.
If the cartridge is pulled out abruptly, toner may spill out.

When pulling out the toner cartridge, do not touch the toner fill hole.

Remove a new toner cartridge and shake
it 5 or 6 times as shown.
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Insert the new toner cartridge
horizontally, pushing it in until it locks.

@ A toner cartridge of a different color cannot be installed. Be sure to install a toner cartridge of the same color.

Rotate the toner cartridge clockwise one

turn.

Even if you replaced the black toner cartridge while the
machine is in operation, rotate the toner cartridge one turn
clockwise.

Close the front cover (upper).

After the toner cartridge is replaced, the machine automatically
enters image adjustment mode. Do not open the front cover
(upper) during this time.

ACaution

* Do not throw a toner cartridge into a fire. Toner may fly and cause burns.

* Store toner cartridges out of the reach of small children.

* If a toner cartridge is stored on end, the toner may harden and become unusable. Always store toner cartridges on their
side.

e If a toner cartridge other than a SHARP-recommended toner cartridge is used, the machine may not attain full quality
and performance and there is a risk of damage to the machine. Be sure to use a SHARP-recommended toner cartridge.

» Keep the used toner cartridge in a plastic bag (do not discard it). Your service technician will collect the used toner
@ cartridge.
* To view the approximate amount of toner remaining, continually touch the [COPY] key during printing or when the machine
is idle. The percentage of toner remaining will appear in the display while the key is touched. When the percentage falls to
"25-0%", obtain a new toner cartridge and keep it ready for replacement.

* Depending on your conditions of use, the color may become faint or the image blurred.

76



REPLACING THE WASTE TONER BOX

The waste toner box collects excess toner that is produced during printing. When the waste toner box becomes full,
"Replace used toner container." will appear. Follow the procedure below to replace the waste toner box.

Open the waste toner box compartment
cover.

Remove the waste toner box.

Place the cover on the removed waste
toner box.

The cover is included with the new toner waste box. Remove
the cover from the new waste toner box and attach it as shown.

perform maintenance. Your service technician will collect the waste toner box.

Install the new waste toner box.

@ » Waste toner cannot be reused. Using waste toner may cause degraded image quality and machine failure.
* Do not discard the waste toner box. Place it in a plastic bag and keep it until your service technician comes to
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Close the waste toner box compartment

cover.

After closing the cover, make sure that the message no longer
appears.

ACaution

* Do not throw the waste toner box into a fire. Toner may fly and cause burns.
e Store the waste toner box out of the reach of small children.

@ When replacing the waste toner box, be aware that it may soil your clothes or the immediate surroundings.
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6 ENTERING TEXT

This chapter explains the text entry screen.

FUNCTIONS OF THE MAIN KEYS

Key

Description

This changes the text entry screen from the lower case screen to the upper case screen. The upper case
screen will continue to appear until the [Caps] key is touched again so that it is no longer highlighted. The
[Caps] key is convenient when you wish to enter all capital letters.

This key temporarily changes the keys in the text entry screen to upper case when lower case letters
appear, or to lower case when upper case letters appear.

Touch a letter key after touching the [Shift] key to enter that letter. After the letter is entered, the [Shift] key
will no longer be highlighted and the original text entry screen will appear.

The [Shift] key is convenient when you only need to enter one upper case letter or one lower case letter, or
when you need to enter one of the symbols assigned to the numeric keys.

To cancel selection of the [Shift] key, touch the [Shift] key again. The [Shift] key will no longer be highlighted.

Enter

Touch this key to enter a line break when entering the body text of an e-mail message.

Touch this key to delete the characters to the left of the cursor one character at a time.

Other Language

Touch this key to temporarily change the key layout of character entry mode to a different language. Select
the key layout that you wish to use.

Space I

Touch this key to enter a space between letters.

AltGr

This temporarily changes the entry screen to the accented letter and symbol entry screen. Touch a letter
key after touching the [AItGr] key to enter that letter. After the letter is entered, the [AltGr] key will no longer
be highlighted and the original text entry screen will appear.

To cancel selection of the [AltGr] key, touch the [AItGr] key again. The [AltGr] key will no longer be highlighted.

These keys move the cursor left and right.

These keys move the cursor to the line above or below the current line during entry of the body text of an e-mail message.

Characters

Touch this key to select character entry mode.

Touch this key to select symbol entry mode. Symbol mode is used to enter symbols and accented letters.

Pre-Set Select

Use this to retrieve a previously stored subject for e-mail or other pre-set text.

Cancel

Touch this key to return to the previous setting screen without entering text.

: g Hﬂl
: g &

K

Touch this key to enter the text that currently appears and return to the previous setting screen.
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« "4" in the text entry screen indicates how many characters can be entered. A number of characters greater than " 4"
@ cannot be entered.

* The key layouts that can be selected vary depending on the language selected in "MFP Display Language Setting" in the

system settings (administrator).

The following symbols cannot be used when entering a file name or folder name.

\2?2/" ;<> &#

Some computer environments may not allow the use of spaces and the symbols indicated below. For example, hyperlinks

will not operate correctly or nonsense characters may appear.

$% "' ()+-.=@[]"~" {}~

ENTERING TEXT FROM AN EXTERNAL KEYBOARD

An external keyboard can only be used as a alternative for the text entry screen that appears in the machine's touch

panel.
The layout of the keys in the text entry screen in the touch panel differs slightly from the layout of the keys on the

external keyboard.
Use a SHARP-recommended external keyboard.
For the recommended keyboards, please contact your dealer or nearest SHARP Service Department.
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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

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
Guide or 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
Troubleshooting 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

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.
(this manual)

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.

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 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
System Settings Guide.

When "System Settings:" appears:

A general setting is explained.

operation. When "System Settings (Administrator):" appears:
@ A setting that can only be configured by an administrator is
explained.

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

This explains how to cancel or correct an




BEFORE USING THE MACHINE

AS A COPIER

This section provides information that you should know before using the machine as a copier.

BASE SCREEN OF COPY MODE

Touch the [COPY] key in the touch panel to open the base screen of copy mode.
The base screen shows messages and keys necessary for copying, and settings that have been selected.
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Mode Select keys

Use these keys to switch between copy, image send, and
document filing modes.

If you wish to switch to copy mode, touch the [COPY]
key.

[Color Mode] key

Touch this to change the color mode.
I COPY COLOR MODES (page 24)

Output display

When one or more output functions such as sort, group,
staple sort, or saddle stitch have been selected, this
shows the icons of the selected functions.

" QUTPUT (page 36)

[Exposure] key

This shows the current copy exposure and original type

settings. Touch this key to change the exposure or

original type setting.

IS CHANGING THE EXPOSURE AND ORIGINAL
IMAGE TYPE (page 26)

[Copy Ratio] key

This shows the current copy ratio. Touch this key to
adjust the copy ratio.

I REDUCTION/ENLARGEMENT/ZOOM (page 28)

@

®)

[Original] key

Touch this key to enter the original size manually.

When an original is placed, the detected original size is
displayed. If the original size is set manually, the set size
appears.

I=” ORIGINAL SIZES (page 32)

[Paper Select] key

Touch this key to change the paper (tray) that is used.
The tray, paper size, and paper type will appear. Trays 1
to 5 can also be touched in the paper size display to open
the same screen.

IS" PAPER TRAYS (page 14)

Original feed display

This appears when an original is inserted in the
automatic document feeder.



(9)

(10)

(11)

(12)

(13)

Paper select display

This shows the size of paper loaded in each tray.

For the bypass tray, the paper type appears above the
paper size.

The selected tray is highlighted.

The approximate amount of paper in each tray is
indicated by El . Trays 1 to 5 can be touched to open
the same screen as when the [Paper Select] key is
touched.

IS PAPER TRAYS (page 14)

Number of copies display
This shows the number of copies set.

[Special Modes] key

Touch this key to select special modes such as Margin
Shift, Edge Erase, and Dual Page Copy.
5" SPECIAL MODES (page 44)

[2-Sided Copy] key

Touch this key to select the 2-sided copying function.
I AUTOMATIC 2-SIDED COPYING (page 19)
[Output] key

Touch this to select an output function such as sort,

group, offset, staple sort, saddle stitch, or punch.
" QUTPUT (page 36)

(14) Customized keys

The keys that appear here can be changed to show
settings or functions that you prefer. The following keys
appear by factory default:

I Customizing displayed keys (page 8)

[File] key, [Quick File] key

Touch one of these keys to use the File function or Quick
File function of document filing mode. These are the
same [File] and [Quick File] keys that appear when the
[Special Modes] key is touched. For information on the
document filing function, see the "Document Filing
Guide".

@

The screen explained in this section appears when a saddle stitch finisher, punch module, inserter, paper pass unit, and
large capacity tray (MX-LCX2) are installed. The image will vary depending on the equipment installed.




Customizing displayed keys

Special mode keys and other keys can be displayed in the base screen. By assigning frequently used functions to these
keys, you can access the functions with a single touch. To change the function that is assigned to a key, use "Customize
Key Setting" in the Web pages.

When "Erase", "Margin Shift", and "Brightness" are assigned to the customized keys

Color Mode

Special Modes

2-Sided Copy
Plain

8¥x11

Output

Erase

ol

These 3 keys can be changed

Margin Shift | ¢

Copy Ratio Paper Select as desired.
rightness
:

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 one or more special modes are selected.
The key can be touched to display the selected special modes. To close the screen, touch the [OK] key.

Color Mode Special Modes
ull Color
. . . Shift:Right
2-Sided Copy Margin ShifE  *prone:1/2inch/Back:1/2inch
. . Edge:1/2inch
Output rase * Center:1/2inch
i o . . . Front:2-Sided/Back:Insert
File OVErs/INSErts  mnsertion A:10 Page/B:10 Page

Function Review [ 0K ”

E® -

Copy Ratio




COPYING SEQUENCE

This section explains the basic procedure for copying. Select settings in the order shown below to ensure that the copy

operation takes place smoothly.
For detailed procedures for selecting the settings, see the explanation of each setting in this manual.

Place the original.

Place the original in the document feeder tray of the automatic
document feeder, or on the document glass.

* Depending on the copy functions used, there are also cases
where functions are selected before the original is placed.

¥

Basic copy settings

Select the basic copy settings.

The main settings are as follows:

« Color mode B5"COPY COLOR MODES (page 24)
« Exposure and original type =5 CHANGING THE
EXPOSURE AND ORIGINAL IMAGE TYPE (page 26)
* Copy ratio =" REDUCTION/ENLARGEMENT/ZOOM
(page 28)
« Original size B ORIGINAL SIZES (page 32)
* Paper Settings B5'PAPER TRAYS (page 14)

¥

2-sided copy settings

Select settings as needed for 2-sided copying and 2-sided

scanning of the original.
=" AUTOMATIC 2-SIDED COPYING (page 19)

Color Mode

Copy Ratio Original

2-Sided Copy OK

i

) (@ ey [ =m)|




Output settings

Qutput

= ]

Offset b e A e}
= <) ol
123 |

Right Tray

npo

Saddle T
Stitch

Select copy output settings.
The main settings are as follows:
* Sort mode = Sort mode (page 38)
 Group mode & Group mode (page 38)
« Offset mode = Offset function (page 38)
* Staple sort mode
I Staple sort function / Saddle stitch function (page 39)
¢ Pamphlet staple function
I Staple sort function / Saddle stitch function (page 39)
* Punch function = Punch function (page 40)

¥

Special mode settings

Special Modes

Margin Shift

R

Covers/Inserts

e Multi Shot ]

Book Copy

[ l

[Pamphlet CODY] @ suia ] [@ﬁ
[ J |

[ J |

®® -

Transparency ] {
Tab Copy ] {

Card Shot ]

Select special modes such as "Margin Shift" and "Erase".
I 3. SPECIAL MODES (page 44)

¥

Number of copies (sets) setting

BEEE

HEEE
BEEE

Special Modes

2-Sided Copy

Plain
fm eux1l

Set the number of copies (number of sets).

10



Start copying.

Start scanning the original(s) and making copies.
oooe oe

& 0
¥ ¥

Start color copying. Start black and
white copying.

* When one or more special modes are selected, the key appears in the base screen. Touch the key to display a
@ list of the selected special modes. This lets you check what special modes are selected and the settings of each mode.
I Checking what special modes are selected (page 8)

* To store a copy job using the document filing function, select copy settings and then touch the [File] key or the [Quick File]
key. For more information on the document filing function, see the Document Filing Guide.

To cancel all settings, press the [CLEAR ALL] key ((cA)).

When the [CLEAR ALL] key ([cA)) is pressed, all settings selected to that point are cleared and you will return to the base
screen.

To stop scanning of the original and copying, press the [STOP] key ( )-

When the [STOP] key () is pressed, a message will appear asking you if you want to cancel the job. Touch the [Yes] key
in the message screen.

11



ORIGINALS
CHECKING THE ORIGINAL SIZE

When [Auto] appears in the [Original] key, the size of the placed original is automatically detected. The machine
automatically detects the original size when an original is placed and displays the size in the [Original] key in the base
screen.

Example of base screen
The original size is displayed.

Color Mode

Special Modes

Io
Exposure = =
= Y
_8%x14
Quick File
Copy Ratio
0

|
(A)

g
ot
o
j
121
0
[
%
o
@
0.
Q
o
s
<

Original

(A) "Auto" appears when the automatic original detection function is operating.
(B) The original size is displayed. An icon shows the orientation of the original.

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 feeder tray
Document glass .
(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" (216 mm x 330 mm), 11" x 17", 8-1/2" x 13" (216 mm x 330 mm),
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")

* When the automatic original detection function is operating and the original is a non-standard size (an AB size or special
@ 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 SIZE (page 32)
* When placing a non-standard size original on the document glass, you can make it easier for the size to be detected by
placing a blank sheet of 8-1/2" x 11 (A4), 5-1/2" x 8-1/2" (B5), or other standard size of paper on top of the original.

12



Standard original placement orientations

Place originals in the document feeder tray or on the document glass so that the top and bottom of the original are
oriented as shown in the illustration. If the original is not oriented correctly and a function such as stapling is selected,
the staple positions may not be correct. For more information on placing the original, see "3. ORIGINALS" in the User's

Guide.

[Example 1]

[Example 2]

Document feeder tray

Il

-
N sleg e

Qe

So0o

Document feeder tray

L

ﬁ
f -

J

g
mEme 5 o
8 g=2°,0 ¢
==
f[|85.°0
H

Place the originals
with the corners
aligned here.

Place the originals
with the corners
aligned here.

Document glass

©

= |

Document glass

(3

u}

Automatic copy image rotation (Rotation Copy)

If the orientation of the original and paper are different, the original image will be automatically rotated 90 degrees to
match the paper. (When an image is rotated, a message is displayed.)

[Example]

Orientation of
placed original

a %

The original seen
from behind

Orientation
of paper

oo () o
S|l B88%0 §
£ || 888a O
Gfleeee 2

The image is rotated

90 degrees

= [

The paper seen

from behind

This function operates in both auto paper selection mode and auto image mode. Rotation can be disabled using
"Rotation Copy Setting" in the System Settings (Administrator).

13



PAPER TRAYS

The machine is set to automatically select a tray that has the same size of paper as the size of the placed original
(automatic paper tray selection).
If the correct paper size is not selected or you wish to change the paper size, you can select the paper tray manually.

REREL

)] (2) Select the tray that you want to use.

Paper select o ] (1) Touch the key of the desired tray.
(2) Touch the [OK] key.

2. B4x1l | sxi1 J You will return to the base screen and the selected tray
[ pain will be highlighted.

Paper Tray Bypass Tray

Plain

[3. 11x17 1= Plain ]

[4, 8%x14 =l Plain ]

If the selected tray runs out of paper during a copy job and there is another tray that has the same size and type of paper,
that tray will be automatically selected and the copy job will continue.

To return to automatic paper tray selection after selecting a tray manually, press the [CLEAR ALL] key ( ).

Touch the [Paper Select] key.
.
4 Plain
Quick File
Copy Ratio Paper Select
@ You can also touch the paper size display (A) to open the paper tray settings.
(A)
1
Color Mode IE Special Modes
= 2-Sided Copy
IS > Plain
8Yx11
< - Output
T = e
Quick File
Copy Ratio Original Paper Select
H ‘

System Settings (Administrator): Paper Tray
Use this setting to change the tray that is selected by default.

14



BASIC PROCEDURE FOR

MAKING COPIES

This chapter explains the basic procedures for making copies, including selection of the copy ratio and other copy
settings.

MAKING COPIES

USING THE AUTOMATIC DOCUMENT FEEDER TO
MAKE COPIES

This section explains how to make copies (1-sided copies of 1-sided originals) using the automatic document feeder.

Place the originals face up in the
document feeder tray with the edges
aligned evenly.

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
on the tray.

Check the paper to be used and the
color mode.
Plain Soee o

Bl o Make sure that the desired paper (tray) and color mode are
selected.
* To change the paper (tray), touch the [Paper Select] key.

Quick File | I PAPER TRAYS (page 14)
copy Ratio original * To change the color mode, touch the [Color Mode] key.

I COPY COLOR MODES (page 24)

Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

15



s 7 Set the number of copies (number of
sets) with the numeric keys.
@ Special Modes
©) '
© e [ con
8%x11 N |

@ e Up to 999 copies (sets) can be set.
* A single copy can be made even if "0" appears for the number of copies.

@ If an incorrect number of copies is set...

Press the [CLEAR] key ((c]) and then enter the correct number.
Press the [COLOR START] key (OO0 0 ®)
or the [BLACK & WHITE START] key

cooe or

@ Even if a color mode is selected, copying will take place in black and white if the [BLACK & WHITE START] key (O @)
is pressed.

@ To cancel scanning of the original and copying...
Press the [STOP] key ((®@)).

16



MAKING A COPY USING THE DOCUMENT GLASS

To make a copy of a book or other thick original that cannot be scanned with the automatic document feeder, open the
automatic document feeder and place the original on the document glass. This section explains how to make a copy
(1-sided copy of a 1-sided original) using the document glass.

Open the automatic document feeder,
place the original face down on the
document glass, and then gently close
the automatic document feeder.

Document glass scale Document glass scale
| — 4 mark | 4 mark
5-1/2" x 8-1/2"
(A5) B5R
8-1/2" x 11"R (A4R)
B5 8-1/2" x 14" (B4)
8-1/2" x 11" (Ad) 11" x 17" (A3)

* Align the corner of the original with the tip of the arrow mark
4 on the document glass scale.

* Place the original in the appropriate position for its size as
shown above.

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.

Check the paper to be used and the
color mode.

Make sure that the desired paper (tray) and color mode are

Color Mode

Special Modes

2-Sided Copy

§

o
£
- o
g
£l
&

selected.
e * To change the paper (tray), touch the [Paper Select] key.
Quick File I PAPER TRAYS (page 14)
Copy Ratio Original Paper Select * To change the color mode, touch the [Color Mode] key.

1= COPY COLOR MODES (page 24)

Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

17



Set the number of copies (number of
sets) with the numeric keys.

=

Special Modes
2-Sided Co
Plain E.

811 R |

@ ¢ Up to 999 copies (sets) can be set.
* A single copy can be made even if "0" appears for the number of copies.

If an incorrect number of copies is set...
Press the [CLEAR] key () and then enter the correct number.

Press the [COLOR START] key (OO0 @)
or the [BLACK & WHITE START] key
(OCe).

@ is pressed.

Remove the original and place the next
original, and then press the [COLOR
START] key (O©©@®) or the [BLACK &
oe WHITE START] key (O ®).

204 Repeat this step until all originals have been scanned.
For the second original and following originals, use the same
[START] key as you did for the first original.

Touch the [Read-End] key.

Place next original. Press [Start].
When finished, press [Read-End].

To cancel scanning of the original and copying...
Press the [STOP] key ((®)).

oooe
& or
Normally copying will start.
Depending on the copy settings (2-sided copying, etc.), copying
may not begin until all originals have been scanned. In this
case, go to the next step.
Even if a color mode is selected, copying will take place in black and white if the [BLACK & WHITE START] key (O @)
H : 2
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AUTOMATIC 2-SIDED COPYING

USING THE AUTOMATIC DOCUMENT FEEDER TO
MAKE 2-SIDED COPIES

Originals Copies Originals Copies Originals Copies

@ B (=

Automatic 2-sided copying of 1-sided Automatic 2-sided copying of 2-sided 1-sided copying of 2-sided originals
originals originals

%J

%J

Place the originals face up in the
document feeder tray with the edges
aligned evenly.

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
on the tray.

Indicator
line

Touch the [2-Sided Copy] key.

Color Mode
Full

1
Exposure
IIIIiiiiiIIIII

Copy Ratio igi Paper Select
8¥x. ;

Plain

(1) (2) Select the 2-sided copy mode.

2-sided Copy | (1) Touch the key of the desired mode.

< f”‘ = : Automatic 2-sided copying of 1-sided originals

: Automatic 2-sided copying of 2-sided originals
: 1-sided copying of 2-sided originals
(2) Touch the [OK] key.

npp

5o | | | =2 | e || P

@ To make 2-sided copies of a 1-sided portrait original placed horizontally, or to invert the reverse side with respect to
the front side when copying a 2-sided original, touch the [Binding Change] key.
I Using the [Binding Change] key (page 20)

19



Check the paper to be used and the
color mode.
g& Make sure that the desired paper (tray) and color mode are
g — selected.
* To change the paper (tray), touch the [Paper Select] key.
[ outex rie | I PAPER TRAYS (page 14)

* To change the color mode, touch the [Color Mode] key.
I COPY COLOR MODES (page 24)

Copy Ratio

@ Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

Set the number of copies (number of
sets) with the numeric keys.

Special Modes
2-Sided Co
Plain oY J

811 R |

@ ¢ Up to 999 copies (sets) can be set.
* If you are only making a single copy, the copy can be made with the copy number display showing "0".

If an incorrect number of copies is set...
@ Press the [CLEAR] key ((c]) and then enter the correct number.

Press the [COLOR START] key (OO©®) or
& or & the [BLACK & WHITE START] key (O ®).

@ To cancel scanning of the original and copying...
Press the [STOP] key ((®).

Using the [Binding Change] key

Originals Binding Change is used Binding Change is not used

L

A
@ Select this when

the pages will be

bound into a

tablet.

The reverse side The reverse side
is upside down. A is not upside
down.
/
3

Select this when
the pages will be
bound into a
booklet.
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AUTOMATIC 2-SIDED COPYING USING THE
DOCUMENT GLASS

Originals Copies

-

Automatic 2-sided copying of 1-sided
originals

@IIJ

Open the automatic document feeder,
Original size place the original face down on the
detector document glass, and then gently close
the automatic document feeder.

Document glass scale Document glass scale
4 mark 4 mark
[ [
5-1/2" x 8-1/2"
(A5) B5R
8-1/2" x 11°R (A4R)
B5 8-1/2" x 14" (B4)

8-1/2" x 11" (A4) 11" x 17" (A3)

* Align the corner of the original with the tip of the arrow mark
4 on the document glass scale.

* Place the original in the appropriate position for its size as
shown above.

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.

Touch the [2-Sided Copy] key.

Plain

e Sy

Copy Ratio igi Paper Select

21



)] () Select the 2-sided copy mode.

1
2-sided Copy = ] (1) Touch the [1-Sided to 2-Sided] key.
f Tk (2) Touch the [OK] key.
e
v | | ERR| 22 | [em] BEEE)

@ The [2-Sided to 2-Sided] key and [2-Sided to 1-Sided] key cannot be used when copying from the document glass.

Check the paper to be used and the

—— color mode.
Make sure that the desired paper (tray) and color mode are
= selected.
* To change the paper (tray), touch the [Paper Select] key.
Quick File I I PAPER TRAYS (page 14)

* To change the color mode, touch the [Color Mode] key.
I COPY COLOR MODES (page 24)

Copy Ratio

@ Depending on the size of the placed original, there may be cases where the same size of paper as the original is not
selected automatically. In this event, change the paper size manually.

s 7 Set the number of copies (number of
sets) with the numeric keys.
@ Special Modes
©) '
) | e
8%x11 N |

@ ¢ Up to 999 copies (sets) can be set.
* A single copy can be made even if "0" appears for the number of copies.

If an incorrect number of copies is set...
Press the [CLEAR] key ((c]) and then enter the correct number.

Press the [COLOR START] key (OO0 0 ®)
or the [BLACK & WHITE START] key
(O e).

Scanning begins.

22



Remove the original and place the next
original, and then press the [COLOR
START] key (000 @) or the [BLACK &
oe WHITE START] key (O ®).

202 Repeat this step until all originals have been scanned.
For the second original and following originals, use the same
[START] key as you did for the first original.

Touch the [Read-End] key.

Place next original. Press [Start].
When finished, press [Read-End].

@ To cancel scanning of the original and copying...
Press the [STOP] key ((@)).

System Settings (Administrator): 2-Sided Copy
The default 2-sided copy mode can be changed.
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COPY COLOR MODES

The color mode of the [COLOR START] key (0O©©®) is normally set to [Full Color] so that copying takes place in full
color mode when the [COLOR START] key (00 ©@®) is pressed. If color originals are mixed together with black & white
originals, set the color mode to [Auto] to have the color mode change appropriately for each original.

Touch the [Color Mode] key in the base screen to open the following screen.

| Color Mode [ 0K ]‘

Full Color Single Color I
[ Auto ] { 2 Color ]

Touch the key of the desired color mode and then touch the [OK] key.

Full Color The original is copied in full color.

Auto The machine automatically detects whether each original is color or black & white and
switches the mode appropriately (full color for a color original or black & white for a black &
white original).

Single Color The original is copied in the selected color only.
All colors in the original are changed to the selected color, which can be selected from red,
green, blue, cyan, magenta, or yellow.

2 Color Only the red areas of the original are changed to the selected color; colors other than red are
copied in black. This lets you make copies that are more expressive than black and white
copies.

Red, green, blue, cyan, magenta, or yellow can be selected.

24



Selecting single color copying
When [Single Color] is selected for the color mode, the following screen appears. Touch the desired color and touch the

[OK] key.

Color Mode OK ”
Single Color E r@
| m—

R (Red) [ G(Green) ] [ B(Blue) ]

[ C(Cyan) ] [ M(Magenta) ] [ Y (Yellow) ]

Selecting 2 color copying
When [2 Color] is selected for the color mode, the following screen appears. Touch the desired color and touch the [OK]

key.

| Color Mode 0K l

Select a color other than black.

R (Red) [ G(Green) ] [ B(Blue) ]

[ C(cyan) l [M(Magenta) ] [ ¥ (Yellow) ]

* When auto mode is used, there may be some originals for which switching between color and black & white does not take
@ place correctly. In this event, press the [COLOR START] key (OOQO ®) or the [BLACK & WHITE START] key (O ®) as
appropriate to manually switch between color and black & white.
» Copying takes place in black & white when the [BLACK & WHITE START] key (O @) is pressed, regardless of the color

mode setting.

System Settings (Administrator): Color Mode

This is used to change the default color mode setting.
System Settings (Administrator): Detect Standard in Auto Color Mode

When the color mode is set to auto, the discrimination point for detecting whether originals are color or black and white can

be set to one of 5 levels.
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CHANGING THE EXPOSURE AND ORIGINAL
IMAGE TYPE

The exposure and original image type can be selected to obtain a clear copy.

AUTOMATIC ADJUSTMENT OF THE EXPOSURE AND
ORIGINAL TYPE

Automatic exposure adjustment operates by default to automatically adjust the exposure level and original type as
appropriate for the original being copied. ("Auto" is displayed.)
This function automatically adjusts the image during black & white copying and full color copying to obtain the most suitable copy.

Special Modes

Copy Ratio

SELECTING THE ORIGINAL TYPE AND MANUALLY
ADJUSTING THE EXPOSURE

If you wish to select the original type or manually adjust the exposure, touch the [Exposure] key in the base screen of
copy mode and follow the steps below.

Select the original image type.

| Exposure [ OK ]‘

Touch the appropriate original image type key for the original.
Manual N mdina] T T
[ B Text ] { Prt?.xl’th/oto [ B Text/Photo]
[ P;}i}gtzd ] { (B Photo ] [ Map ]
Light

Original

@ Original image type select keys

Mode Description

Text Use this mode for regular text documents.

Text/Prtd. Photo This mode provides the best balance for copying an original which contains both text and
printed photographs, such as a magazine or catalogue.

Text/Photo This mode provides the best balance for copying an original which contains both text and
photographs, such as a text document with a photo pasted on.

Printed photo This mode is best for copying printed photographs, such as photos in a magazine or catalogue.

Photo Use this mode to copy photos.

Map This mode is best for copying the light color shading and fine text found on most maps.

Light Original Use this mode for originals with light pencil writing.
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=] Adjust the exposure level.
Touch the [_B_] key to make the copy darker.

| Exposure

IIIIII#HEEIIIII

— Touch the [_d_] key to make the copy lighter.

Original Inage Type * Using a copy or printed page as an original
T (.. [Em”"‘m] When using a copy or printed page from the machine as an

T [ e ] [ Photo ] [ ] original, touch the [Copy of Copy] checkbox so that a
o S checkmark appears.
When [Copy of Copy] is selected, only the [Text], [Printed

[:] copY oF Cory [j nancanent Photo], and [Text/Printed Photo] original image type keys

can be selected.

* To enhance the color of a color copy...
Touch the [Color Tone Enhancement] checkbox so that a
checkmark appears.

¢ Guidelines for the exposure level when [Text] is selected:
@ 1 to 2: Dark originals such as a newspaper

3: Normal density originals

4 to 5: Originals written in pencil or light colored text

* Restrictions when Color Tone Enhancement is selected

When "Color Tone Enhancement" is selected, the following functions cannot be used:

* [Copy of Copy]

¢ [Auto] and [Light Original] cannot be selected for the original image type.

¢ [Intensity] (in the special modes)

| Exposure

Manual Original Image Type
Text/

ext Text/Photo

{.Prtd th’to] [El = ]

(E) (mime | ()

Photo
@ @ e
Original
Color Tone
D Copy of Copy B Enhancement

— . ]| Touch the [OK] key.

If [Auto] is selected but the darkness or lightness of the image does not seem quite right...
@ If the image seems too light or too dark when [Auto] is selected, the exposure level can be adjusted using "Copy Exposure

Adjustment" in the system settings (administrator).

This is used to change the default original image type.

» System Settings (Administrator): Copy Exposure Adjustment
The exposure level used for automatic exposure adjustment can be adjusted.

» System Settings (Administrator): Exposure Type
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REDUCTION/ENLARGEMENT/ZOOM
AUTOMATIC RATIO SELECTION (Auto Image)

This section explains the automatic ratio selection function (Auto Image), which automatically selects the ratio to match
the paper size.

When the paper tray is manually changed, the [Auto Image] key appears in the base screen of copy mode. Touch the
[Auto Image] key to have the reduction or enlargement ratio automatically selected based on the original size and the
selected paper size.

First place the original and select the paper tray, and then touch the [Auto Image] key.

Color Mode

Special Modes

— 2-Sided Copy
Plain
8¥x11

Output

L. 1=l 2. 1=
8%x11 |8%x11

4. 8Yxld I=] B

A

Quick File

Copy Ratio

The selected ratio will appear in the ratio display.

Paper Select

11x17
Plain

@ * If the message "Rotate original from @ to (" is displayed, change the orientation of the original as indicated in the
message.

* For a non-standard size original, the size must be entered in order to use Auto Image.

* To cancel automatic ratio selection...
@ Touch the [Auto Image] key so that it is no longer highlighted.
* To return the ratio to 100%...
To return the ratio setting to 100%, touch the [Copy Ratio] key to display the ratio menu and then touch the [100%] key.

System Settings (Administrator): Copy Ratio
This is used to change the default copy ratio.
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MANUALLY SELECTING THE RATIO (Preset
ratios/Zoom)

Touch the [Copy Ratio] key in the base screen of copy mode to select one of five preset enlargement ratios or four
preset reduction ratios (maximum 400%, minimum 25%).
In addition, the zoom keys can be used to select any ratio from 25% to 400% in increments of 1%.

Set the ratio.

Touch a preset ratio key and/or the zoom keys to set the ratio.
There are two setting screens. Use the 2] keys to switch
between the screens.

@® 1st screen

* Enlargement keys (2 ratios): 121% and 129%
* Reduction keys (2 ratios): 64% and 77%
* [100%)] key

Copy Ratio OK ”

11x17 =+ 8%x11
8%x11 = 5%x8%
11x17 = 8%x14
83%x14 = 8%x11

121% 8%x14 = 11x17
1
%x11=+11x17
1208 | FAXIIV 1L 2
Sk 811

[ Auto Image ][ XY Zoom ]
® 2nd screen
(A) * Enlargement keys (2 to 4 ratios)
200%, 400%, any ratio (max. of two)
L = ] * Reduction keys (2 to 4 ratios)

25%, 50%, any ratio (max. of two)
* [100%] key

[ Auto Image ][ XY Zoom ]

* (A) keys
@ The keys marked (A) can be set to show any ratio using "Add or Change Extra Preset Ratios" in the system settings
(administrator).

* To quickly select a ratio, touch a reduction or enlargement key to select a ratio close to the desired ratio and then
use the zoom keys for fine adjustment.

* The zoom keys can be used to select any ratio from 25% to 400% in increments of 1%.
Touch the key to increase the ratio, or the key to decrease the ratio. (If you continue to touch the /
key, the ratio will change automatically. After 3 seconds, the ratio will change rapidly.)

* If the message "Image is larger than the copy paper." appears when an enlargement ratio is selected, the image
may not fit on the paper.
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S ] Touch the [OK] key.

After touching the [OK] key, make sure that a paper size
suitable for the ratio is selected.

11x17 =+ 8%x11
8%x11 = 5%x8%
11x17 = 8%x14
8%x14 = 8%x11

121% | 8%x14=11x17

Y 7
129% 8%x11= 11x1 2
5%x8% =+ 8%x11
100%

[ auro toage J [ ¢ zoom

To return the ratio to 100%...
To return the ratio setting to 100%, touch the [Copy Ratio] key to display the ratio menu and then touch the [100%] key.

ENO,

System Settings (Administrator): 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.
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ENLARGING/REDUCING THE LENGTH AND WIDTH
SEPARATELY (XY Zoom)

The XY Zoom feature allows the horizontal and vertical copy ratios to be changed separately.
Both the horizontal and vertical ratios can be set from 25% to 400% in increments of 1%.
Touch the [Copy Ratio] key in the base screen of copy mode and then follow the steps below.

When 50% is selected for the horizontal ratio and 70% is selected for the vertical ratio

Original Copy

A =) A

o« J Touch the [XY Zoom] key.

Copy Ratio

11x17 = 8Y%x11
8%x11 = 5%x8%
11x17 = 8Y%x14
8Yix14 = 8%x11

121% | 8Yx14=11x17
1
1298 8Yx11 = 11x17 2
5tx8Y% = 8%x11

)

[ Auto Image ][ XY _Zoom

%)) (1), (3) () Set the horizontal and vertical ratios.
|
R ] (1) Touch the [X] key.
XY Zoom [ cancel | The [X] key will be highlighted and the horizontal ratio can
e % be set.
Al (2) Touch one of the preset ratio keys (A) and the
7 -~ L&\U zoom keys (B) to set the X (horizontal) ratio.
— (A) A touched preset ratio key will not be highlighted.
(B) The zoom keys can be touched to set the ratio from
25% to 400% in increments of 1%.
3) Touch the [Y] key and set the Y (vertical

ratio in the same way as the [X] key.

(4) Touch the [OK] key.

After touching the [OK] key, make sure that a paper size
suitable for the ratio is selected.

To quickly select a ratio, touch a preset ratio key (A) to select a ratio close to the desired ratio and then use the zoom
keys (B) for fine adjustment.

@ When the automatic document feeder is used, the vertical and horizontal ratio selection ranges are both 25% to 200%.

To cancel an XY zoom setting...
To cancel an XY Zoom setting, touch the [XY Zoom] key or the [Cancel] key.
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ORIGINAL SIZES
SPECIFYING THE ORIGINAL SIZE

When the original size is a non-standard size or is not detected correctly, manually specify the original size.
Touch the [Original] key in the base screen of copy mode and then follow the steps below.

Specifying an inch original size
Touch the appropriate original size key and then the [OK] key.

1M ()
1
 §
Original OK ]‘
frans
[ 5%x8% ] [ 8Yx11R ] [ 11x17 ] AB
-
{ 5%x8%R ] [B‘Ax13(216x330)] =
Size Input I Custom Size I

Specifying an AB original size
Touch the [AB% Inch] key, touch the appropriate original size key, and then touch the [OK] key.
2 (1) (1:)

original ]

s Js JC = ) =
- 3

ASR ).V A3 | | Inch

Size Input I Custom Size I

Specifying a non-standard original size

Touch the [Size Input] key.

-

| Original [ 0K

-

Manual

[ s [ ewarr [ ar ]

a3

)
[ swem | [smx316x30)
)

[ w1 [ ewas |
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(1), (2) 3) Enter the original size.
1

(1) Enter the X (horizontal) dimension of the
original.
With the [X] key highlighted, enter the X (horizontal)
dimension of the original with the E] E] keys. When the
document glass is used, a number from 2-1/2" to 17" (64
mm to 432 mm) can be entered.
When the automatic document feeder is used, a number
from 5-1/2" to 17" (140 mm to 432 mm) can be entered.
If the horizontal dimension of the original is less than
5-1/2" (140 mm), use the document glass.

Original

Size Input

(2) Enter the Y (vertical) dimension of the
original.
Touch the [Y] key and enter the Y (vertical) dimension of
the original with the E] keys. When the document
glass is used, a number from 2-1/2" to 11-5/8" (64 mm to
297 mm) can be entered.
When the automatic document feeder is used, a number
from 5-1/8" to 11-5/8" (131 mm to 297 mm) can be
entered.
If the vertical dimension of the original is less than 5-1/8"
(131 mm), use the document glass.

(3) Touch the [OK] key.

You will return to the base screen.
Make sure that the entered dimensions appear in the
[Original] key.

STORING FREQUENTLY USED ORIGINAL SIZES

You can save special original sizes that you frequently use. This section explains how to store, retrieve, change, and
delete special original sizes.

Storing original sizes (editing/clearing)

Up to 12 special original sizes can be stored.
Touch the [Original] key in the base screen of copy mode and then follow the steps below.

Touch the [Custom Size] key.

oOriginal [ 0K ]‘

=

Manual

[ sy [ mwar [ a7

Ll

)
[ 5%XBUR ] [8%}:13(216){330)]
)

[ e [ ewas ]

: ] 17
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— J| Store the original size.
custon e =) (1) Touch the [Store/Delete] tab.

(2) Touch a key for storing a custom original
size.
Touch a key that does not show a size ().

erwl i J ] J
[ ) | J ) | J
[ ) | J | ) | ]

I Recall ‘ I Store/Delete I l

If you wish to edit or clear a previously stored key...
Touch the key that you want to edit or clear. The following screen will appear.

A custom size has already been stored
in this location.

[ Cancel ] [ Delete M Modify J
11

: I|7
* To edit the key, touch the [Modify] key and go to the next step.
* To clear the key, touch the [Delete] key. Make sure that the original size has been cleared and touch the [OK] key.

1, ®3) Enter the original size.

original | (1) Enter the X (horizontal) dimension of the
cmcel  J[__ o] original.

With the [X] key highlighted, enter the X (horizontal)
dimension of the original with the (=] (4] keys. A
dimension from 2-1/2" to 17 (64 mm to 432 mm) can be
entered.

(2 1/2~11 5/8)
inch’

[>]
N
B
A
/.

(2) Enter the Y (vertical) dimension of the
original.
Touch the [Y] key and enter the Y (vertical) dimension of

the original with the E] E] keys. A dimension from
2-1/2" to 11-5/8" (64 mm to 297 mm) can be entered.

(3) Touch the [OK] key.

@ The stored original size will be retained even if the main power is turned off.

To cancel the operation...
Press the [CLEAR ALL] key ((cA)).
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Retrieving a stored original size

To retrieve a stored original size, touch the [Original] key in the base screen of copy mode and perform the steps below.

Touch the [Custom Size] key.

Original [ 28 ]‘

=

Manual

[ 5%x8% [ 8%x11R ] [ 11x17 ]

5

)
[ S%X8%R ] [8%)(13(2161(330)]
)

{ 8%x11 [ 8%x14 ]

S
@ (?) Retrieve the desired stored original size.
| (1) Touch the [Recall] tab.
ten e ey (2) Touch the key of the original size that you
wish to retrieve.

(3) Touch the [OK] key.

®
I Recall I I Store/Delete

To cancel the operation...
Press the [CLEAR ALL] key ( ).
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OUTPUT

To select output functions and the output tray, touch the [Output] key in the base screen of copy mode. Output functions
that can be selected are sort, group, offset, staple sort, saddle stitch, and punch. All explanations of the settings below
assume that a saddle stitch finisher is installed.

(1)

)

©))

(4)

)

@ ()
|

| Output

o]

(1) i

(2) — .lﬁl offset

4

npp

(3) —O Istt
(a) —re
(5) — D‘ﬁz |Group

sm_ I Right Tray

st L e==(9)
Punch O=—= (1)

[Offset Tray] key ([Center Tray] key*)

Output is delivered to the offset tray. The [Offset Tray]

key is automatically selected when the [Staple Sort] key

is selected.

*When a finisher or saddle stitch finisher is not installed,
this key is the [Center Tray] key. In this case, the offset
function cannot be used.

[Offset] key
This is used to offset each set of output from the previous
set.
The offset function operates when the checkbox is
selected and does not operate when the checkbox is
not selected D (The offset checkmark is automatically
cleared when the staple sort function is selected.)

I Offset function (page 38)

[Sort] key
This is used to sort (collate) output into sets.
I Sort mode (page 38)

[Staple Sort] key

This is used to sort output into sets, staple each set, and
deliver the sets to the tray. (Note that the sets will not be
offset in the output tray.) When this function is selected,
three keys will appear for selecting the staple position.
I Staple sort function / Saddle stitch function (page 39)
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(6)

@

@®

)

(10)

[Group] key

This is used to group copies by page.
=" Group mode (page 38)

Output display
An icon will appear to indicate the output mode.

[Right Tray] key

Select this key to have output delivered to the right tray.
When the right tray is selected, offset, staple sort, saddle
stitch, and punch cannot be selected.

[OK] key
Touch this key to close the output screen and return to
the base screen.

[Saddle Stitch] key
This is used to staple and fold each set of copies at the
centerline.

I Staple sort function / Saddle stitch function (page 39)
When this key is touched, the saddle stitch setting screen
appears. (Only when "Automatic Saddle Stitch" is
enabled in the system settings (administrator).)

[Punch] key

This is used to punch holes in the output.
I Punch function (page 40)



The above screen shows the keys that appear when a saddle stitch finisher is installed. The keys that appear will vary
depending on what peripheral devices are installed.

In addition, it may not be possible to select some keys depending what peripheral devices are installed. If your screen is
different from the screen of previous page, see the screens that follow.

Example
The screen when a finisher or saddle stitch finisher is not installed.

Output { OK ] ‘

Right Tray

Offset
Tray

s

@3&3 Sort

=
E}‘;&F Group
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OUTPUT MODES

This section explains the output modes.

Sort mode

This is used to sort (collate) output into sets.
Example: Sorting the output into 5 sets

iy

BREGE
@d ha
P T®

Set the number of copies (5).

Touch the [Output] key.

o
=
o
g
&
o

E:
&
o

Touch the [Sort] key.

<€ (5

= - Press the [COLOR START] key
‘ (O00®) or the [BLACK & WHITE
4‘:7 START] key (O ®).

Group mode

This function groups copies by page.
Example: Groups of 5 copies of each page

Originals Output

1] (2] (3] mu—pp

ER]ERED)

Set the number of copies (5).
@d Mo
WP

Touch the [Output] key.

=}
£
o
]
=
o

=]

eoe Touch the [Group] key.

3 - Press the [COLOR START] key
(O00®) or the [BLACK & WHITE
@ START] key (O ®).

?

0

@ * The sort function is automatically selected when

originals are placed in the automatic document feeder.

* When the Quick File Folder for document filing is
full, copying of a large number of originals using the
sort function will be impeded. Delete unneeded files
from the Quick File Folder.

The group function is automatically selected when an
@ original is placed on the document glass.

Offset function

This function offsets each set of copies from the previous set in the output tray, making it easy to separate sets of copies.
Offset function "ON"

Offset function "OFF"

@ * The offset function cannot be used in the center tray or the right tray.
¢ The offset function cannot be selected when the staple sort function is selected.




Staple sort function / Saddle stitch function

The staple sort function sorts output into sets, staples each set, and delivers the sets to the tray.
The saddle stitch function staples each set in 2 places at the centerline and folds the stapled set.
The relations between the stapling positions, paper orientation, permitted paper sizes for stapling, and number of sheets
that can be stapled are shown below.
For original placement orientations, see "Original placement orientation (for the staple sort and punch functions)" (page

40).

Staple sort

Saddle stitch

Stapling positions

Vertically-oriented paper

Horizontally-oriented paper

1 staple at top left corner

1 staple at bottom left
corner

Applicable paper sizes

8-1/2" x 11", A4, B5, 16K
Number of sheets that can be
stapled: Max. 50 sheets”

2 staples at left edge

Applicable paper sizes

11" x 17", 8-1/2" x 14",

1 8-1/2" x 13", 8-1/2" x 11"R, A3,
B4, A4R, 8K

Number of sheets that can be
stapled: Max. 30 sheets”

Saddle stitch (only with
saddle stitch finisher)

BN

Saddle stitch cannot be used
when the paper is oriented
vertically

Applicable paper sizes

1 11" x 17", 8-1/2" x 14",

. 8-1/2" x 11"R, A3, B4, A4R, 8K
Number of sheets that can be
stapled: Max. 15 sheets*

* Two sheets (one sheet when pamphlet stapling is performed) of paper up to 68 Ibs. (256 g/m?2) can be stapled as covers. When this
is done, the number of sheets that can be used is two less (one less for saddle stitch) than the stated maximum.

@ ¢ The number of sheets that can be stapled at once includes any covers and/or inserts that are inserted.

* When Mixed Size Original in the special modes is used with the "Same Width" setting, the maximum number of sheets that
can be stapled is 30 regardless of the paper size.

* The saddle stitch function can only be used when a saddle stitch finisher is installed.

39




Punch function

If an optional punch module is installed, holes can be punched in output.
Paper that can be punched is 7-1/4" x 10-1/2" to 11" x 17" (15 Ibs. to 68 Ibs.) (B5R to A3 (55 g/m2 to 256 g/m2)).
However, 12" x 18" (A3W) sized paper and special media such as transparency film and tab paper cannot be used.

[Examples] [Original 1] [Punch positions]
°
[Original 2] [Punch positions]

B =».B

@ * The saddle stitch and hole punch functions cannot be used together.
* Tab paper can be punched manually using the inserter. For more information, see "INSERTER" in the User's Guide.

Original placement orientation (for the staple sort and punch functions)

When using the staple sort function or the punch function, the original must be placed as shown below to enable stapling
or punching in the desired position on the paper.

Staple sort Punch
Document feeder tray Document glass Document feeder tray Document glass
O
] ods
l:j: J
N g B0 ¢
%)

o)) il

N flamese n
)
TSINE ES
—— oas 0]
m (t\abc | i @ I:[l o
[7T] |
[l El EEE:"% ° [ El = 8
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MAKING COPIES USING THE BYPASS TRAY

In addition to plain paper, the bypass tray allows you to make copies on transparency film, envelopes, tab paper, and
other special media.

For detailed information on paper that can be loaded in the bypass tray, see the Safety Guide. For precautions when
loading paper in the bypass tray, see "LOADING PAPER IN THE BYPASS TRAY" in the User's Guide.

Place the original.

Place the original face up in the document feeder tray, or face
down on the document glass.

Place paper in the bypass tray.

Insert the paper with print side face down.

However, if the paper type is "Letter Head" or "Pre-Printed",

load the paper with the print side face up*.

* If "Disabling of Duplex" is enabled in the system settings
(administrator), load the paper in the normal way (face up in
trays 1 to 5; face down in the bypass tray).

When loading paper larger than 8-1/2" x 11"R or A4R, be sure
to pull out the bypass tray extension. Pull the bypass tray
extension all the way out. If the bypass tray extension is not
pulled all the way out, the size of the loaded paper will not be
correctly displayed.

Touch the [Paper Select] key.

2-Sided Copy
Plain
8¥x11
Output

Quick File |

Copy Ratio igi Paper Select

)
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Check the paper type setting for the

Paper Select [ o ]‘
bypass tray. If you need to change the
— u setting, touch the paper type key.
medn ai If you do not need to change the paper size and type that

[3. 11x17 &  Plain ] h appear under "Bypass Tray", go to step 7.

[4.8‘/»(14 = Plain ]
T Select the type of paper used in the
Bypass Tray Type/Size Setting [ Cancel ] bypass tray-

Select the paper type.

Plain { Pre-Printed { Recycled ] [ Letter Head ]

( ] ]
[ pre-punched | [ color ] [meavy paper 1] [Heavy paper 2]
( J J

Thin Paper { Labels { Transparency ] [ Tab Paper ]

Heavy Paper 1: 28+ - 56 lbs. (106 - 209 g/m’)
Heavy Paper 2: 56+ - 68 lbs. (210 - 256 g/m)

e -

Select the paper type that you will use.

| Paper Select ‘

Bypass Tray Type/Size Setting [ OK ]

Type Size

12x18,11x17, 8%x14

*[8‘/»(11 , 8%x11R, 5%xBY%R
T%x10%R, A3, A4, B4, BS
A3W,A3,A4,A4R,ASR, B4

‘I:BS,BSR, 216x330 (8%x13)

11x17, 8%x11

Custom Size I X17 Y11
[ 16K | [ e 8K ]

Recycled

Bypass Tray Type/Size Setting

Size Input [ OK ]

Set the paper size.

[Auto-Inch] key

Touch this key when the loaded paper is an inch size (8-1/2" x
11", etc.). When the paper placed in the bypass tray is an inch
size, the paper size will be detected automatically and an
appropriate size set.

[Auto-AB] key

Touch this key when the loaded paper is an AB size (A4, etc.).
When the paper inserted in the bypass tray is an AB size, the
paper size will be detected automatically and an appropriate
size set.

[Custom Size] key

Touch this key when you know the size of the inserted paper
but it is not one of the inch or AB sizes.

When the [Custom Size] key is touched, the paper size entry
screen appears.

Touch the [X] key and enter the horizontal dimension of the
paper with the E] E] keys, and then touch the [Y] key and
enter the vertical dimension. When finished, touch the [OK]
key.

To use a paper size used in China, touch [8K], [16K], or [16KR].
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m @ Select the bypass tray.

|
Paper seteet ] (1) Touch the paper size key of the bypass tray.
N S (2) Touch the [OK] key.
1. 8%x11 2. 8%x11 o ‘
7 Plain Plain m

[3, 11x17 = Plain ]

[4, 8%x14 1= Plain ]

Press the [COLOR START] key (OO0 0 @)

or the [BLACK & WHITE START] key

(Oe).

Scanning begins.

* If the originals were placed in the document feeder tray, the
originals are copied.

* If you placed the originals on the document glass, scan each
page one page at a time.
When using sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then press the [Read-End] key. (For the second original and
following originals, use the same [START] key as you did for
the first original.

Oooe ce

To cancel scanning of the original and copying...
Press the [STOP] key ((©@)).

@ When the inserter is installed, the "Extra" size paper loaded in the bypass tray will be delivered to the right tray.
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3 SPECIAL MODES

This chapter explains Margin Shift, Erase, Dual Page Copy, and other special modes.

SPECIAL MODES

When the [Special Modes] key is pressed in the base screen, the special modes menu screen appears. The special
modes menu consists of two screens. Touch the 2] keys to move between the screens. After selecting special

mode settings, touch the [OK] key in the special modes menu screen to complete the settings and return to the base
screen of copy mode.

Special modes menu (1st screen)

)

(2

3)

@

)

(6)

@

Special Modes

Quick File I

Copy Ratio

Paper Select

[Margin Shift] key
5" ADDING MARGINS (Margin Shift) (page 47)

[Erase] key

15" ERASING PERIPHERAL SHADOWS (Erase) (page
49)

[Dual Page Copy] key

IS COPYING EACH FACING PAGE OF A BOUND
DOCUMENT (Dual Page Copy) (page 51)

[Pamphlet Copy] key
" MAKING COPIES IN PAMPHLET FORMAT
(Pamphlet Copy) (page 53)

[Job Build] key

=" COPYING A LARGE NUMBER OF ORIGINALS AT
ONCE (Job Build) (page 56)

[Tandem Copy] key

=" USING TWO MACHINES TO MAKE A LARGE
NUMBER OF COPIES (Tandem Copy) (page 58)

[Covers/inserts] key

I USING A DIFFERENT PAPER TYPE FOR COVERS
(Covers/Inserts) (page 61)
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Special Modes

C_ = ]

(1) (“) (OE‘H Dual Page
T Margin Shift ] T Erase ] ‘T ]

Copy

( (h (fT)_—I -
Pamphlet Copy é_ﬁi Bi(i)?d Q? ngg;m 2

(7’\ (()\ (t\\
[(govers/lnserts] ‘T'Transparency] 7’ Multi Shot ] @

Inserts

®)

9

(1P)m](1 ﬁ‘)m(‘l F‘)m E‘— —‘

I Special modes menu (2nd screen) (page 45)

[Transparency Inserts] key

1= ADDING INSERTS WHEN COPYING ON
TRANSPARENCY FILM (Transparency Inserts)
(page 72)

[Multi Shot] key

1" COPYING MULTIPLE ORIGINALS ONTO ONE
SHEET (Multi Shot) (page 74)

(10) [Book Copy] key

I" COPYING A PAMPHLET (Book Copy) (page 76)

(11) [Tab Copy] key

I5° COPYING CAPTIONS ONTO TAB PAPER (Tab
Copy) (page 80)

(12) [Card Shot] key

IS’ COPYING BOTH SIDES OF A CARD ON ONE
SHEET OF PAPER (Card Shot) (page 83)



Special modes menu (2nd screen)

(1)

()

(©)

(4)

(®)

| Special Modes

. - Color
Stamp mage Edit Adjustments

( ( (

(7[) Mixed Size

Original

(®)
N

2
2
EX

[Stamp] key

I PRINTING THE DATE AND A STAMP ON COPIES
(Stamp) (page 86)

[Image Edit] key
I [Image Edit] KEY (page 104)

[Color Adjustments] key
I [Color Adjustments] KEY (page 117)

[Quick File] key

This saves a job in the Quick File folder of the document
filing function. For more information on Quick File, see
the "Document Filing Guide".

[File] key
This saves a job in a folder of the document filing

function. For more information on File, see the
"Document Filing Guide".

6)

@

®)

I Special modes menu (1st screen) (page 44)

[Proof Copy] key

I CHECKING COPIES BEFORE PRINTING (Proof
Copy) (page 126)

[Mixed Size Original] key

I" COPYING ORIGINALS OF DIFFERENT SIZES
(Mixed Size Original) (page 129)

[Slow Scan Mode] key

I COPYING THIN ORIGINALS (Slow Scan Mode)
(page 131)

Special modes can generally be combined with other special modes, however, there are some combinations that are not
possible. In this case, a message indicating that the combination is not possible will be displayed.
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[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:

Special Modes D R '; o (A)
Margin Shift caicel |[ OK PuL—. (B)

©
Right Left Down Side 1 Side 2
) BAa. A
¥§E 38

(A) Enter the selected special mode settings and return to the base screen of copy mode.

(B) Enter the selected special mode settings and return to the special modes 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 modes menu screen without saving the
settings. When settings have been completed, this cancels the settings and returns you to the special modes menu
screen.
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ADDING MARGINS (Margin Shift)

This function is used to shift the copy image right, left or down to adjust the margin.
This is convenient when you wish to bind the copies with a string or in a binder.

Shifting the image to the right so the copies can be bound at the left edge with a string

Margin shift positions

Not using margin shift

Using margin shift

—[]
o——

ll

The punch holes cut off
part of the image

—[]
o———

o

The image is moved to
allow space for the string
holes so the image is not
cut off.

Vs

Left
edge

IS

[lli=

Right
edge

Top edge

=0

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 [Special Modes] key.

(2) Touch the [Margin Shift] key.
I Special modes menu (1st screen) (page 44)

Set the margin shift.

1M ) (1I3)
Special Modes [ O:K ‘
Margin Shift [ Cancel ][ OK
Right Left side 1 side 2
@ ;’i;,’: lﬁ;i‘
¥Ms ¥3
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(1) Touch the margin shift position.

Select one of the three positions.

= =.

(2) Set the amount of the margin shift with

0" to 1" (0 mm to 20 mm) can be entered.

(3) Touch the [OK] key.

You will return to the base screen of copy mode.




P, oo Press the [COLOR START] key (O00®)
& or & or the [BLACK & WHITE START] key

(Oe).
Copying will begin.
If you are using the document glass to copy multiple original
pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key. (For the second original and
following originals, use the same [START] key as you did for
the first original.)

To cancel scanning of the original and copying...
Press the [STOP] key ((®@)).

Rotation copy cannot be used in combination with margin shift.

To cancel the margin shift setting...
Touch the [Cancel] key in the screen of step 3.

@ ©®|®

System Settings (Administrator): Initial Margin Shift Setting
The default margin shift setting can be set from 0" to 1" (0 mm to 20 mm). The factory default setting is 1/2" (10 mm).

48



ERASING PERIPHERAL SHADOWS (Erase)

The erase function is used to erase shadows around the edges of copies that occur when copying thick originals or

books.

When a thick book is copied

Shadows appear here

Not using the erase Using the erase
function function

= = | |=00 =

Shadows appear on the Shadows do not appear on
copy. the copy.
Erase modes
4 \
Edge Erase Center Erase Edge + Center Erase

al
Ll
Ll

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 [Special Modes] key.

(2) Touch the [Erase] key.
I Special modes menu (1st screen) (page 44)

Special Modes @ [

(1) () (5:)

Erase (T cancer ||

Edge Center Edge+Center
Erase Erase

Erase a

Select the erase settings.

(1) Touch the desired erase mode.
Select one of the three positions.

(2) Set the erasure width with =] [4].
0"to 1" (0 mm to 20 mm) can be entered.

(3) Touch the [OK] key.

You will return to the base screen of copy mode.
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P, oo Press the [COLOR START] key (O00®)
& or & or the [BLACK & WHITE START] key

(Oe).
Copying will begin.
If you are using the document glass to copy multiple original
pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key. (For the second original and
following originals, use the same [START] key as you did for
the first original.)

To cancel scanning of the original and copying...
Press the [STOP] key ((®@)).

If a ratio setting is used in combination with an erase 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.

OO

System Settings (Administrator): Erase Width Adjustment
The default erase width can be set from 0" to 1" (0 mm to 20 mm). The factory default setting is 1/2" (10 mm).

50



COPYING EACH FACING PAGE OF A
BOUND DOCUMENT (Dual Page Copy)

The dual page copy function produces separate copies of two document pages that are placed side by side on the
document glass. This function is useful when making copies of the facing pages of a book or other bound document.

Copying the facing pages of a book or bound document

5 6

Book or bound document - ]
The facing pages are copied

onto 2 separate pages.

Place the original on the document glass.
Align the center of the original with the appropriate size mark V.

Size mark  [EE|
Yy

[

Centerline of Centerline of

A3 original 11" x 17" original
= | The page on this

/// side is copied first.

Centerline of original

1" x 17"
(A3)

Select 8-1/2" x 11" (A4) size paper.

Select the paper as explained in "PAPER TRAYS" (page 14).

Y
!
2}
=2
a
I
o
g
sl
<

Plain
8¥x11
Output

L =
8Yx11(8%x11

Copy Ratio Original Paper Select

~J
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)] 3) Select Dual Page Copy.

Special Nodes = ] (1) Touch the [Special Modes] key.
I" SPECIAL MODES (page 44)

coov (2) Touch the [Dual Page Copy] key so that it is
highlighted.

(3) Touch the [OK] key.

You will return to the base screen of copy mode.

Margin Shift

Pamphlet Copy

Inserts

CIERE

Transparency ]

e e

{Covers/lnserts

Multi Shot l

[ Tab Copy [ Card Shot

or the [BLACK & WHITE START] key
(Oe).

Copying will begin.

If you have selected sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key. (For the second original and

following originals, use the same [START] key as you did for
the first original.)

Cees ‘ Press the [COLOR START] key (00 0®)

To cancel scanning of the original and copying...
Press the [STOP] key ((®).

@ * When using dual page copy, the original must be placed on the document glass.

* To erase shadows caused by the binding of a book or other bound document, use the erase function.
However, note that [Center Erase] and [Edge + Center Erase] cannot be used.

To cancel dual page copy...
Touch the [Dual Page Copy] key in the screen of step 3 so that it is not highlighted.
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MAKING COPIES IN PAMPHLET FORMAT
(Pamphlet Copy)

This function copies 2 original pages onto the front side and 2 original pages onto the reverse side of each sheet of
paper so that the copies can be folded at the centerline to form a pamphlet.
This function is convenient for arranging copies into an attractive booklet or pamphlet.

Pamphlet copy using 8 original pages

Originals In pamphlet form
1] |=—=| || |=0 %
2 3 4 V’i
1stpage 2ndpage 3rdpage 4th page »
2 Ilh| |1 \
5 6 7 /’

5th page 6th page  7th page 8th page

Binding side
Left binding Right binding
Q (

Place the original.

Place the original face up in the document feeder tray, or face down on the document glass.

@ If the originals are 2-sided, place them in the document feeder tray.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Pamphlet Copy] key.

IF" Special modes menu (1st screen) (page 44)
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SR ey — J| Select pamphlet copy settings.

[T [T (1) If the original is 1-sided, touch the [1-Sided]
5 key. If the original is 2-sided, touch the
[2-Sided] key.
original Le;Q[ - (2) Select the binding edge ([Left Binding] or
1-Sided 2-Sided Binding Einglng [Right Binding]).
- : | - [z | setting
_J (3) To insert a cover, touch the [Cover Setting]

key.
(1) (2 (3) If you do not want to add a cover, go to step 5.
@ 1) ®3) Select cover settings.
campiler Copy | (1) If the cover sheet will be copied on, touch
cover setting [ et || x| the [Yes] key. Otherwise, touch the [No]
key.
Paper Tray Print on Cover (2-Sided)
] o ” o (2) Select paper settings for the cover.
S (A @ (A) The currently selected paper tray for the cover is
e —1_(B) displayed.
(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the cover, touch the "Paper
Tray" key.

When the "Paper Tray" key is touched, a tray selection
screen appears. Select the paper tray for the cover in the
tray selection screen and touch the [OK] key.

Pamphlet Copy |
Cover Setting [ OK ]
Inserter Paper Tray Bypass Tray

8Yx 1. 8%x11 2. 8%x11 M 11x17
= 1=
Plain I Plain Plain m
{3 L 11x17 =l Plain ]
{LL 8Yx14 = Plain l

(8) Touch the [OK] key.

@ * If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used.
¢ When the cover paper is fed from the inserter, the cover cannot be copied on.

To cancel cover settings...
Touch the [Cancel] key.
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Special Modes E‘E .0]( ” TOUCh the [OK] key.
samphiet Copy [ camce ][:;J'j You will return to the base screen of copy mode.

e

Left Right
Binding Binding

Original
1-Sided 2-Sided

_E BN

e oe Press the [COLOR START] key (O00®)
1 or & or the [BLACK & WHITE START] key
(Oe).

Copying will begin.

If you are using the document glass, change originals and
press the [START] key. Repeat until all pages have been
scanned and then touch the [Read-End] key. (For the second
original and following originals, use the same [START] key as
you did for the first original.)

To cancel scanning of the original and copying...
Press the [STOP] key ((@)).

* To make pamphlet copies of a book or other bound original, use the book copy function.

¢ When the pamphlet copy function is selected, 2-sided copying mode is automatically selected. When settings are selected
that prevent 2-sided copying, the pamphlet copy function cannot be used.

¢ Scan the originals in order from the first page to the last page. The order of copying will be automatically adjusted by the
machine. Four original pages will be copied onto each sheet of paper. Blank pages will be automatically produced at the
end if the number of original pages is not a multiple of four.

¢ When a saddle stitch finisher is installed, the saddle stitch function can be used.
When pamphlet copy is used in combination with the saddle stitch function and the number of originals is greater than the
number of sheets that can be stapled, a message will appear showing the [Cancel] key, the [Continue] key, and the
[Divide] key.
To cancel the job, touch the [Cancel] key. To make pamphlet copies without stapling, touch the [Continue] key. To divide
the pages into sets that can be stapled, touch the [Divide] key.
If you selected cover insertion settings, it will not be possible to select "Divide". You can either continue pamphlet copying
without stapling, or cancel the job.

To cancel pamphlet copy...
Touch the [Cancel] key in the screen of step 3.

N0,

System Settings (Administrator): Automatic Saddle Stitch
When a saddle stitch finisher is installed, this setting can be enabled to have saddle stitch take place automatically when the
pamphlet copy function is selected.
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COPYING A LARGE NUMBER OF
ORIGINALS AT ONCE (Job Build)

When copying a very large number of originals, this function allows you to divide the originals into sets and feed each
set through the automatic document feeder one set at a time.

Use this function when you wish to copy all of the originals as a single job but the number of originals exceeds the
maximum number that can be inserted.

This function is convenient when you wish to sort copies of a large number of originals into multiple sets. Because all
originals are copied as a single job, you are saved the trouble of sorting the copies that would be required if the originals
were divided into separate copy jobs.

When scanning originals in sets, divide the sheets so that no set has more than the number of paper that can be loaded,
and then scan from the set with the first page. The settings that you select for the first set can be used for all remaining
sets.

Sorting the copies of a large number of originals into 2 sets
orgiats SJA%::Z: iire A N\% —
5 separate sets [ [ [ — = |

/ == 2. ind = 7

|
~
|

00

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
on the tray.

Indicator
line

3) Select Job Build.
]

(1) Touch the [Special Modes] key.
I SPECIAL MODES (page 44)

RS [ i (2) Touch the [Job Build] key so that it is

Special Modes @

5 . BE o highlighted.
Covers/lnserts] &;ssiir:smy] [ Multi Shot ] @ (3) Touch the [OK] key.
[ o ] [ e ] [ S ] You will return to the base screen of copy mode.

D
By
1 \
=Y \ | “o?
L
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Press the [COLOR START] key (O00®)
or the [BLACK & WHITE START] key

(O @) to scan the first set of originals.
Scanning begins.

To cancel scanning...
Press the [STOP] key ((®)).

Insert the next set of originals and press
the [COLOR START] key (O©©@®) or the
[BLACK & WHITE START] key (C ®).

oe Repeat this step until all originals have been scanned.
& For the second set and following sets, use the same [START]
key as you did for the first set.

To cancel scanning...
Press the [STOP] key ((@)). All scanned data will be cleared.

Touch the [Read-End] key.

Place next original. Press [Start].
When finished, press [Read-End].

To cancel copying...
Press the [STOP] key ((@)).

If the Quick File Folder of document filing mode is full, copying in job build mode will be impeded. Delete unneeded files from
@ the Quick File Folder.

To cancel job build mode....
Touch the [Job Build] key in the screen of step 2 so that it is not highlighted.
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USING TWO MACHINES TO MAKE A LARGE
NUMBER OF COPIES (Tandem Copy)

Two machines connected to the same network can be used to run a large copy job in parallel.

Each machine prints half of the copies, reducing the time required to complete the job.

Master machine and slave machine

In the following explanation, the master machine is the machine that is used to scan the originals. The slave machine is
another machine specified in the master machine that only helps print the copies; it is not used to scan the originals.

L) =

Master machine

~F ﬁ l = i 2 sets of
R =— &)™
M [ i

4 sets of copies are

made
2 sets of

HEH— &

npp

|

o e e e ==

Network environment

Before using tandem copy

* To use this function, two machines must be connected to your network. Even if more machines are connected to the
network, this function can only be used to have one other machine share a job.

* To use the tandem copy function, "Tandem Connection Setting" must be configured in the system settings
(administrator).

* When configuring the system settings in the master machine, the IP address of the slave machine is required. For the
port number, it is best to use the initial setting (50001). Unless you experience difficulty with this setting, do not
change the port number. The tandem settings should be configured by your network administrator. If the master
machine and slave machine will switch roles, configure the IP address of the master machine in the slave machine.
The same port number can be used for both machines.

Place the original.
Place the original face up in the document feeder tray, or face down on the document glass.

) (i») Select tandem copy.

Special Hodes 3 o ] (1) Touch the [Special Modes] key.
5" SPECIAL MODES (page 44)

Margin Shift Copy

Job Tandem
] I ETA

[ Transparency] [ Multi Shot ]

[ Erase ] [ Dual PagE]

(2) Touch the [Tandem Copy] key so that it is
highlighted.

(3) Touch the [OK] key.

You will return to the base screen of copy mode.

Covers/Inserts
/ Inserts

EE

Book Copy ] [ Card Shot ]
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Set the number of copies (number of

(6] sets) with the numeric keys.
) Up to 999 copies (sets) can be set. When the [COLOR START]
(0] key (O©O@®) or the [BLACK & WHITE START] key (O ®) is

pressed, the copies will automatically be divided between the
master and slave machines.

If an odd number of copies is set, the master machine will print
the extra set.

If an incorrect number of copies is set...
Press the [CLEAR] key () and then enter the correct number.

T ooe oe Press the [COLOR START] key (C00®)
& or & or the [BLACK & WHITE START] key
(Oe).
Copying will begin.
If you are using the document glass, change originals and
press the [START] key. Repeat until all pages have been
scanned and then touch the [Read-End] key. (For the second

original and following originals, use the same [START] key as
you did for the first original.)

The following screen appears when the [START] key is
pressed.

Starting tandem operation.
Please wait.

After the message appears, tandem copying begins.

If tandem copying is not possible, the following screen appears.

& Tandem output is not allowed.
Output all sets using master machine?
(Cancel will delete the job.)

( 0K ][ cancer )

To have the master machine make all copies, touch the [OK]
key. To cancel the job, touch the [Cancel] key.

@ * To cancel scanning...
Press the [STOP] key ((®)).

* To cancel tandem copying...
Touch the [STOP] keys () on both the master machine and the slave machine.
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In this situation...
A punch module is installed on the master machine but not on the slave machine.

» Copying without punching: tandem copy is possible.

¢ Copying with punching: tandem copy is not possible.

In this way, if tandem copying is executed using a function that the slave machine does not have, a message will appear. To
have the master machine make all copies, touch the [OK] key. To cancel the job, touch the [Cancel] key.

If a machine runs out of paper
If either the master machine or the slave machine run out of paper, the machine that ran out of paper will hold the job while
the machine that still has paper continues the job. When paper is added to the machine that ran out, the job resumes.

When user authentication is enabled
User authentication is enabled in the master machine: tandem copying is possible.
User authentication is enabled in the slave machine but not in the master machine: tandem copying is not possible.

If tandem copying is performed without setting the number of copies
A message will appear and the master machine and slave machine will each make one set of copies (total of two sets).

®

To cancel tandem copy...
Touch the [Tandem Copy] key in the screen of step 2 so that it is not highlighted.

System Settings (Administrator): Tandem Connection Setting
This must be configured to use the tandem function. This can also be used to disable the tandem function.
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USING A DIFFERENT PAPER TYPE FOR
COVERS (Covers/inserts)

A different type of paper can be inserted in positions corresponding to front and back covers of a copy job when the
automatic document feeder is used. A different type of paper can also be automatically added as an insert at specified
pages.

Example of adding covers Example of adding inserts

Originals Originals
’—[ Back

B C cover C C
A 1 A B

Front cover A B A N
I

O
o

Inserts
Example of adding covers/inserts
Originals Back About the explanations of covers and
ac .
B C cover inserts
A J There are various ways of using covers and inserts. To
keep the explanations simple, covers and inserts are
explained separately. For specific examples, see
Eront "Examples of covers and inserts" (page 142).
cover A \\\
I Inserts

Preparations for using covers and inserts

* Load the cover/insert paper in the tray before using the cover/insert function.

* Before selecting the cover/insert function, place the originals in the document feeder tray, select 1-sided or 2-sided
copying, and select the number of copies and any other desired copy settings. When these settings have been
completed, perform the procedure to select covers/inserts.

* The originals must be scanned using the automatic document feeder. The document glass cannot be used.

¢ For covers, only one sheet can be inserted for the front cover and only one sheet can be inserted for the back cover.
For inserts, up to 100 sheets can be inserted. Note that two insert sheets cannot be inserted between the same two
pages.

* When performing 2-sided copying of 2-sided originals, an insert cannot be inserted between the front and reverse
sides of an original.

* |f tab paper is loaded in both the inserter and a machine tray (tray 3 or the bypass tray), the tab paper in either (but not
both) the inserter or the machine tray can be used for covers/inserts.
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INSERTING COVERS IN COPIES (Cover Settings)

A different type of paper can be inserted at the positions corresponding to the front and back covers of a copy job.
This is useful for arranging documents in an attractive format and for using a different type of paper as a cover on an
estimate sheet or similar document.

Covers can be used in combination with inserts.

Copying on a front cover and inserting together with a back cover

AAA
Front cover
1 2 3 4 5
t Originals t
| | '
Back cover
Front cover paper Back cover paper Copies
Insert the originals face up in the
Indicator document feeder tray.

line 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

on the tray.

@ The document glass cannot be used.

Select the special modes.
(1) Touch the [Special Modes] key.
(2) Touch the [Covers/Inserts] key.

I Special modes menu (1st screen) (page 44)

Touch the [Front Cover] key.

Special Modes [ OK ]‘

Covers/Inserts [ Cancel ][ OK. J

Cover Setting Inserts Setting

Front Insertion
Cover Type A
& Insertion
Oberd Type B

[Tray Settings] [ Page Layout }
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B @M 0)) Select cover settings.

Covers/Tnserts | (1) If the cover sheet will be copied on, touch
Front Cover Setting [ et 0= the [Yes] key. Otherwise, touch the [No]
paper Tray brint on Front Cover key.
= Yo If the [No] key is touched, only cover insertion will be

) @ performed.

sfxg 1 ® [ﬁ In this case, go to step (3).
(2) To copy on one side of the cover, touch the

[1-Sided] key. To copy on both sides of the
cover, touch the [2-Sided] key.

(3) Select paper settings for the cover.

(A) The currently selected paper tray for the cover is
displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the cover, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the paper tray for the cover in the

tray selection screen and touch the [OK] key.

Covers/Inserts ‘
Front Cover ( 0K J
Inserter Paper Tray Bypass Tray

8Yx11 1. 8%x11 2. 8%x11 iy
= 1=
Plain I Plain Plain Plain l
{3 L 11x17 =) Plain ]
{4 . 8%x14 1= Plain ]

(4) Touch the [OK] key.

@ * If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used. If not copied on, tab
paper can be inserted.
¢ When the cover paper is fed from the inserter, the cover cannot be copied on.

To cancel cover settings...
Touch the [Cancel] key.

e C = ] If you wish to insert a back cover, touch
Covers/Inserts [ Cancel ][ OK ] the [Back cover] key-
Cover Setting Inserts Setting The screen of step 4 appears. The procedures are the same as

5;‘3,;; for the front cover. Follow the procedures in step 4.

When following the procedures, substitute "Back Cover" for
"Front Cover".
[Tray Settings] [ Page Layout ]

G
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Touch the [OK] key.

Special Modes D—@ OK |
Covers/Tnserte ([_cancer ]E'j You will return to the base screen of copy mode.

You can touch the [Insertion Type A] key or the [Insertion Type

Cover Setting Inserts Setting

B] key to select insert settings.
Jpep I INSERTING INSERT SHEETS IN COPIES (Insert

Settings) (page 65)
[Tray Settings] [ Page Layout ]

To check your settings, touch the [Page Layout] key.
I=" CHANGING COVER/INSERT SETTINGS (Page Layout)
(page 69)

Press the [COLOR START] key (OO0 @)

000 o
o) o & or the [BLACK & WHITE START] key
(Oe).
7 Copying of the originals in the document feeder tray begins.

To cancel scanning and copying...
Press the [STOP] key ((®)).

@ * This function cannot be used in combination with the saddle stitch function.
* The document glass cannot be used.
* Cover settings cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).

To cancel cover sheet insertion...
Touch the [Cancel] key in the screen of step 3.
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INSERTING INSERT SHEETS IN COPIES
(Insert Settings)

You can have different paper automatically inserted as inserts at specified pages of copies. Two types of paper can be
used as inserts, and the insertion positions can be specified separately for each.
Covers can be used in combination with inserts.

Example: Insert A after page 3 and insert B after page 5.

Originals

Insert A

Insert B

gl

Copies

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
on the tray.

Indicator
line

@ The document glass cannot be used.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Covers/Inserts] key.
I Special modes menu (1st screen) (page 44)

Touch the [Insertion Type A] key.

| Special Modes [ OK ]‘

Covers/Inserts [ Cancel ][ OK J

Cover Setting Inserts Setting

Front Insertion
Cover pe A
Back h

Cover —

[Tray Settings] [ Page Layout }
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@ @0 (4) Select insert settings.

covers/tnsexts e insert will be copied on, touch the
| 1) If the insert will b ied on, touch th
Insertion Type A Sectings [ I = ] [Yes] key. Otherwise, touch the [No] key.
paper Tray Print on Insert Sheets If the [No] key is touched, only insert sheet insertion will
—
| ves o be performed.
D (A) @ In this case, go to step (3).
N B) e (2) To copy on one side of the insert, touch the
[1-Sided] key. To copy on both sides, touch
the [2-Sided] key.

(3) Select insert paper settings.

(A) The currently selected paper tray for the insert is
displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the inserts, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the desired paper tray in the tray

selection screen and touch the [OK] key.

Covers/Inserts
Insertion Type A [ 0K ]
Inserter Paper Tray Bypass Tray

8%x11 1. 8%x11 2. 8%x11 [my 8%x11

Plain I Plain Plain Plain I
{3. 11x17 =l Plain ]
{4. 8¥x14 = Plain ]

(4) Touch the [OK] key.

@ * If both sides of the insert will be copied on, label sheets, transparency film, and tab paper cannot be used. If not
copied on, tab paper can be inserted.
* When the insert paper is fed from the inserter, the insert cannot be copied on.

If you wish to insert a different type of

| Special Modes [ OK ]‘

Covere/Tuserts o J__ > insert sheet, touch the [Insertion Type B]
Cover Setting Inserts Setting key.
s . The screen of step 4 appears. Settings are selected in the

— T same way as for insert type A. Follow the procedures in step 4.
When following the procedures, substitute “Insert Type B" for
j “Insert Type A".
Tray S gs yo!
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Touch the [Insertion Settings] key.

_—

| Special Modes { OK

Covers/Inserts [ Cancel ][ OK ]

Cover Setting Inserts Setting

Front

Cover

Insertion

Settings
Back

I

—

Tray Settings] [ Page Layout }

(1 ) (5) Specify the pages where inserts A and B
E— | will be inserted.
Insertion Settings ﬁoxﬁ

(1) Touch the [Insertion Type A] key or the
[Insertion Type B] key.

Insertion Page

Tnsertion I Specify the page where the highlighted insert will be

e - 0
— ) (7] inserted.
S st @ (A) This shows the tray selected for insert type A and the

Plain Plain

paper size and type.
(B) This shows the tray selected for insert type B and the
paper size and type.
(A) (B) (3) (C) When the [Insertion Type A] key is highlighted, the insert
sheet insertion settings are applied to [Insertion Type A].
When the [Insertion Type B] key is highlighted, the insert
settings are applied to [Insertion Type B].

(2) Enter the page number where the insert
sheet will be inserted with the numeric
keys.

For more information, see "Inserts (copying of 1-sided
7 originals)" (page 147) and "Inserts (copying of 2-sided

originals)" (page 147).

The [CLEAR] key ((c]) can be pressed to return the

setting of the selected item to the default value. If you

make a mistake, press the [CLEAR] key () and then

enter the correct number.

(3) Touch the [Enter] key.

(C) This shows the total number of inserts. Up to 100
insert sheets can be inserted. To insert multiple
inserts, touch the [Enter] key after entering each
insertion page number (insertion position) with the
numeric keys.

(4) To insert another insert sheet, repeat steps
(1) to (3).
(5) Touch the [OK] key.

@ ¢ If both sides of the insert will be copied on, label sheets, transparency film, and tab paper cannot be used. If not
copied on, tab paper can be inserted.
* When the insert paper is fed from the inserter, the insert cannot be copied on.
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[ O — . J| Touch the [OK] key.

Covers/Inserts [ cancel ][:é You will return to the base screen of copy mode.
Cover Setting fnserts Setting To select cover settings, touch the [Front Cover] key or the
‘ [Back Cover] key.
Front Insertion
S IZ” INSERTING COVERS IN COPIES (Cover Settings) (page

e
To check your settings, touch the [Page Layout] key.

15" CHANGING COVER/INSERT SETTINGS (Page Layout)
(page 69)

Back Insertion
Cover Type B

{Tray Settings] [ Page Layout l

e oe Press the [COLOR START] key (O00®)
1 or & or the [BLACK & WHITE START] key
(Oe).

Copying of the originals in the document feeder tray begins.

To cancel scanning and copying...
Press the [STOP] key ((@)).

* Use the same size of paper for the inserts as for the copies.
@ * Up to 100 insert sheets can be added. Note that two insert sheets cannot be inserted between the same two pages.
* When performing 2-sided copying of 2-sided originals, an insert cannot be added between the front and reverse sides of
an original page.
e This function cannot be used in combination with the saddle stitch function.
» Cover/insert settings cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).

To cancel cover sheet insertion...
Touch the [Cancel] key in the screen of step 3.
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CHANGING COVER/INSERT SETTINGS (Page Layout)

Cover settings and insert settings can be combined.
This section explains how to check completed cover and insert insertion page settings, and change or delete insertion
pages.

Changing insert A from page 4 to page 5

4th page, insert A )
5th page, insert A

7th page, insert B 7th page, insert B

9th page, insert B 9th page, insert B

12th page, insert A

12th page, insert A

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Covers/Inserts] key.
I Special modes menu (1st screen) (page 44)

Touch the [Page Layout] key.

-

| Special Modes Dﬂj [ OK

Insertion
Settings

Type B
Tray Settingsl Page Layout |
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Example: Touch insert A at page 4 Touch the key of the page that you wish

| todelete or change.
Page Layout C = ] If you do not need to change the setting, touch the [OK] key
and go to step 6.
0 * Each key shows a print image icon and the insertion page.
Type A Type B Type B Type A |

Insertion |

Insertion |

Insertion |

e If there are multiple screens, touch the E] keys to move
through the screens.

To edit a cover, touch the [Front Cover] key or the [Back Cover]

key and go to step 4.

Touch the key of the insertion page that you want to edit or

clear. The following screen will appear.

4/- /- 9/- 12/-

2@ -

Modify the insertion?

([ camcet J[ pelete [ Moaity |

* To delete the page, touch the [Delete] key. After deleting the
key, touch the [OK] key and go to step 6.

* To edit the page, touch the [Modify] key.
To edit an insert, touch the [Insertion Type A] key or the
[Insertion Type B] key and go to step 5.

* To cancel, touch the [Cancel] key.

Icons
@ 7 Copy on front side only
W: Copy on reverse side only
[ : 2-sided copy
7 : Do not copy
For inserts, the insertion page also appears.
* represents a page number.
*/-: Copy only on front side at page *
*/*: 2-sided copy at page */*
<*: Insert without copying at page *

| Change the front/back cover settings.
Front Cover Setting ([ camcer Jox ] The settings are changed in the same way as they are initially
configured. See step 4 of "INSERTING COVERS IN COPIES
(Cover Settings)" (page 62) to change the cover settings.

— — = After changing the settings, touch the [OK] key and return to
o step 3.

8Yx11
Plain 1-sided 2-Sided

Paper Tray Print on Front Cover

To cancel cover settings...
Touch the [Cancel] key.
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Covers/Inserts

Insertion Modify

ey

i Insertion
: Type B

Bypass
Tray
8%x11
Plain

Insertion Page

- Insertion

Total:4

Change the settings for insert type A/B.

The settings are changed in the same way as they are initially
configured. See step 7 of "INSERTING INSERT SHEETS IN
COPIES (Insert Settings)" (page 65) to change the insert
settings.

After changing the settings, touch the [OK] key and return to
step 3.

| Special Modes ﬂ

Covers/Inserts

Cover Setting

Front
Cover

Back
Cover

[ Cancel ]E 'i i

Inserts Setting

Insertion
Settings

[Tray Settings] [ Page Layout ]

Touch the [OK] key.

You will return to the base screen of copy mode.
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ADDING INSERTS WHEN COPYING ON
TRANSPARENCY FILM
(Transparency Inserts)

When copying on transparency film, the sheets may stick together due to static electricity. The transparency inserts
function can be used to automatically insert a sheet of paper between each sheet of transparency film, making the
sheets easy to handle.

It is also possible to copy on the inserts.

Load the transparency film.

e If you are using the bypass tray, load the transparency film
l - - face down in the tray.
) - When placing the transparency film, the rounded corner of
Oriented Oriented the film should be:

horizontally - vertically * At the front and left if the film is oriented horizontally.

* At the back and left if the film is oriented vertically.

* After loading the transparency film, configure the bypass tray
settings as explained in "MAKING COPIES USING THE
BYPASS TRAY" (page 41).

* If you are using tray 3, see "Loading transparency film" in the
User's Guide. After loading transparency film in tray 3, select
tray 3 as explained in "PAPER TRAYS" (page 14).

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 [Special Modes] key.

(2) Touch the [Transparency Inserts] key.
I Special modes menu (1st screen) (page 44)
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@ o) ®3) Select insert settings.

|
special modes ] o« ] (1) Select whether or not the insert paper will
Transparency Tnsfts [ [ o ) be copied on ([Yes] or [No]).
Paper Tray Print on Insert Sheets (2) Se'ect insert paper settings_
. — - (A) The currently selected paper tray for the inserts is
e 5@ displayed.

(B) The size and type of paper in the currently selected
tray is displayed.

To change the paper tray for the inserts, touch the "Paper

Tray" key.

When the "Paper Tray" key is touched, a tray selection

screen appears. Select the paper tray for the inserts in the

tray selection screen and touch the [OK] key.

Plain

8%x11 ]_ ( )

Transparency Inserts ‘

Insertion Sheet [ oK |
Inserter Paper Tray Bypass Tray
g1l 1. 8%x11 2. gl 8l 1
{3. 11x17 = Plain ]

[4 . 8¥x14 = Plain ]

(3) Touch the [OK] key.

You will return to the base screen of copy mode.

@ Select insert paper that is the same size as the transparency film.

s oo Press the [COLOR START] key (O00©®)
@ or Q or the [BLACK & WHITE START] key
(Oe).
Copying will begin.

To cancel scanning and copying...
Press the [STOP] key ((®).

@ * The number of copies cannot be selected in this mode.
* When performing 2-sided copying, only "2-sided to 1-sided" mode can be used.

To cancel the transparency inserts setting...
Touch the [Cancel] key in the screen of step 4.
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COPYING MULTIPLE ORIGINALS ONTO
ONE SHEET (Multi Shot)

Multiple original pages can be copied onto a single sheet of paper in a uniform layout. Select 2in1 to copy two original
pages onto one sheet, or 4in1 to copy four original pages onto one sheet. This function is convenient when you wish to
present multiple pages in a compact format, or show a view of all pages in a document.

2in1 copying 4in1 copying

>
W

A =) A B Ag )-}

O
O

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 [Special Modes] key.
(2) Touch the [Multi Shot] key.

I Special modes menu (1st screen) (page 44)
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™) 3) @ 4) Select the number of originals to be
o] copied onto one sheet of paper, the
T layout, and the border.

(1) Touch the [2in1] key or the [4in1] key.
2in1 4in1 If needed, the images will be rotated.

Border (2) Select the layout.
| Select the order in which the originals will be arranged on

the copy.
Number Lavout
of pages v
- o Jda2 2
2in1 g'1 2 > 4_5_& /
7 2. 7
4 E" -2
--34-» 4---4--3-
4in1 N -
a3l
H e
¥ v

The arrows in the above diagram indicate how the images
are arranged.

(38) Select the border.

Solid lines, broken lines, or no lines can be selected.

(4) Touch the [OK] key.

You will return to the base screen of copy mode.

s oe Press the [COLOR START] key (OO©®) or

& or & the [BLACK & WHITE START] key (C ®).

Copying will begin.

If you are using the document glass, change originals and
press the [START] key. Repeat until all pages have been
scanned and then touch the [Read-End] key. (For the second
original and following originals, use the same [START] key as
you did for the first original.)

To cancel scanning and copying...
Press the [STOP] key ((®@)).

When using the multi shot function, the appropriate copy ratio will be automatically set based on the original size, paper size,
and the number of originals to be copied onto one sheet. The minimum possible reduction ratio is 25%. The original size,
paper size, and selected number of original pages may require that the ratio be less than 25%. As copying will take place at
25% in this case, part of the original images may be cut off.

To cancel a multi shot setting...
Touch the [Cancel] key in the screen of step 3.
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COPYING A PAMPHLET (Book Copy)

This function is used to make a copy of the two facing pages of an open book or other bound document.
Copies made with this function can be folded at the center to create a booklet.
This function is convenient for arranging copies into an attractive booklet or pamphlet.

( How to place the original
Originals
\ / — =
] A\S C= D=—
== il Ol __
— =
i 1\ 3 4 :l
Back cover Cover Inside of 1st page 2nd page 3rd page 4th page Inside of
cover back cover
Place the original ..* ..* ..*
””” | =90 |:=::- 8 --d
= RN e I 1 R 1 L
e Tl I I IR I || N S I € N SooooIo IN

The copies are in the same
layout as the original.

NS

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Book Copy] key.
I Special modes menu (1st screen) (page 44)

76




m @ Select book copy settings.

R = | (1) Select the binding position ([Left Binding]
Book Copy ([cmeer J[_ox ] or [Right Binding]).
) E]j (2) 'Il('z ymsert a cover, touch the [Cover Setting]
: ‘ If a cover will not be added, go to step 4.

— o

@ Cover settings cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).

@ (1) ®3) Select cover settings.
ook Copy \ (1) If the cover sheet will be copied on, touch
Cover Setting Cos J__x ] the [Yes] key. Otherwise, touch the [No]
Paper Tray Print on Cover (2-sided) key-
—e (2) Select paper settings for the cover.

Bypass _t_____
@ (A) @ (A) The currently selected paper tray for the cover is
Plain 1 (B) displayed.
(B) The size and type of paper in the currently selected
tray is displayed.
In the example screen, 8-1/2" x 11" (A4) size plain paper
is loaded in the bypass tray.
To change the paper tray for the cover, touch the "Paper
Tray" key.
When the "Paper Tray" key is touched, a tray selection
screen appears. Select the desired paper tray in the tray
selection screen and touch the [OK] key.

Book Copy |
Cover Setting [ OK ]
Inserter Paper Tray Bypass Tray

8Yx11 1.8%x11 2. 8%x11 M 11x17
=
Plain | Plain Plain Plain |
{3 L 11x17 = Plain ]
{44 8Yix14 1= Plain ]

(3) Touch the [OK] key.

* If the cover will be copied on, label sheets, transparency film, and tab paper cannot be used.
* When the cover paper is fed from the inserter, the cover cannot be copied on.

To cancel cover settings...
Touch the [Cancel] key.
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Special Modes % OK ” Touch the [OK] key.
Bo0k Copy [ cancer ][:!'i You will return to the base screen of copy mode.
§o]
siniing  binging
I

Place the original face down on the
document glass.

Place the opened front cover and back cover face down.

Press the [COLOR START] key (0o@®@)
or the [BLACK & WHITE START] key
(O @) to scan the first original.

Scanning begins.

Scan the remaining original pages in the following order:
Opened inside of front cover and 1st page

Opened 2nd and 3rd page

Opened last page.and inside of back cover

To cancel scanning...
Press the [STOP] key ((®)).

— Place the next pair of opened pages and
I N 7 press the [COLOR START] key (Cooe)
il or the [BLACK & WHITE START] key
o (0Ce).
7 204 Repeat this step until all original pages have been scanned.
For the second original and following originals, use the same
[START] key as you did for the first original.
To cancel scanning...
Press the [STOP] key ((®).
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Touch the [Read-End] key.
Copying will begin.

Place next original. Press [Start].
When finished, press [Read-End].

To cancel scanning and copying...
Press the [STOP] key ((®)).

* Four original pages will be copied onto each sheet of paper. Blank pages will be automatically added at the end if the total
@ number of original pages is not a multiple of four.

¢ If a saddle stitch finisher is installed, the book copy function can be used in combination with the saddle stitch function.

* When book copy is selected, 2-sided copying is automatically selected. When settings are selected that prevent 2-sided
copying, the book copy function cannot be used.

To cancel book copy...
Touch the [Cancel] key in the screen of step 2.
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COPYING CAPTIONS ONTO TAB PAPER

(Tab Copy)

Captions can be copied onto the tabs of tab paper. Prepare appropriate originals for the tab captions.
Tab copy is possible from both tray 3 and the bypass tray. The following explanation uses the bypass tray as an

example.

oav

430

Prepare originals that

match the tab positions.

""" \oav

=>

The image is shifted
by the width of the tab

=>

>
v}
o

_;

RELATION BETWEEN THE ORIGINALS AND THE TAB

PAPER

Tab copying with a left binding

Originals Placing the originals Loading tab paper
e Document feeder tray
Originals =
4
I
1 ol Jijes:
Insert the originals so that the side with no
tab text enters first.
* Document glass
Final image
Load the tab paper so that the tab on the
first sheet is toward you.
Place so that the side with the tab text is
on the left.

80




Tab copying with a right binding

Originals Placing the originals Loading tab paper

* Document feeder tray

Originals

I
1 Insert the originals so that the side with no
tab text enters first.
* Document glass
Reverse
Final image side

Load the tab paper so that the tab on the
first sheet is away from you.

Place so that the side with the tab text is

on the left.

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 [Special Modes] key.
(2) Touch the [Tab Copy] key.

I Special modes menu (1st screen) (page 44)

1)

()

Special Modes I:B

Tab Copy

o ]
J

[ Cancel ] [ OK

Image Shift

(+)

81

Set the tab width.

(1) Set the image shift width (tab width) with
the (] [4] keys.

0" to 5/8" (0 mm to 20 mm) can be entered.

(2) Touch the [OK] key.

You will return to the base screen of copy mode.




Load the tab paper.

* When using the bypass tray, place the paper with the print
side down.
Place the paper so that the sides with the tabs enter the
machine last.
After loading the tab paper, configure the bypass tray
settings as explained in "MAKING COPIES USING THE
BYPASS TRAY" (page 41).

e If you are using tray 3, see "Loading tab paper" in the User's
Guide. After loading tab paper in tray 3, select tray 3 as
explained in "PAPER TRAYS" (page 14).

@ The width of the tab paper can be as wide as 8-1/2" x 11" paper (8-1/2") plus 5/8" (or A4 width (210 mm) plus 20 mm).

Cooe oe Press the [COLOR START] key (O00®)
0 or & or the [BLACK & WHITE START] key

(Oe).
Copying will begin.
If you are using the document glass to copy multiple original
pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key. (For the second original and
following originals, use the same [START] key as you did for
the first original.)

To cancel scanning and copying...
Press the [STOP] key ((@)).

To cancel tab copy...
Touch the [Cancel] key in the screen of step 3.

System Settings (Administrator): Initial Tab Copy Setting
The default image shift width can be set from 0" to 5/8" (0 mm to 20 mm). The factory default setting is "1/2" (10 mm)".
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COPYING BOTH SIDES OF A CARD ON ONE
SHEET OF PAPER (Card Shot)

When copying a card, this function allows you to copy the front and reverse sides together onto a single sheet of paper.
This function is convenient for making copies for identification purposes and helps save paper.

Copies

Originals

Front

— mp — 1O
L= (]

Back

Example of an 8-1/2" x 11"
Example of an 8-1/2" x 11" (A4) size landscape copy
(A4) size portrait copy

Select the paper to be used for card
* shot.
Select the paper as explained in "PAPER TRAYS" (page 14).

Copy Ratio Original

Place the original face down on the
document glass.

Select the special modes.
(1) Touch the [Special Modes] key.

(2) Touch the [Card Shot] key.
I Special modes menu (1st screen) (page 44)
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M () Select card shot settings.
o B = J| (1) Enter the original size.
caxd shot [ camear J__ox ] With the [X] key highlighted, enter the X (horizontal)
dimension of the original with the E] E] keys.
. T ’ Touch the [Y] key and enter the Y (vertical) dimension of
Al s the original with the [ [&] keys.
| 2% [Eed (A) To enlarge or reduce the images to fit the paper
@ @ size Reset_: (B) based on the entered original size, touch the [Fit to
Page] key.

(B) The [Size Reset] key can be pressed to return the
horizontal and vertical dimensions to the values set in
"Card Shot Settings" in the system settings
(administrator).

(2) Touch the [OK] key.
You will return to the base screen of copy mode. Make
sure that the entered dimensions appear in the [Original]
key.

Press the [COLOR START] key (OO0 ®)
or the [BLACK & WHITE START] key

To cancel scanning...
Press the [STOP] key ((@)).

Turn the card over and press the
[COLOR START] key (O©©®) or the
[BLACK & WHITE START] key (O ®) to

ce scan the reverse side of the card.
202 Use the same [START] key that you used for the front side of
the card.

To cancel scanning...
Press the [STOP] key ((®)).

oooe
or
(O @) to scan the front side of the card.

Touch the [Read-End] key.
oo tinicnen, et e Copying will begin.
7
To cancel copying...
Press the [STOP] key ((®@)).

84



* The original must be placed on the document glass.

» Copying is only possible on standard size paper.

e XY Zoom cannot be used when using this function.

* The image cannot be rotated when using this function.

To cancel card shot...
Touch the [Cancel] key in the screen of step 4.

@ |©

System Settings (Administrator): Card Shot Settings

This is used to set the values to which the size returns when the [Size Reset] key is pressed. 1" to 8-1/2" (25 mm to 210 mm)
can be entered for both the horizontal and vertical dimensions.

The factory default settings are 3-3/8" (86 mm) for X (the width) and 2-1/8" (54 mm) for Y (the height).
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PRINTING THE DATE AND A STAMP ON

COPIES (Stamp)

Use this function to print the date, a stamp, the page number, and text on copies.

Six printing positions are available: top left, top center, top right, bottom left, bottom center, and bottom right.

The printing positions are separated into areas that are used for the date, page number and text (A below), and areas
that are used for a stamp (B below).

Top center

Top left — | — Top right

PRy Py P | ey

S EECE T Jzoooooc- oo

Bottom left — ! L Bottom right

Bottom center

; Maximum number
Stamp Print area -
of positions
Date A 1 position only
Stamp B 6 positions
Page -
Numbering A 1 position only
Text A 6 positions

@

* If the selected stamp content of one position overlaps the stamp content of another position, priority will be given in the
following order: right side, left side, center. Content that is hidden due to overlapping will not be printed.

» Text will be printed at the preset size regardless of the copy ratio or paper size setting.
» Text will be printed at the preset exposure regardless of the exposure setting.
* Depending on the size of the paper, some printed content may be cut off or shifted out of position.

When used in combination with other special modes

When Stamp is used in combination with the following special modes, the special modes are reflected in the stamp

content.

Special Modes

Printing

Margin Shift

Together with the image, the stamp content is shifted the amount of the margin width.

Dual Page Copy

The stamp is printed on each copy sheet.

Pamphlet Copy o .

Book Copy The stamp is printed on each page of the resulting pamphlet or book.
Multi Shot L

Card Shot The stamp is printed on each copy sheet.

Covers/Inserts

Use the stamp settings to select whether or not the item is printed on inserted covers and
inserts.

When used in combination with "Erase", "Job Build", "Mirror Image", or "B/W Reverse", the stamp is printed in the set
position as usual.
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GENERAL PROCEDURE FOR USING STAMP

To select stamp settings, 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 [Special Modes] key.

(2) Touch the ] [*] keys to switch through the screens.
(3) Touch the [Stamp] key.

IF" Special modes menu (2nd screen) (page 45)

Special Modes [ OK ]‘ Select the print position.

Stamp [ cancr J[ x| Select from 6 positions: top left, top center, top right, bottom
left, bottom center, bottom right.

[ ] [ ] [ 7\]Li7ﬁ? 1 5% You can also skip this step and go directly to the next step. In
[ pate ] [ Stamp ] m| this case, the stamp items will be printed in the following
Page Lo} e
Numbering et B B positions:
=== Date: Top right Stamp: Top left

Page number: Bottom center Text: Top left

Print positions
The keys that show the print positions will appear as follows
depending on the state of the settings.

Not selected, stamp setting has not
been selected.

Selected during selection of the stamp
setting.

Not available, stamp setting has already
been selected.

i

The above key is the top left key. The appearance of each key
varies depending on the position of the key.

@ * "Date" and "Page Numbering" cannot be selected in multiple positions. If the [Date] key or [Page Numbering] key is
touched when "Date" or "Page Numbering" has already been selected for a position, a message will appear asking
you if you wish to move that item to the selected position. To move the item, touch the [Yes] key. Otherwise, press
the [No] key.
* If you attempt to set "Date", "Text", or "Page Numbering" in a position where one of these items is already set, a
message will appear. To change the previously selected item to the new item, touch the [Yes] key. To keep the
previous item, touch the [No] key.
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— J| SelectStamp.
stamp (cacl J[ x| For detailed information on each of the stamp items, see the
) following sections:
[ T ] === Date: ADDING THE DATE TO COPIES (Date)
Date Stamp Em| (page 90)
e ) o Stamp: STAMPING COPIES (Stamp) (page 92)
=] =) 3 Page numbering: PRINTING PAGE NUMBERS ON COPIES
(Page Numbering) (page 94)
o Text: PRINTING TEXT ON COPIES (Text) (page
98)
T 3 C_ = ] When you have finished selecting stamp
o L settings, touch the (+] key.
= -
[ Date l [ Stamp ] \\_| /

Page ooy
[ Numbering ][ ext ] —

3) Select settings for the original and
l .
— 3 5 covers/inserts.
stamp (camcer J[_ ox ) (1) Touch the [Original Orientation] key and

specify the orientation of the placed

2
. ..
original.
If 2-sided originals have been placed, touch the
I brine on Covers/Tnsexts shen Copying on covers/msexcs | | [# key and specify the binding position (booklet binding or

tablet binding) of the originals.
(2) Select stamp settings for covers/inserts.
If you do not want to print the stamp items on
) M covers/inserts, touch the checkbox to remove the

checkmark [__].
(83) Touch the [OK] key.

You will return to the base screen of copy mode.

To edit a stamp position or delete a stamp item, touch the

[Layout] key.

I CHECKING THE STAMP LAYOUT (Layout) (page
102)

@ * When copying on covers/inserts is not selected, printing will not take place even if a checkmark appears.
* This setting cannot be selected if insertion of covers and inserts is disabled in the system settings (administrator).
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Press the [COLOR START] key (O00®)
or the [BLACK & WHITE START] key
(Oe).

Copying will begin.

If you are using the document glass to copy multiple original
pages, copying will take place as you scan each original. If you
have selected sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key. (For the second original and
following originals, use the same [START] key as you did for
the first original.

oooe oe

@ ¢ If you selected printing in color, press the [COLOR START] key (OO ® ®). Even if a color is selected, pressing the
[BLACK & WHITE START] key (O @) will print the stamp items in black and white.

* If a color print setting is selected, the copy will be counted as a full color copy even if it is black & white.

To cancel scanning and copying...
Press the [STOP] key ((®)).

To cancel Stamp...
Touch the [Cancel] key in the screen of step 3.
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ADDING THE DATE TO COPIES (Date)

The date can be printed on copies. The position of the date, color, format, and page (first page only or all pages) can be
selected.

Example: Printing APRIL 1, 2006 in the top right corner of the paper.

) APR/01/2006

Touch the [Date] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 87).

j Set the date format.

Stamp

— Cemen JO o ) (1) Touch the key that shows the desired date
— format.
D (2) If you selected [YYYY/MM/DD],
B T | e [MM/DD/YYYY], or [DD/MM/YYYY], touch the
) [, [.]1, [-], or [ ] key to select the separator.

M (2

|  Touch the [Print Color] key and select
| the print color.

]
Bk (Black)
'h

= \

rirot Page Touch the desired color and touch the [OK] key.

All Pages Print Color OK
SIS ]
APR/01/2006 DT:]-T
=
[ rRwe) | [ clereen) | [ Bi3lue) |
{ C(Cyan) ] [ M(Magenta) ] [ Y(Yellow) ]

@ * If you selected a color other than [Bk (Black)], press the [COLOR START] key (OOO®). Pressing the [BLACK &
WHITE START] key (O @) will print the date in black and white.

* If the date is printed in color on a black and white copy, the copy will be included in the full color count.
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‘ Check the displayed date. If you need to
change the date, touch the [Date

_ Change] key.
YYYY/MM/DD Prlnt - .
D Set the date that you wish to use and touch the [OK] key.

all Pages

Stamp ‘

/DD/YYYY
MM DD, YYYY

APR/DI/ZODS ﬁ]-—j Date Change [ = ]

Date Change

Year Month

200; TR
¥=

¢ If you select a date that does not exist (such as Feb. 30), the [OK] key will be grayed out to prevent entry.
* Changing the date here will not change the date that is set in the machine using "Clock" in the system settings.

| Select the pages that the date will be
= ; J printed on and touch the [OK] key.
.S Select printing on the first page only, or printing on all pages.

YYYY/MM/DD

I After touching the [OK] key, continue from step 5 of "GENERAL
PROCEDURE FOR USING STAMP" (page 87) to complete the

= s | copy procecre
APR/01/2006 D—:;]-'——]'J
o

MM DD, YYYY

To cancel the date print setting...
Touch the [Cancel] key in the screen of step 2.
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STAMPING COPIES (Stamp)

Text such as "CONFIDENTIAL" can be printed in white on a dark background as a "stamp" on copies.
The position, color, size, density, and pages (first page only or all pages) can be selected for a stamp.

Printing "CONFIDENTIAL" in the top left corner of a copy

CONFIDENTIAL

The following 12 selections are available for the stamp text.

CONFIDENTIAL PRIORITY PRELIMINARY FINAL
FOR YOUR INFO. DO NOT COPY IMPORTANT COPY
URGENT DRAFT TOP SECRET PLEASE REPLY

Three levels can be selected for the density of the stamp background.
Seven colors can be selected for the stamp color.
Two stamp sizes can be selected.

Touch the [Stamp] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 87).

|Stamp

Stamp

Cancel

CONFIDENTIAL

PRIORITY ]

First Page

FOR YOUR INFO

DO NOT COPY |

URGENT

DRAFT ]

PRELIMINARY

FINAL ]

Pr1nt Color
Bk 1 I
All Pages

IMPORTANT

cory |

(
(
(
(
(
(

(S SR S SRS S S

(
(
(
(
(
(

TOP SECRET

PLEASE REPLY ]

“"ITJ

Smaller

Touch the key of the stamp that you
wish to use.
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[ cancer | oK
[W First Page
[For vour 1vF0.] [ Do NoT copy | it Eeiler
[ wremr ] [ orarr |
[ PRELIMINARY ] [ FINAL ] ALl Pages
[ IMPORTANT ] [ COPY ]
[ mop secrer | [ PLEasE RepLy |

Touch the [Print Color] key and set the

color and density.
Touch the color that you wish to use.

If you wish to darken the selected color, touch the @ key. If
you wish to lighten the selected color, touch the [0 key.
When you have finished selecting the settings, touch the [OK]

key.

Stamp

Print Color

|
{ R (Red) ] [ G(Green) ] { B(Blue) ]
{ C(Cyan) ] [ M(Magenta) ] [ Y(Yellow) ]

* If you selected a color other than [Bk (Black)], press the [COLOR START] key (OOO @®). Pressing the [BLACK &
WHITE START] key (O @) will print the stamp in black and white.

* If the stamp is printed in color on a black and white copy, the copy will be included in the full color count.

Stamp

Touch the [Larger$ Smaller] key to

[ omea o select the size of the stamp.

PRIORITY I : First Page

F“OR Z:::N ;NFO; { Do ::;:‘opy }

[ PRELIMINARY ] [ FINAL ] Size All Pages

[ IMPORTANT ] [ COPY ]
[ TOP SECRET ] [ PLEASE REPLY] Smavler
=

= Select the pages that the date will be
printed on and touch the [OK] key.

CONFIDENTIAL PRIORITY |

Flrst

FOR YOUR INFO. DO NOT COPY ]

URGENT

Prlnt Color
Bk 1 l

Select printing on the first page only, or printing on all pages.
After touching the [OK] key, continue from step 5 of "GENERAL

PROCEDURE FOR USING STAMP" (page 87) to complete the
copy procedure.

DRAFT ]

all Pages
Size

ETITJ

Smaller

IMPORTANT COoPY ]

( ) (
( ) (
[ PRELIMINARY ] [ FINAL ]
( ) (
( ) (

TOP SECRET PLEASE REPLY ]

@ The stamp text cannot be edited.

To cancel a stamp setting...
Touch the [Cancel] key in the screen of step 2.
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PRINTING PAGE NUMBERS ON COPIES
(Page Numbering)

Page numbers can be printed on copies.
The position, color, format, and page number can be selected for page numbering.

Printing the page number at the bottom center of the paper.

Touch the [Page Numbering] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 87).

| Select a format for the page number.

Page Numbering [ camcer [ ok | If the [1/5, 2/5, 3/5] key is selected,

"Page number / total pages" will be printed. "AUTQO" is initially
selected for the total pages, which means that the number of
scanned original pages is automatically set as the total pages.

Page Numbering Format

1230 o (1), (2),(3)..

Total Page

(c1-,2-,3-..] [p1p.2,23..] 1 If you need to set the total pages manually, such as when a
oz ] (sasss )| | [ e ) [ I I large number of originals are divided into sets for scanning,
touch the [Manual] key to display the total pages entry screen.
Page Numbering [ Cancel ][ 0K ]

Print Color

Page Numbering Format Bk (Black)

[ 123, ) [w.@.0..] et ane
(-1--2-,-3-..) [rp.1p2,p3..] 15

Enter the total pages (1 to 999) with the numeric keys and
touch the [OK] key.

The [CLEAR] key ((€]) can be pressed to return the setting of
the selected item to the default value. If you make a mistake,
press the [CLEAR] key ((c]) and then enter the correct
number.

@ * When 2-sided copying is performed, the total pages is the total number of sides of the paper. If the final page is
blank, it is not counted. However, if a back cover will be added and the [Count Back Cover] checkbox is selected

(], the final page is counted. (See step 7.)

¢ When used in combination with "Dual Page Copy", "Multi Shot", or "Card Shot", the number of sides of the paper
copied on is the total pages.

* When used in combination with "Pamphlet Copy" or "Book Copy", the total number of pages in the resulting
pamphlet or booklet is the total pages.
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| Touch the [Print Color] key.

Page Numbering (T cancer ) (e | Touch the color that you wish to use.
u have fini i i , tou
When you have finished selecting the settings, touch the [OK
Page Numbering Format | Bk (Black) I key
(-1-,-2-,-3-..) [p.1p2p3..] ) 1 St ‘
[<1>,<25,<35..] [1/5,2/5.3/5..] Manual o ] print Color [ o= J
ge Number

Bk (Black)

[ rRwe) | [ clereen) | [ Bi3lue) |

{ C(Cyan) ] [ M(Magenta) ] [ Y(Yellow) ]

@ * If you selected a color other than [Bk (Black)], press the [COLOR START] key (OO O ®). Pressing the [BLACK &
WHITE START] key (O @) will print the page numbers in black and white.

* If page numbers are printed in color on black and white copies, the copies will be included in the full color count.

| To configure page number settings,
rage sunbering oo J__ox ] touch the [Page Number] key.
If you do not need to configure page number settings, go to
Page Numbering Format Step 9
(-1--2-,-3-..] [p.1.p2,p.3..] 1
[<1>,<25,<35.. ] [1/5,2/5,3/5..] p— S
| Select page number settings.
Page Mumber ) (1) Touch the [Manual] key.
(2) Set the first number, the last number, and
NmberN S I — the "Printing Starts from Page" number.
- = ] e ] Touch each key and enter a number with the numeric
Printing Starts from Page keyS (1 to 999)
The [CLEAR] key ((<]) can be pressed to return the
? setting of the selected item to the default value. If you
| make a mistake, press the [CLEAR] key ((c]) and then
(1) (2 enter the correct number.

@ ¢ A "Last Number" smaller than the "First Number" cannot be set.
* The "Last Number" is initially set to "Auto", which means that page numbers are automatically printed through the

last page based on the "First Number" and "Printing Start from Page" settings.

¢ If the "Last Number" is set to a number smaller than the "Total Pages", page numbers are not printed on pages after
the page set as the "Last Number".

* "Printing Starts from Page" is used to set the page number from which you want to begin printing page numbers.
For example, if "3" is set and 1-sided copying is being performed, page numbers will be printed beginning from the
3rd copy sheet (the 3rd original page). If 2-sided copying is being performed, page numbers will be printed
beginning from the front side of the 2nd copy sheet (the 3rd original page).
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| If covers/inserts will be inserted, touch

rage mnber O the [Covers/Inserts Counting] key if you
want to include the covers/inserts in the

e S page number count and want page
~ numbers printed on the covers/inserts.

Printing Starts from Page
—

!

(1) () Touch each item that you want counted
‘ in the page numbers so that a
— —34—| checkmark appears (], and then touch
the [OK] key.
Count Front Cover Items with a checkmark will be reflected in the print image
on the right side of the screen.
(A): Front cover image

Count Back Cover (B) Insert image
7 (C): Back cover image

Count Inserts

ggoac

(A) (B) (€)
@ * When the checkboxes are selected , each inserted sheet of paper (front cover, insert, or back cover) will be
counted as one page in the case of 1-sided copying, or two pages in the case of 2-sided copying. However, when

the body sheets are 1-sided copies and the inserted sheets are 2-sided copies, each body sheet is counted as one
page and each inserted sheet is counted as two pages.

* Page numbers are printed on covers/inserts if the covers/inserts are counted and if they are copied on.

| Touch the [OK] key.

Page Number 0K

Manual First Number Last Number

l ~ Auto Covers/Ir:nserts
Counting

Printing Starts from Page

Page Numbering [ canca | oK After touching the [OK] key, continue from step 5 of "GENERAL
PROCEDURE FOR USING STAMP" (page 87) to complete the
Print Color

Page Numbering Format copy procedure.
Total Page
[((o2-3-..]) [par2p3..) 1

<1>,<2>,<3>.. | [1/5,2/5,3/5.. ) Manual Saae Mo I

I | Touch the [OK] key.
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* When Page Numbering is selected, copying in group mode is not possible. The mode automatically changes to sort mode.
@ * When the page number printing position is set to the right side or left side and pamphlet copy or book copy is used, the
print position is changed so that the page numbers always appear on the outer side of each opened page (the left and right
sides of the opened pages). If a stamp is set in the area where page numbering is set, the position of the stamp changes in
the same way as the page number.
If another stamp item is set in this changing position, the page numbers will alternate sides with this stamp item.
A stamp item that is in a position not affected by the changing page number position will be printed in its original set

position.
Example: When four pages are copied using pamphlet copy and the page number format is "1, 2, 3...", the result is as
follows:
In this example, the page number is set at the bottom of the page and the date is set at the top, and thus the
date does not move.
Print settings Side 1 Side 2
Date APR/01/2006 APR/01/2006 APR/01/2006 APR/01/2006
Stamp CONFIDENTIAL CONFIDENTIAL] CONFIDENTIAL CONFIDENTIAL
No. Text 4 AAA | AAA 1 2 AAA | AAA 3

To cancel the page numbering setting...
Touch the [Cancel] key in the screen of step 2.
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PRINTING TEXT ON COPIES (Text)

Entered text can be printed on copies. Up to 30 frequently used text strings can be stored.

Example: Printing "April 2006 Planning Meeting" in the top left corner of the paper

7

-4 April 2006 Planning Meeting

Touch the [Text] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 87).

Stamp

Text [ Cancel ] [

First Page

Print Color

Pre-Set N
Bk (Black) All Pages

Recall Store/Delete DTITTI
=

Touch the [Recall] key.

The [Direct Entry] key can be touched to display the text entry
screen. To enter text, see "6. ENTERING TEXT" in the User's
Guide. When all characters have been entered, touch the [OK]
key.

To store or delete a text string, touch the [Store/Delete] key.
I Storing, editing, and deleting text strings (page 100)

1) ()

Stamp

s+
wwwwww
T o | .
[N0.03 [CECNEES ] [No404 DDD DDD ] T
{No.:: J LND 06 J
e ) o )
o | fos )

Specify the text to be printed.

(1) Touch the text string that you wish to
select.
You can touch the [5 4> 10] key to switch the number of
keys displayed in the screen between 5 and 10. When
5-key display is selected, the entire text string appears in
each key.

(2) Touch the [OK] key.
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| Touch the [Print Color] key.

Text [ camncet | x| Touch the color that you wish to use. When you have finished

selecting the settings, touch the [OK] key.

First Page

AAA AAA

Stamp

Print Color [ oK ]
Bk (Black) All Pages
i [
oo
e |

[ rRwe) | [ clereen) | [ Bi3lue) |

{ C(Cyan) ] [ M(Magenta) ] [ Y (Yellow) ]

* If you selected a color other than [Bk (Black)], press the [COLOR START] key (OOO®). Pressing the [BLACK &
WHITE START] key (O @) will print the page numbers in black and white.

* If the text is printed in color on a black and white copies, the copies will be included in the full color count.

Select the pages to be printed on and

|

Comee J_ = touch the [OK] key.
.S Select printing on the first page only, or printing on all pages.
e I After touching the [OK] key, continue from step 5 of "GENERAL

PROCEDURE FOR USING STAMP" (page 87) to complete the
Al1 Pages copy procedure.

Print Color

Pre-Set
Blac
Stor te

=n =

Text settings can also be configured in the Web pages. Click [Application Settings], [Copy settings] and then [Text Settings
@ (Stamp)] in the Web page menu.

To cancel a text setting...
Touch the [Cancel] key in the screen of step 2.
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Storing, editing, and deleting text strings

Touch the [Text] key in the stamp selection screen.
See steps 1 to 4 of "GENERAL PROCEDURE FOR USING STAMP" (page 87).

Touch the [Store/Delete] key.

Stamp ‘

Text [ Cancel ] [ OK J

First Page

Pnnt Color
pre-get wmam ALl Pages
Recall | Store/Delete DT]—TTI
Direct Entry

| Store a text string, or edit/delete a stored
(e = ) text string.

s oIEH * To store a text string, touch a key with no text stored.
crore/peere A text entry screen will appear. A maximum of 50 characters
can be entered. To enter text, see "6. ENTERING TEXT" in
the User's Guide. When you have finished entering the text,

touch the [OK] key. The text entry screen will close.
* To edit or delete a text string, follow the instructions below.

[NO 02 BBB BBB

[No 04 DDD DDD

B -

=
o
=
@
(SNSLL SNNL Y L -
=
9
o
ES
(SNEDLL SNNNL Y SO

To edit or delete a text string...

* When the key with the text string is touched, the following screen appears.
When the [Modify] key is touched, a text entry screen appears. The stored text string appears in the text entry
screen. Edit the text. To enter text, see "6. ENTERING TEXT" in the User's Guide. When you have finished entering
the text, touch the [OK] key. The text entry screen will close.

* When the [Delete] key is touched, the stored text is deleted.

A text has been already stored to this
location. Change the text?

[ cancet ][ pelete [ wairy |
Q)

=

* Text settings can also be configured in the Web pages. Click [Application Settings], [Copy settings] and then [Text
Settings (Stamp)] in the Web page menu.
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| Touch the [Back] key.

Text (€ pack | You will return to the screen of step 2.
To copy using a stored text string, continue from step 2 of
Stoze/pelete "PRINTING TEXT ON COPIES (Text)" (page 98).

|HG

[Nom AAA APA ] [ND.OZ BBB BEB ] 3
F«o.m cee cce % qu.ml %
fowr ] w00 ]
[fo-00 ] (o0 ]
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CHECKING THE STAMP LAYOUT (Layout)

After stamp items have been selected, you can check the print layout, change the print position, and delete stamp items.

g ] Touch the [Layout] key.
Special Modes [ Cancel ][ 0K ]
(=) (=) (=] —
[ Date ] [ Stamp ] e

@ The [Layout] key can only be touched when stamp items have been selected.

| If the layout is correct, touch the [OK]
Layout { OK ] key.
, , ; Touch the key of the stamp item that you want to delete or
12 3 whose position you want to change.
ss| 4 5 6
P %:h?

@ A maximum of 14 characters appear in each key.

To change the position of the item,
s ey R touch the [Move] key. To delete the item,
touch the [Delete] key.

* If the [Move] key is touched, a screen for selecting the

o ) [ oetee (e )

N destination position appears.
Q ¢ If the [Delete] key is touched, the item is deleted. (Go to step
6.)
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Stamp

Move

C e

Select the location to move the selected item.

@

Touch the key of the desired destination
position.

The touched position key is highlighted and the print position
changes.

The keys that show the print positions will appear as follows
depending on the state of the settings.

Not selected, stamp setting has not
been selected.

Selected during selection of the stamp
setting.

i

Not available, stamp setting has already
been selected.

The above key is the top left key. The appearance of each key
varies depending on the position of the key.

If you wish to swap the position of the selected stamp item with the position of another stamp item, temporarily move
either one of the items to an unoccupied position and then switch the print positions.

Stamp

Move

Select the location to move the selected item.

==
\]er |’/
_ e

(=) (=)=

-

Touch the [OK] key.

If you attempt to move the stamp item to a position that is
already occupied by another stamp item, a message will
appear asking you if you wish to overwrite the other stamp
item. To overwrite the other stamp item, touch the [Yes] key. To
cancel the move, touch the [No] key.

An item has been already selected to
this location. Overwrite the item?

Stamp

Layout

[ CONFIDENTIAL ]

[ po nor copy |

5 8

1,2,3..

Touch the [OK] key.
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[Image Edit] KEY

When the [Image Edit] key is touched in the 2nd special modes menu screen, the image edit menu screen opens.

Image edit menu screen

| Special Modes [ OK ]‘
s a Color
(e fLISgERECT Adjustments
2
Quick File | Proof Copy | 2
Mixed Size D Slow Scan
Original 5 Mode

(1) [Photo Repeat] key

" REPEATING PHOTOS ON A COPY (Photo Repeat)
(page 105)

(2) [Multi-Page Enlargement] key

I CREATING A LARGE POSTER (Multi-Page
Enlargement) (page 107)

(3) [Mirror Image] key
5" REVERSING THE IMAGE (Mirror Image) (page 110)

104

Special Modes

Image Edit

1 i -
( Photo Repeat ( Multi-Page ( o MIlmraigoer

Enlargement

(4 (5= (6)
ﬁ@puﬁl’g;eed] ‘T—[[Ll Centexing] ﬁﬁ e ]

verse

(4) [11x17 Full Bleed] key

I COPYING 11" x 17" ORIGINALS WITH NO EDGE
CUT-OFF (11" x 17" Full Bleed) (page 111)

(5) [Centering] key

I COPYING IN THE CENTER OF THE PAPER
(Centering) (page 113)

(6) [B/W Reverse] key

I REVERSING WHITE AND BLACK IN A COPY (B/W
Reverse) (page 115)



REPEATING PHOTOS ON A COPY (Photo Repeat)

Photo Repeat is used to create repeated images of a photo-size original (3" x 5" size, 5" x 7" size, 2-1/2" x 4" size,
2-1/2" x 2-1/2" size or 2-1/8" x 3-5/8" size (130 mm x 90 mm size, 100 mm x 150 mm size, 70 mm x 100 mm size,

65 mm x 70 mm size or 57 mm x 100 mm size)) on a single sheet of copy paper as shown below. Up to 24 images
(when the image is 2-1/2" x 2-1/2" size (65 mm x 70 mm size)) can be repeated on a single sheet of paper.

* Original sizes up to 3" x 5" (130 mm x 90 mm) * Original sizes up to 5" x 7" (100 mm x 150 mm)

Copying on 8-1/2" x 11" (A4)
size paper
4 copies are made.

Copying on 8-1/2" x 11" (A4)
size paper
2 copies are made.

Copyingon 11" x 17" Copying on
(A3) size paper 11" x 17" (A3) size
8 copies are made. paper

4 copies are made.

* Original sizes up to 2-1/2" x 4" (70 mm x 100 mm) * Original sizes up to 2-1/2" x 2-1/2"

(65 mm x 70 mm)
Copying on 8-1/2" x 11" (A4)
size paper
8 copies are made.

Copying on 8-1/2" x 11" (A4)
size paper
12 copies are made.

=1 A
S

Copyingon 11" x 17"
(A3) size paper Copying on 11" x 17"
(A3) size paper

24 copies are made.

16 copies are made.

Copying on 8-1/2" x 11" (A4)
s | ) size paper (Ratio 95%)
10 copies are made.

Place the original face down on the

document glass.

* When placing a 3" x 5", 5" x 7", 2-1/2" x 4", 2-1/2" x 2-1/2" or
2-1/8" x 3-5/8" (130 mm x 90 mm, 100 mm x 150 mm,
70 mm x 100 mm, 65 mm x 70 mm or 57 mm x 100 mm)
photo size original, place the original with the long side
aligned against the left side of the document glass.

* When placing a business card size original, place the original
with the long side aligned against the far side of the
document glass.
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Select the special modes.

(1) Touch the [Special Modes] key.

(2) Touch the keys to switch through the screens.
(3) Touch the [Image Edit] key.

(4) Touch the [Photo Repeat] key.
I [Image Edit] KEY (page 104)

4)) ) Select Photo Repeat settings.
T . = (1) Touch the key showing the original type
SR e ) and paper size combination that you want
_ to use.

‘» - Touch the keys to switch through the screens and

R4/BAXIL - B3/11x17 touch the desired repeat type key (8-1/2" x 11" or
+~130x 90mm = a ¢ € @ 11" x 17" (A4 or A3)).

(2) Touch the [OK] key.
You will return to the special modes screen. Touch the

[OK] key to return to the base screen of copy mode.

@ When making repeat copies of a business card size original (up to 2-1/8" x 3-5/8" (57 mm x 100 mm)), only 8-1/2" x
11" (A4) can be selected for the paper size.

T o0 oo Press the [COLOR START] key (O©0©®)
& or & or the [BLACK & WHITE START] key
(Oe).
Copying will begin.
If you have selected sort mode, change originals and press the
[START] key. Repeat until all pages have been scanned and
then touch the [Read-End] key. (For the second original and
following originals, use the same [START] key as you did for
the first original.