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In this manual, safety instructions are preceded by the symbol A\.
Always read and follow the instructions before performing the required procedures.

As the copying machine contains a feature designed to prevent forging of certain documents, there may
be rare instances where copies or scanned images do not achieve the desired results.

The data saved in the hard disk of the machine may be lost if there is any problem in the hard disk. Fuji
Xerox is not responsible for any direct and indirect damages arising from or caused by such data loss.

Fuji Xerox is not responsible for any breakdown of machines due to infection of computer virus or computer
hacking.

Important

1. This manual is copyrighted with all rights reserved. Under the copyright laws, this manual may not be
copied or modified in whole or part, without the written consent of the publisher.

2. Parts of this manual are subject to change without prior notice.

. We welcome any comments on ambiguities, errors, omissions, or missing pages.

4. Never attempt any procedure on the machine that is not specifically described in this manual.
Unauthorized operation can cause faults or accidents. Fuji Xerox is not liable for any problems resulting
from unauthorized operation of the equipment.
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An export of this product is strictly controlled in accordance with Laws concerning Foreign Exchange and
Foreign Trade of Japan and/or the export control regulations of the United States.

Xerox, Xerox and Design, Fuji Xerox and Design, as well as CentreWare are registered trademarks or
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Thank you for selecting the DocuCentre-V C2265/C2263 (hereafter referred to as "the
machine”).

This guide describes how to operate the machine and the precautions you should follow
during operation. To get the most out of the machine and to use it effectively, be sure to
read this guide before use.

The guide assumes that you are familiar with a personal computer and that you are
knowledgeable of computer networks. When you need additional information, refer to the
manuals provided with the personal computer, operating system, and network products.

For information on how to configure your network environment, refer to the Administrator
Guide.

For information on optional components for the print feature, also refer to the guide
provided with each optional accessory.

After reading this guide, be sure to keep it handy for quick reference. It will be useful in case
you forget how to perform operations or if a problem occurs with the machine.

Warning:
This equipment will be inoperable when mains power fails.

When you use this machine, we recommend that you change the system administrator’s user ID
and passcode immediately after installing the machine.For more information on changing the
user ID and passcode, refer to "Tools" > "Authentication/Security Settings” > "System Administrator
Settings” in the Administrator Guide.




Types of Manuals

Types of Manuals

The following guides are provided with the machine.

Accompanying Manuals

B User Guide
The guide describes all the necessary steps for copy, print, scan, and fax.

This manual is included in the Media (Software/Product Manual).

B Administrator Guide

The guide is intended for system administrators, and describes how to configure network
and how to solve problems that may occur with the machine. This guide alsodescribes daily
maintenance and the system settings procedures. This manual is included in the Media
(Software/Product Manual).

i auiyoop ay3 buisn aloyog

B Quick Reference Guide
The guide describes the basic operations of the machine, as well as daily management and
maintenance.

B Security Function Supplementary Guide

The guide is intended for the manager and system administrator of the organization where
the machine is installed, and describes the setup procedures related to security.

This manual is included in the Media (Software/Product Manual).

B Manual (HTML)
The manual describes installation and configuration procedures for print drivers and the
printer environment. This manual is included in the Media (Software/Product Manual).
M Print Driver Help

The help describes the Print features and operations.

B CentreWare Internet Services Help

The help describes how to change various settings of the machine using a web browser, and
how to import scanned data to a computer from the machine.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the Internet. The communication fee shall be borne by you.

Guides for Optional Components

Optional components are available for the machine. Some of them come with user guides.

The guides for optional components describe all the necessary steps for using the optional
components and for installing the software.

15
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Using This Guide

Organization of This Guide

This guide consists of the following chapters.

B Before Using the Machine(P.13)
Describes how to use this guide, as well as safety notes, legal notices, and other important
information you should read before using the machine.

B Product Overview(P.55)

Describes the basic information of the machine, such as the names of components, how to
use the touch screen, how to switch the machine on and off, and how to exit the Power
Saver mode.

H Copy(P.89)

Describes the basic operations and features for the Copy service.

H® Fax(P.193)

Describes the basic operations and features for the Fax services.

Note
® LINE 2 (Line 2), LINE 3 (Line 3), and SIP are optional.

* The Fax services are not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

B Scan(P.313)

Describes the basic operations and features for the Scan services.

Note
® The Scan services are not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

B Send from Folder(P.427)

Describes the basic operations and features to use folders.

Note

* The Send from Folder service is not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

B Job Flow Sheets(P.449)
Describes the operations to use a job flow created on a remote system.

Job Flow Sheets is a service that allows you to register transfer settings for scanning data,
such as a transfer method and destination, to simplify data-transfer tasks.

Note
* Job flow sheets targeting scanned documents and print files are not available for some models. Optional
components are required. For more information, contact our Customer Support Center.

B Stored Programming(P.457)

Describes the Stored Programming service that enables you to store customized job
settings.

16



Using This Guide

B Media Print (Text and Photos)(P.469)

Describes the basic operations and features of Media Print that allows you to print image
data and document files.

Note

*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

W Job Status(P.485)

Describes how to check job status and how to delete jobs.

B Computer Operations(P.519)

Describes operations performed from a computer, such as printing documents, importing
scanned files, using Direct Fax, and operating CentreWare Internet Services.

Note

* Some models do not support the features described in this chapter. An optional component is required. For
more information, contact our Customer Support Center.

* The computer screen images shown in this chapter are as of June 2015.

* The procedures in this chapter may vary depending on the driver and utility software being used due to the
upgrades.

B Appendix(P.545)

Contains a glossary of terms used in this guide.

Conventions

* The screen shots and illustrations used in this guide vary depending on the machine
configuration and optional components installed. Some of the items in the screen shots
may not be displayed or available depending on your machine configuration.

* The procedures in this guide may vary depending on the driver and utility software being
used due to the upgrades.

* In this document, "Computer” refers to a personal computer or workstation.

* The following terms are used in this guide:

Important
* Important information that you should read.

Note
* Additional information on operations or features.

* The following symbols are used in this guide:

* A cross-reference included in this guide.

* Names of media,features, touch screen messages and input text.
[ ] * Folders, files, applications, button or menu names displayed on the

touch screen.
* Names of menus, commands, windows, or dialog boxes displayed on

the computer screen and their buttons and menu names.
< > button * Hardware buttons on the control panel.

< > key * Keys on the keyboard of the computer.

17
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* Path to a certain item within a procedure on the control panel.

For example: When you see the procedure “select [Tools] >[Setup] >
[Create Folder]", this means that you need to select [Tools], select
[Setup], and then select [Create Folder].

Path to a certain item within a procedure on a computer.

For example: When you see the procedure "to search for files and
folders, click [Start] > [Search] > [For Files or Folders]", this means
that you need to click [Start], click [Search], and then click [For Files
or Folders] to search for files and folders.

Cross-reference

For example: "Refer to "Tools" > "Common Service Settings” > "Audio
Tones" in the Administrator Guide.” The sentence above means that
it is recommended to refer to the section "Audio Tones", in
"Common Service Settings” in chapter "Tools" of the Administrator
Guide.

* Orientation of documents or paper is described in this guide as follows:

f'],[J, Long Edge Feed (LEF): Loading the document or paper in portrait orientation when
viewed from the front of the machine.

¢ 1,7, Short Edge Feed (SEF): Loading the document or paper in landscape orientation
when viewed from the front of the machine.

LEF Orientation

A

<

Paper feed direction

SEF Orientation

A
<

Paper feed direction




Safety Notes

Safety Notes

Before using this product, read "Safety Notes"carefully for safety use.

This product and recommended supplies have been tested and found to comply with strict
safety requirements including safety agency approvals and compliance with environmental
standards. Follow the following instructions for safety use.

/\WARNING

Any unauthorized alteration including an addition of new functions or connection
to external devices may not be covered by the product warranty. Contact your
local Fuji Xerox representative for more information.

Follow all warning instructions marked on this product. The warning marks stand for the
followings:

Used for item that if not followed strictly, can lead death or severe or
ADANGER fatal injuries and the possibility to do it is comparatively high.

Used for items that if not followed strictly, can lead to severe or fatal
AWARNING e d

Used for items that if not followed strictly, can cause injuries to user or
ACAUTION damages to machine.

/\ A symbol for items to pay attention to when handling machine. Follow instructions carefully
to use machine safely.

VNN NN SN

Caution Flammable Explodable Electric Heated Moving Pinched
shock surface object fingers

® : A symbol for prohibited items. Follow instructions carefully to avoid any dangerous acts.

OO

Prohibited No fire Do not Do not use in Do not tear Keep away Nevertouch with
touch bathroom down from wet wet hand

. : A symbol for items that must be performed. Follow instructions carefully to carry out these
essential tasks.

0O

Instructions Unplug Ground/
Earth

19
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Electrical Safety

AWARNING

This product shall be operated by the power source as indicated on the product’s data
plate. Consult your local power company to check if your power source meets the
requirements.

S0 G

ACAUTION

20

SOMN

WARNING: Connect this product to a protective earth circuit.

This product is supplied with a plug that has a protective earth pin. The plug fits only into
an earthed electrical outlet. This is a safety feature. If the plug doesn't fit to the outlet,
contact an electrician to replace the outlet to avoid risk of electric shock. Never use an
earthed adapter plug to connect the product to the electrical outlet that has no earth
connection terminal.

Improper connection of a grounding conductor may cause electric shock.

Plug the power cord directly into a grounded electrical outlet. To prevent overheat and a
fire accident, do not use an extension cord, a multi-plug adaptor or a multiple connector.
Consult your local Fuji Xerox representative to check if an outlet is grounded.

Connect this product to a branch circuit or an outlet that has larger capacity than the rated
ampere and voltage of this product. See the data plate on the rear panel of this product for
its rated ampere and voltage.

Never touch the power cord with wet hands. It may cause electric shock.

Do not put an object on the power cord.

Always keep the plug connection free of dust. The dusty and damp environment may bring
about minute electric current in a connector. It may generate heat and eventually cause a
fire accident.

To avoid the risk of electric shock and a fire accident, only use the power cord supplied with
this product or the ones designated by Fuji Xerox.

The power cord is exclusive use for this product. Do not use it for any other product.

Do not damage or alter the power cord. Damage and alteration may generate heat and
eventually cause electric shock or a fire accident.

If the power cord is damaged or insulated wires are exposed, contact your local Fuji Xerox
representative for its replacement. Do not use a damaged or uninsulated cord to avoid the
risk of electric shock and a fire accident.

When cleaning this product, always switch off and unplug it. Access to a live machine

interior may cause electric shock.

Do not unplug or re-plug this product with the switch on. Plugging and unplugging a live
connector may deform the plug and generate heat, and eventually cause a fire accident.

Hold the plug not the cord when unplugging this product, or it may damage the cord and
cause electric shock or a fire accident.
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Switch off and unplug the product when it (i.e., fax function) is not used over weekends or
long holidays. Please note that it cannot receive fax message during switch-off.

Always switch off and unplug the machine when it is not used over weekends or long
holidays. It may cause deterioration of insulations and eventually electric shock or a fire
accident.

Once a month, switch off this product and check if

* the power cord is plugged firmly into an electrical outlet;

* the plug is not excessively heated, rusted or bent;

* the plug and electrical outlet are free of dust; and

* the power cord is not cracked or worn down.

Once you notice any unusual condition, switch off and unplug this product first and
contact your local Fuji Xerox representative.

21
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Machine Installation

AWARNING

Do not locate this product where people might step on or trip over the power cord. Friction
or excessive pressure may generate heat and eventually cause electric shock or a fire
accident.

ACAUTION
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Never locate this product in the following places:

* Near radiators or any other heat sources

* Near volatile flammable materials such as curtains

¢ In the hot, humid, dusty or poorly ventilated environment
¢ In the place receiving direct sunlight

* Near cookers or humidifiers

Keep away the packing materials of machine from small children. The thin film may cling
to nose and mouth and prevent breathing.

Locate this product on a level and sturdy surface that can withstand its weight. Otherwise,
if tilted, the product may fall over and cause injuries.

Locate this product in a well-ventilated area. Do not obstruct ventilation openings of the
product.

Keep the minimum clearance as follows for ventilation and an access to the power plug.
Unplug the product if an abnormal condition is noted.

* With the document cover

70 916 ’[ 1%

400

(Unit: mm)

1086
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* With the document cover and the side tray (optional)

¥

100
E 659

[E=

O

1567
,,,,,,,,,,,, 408
70 960 l 100
400
(Unit: mm)
1130

¢ With the duplex automatic document feeder

¥
100
659
1567
,,,,,,,,,,,, 408
70 916 l 100
400
969
1086

* With the duplex automatic document feeder and the side tray (optional)

(Unit: mm)

L
100
659

1567
777777777777 408
70 960 l 100

400

1013 l

(Unit: mm)
1130
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¢ With the Finisher-A1 (optional)

¥
100
659
67
,,,,,,,,,,,, 408
70 1036 50
400
(Unit: mm)
1156

¢ With the Finisher-A1 (optional) and the side tray (optional)

¥
100
= 659
67

,,,,,,,,,,,, 408

70 1079 50
ATO

(Unit: mm)
1199

* With the Finisher-B1 (optional)
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* With the Finisher-B1 (optional) and the side tray (optional)

L
100
— E
< =
O
1567 !
,,,,,,,,,,,, 408
70 1616 50
ATO
(Unit: mm)
1736

¢ With the Booklet Maker Unit for Finisher-B1 (optional)

¥
100
[ EEI: 670
1567
,,,,,,,,,,,, 397
70 1573 50
ATO
1693 (Unit: mm)

* With the Booklet Maker Unit for Finisher-B1 (optional) and the side tray (optional)

L
100
[ 670
1567
,,,,,,,,,,,, 397
70 1616 50
ATO
(Unit: mm)
1736

Do not incline the product at more than 10 degree angle. Otherwise, it may fall over and

cause injuries.

25
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Others
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Always lock the wheels of this product after installation. Otherwise, it may fall over or slide
and cause injuries.

To bundle wires and cables, always use the cable ties and spiral tubes that Fuji Xerox
supplies. Otherwise, it may cause some defects.

To keep this product in a good performance and condition, always use it in the following
environment:

* Temperature: 10 - 32°C

¢ Humidity: 15-85%

When the product is left in a chilly room and the room is rapidly warmed up by heater, dew
condensation may form inside the product and cause a partial deletion on printing.
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Operational Safety

AWARNING
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The operator’s product maintenance procedures are described in the customer
documentation supplied with this product. Do not carry out any other maintenance
procedures not described in the documentation.

This product features safety design not to allow operators access to hazard areas. The
hazard areas are isolated from operators by covers or protectors which require a tool to
remove. To prevent electric shock and injuries, never remove those covers and protectors.

To avoid the risk of electric shock and a fire accident, switch off and unplug the product
promptly in the following conditions, then contact your local Fuji Xerox representative.
* The product emits smoke or its surface is unusually hot.

* The product emits unusual noise or odor.

* The power cord is cracked or worn down.

* A circuit breaker, fuse or any other safety device becomes activated.

¢ Any liquid is spilled into the product.

* The product is soaked in water.

¢ Any part of the product is damaged.

Do not insert any object into slots or openings of this product.

Do not put any of the followings on the product:

* Liquid container such as flower vases or coffee cups

* Metal parts such as staples or clips

* Heavy objects

If liquid is spilled over or metal parts are slipped into the product, it may cause electric
shock or a fire accident.

Do not use conductive paper such as origami paper, carbonic paper or conductively-coated
paper. When paper jam occurs, it may cause short-circuit and eventually a fire accident.

When cleaning this product, use the designated cleaning materials exclusive to it. Other
cleaning materials may result in poor performance of the product. Never use aerosol
cleaners to avoid catching fire and explosion.

Do not pull out two or more paper trays at a time. If somebody accidentally pushes the
product with multiple trays open, it may incline and fall over. This may cause injuries.
When you need to open paper trays, do it one after the other.

If you need to pull out a tray to remove paper jam, contact your local Fuji Xerox
representative. Do not pull out a tray, otherwise it may cause injuries.

When you play the media (e.g., CD-ROM, DVD) supplied with the product, always use said
media-enabled device. Otherwise, large sound may damage its speakers or your ears.

Keep electrical and mechanical safety interlocks active. Keep the safety interlocks away
from magnetic materials. Magnetic materials may accidentally activate the product and
cause injuries or electric shock.

27
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The power plug of this product has a ground fault interrupter. If current leakage occurs, the
ground fault interrupter automatically cuts off power circuit to prevent electric shock and a
fire accident. Check once a month if the ground fault interrupter works properly in
accordance with the following procedures:

0

1. Switch the power off.

2. Make sure that the touch screen is blank and the <Power Saver> button does not light
up.

3. Open the front cover.

5. Press the <TEST> button on the power plug to turn off the ground fault interrupter.
Check if the power lamp turns off. If the lamp turns off, it means that the ground fault
interrupter circuit works properly.

28
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6. Press the <RESET> button to exit the test mode.

<RESET> button

If the circuit does not work properly, contact your local Fuji Xerox representative.

A ground fault interrupter is embedded in this product. If current leakage occurs, the

ground fault interrupter automatically cuts off power circuit to prevent electric shock and a

fire accident.
The ground fault interrupter is normally ON. Check once a month if the ground fault
interrupter works properly in accordance with the following procedures:

1. Switch the power off.

= =

2. Make sure that the touch screen is blank and the <Power Saver> button does not light

up.
3. Open the front cover.

29
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4. Press the main power switch to the [O] position to switch the main power off.

5. Press the <TEST> button lightly with a sharp edge such as a pen tip. The depressed
<RESET> button will stick out again.
If the <RESET> button sticks out, the ground fault interrupter is properly working. If the
<RESET> button remains in the depressed position, the ground fault interrupter has a
problem.

<Té§T> button
<RESET> button
Q

6.

If the circuit does not work properly, contact your local Fuji Xerox representative.

Do not attempt to remove a paper deeply jammed inside the product, particularly a paper
wrapped around the fusing unit or the heat roller. Otherwise, it may cause injuries or burns.
Switch off the product immediately and contact your local Fuji Xerox representative.

@ Never touch the paper output area of the finisher during operation. It may cause injuries.

Be careful in removing jammed staples.

Be careful not to get injured by waste staples when detaching a staple dust box.



Safety Notes
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Consumable

AWARNING
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Waste staples may come out with output paper. Be careful not to get injured by the
staples.

Never touch safety interlocks. When a front cover is open, safety interlocks become
activated to stop the machinery. Do not apply pressure on safety interlocks with a coin or
screwdriver. Otherwise, the machinery may become activated and cause injuries.

Do not staple punched holes of paper. Sharp points of a staple may cause injuries.

Do not apply excessive force to hold thick document on the document glass. It may break
the glass and cause injuries.

To move this product to another location, contact your local Fuji Xerox representative.

Ventilate well during extended operation or mass copying. It may affect the office air
environment due to odor such as ozone in a poorly ventilated room.

When you use earphones, adjust the volume. Loud sound may cause hearing loss.

Store all consumables in accordance with the instructions given on its package or
container.

Never use a vacuum cleaner for spilled toner and residual toner in this product, toner
cartridge or toner bottle.

It may catch fire by electric sparks inside a vacuum cleaner and cause explosion.

Use a broom or a wet cloth to wipe off the spills. If you spill a large volume of toner,
contact your local Fuji Xerox representative.

Never throw a toner cartridge into an open flame. Remaining toner in the cartridge may
catch fire and cause burn injuries or explosion.

If you have a used toner cartridge no longer needed, contact your local Fuji Xerox
representative for its disposal.

Never throw a waste toner bottle into an open flame. Toner may catch fire and cause burn
injuries or explosion.

If you have a used waste toner bottle no longer needed, contact your local Fuji Xerox
representative for its disposal.

Keep drum cartridges (or drum if not a cartridge type) and toner cartridges out of the
reach of children. If a child accidentally swallows toner, spit it out, rinse mouth with water,
drink water and consult a physician immediately.

31
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When replacing drum cartridges (or drum if not a cartridge type) and toner cartridges, be
careful not to spill the toner. In case of any toner spills, avoid contact with clothes, skin,
eyes and mouth as well as inhalation.

If toner spills onto your skin or clothing, wash it off with soap and water.

If you get toner particles in the eyes, wash it out with plenty of water for at least 15
minutes until irritation is gone. Consult a physician if necessary.

If you inhale toner particles, move to a fresh air location and rinse your mouth with water.
If you swallow toner, spit it out, rinse your mouth with water, drink plenty of water and
consult a physician immediately.
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Location of Warning and Caution Labels

L

Always follow all warning instructions marked on or supplied with this product.
To avoid the risk of burn injuries and electric shock, never touch the area with the "High
Temperature” or "High Voltage” marks on.

FUJI Xerox (S
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Regulation

Radio Frequency Emissions (Class A)

device, pursuant to International Standard for Electromagnetic Interference (CISPR Publ.
22) and Radiocommunication Act 1992 in Australia/New Zealand.

These limits are designed to provide reasonable protection against harmful interference
when the product is operated in a commercial environment. This product generates, uses,
and can radiate radio frequency energy and, if not installed and used in accordance with
the customer documentation, may cause harmful interference to radio communications.
Operation of this product in a residential area is likely to cause harmful interference in
which case the user is required to correct the interference at their own expense.

Changes and modifications to this product not specifically approved by Fuji Xerox may
void the user's authority to operate this equipment.

0 This product has been tested and found to comply with the limits for a class A digital

Regulatory Information for RFID

This product contains Radio Frequency Identification system device (RFID) and it is certified in
compliance with applicable local laws and/or regulations.

Fax Regulations

General warning

"The grant of a Telepermit for any item of terminal equipment indicates only that Telecom
has accepted that the item complies with minimum conditions for connection to its
network. It indicates no endorsement of the product by Telecom, nor does it provide any
sort of warranty. Above all, it provides no assurance that any item will work correctly in all
respects with another item of Telepermitted equipment of a different make or model, nor
does it imply that any product is compatible with all of Telecom’s network services"

Compliance testing

"This equipment is not capable, under all operating conditions, of correct operation at the
higher speeds for which it is designed. Telecom will accept no responsibility should
difficulties arise in such circumstances”

All customer equipment (fail safe requirements)
"IMPORTANT NOTICE

Under power failure conditions, this telephone may not operate. Please ensure that a
separate telephone, not dependent on local power, is available for emergency use”.

User Instructions (automatic call set-up)

"This equipment shall not be set up to make automatic calls to the Telecom 111’
Emergency Service"

34



Environment

Environment

* For environmental protection and efficient use of resources, Fuji Xerox reuses returned
toner cartridges and drum cartridges to make recycle parts, recycle materials or energy
recovery.

* Proper disposal is required for toner cartridges and drum cartridges no longer needed.
Do not open toner cartridges and drum cartridges. Return them to your local Fuji Xerox
representative.

35
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Legal Notice

36

Copying or printing certain documents may be illegal in your country. Penalties of fines or
imprisonment may be imposed on those found guilty. The following are examples of items
that may be illegal to copy or print in your country.

Currency

Banknotes and checks

Bank and government bonds and securities

Passports and identification cards

Copyright material or trademarks without the consent of the owner

Postage stamps and other negotiable instruments

This list is not inclusive and no liability is assumed for either its completeness or accuracy. In
case of doubt, contact your legal counsel.



About License

About License

RSA BSAFE

Heimdal

This section describes information about licenses. Be sure to read through it.

This product includes RSA® BSAFE® Cryptographic software from EMC Corporation.
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Copyright (c)2000 Kungliga Tekniska hégskalan (Royal Institute of Technology, Stockholm,
Sweden). All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that the following conditions are met:

1. Redistributions of source code must retain the above copyright notice, this list of
conditions and the following disclaimer.

2. Redistributions in binary form must reproduce the above copyright notice, this list of
conditions and the following disclaimer in the documentation and/or other materials
provided with the distribution.

3. Neither the name of the Institute nor the names of its contributors may be used to
endorse or promote products derived from this software without specific prior written
permission.

THIS SOFTWARE IS PROVIDED BY THE INSTITUTE AND CONTRIBUTORS "AS IS" AND ANY
EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE
DISCLAIMED. IN NO EVENT SHALL THE INSTITUTE OR CONTRIBUTORS BE LIABLE FOR
ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL
DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS
OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION)
HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN CONTRACT,
STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY
WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF
SUCH DAMAGE.

JPEG Code

Our printer software uses some of the codes defined by the Independent JPEG Group.
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Libcurl

FreeBSD
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COPYRIGHT AND PERMISSION NOTICE
Copyright (c) 1996 - 2006, Daniel Stenberg, <daniel@haxx.se>.
All rights reserved.

Permission to use, copy, modify, and distribute this software for any purpose with or
without fee is hereby granted, provided that the above copyright notice and this permission
notice appear in all copies.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND, EXPRESS OR
IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT OF THIRD PARTY
RIGHTS. IN NO EVENT SHALL THE AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR
ANY CLAIM, DAMAGES OR OTHER LIABILITY, WHETHER IN AN ACTION OF CONTRACT,
TORT OR OTHERWISE, ARISING FROM, OUT OF OR IN CONNECTION WITH THE
SOFTWARE OR THE USE OR OTHER DEALINGS IN THE SOFTWARE.

Except as contained in this notice, the name of a copyright holder shall not be used in
advertising or otherwise to promote the sale, use or other dealings in this Software without
prior written authorization of the copyright holder.

This product contains the part of FreeBSD codes.
The FreeBSD Copyright
Copyright 1994-2006 The FreeBSD Project. All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that the following conditions are met:

Redistributions of source code must retain the above copyright notice, this list of conditions
and the following disclaimer.

Redistributions in binary form must reproduce the above copyright notice, this list of
conditions and the following disclaimer in the documentation and/or other materials
provided with the distribution.

THIS SOFTWARE IS PROVIDED BY THE FREEBSD PROJECT "AS IS" AND ANY EXPRESS OR
IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES
OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN
NO EVENT SHALL THE FREEBSD PROJECT OR CONTRIBUTORS BE LIABLE FOR ANY
DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY, OR CONSEQUENTIAL DAMAGES
(INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF SUBSTITUTE GOODS OR
SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS INTERRUPTION) HOWEVER
CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN CONTRACT, STRICT
LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY
OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH
DAMAGE.

The views and conclusions contained in the software and documentation are those of the
authors and should not be interpreted as representing official policies, either expressed or
implied, of the FreeBSD Project.
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OpenLDAP
Copyright 1998-2006 The OpenLDAP Foundation All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted only as authorized by the OpenLDAP Public License.

A copy of this license is available in the file LICENSE in the top-level directory of the
distribution or, alternatively, at <http://www.OpenLDAP.org/license.html>.

OpenLDAP is a registered trademark of the OpenLDAP Foundation.

Individual files and/or contributed packages may be copyright by other parties and/or
subject to additional restrictions.

This work is derived from the University of Michigan LDAP v3.3 distribution. Information
concerning this software is available at <http://www.umich.edu/~dirsvcs/ldap/ldap.html>.

This work also contains materials derived from public sources.
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Additional information about OpenLDAP can be obtained at <http://www.openldap.org/>.

Portions Copyright 1998-2006 Kurt D. Zeilenga.

Portions Copyright 1998-2006 Net Boolean Incorporated.
Portions Copyright 2001-2006 IBM Corporation.

All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted only as authorized by the OpenLDAP Public License.

Portions Copyright 1999-2005 Howard Y.H. Chu.
Portions Copyright 1999-2005 Symas Corporation.
Portions Copyright 1998-2003 Hallvard B. Furuseth.
All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that this notice is preserved.

The names of the copyright holders may not be used to endorse or promote products
derived from this software without their specific prior written permission. This software is
provided "as is” without express or implied warranty.

Portions Copyright (c) 1992-1996 Regents of the University of Michigan.
All rights reserved.

Redistribution and use in source and binary forms are permitted provided that this notice is
preserved and that due credit is given to the University of Michigan at Ann Arbor. The name
of the University may not be used to endorse or promote products derived from this
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software without specific prior written permission. This software is provided "as is” without
express or implied warranty.

The OpenLDAP Public License
Version 2.8, 17 August 2003

Redistribution and use of this software and associated documentation ("Software"), with or
without modification, are permitted provided that the following conditions are met:

1.Redistributions in source form must retain copyright statements and notices,

2 Redistributions in binary form must reproduce applicable copyright statements and
notices, this list of conditions, and the following disclaimer in the documentation and/or
other materials provided with the distribution, and

3.Redistributions must contain a verbatim copy of this document.
The OpenLDAP Foundation may revise this license from time to time.

Each revision is distinguished by a version number. You may use this Software under terms
of this license revision or under the terms of any subsequent revision of the license.

THIS SOFTWARE IS PROVIDED BY THE OPENLDAP FOUNDATION AND ITS
CONTRIBUTORS "AS IS" AND ANY EXPRESSED OR IMPLIED WARRANTIES, INCLUDING,
BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE OPENLDAP
FOUNDATION, ITS CONTRIBUTORS, OR THE AUTHOR(S) OR OWNER(S) OF THE
SOFTWARE BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, EXEMPLARY,
OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, PROCUREMENT OF
SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA, OR PROFITS; OR BUSINESS
INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, WHETHER IN
CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING NEGLIGENCE OR OTHERWISE)
ARISING IN ANY WAY OUT OF THE USE OF THIS SOFTWARE, EVEN IF ADVISED OF THE
POSSIBILITY OF SUCH DAMAGE.

The names of the authors and copyright holders must not be used in advertising or
otherwise to promote the sale, use or other dealing in this Software without specific, written
prior permission. Title to copyright in this Software shall at all times remain with copyright
holders.

OpenlLDAP is a registered trademark of the OpenLDAP Foundation.
Copyright 1999-2003 The OpenLDAP Foundation, Redwood City, California, USA.

All Rights Reserved. Permission to copy and distribute verbatim copies of this document is
granted.

This product includes software developed by Eric Young(eay@mincom.oz.au).

Copyright (c) 2003, Dr Brian Gladman Worcester, UK. All rights reserved.

This product uses published AES software provided by Dr Brian Gladman under BSD
licensing terms.
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TIFF (libtiff)

Lib TIFF copyright (c) 1988-1997 Sam Leffler
Copyright (c) 1991-1997 Silicon Graphics. Inc.

ICC Profile (Little cms)
Little cms copyright (c) 1988-2004 Marti Maria

XML Paper Specification (XPS)

This product may incorporate intellectual property owned by Microsoft Corporation. The
terms and conditions upon which Microsoft is licensing such intellectual property may be
found at http://go.microsoft.com/fwlink/?LinkId=52369.

EDICT and COMPDIC

The Japanese-English dictionaries (EDICT and COMPDIC) edited by The Electronic
Dictionary Research and Development Group under the coordination of Professor James
William Breen at Monash University are used in the advanced scan kit option of Fuji Xerox.

These Japanese-English dictionary files are licensed to customers under the terms and
conditions of a Creative Commons Attribution-Share Alike License. Prior to use, be sure to
check the terms and conditions of this license at the URL below.

Use of these Japanese-English dictionaries is not permitted unless you agree to the terms
and conditions of this license.

Furthermore, care should be taken because at the point in time that you begin to use these
Japanese-English dictionaries as specified in the said license, you accept and agree to be
bound by the terms and conditions of this license.

The Japanese-English dictionaries are provided to customers on an as-is basis, and Fuji
Xerox and the original supplier make no representations of warranties of any kind.

* Original Author Information (extracted from http://www.csse.monash.edu.au/~jwb/
edrdg/licence.html)

Copyright over the documents covered by this statement is held by James William BREEN
and The Electronic Dictionary Research and Development Group at Monash University.

* Monash University License Information
http://www.csse.monash.edu.au/~jwb/edrdg/licence.html

* Information Regarding EDICT and COMPDIC
http://www.csse.monash.edu.au/~jwb/edict.html
http://www.csse.monash.edu.au/~jwb/compdic_doc.html

* Information Regarding the Creative Commons Attribution-ShareAlike License

http://creativecommons.org/licenses/by-sa/2.5/legalcode
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Copyright (c) 1998-2003 Carnegie Mellon University. All rights reserved.

Redistribution and use in source and binary forms, with or without modification, are
permitted provided that the following conditions are met:

1.Redistributions of source code must retain the above copyright notice, this list of
conditions and the following disclaimer.

2 Redistributions in binary form must reproduce the above copyright notice, this list of
conditions and the following disclaimer in the documentation and/or other materials
provided with the distribution.

3.The name "Carnegie Mellon University” must not be used to endorse or promote products
derived from this software without prior written permission. For permission or any other
legal details, please contact

Office of Technology Transfer

Carnegie Mellon University

5000 Forbes Avenue

Pittsburgh, PA 15213-3890

(412) 268-4387, fax: (412) 268-7395

tech-transfer@andrew.cmu.edu

4.Redistributions of any form whatsoever must retain the following acknowledgment:

"This product includes software developed by Computing Services at Carnegie Mellon
University (http://www.cmu.edu/computing/).”

CARNEGIE MELLON UNIVERSITY DISCLAIMS ALL WARRANTIES WITH REGARD TO THIS
SOFTWARE, INCLUDING ALL IMPLIED WARRANTIES OF MERCHANTABILITY AND
FITNESS, IN NO EVENT SHALL CARNEGIE MELLON UNIVERSITY BE LIABLE FOR ANY
SPECIAL, INDIRECT OR CONSEQUENTIAL DAMAGES OR ANY DAMAGES WHATSOEVER
RESULTING FROM LOSS OF USE, DATA OR PROFITS, WHETHER IN AN ACTION OF
CONTRACT, NEGLIGENCE OR OTHER TORTIOUS ACTION, ARISING OUT OF OR IN
CONNECTION WITH THE USE OR PERFORMANCE OF THIS SOFTWARE.

This product includes software licensed under GNU LESSER GENERAL PUBLIC License
Version 2.1 and other licenses as follows:

(1) GNU LESSER GENERAL PUBLIC License Version 2.1
(2) Other Licenses
Under the license agreement, the source code is available on the site below.

http://www.fujixerox.co.jp/etc/oss/mfd_ui/
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About software applied to LGPL

Preamble

This product includes software licensed under GNU LESSER GENERAL PUBLIC LICENSE
Version 2.1.

GNU LESSER GENERAL PUBLIC LICENSE

Version 2.1, February 1999

Copyright (C) 1991, 1999 Free Software Foundation, Inc.
51 Franklin Street, Fifth Floor, Boston, MA 02110-1301 USA

Everyone is permitted to copy and distribute verbatim copies of this license document, but
changing it is not allowed.

[This is the first released version of the Lesser GPL. It also counts as the successor of the
GNU Library Public License, version 2, hence the version number 2.1.]

The licenses for most software are designed to take away your freedom to share and
change it. By contrast, the GNU General Public Licenses are intended to guarantee your
freedom to share and change free software--to make sure the software is free for all its
users.

This license, the Lesser General Public License, applies to some specially designated
software packages--typically libraries--of the Free Software Foundation and other authors
who decide to use it. You can use it too, but we suggest you first think carefully about
whether this license or the ordinary General Public License is the better strategy to use in
any particular case, based on the explanations below.

When we speak of free software, we are referring to freedom of use, not price. Our General
Public Licenses are designed to make sure that you have the freedom to distribute copies of
free software (and charge for this service if you wish); that you receive source code or can
get it if you want it; that you can change the software and use pieces of it in new free
programs; and that you are informed that you can do these things.

To protect your rights, we need to make restrictions that forbid distributors to deny you
these rights or to ask you to surrender these rights. These restrictions translate to certain
responsibilities for you if you distribute copies of the library or if you modify it.

For example, if you distribute copies of the library, whether gratis or for a fee, you must give
the recipients all the rights that we gave you. You must make sure that they, too, receive or
can get the source code. If you link other code with the library, you must provide complete
object files to the recipients, so that they can relink them with the library after making
changes to the library and recompiling it. And you must show them these terms so they
know their rights.

We protect your rights with a two-step method: (1) we copyright the library, and (2) we
offer you this license, which gives you legal permission to copy, distribute and/or modify the
library.

To protect each distributor, we want to make it very clear that there is no warranty for the
free library. Also, if the library is modified by someone else and passed on, the recipients
should know that what they have is not the original version, so that the original author’s
reputation will not be affected by problems that might be introduced by others.

Finally, software patents pose a constant threat to the existence of any free program. We
wish to make sure that a company cannot effectively restrict the users of a free program by
obtaining a restrictive license from a patent holder. Therefore, we insist that any patent
license obtained for a version of the library must be consistent with the full freedom of use
specified in this license.

Most GNU software, including some libraries, is covered by the ordinary GNU General Public
License. This license, the GNU Lesser General Public License, applies to certain designated
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libraries, and is quite different from the ordinary General Public License. We use this license
for certain libraries in order to permit linking those libraries into non-free programs.

When a program is linked with a library, whether statically or using a shared library, the
combination of the two is legally speaking a combined work, a derivative of the original
library. The ordinary General Public License therefore permits such linking only if the entire
combination fits its criteria of freedom. The Lesser General Public License permits more lax
criteria for linking other code with the library.

We call this license the "Lesser” General Public License because it does Less to protect the
user's freedom than the ordinary General Public License. It also provides other free
software developers Less of an advantage over competing non-free programs. These
disadvantages are the reason we use the ordinary General Public License for many libraries.
However, the Lesser license provides advantages in certain special circumstances.

For example, on rare occasions, there may be a special need to encourage the widest
possible use of a certain library, so that it becomes a de-facto standard. To achieve this,
non-free programs must be allowed to use the library. A more frequent case is that a free
library does the same job as widely used non-free libraries. In this case, there is little to gain
by limiting the free library to free software only, so we use the Lesser General Public License.

In other cases, permission to use a particular library in non-free programs enables a greater
number of people to use a large body of free software. For example, permission to use the
GNU C Library in non-free programs enables many more people to use the whole GNU
operating system, as well as its variant, the GNU/Linux operating system.

Although the Lesser General Public License is Less protective of the users’ freedom, it does
ensure that the user of a program that is linked with the Library has the freedom and the
wherewithal to run that program using a modified version of the Library.

The precise terms and conditions for copying, distribution and modification follow. Pay
close attention to the difference between a "work based on the library” and a "work that
uses the library”. The former contains code derived from the library, whereas the latter must
be combined with the library in order to run.

GNU LESSER GENERAL PUBLIC LICENSE
TERMS AND CONDITIONS FOR COPYING, DISTRIBUTION AND MODIFICATION

44

0. This License Agreement applies to any software library or other program which contains
a notice placed by the copyright holder or other authorized party saying it may be
distributed under the terms of this Lesser General Public License (also called "this License”).
Each licensee is addressed as "you".

A "library” means a collection of software functions and/or data prepared so as to be
conveniently linked with application programs (which use some of those functions and
data) to form executables.

The "Library”, below, refers to any such software library or work which has been distributed
under these terms. A "work based on the Library” means either the Library or any derivative
work under copyright law: that is to say, a work containing the Library or a portion of it,
either verbatim or with modifications and/or translated straightforwardly into another
language. (Hereinafter, translation is included without limitation in the term
“modification”.)

"Source code” for a work means the preferred form of the work for making modifications to
it. For a library, complete source code means all the source code for all modules it contains,
plus any associated interface definition files, plus the scripts used to control compilation
and installation of the library.

Activities other than copying, distribution and modification are not covered by this License;
they are outside its scope. The act of running a program using the Library is not restricted,
and output from such a program is covered only if its contents constitute a work based on
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the Library (independent of the use of the Library in a tool for writing it). Whether that is
true depends on what the Library does and what the program that uses the Library does.

1. You may copy and distribute verbatim copies of the Library's complete source code as

you receive it, in any medium, provided that you conspicuously and appropriately publish
on each copy an appropriate copyright notice and disclaimer of warranty; keep intact all

the notices that refer to this License and to the absence of any warranty; and distribute a
copy of this License along with the Library.

You may charge a fee for the physical act of transferring a copy, and you may at your
option offer warranty protection in exchange for a fee.

2. You may modify your copy or copies of the Library or any portion of it, thus forming a
work based on the Library, and copy and distribute such modifications or work under the
terms of Section 1 above, provided that you also meet all of these conditions:

a)The modified work must itself be a software library.

b)You must cause the files modified to carry prominent notices stating that you changed
the files and the date of any change.

¢)You must cause the whole of the work to be licensed at no charge to all third parties
under the terms of this License.

d)If a facility in the modified Library refers to a function or a table of data to be supplied by
an application program that uses the facility, other than as an argument passed when the
facility is invoked, then you must make a good faith effort to ensure that, in the event an
application does not supply such function or table, the facility still operates, and performs
whatever part of its purpose remains meaningful.

(For example, a function in a library to compute square roots has a purpose that is entirely
well-defined independent of the application. Therefore, Subsection 2d requires that any
application-supplied function or table used by this function must be optional: if the
application does not supply it, the square root function must still compute square roots.)

These requirements apply to the modified work as a whole. If identifiable sections of that
work are not derived from the Library, and can be reasonably considered independent and
separate works in themselves, then this License, and its terms, do not apply to those
sections when you distribute them as separate works. But when you distribute the same
sections as part of a whole which is a work based on the Library, the distribution of the
whole must be on the terms of this License, whose permissions for other licensees extend to
the entire whole, and thus to each and every part regardless of who wrote it.

Thus, it is not the intent of this section to claim rights or contest your rights to work written
entirely by you; rather, the intent is to exercise the right to control the distribution of
derivative or collective works based on the Library.

In addition, mere aggregation of another work not based on the Library with the Library (or
with a work based on the Library) on a volume of a storage or distribution medium does not
bring the other work under the scope of this License.

3. You may opt to apply the terms of the ordinary GNU General Public License instead of
this License to a given copy of the Library. To do this, you must alter all the notices that
refer to this License, so that they refer to the ordinary GNU General Public License, version
2, instead of to this License. (If a newer version than version 2 of the ordinary GNU General
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Public License has appeared, then you can specify that version instead if you wish.) Do not
make any other change in these notices.

Once this change is made in a given copy, it is irreversible for that copy, so the ordinary
GNU General Public License applies to all subsequent copies and derivative works made
from that copy.

This option is useful when you wish to copy part of the code of the Library into a program
that is not a library.

4. You may copy and distribute the Library (or a portion or derivative of it, under Section 2)
in object code or executable form under the terms of Sections 1 and 2 above provided that
you accompany it with the complete corresponding machine-readable source code, which
must be distributed under the terms of Sections 1 and 2 above on a medium customarily
used for software interchange.

If distribution of object code is made by offering access to copy from a designated place,
then offering equivalent access to copy the source code from the same place satisfies the
requirement to distribute the source code, even though third parties are not compelled to
copy the source along with the object code.

5. A program that contains no derivative of any portion of the Library, but is designed to
work with the Library by being compiled or linked with it, is called a "work that uses the
Library”. Such a work, in isolation, is not a derivative work of the Library, and therefore falls
outside the scope of this License.

However, linking a "work that uses the Library” with the Library creates an executable that is
a derivative of the Library (because it contains portions of the Library), rather than a "work
that uses the library”. The executable is therefore covered by this License. Section 6 states
terms for distribution of such executables.

When a "work that uses the Library” uses material from a header file that is part of the
Library, the object code for the work may be a derivative work of the Library even though
the source code is not. Whether this is true is especially significant if the work can be linked
without the Library, or if the work is itself a library. The threshold for this to be true is not
precisely defined by law.

If such an object file uses only numerical parameters, data structure layouts and accessors,
and small macros and small inline functions (ten lines or less in length), then the use of the
object file is unrestricted, regardless of whether it is legally a derivative work. (Executables
containing this object code plus portions of the Library will still fall under Section 6.)

Otherwise, if the work is a derivative of the Library, you may distribute the object code for
the work under the terms of Section 6. Any executables containing that work also fall under
Section 6, whether or not they are linked directly with the Library itself.

6. As an exception to the Sections above, you may also combine or link a "work that uses
the Library” with the Library to produce a work containing portions of the Library, and
distribute that work under terms of your choice, provided that the terms permit
modification of the work for the customer’s own use and reverse engineering for debugging
such modifications.

You must give prominent notice with each copy of the work that the Library is used in it and
that the Library and its use are covered by this License. You must supply a copy of this
License. If the work during execution displays copyright notices, you must include the
copyright notice for the Library among them, as well as a reference directing the user to the
copy of this License. Also, you must do one of these things:

a)Accompany the work with the complete corresponding machine-readable source code for
the Library including whatever changes were used in the work (which must be distributed
under Sections 1 and 2 above); and, if the work is an executable linked with the Library, with
the complete machine-readable "work that uses the Library”, as object code and/or source
code, so that the user can modify the Library and then relink to produce a modified
executable containing the modified Library. (It is understood that the user who changes



About License

the contents of definitions files in the Library will not necessarily be able to recompile the
application to use the modified definitions.)

b)Use a suitable shared library mechanism for linking with the Library. A suitable
mechanism is one that (1) uses at run time a copy of the library already present on the
user's computer system, rather than copying library functions into the executable, and (2)
will operate properly with a modified version of the library, if the user installs one, as long as
the modified version is interface-compatible with the version that the work was made with.

c)Accompany the work with a written offer, valid for at least three years, to give the same
user the materials specified in Subsection 6a, above, for a charge no more than the cost of
performing this distribution.

d)If distribution of the work is made by offering access to copy from a designated place,
offer equivalent access to copy the above specified materials from the same place.

e)Verify that the user has already received a copy of these materials or that you have
already sent this user a copy.

For an executable, the required form of the "work that uses the Library” must include any
data and utility programs needed for reproducing the executable from it. However, as a
special exception, the materials to be distributed need not include anything that is normally
distributed (in either source or binary form) with the major components (compiler, kernel,
and so on) of the operating system on which the executable runs, unless that component
itself accompanies the executable.

It may happen that this requirement contradicts the license restrictions of other proprietary
libraries that do not normally accompany the operating system. Such a contradiction
means you cannot use both them and the Library together in an executable that you
distribute.

7.You may place library facilities that are a work based on the Library side-by-side in a
single library together with other library facilities not covered by this License, and distribute
such a combined library, provided that the separate distribution of the work based on the
Library and of the other library facilities is otherwise permitted, and provided that you do
these two things:

a)Accompany the combined library with a copy of the same work based on the Library,
uncombined with any other library facilities. This must be distributed under the terms of the
Sections above.

b)Give prominent notice with the combined library of the fact that part of it is a work based
on the Library, and explaining where to find the accompanying uncombined form of the
same work.

8. You may not copy, modify, sublicense, link with, or distribute the Library except as
expressly provided under this License. Any attempt otherwise to copy, modify, sublicense,
link with, or distribute the Library is void, and will automatically terminate your rights under
this License. However, parties who have received copies, or rights, from you under this
License will not have their licenses terminated so long as such parties remain in full
compliance.

9. You are not required to accept this License, since you have not signed it. However,
nothing else grants you permission to modify or distribute the Library or its derivative
works. These actions are prohibited by law if you do not accept this License. Therefore, by
modifying or distributing the Library (or any work based on the Library), you indicate your
acceptance of this License to do so, and all its terms and conditions for copying, distributing
or modifying the Library or works based on it.

10. Each time you redistribute the Library (or any work based on the Library), the recipient
automatically receives a license from the original licensor to copy, distribute, link with or
modify the Library subject to these terms and conditions. You may not impose any further
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restrictions on the recipients’ exercise of the rights granted herein. You are not responsible
for enforcing compliance by third parties with this License.

11. If, as a consequence of a court judgment or allegation of patent infringement or for
any other reason (not limited to patent issues), conditions are imposed on you (whether by
court order, agreement or otherwise) that contradict the conditions of this License, they do
not excuse you from the conditions of this License. If you cannot distribute so as to satisfy
simultaneously your obligations under this License and any other pertinent obligations,
then as a consequence you may not distribute the Library at all. For example, if a patent
license would not permit royalty-free redistribution of the Library by all those who receive
copies directly or indirectly through you, then the only way you could satisfy both it and this
License would be to refrain entirely from distribution of the Library.

If any portion of this section is held invalid or unenforceable under any particular
circumstance, the balance of the section is intended to apply, and the section as a whole is
intended to apply in other circumstances.

It is not the purpose of this section to induce you to infringe any patents or other property
right claims or to contest validity of any such claims; this section has the sole purpose of
protecting the integrity of the free software distribution system which is implemented by
public license practices. Many people have made generous contributions to the wide range
of software distributed through that system in reliance on consistent application of that
system; it is up to the author/donor to decide if he or she is willing to distribute software
through any other system and a licensee cannot impose that choice.

This section is intended to make thoroughly clear what is believed to be a consequence of
the rest of this License.

12. If the distribution and/or use of the Library is restricted in certain countries either by
patents or by copyrighted interfaces, the original copyright holder who places the Library
under this License may add an explicit geographical distribution limitation excluding those
countries, so that distribution is permitted only in or among countries not thus excluded. In
such case, this License incorporates the limitation as if written in the body of this License.

13. The Free Software Foundation may publish revised and/or new versions of the Lesser
General Public License from time to time. Such new versions will be similar in spirit to the
present version, but may differ in detail to address new problems or concerns.

Each version is given a distinguishing version number. If the Library specifies a version
number of this License which applies to it and "any later version”, you have the option of
following the terms and conditions either of that version or of any later version published
by the Free Software Foundation. If the Library does not specify a license version number,
you may choose any version ever published by the Free Software Foundation.

14. If you wish to incorporate parts of the Library into other free programs whose
distribution conditions are incompatible with these, write to the author to ask for
permission. For software which is copyrighted by the Free Software Foundation, write to the
Free Software Foundation; we sometimes make exceptions for this. Our decision will be
guided by the two goals of preserving the free status of all derivatives of our free software
and of promoting the sharing and reuse of software generally.

NO WARRANTY

15. BECAUSE THE LIBRARY IS LICENSED FREE OF CHARGE, THERE IS NO WARRANTY FOR
THE LIBRARY, TO THE EXTENT PERMITTED BY APPLICABLE LAW. EXCEPT WHEN
OTHERWISE STATED IN WRITING THE COPYRIGHT HOLDERS AND/OR OTHER PARTIES
PROVIDE THE LIBRARY "AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED
OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO
THE QUALITY AND PERFORMANCE OF THE LIBRARY IS WITH YOU. SHOULD THE LIBRARY
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PROVE DEFECTIVE, YOU ASSUME THE COST OF ALL NECESSARY SERVICING, REPAIR OR
CORRECTION.

16. IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR AGREED TO IN WRITING
WILL ANY COPYRIGHT HOLDER, OR ANY OTHER PARTY WHO MAY MODIFY AND/OR
REDISTRIBUTE THE LIBRARY AS PERMITTED ABOVE, BE LIABLE TO YOU FOR DAMAGES,
INCLUDING ANY GENERAL, SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES
ARISING OUT OF THE USE OR INABILITY TO USE THE LIBRARY (INCLUDING BUT NOT
LIMITED TO LOSS OF DATA OR DATA BEING RENDERED INACCURATE OR LOSSES
SUSTAINED BY YOU OR THIRD PARTIES OR A FAILURE OF THE LIBRARY TO OPERATE
WITH ANY OTHER SOFTWARE), EVEN IF SUCH HOLDER OR OTHER PARTY HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

END OF TERMS AND CONDITIONS

How to Apply These Terms to Your New Libraries

If you develop a new library, and you want it to be of the greatest possible use to the public,
we recommend making it free software that everyone can redistribute and change. You can
do so by permitting redistribution under these terms (or, alternatively, under the terms of
the ordinary General Public License).

To apply these terms, attach the following notices to the library. It is safest to attach them
to the start of each source file to most effectively convey the exclusion of warranty; and
each file should have at least the "copyright” line and a pointer to where the full notice is
found.

<one line to give the library's name and a brief idea of what it does.>
Copyright (C) <year> <name of author>

This library is free software; you can redistribute it and/or modify it under the terms of the
GNU Lesser General Public License as published by the Free Software Foundation; either
version 2.1 of the License, or (at your option) any later version.

This library is distributed in the hope that it will be useful, but WITHOUT ANY WARRANTY;
without even the implied warranty of MERCHANTABILITY or FITNESS FOR A PARTICULAR
PURPOSE. See the GNU Lesser General Public License for more details.

You should have received a copy of the GNU Lesser General Public License along with this
library; if not, write to the Free Software Foundation, Inc., 51 Franklin Street, Fifth Floor,
Boston, MA 02110-1301 USA

Also add information on how to contact you by electronic and paper mail.

You should also get your employer (if you work as a programmer) or your school, if any, to
sign a "copyright disclaimer” for the library, if necessary. Here is a sample; alter the names:

Yoyodyne, Inc., hereby disclaims all copyright interest in the library “Frob’ (a library for
tweaking knobs) written by James Random Hacker.

<signature of Ty Coon>, 1 April 1990
Ty Coon, President of Vice

Other Licenses

DES (des.cpp), FreeType 2 (freetype) version 2.3.6, HarfBuzz (harfbuzz), JavaScriptCore,
WebCore (WebKit), Easing Equations by Robert Penner, Shift-JIS Text Codec, ISO 2022-JP
(JIS) Text Codec, EUC-JP Text Codec, EUC-KR Text Codec, GBK Text Codec, Big5-HKSCS
Text Codec, Big5 Text Codec, QImage, The gtmain Library, QRegion, QDate::weekNumber(),
QLocale, TSCII Text Codec, Drag and Drop, QtSvg Module, Phonon Module, QtXmlPatterns
Module, Parts of the QCrashHandler class, Parts of the Q3PolygonScanner class used in Qt
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for Embedded Linux, Parts of the internal QImageSmoothScaler::scale() function use code
based on pnmscale.c by Jef Poskanzer, src/corelib/io/qurl.cpp, Parts of the FreeType library,
Included in the build system of the FreeType library, Parts of WebKit used by the QtWebKit
module.

OSs Supported by Apache License
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* NFCTools for Java 1.0-M8
Copyright 2011-2012 Adrian Stabiszewski,
as@nfctools.org
Copyright 2015 Fuji Xerox Co., Ltd
* CSS3PIE1.0.0
Copyright 2010 Jason Johnston
Apache License
Version 2.0, January 2004
http://www.apache.org/licenses/
TERMS AND CONDITIONS FOR USE, REPRODUCTION, AND DISTRIBUTION
1. Definitions.

"License” shall mean the terms and conditions for use, reproduction, and distribution as
defined by Sections 1 through 9 of this document.

“Licensor” shall mean the copyright owner or entity authorized by the copyright owner that
is granting the License.

"Legal Entity” shall mean the union of the acting entity and all other entities that control,
are controlled by, or are under common control with that entity. For the purposes of this
definition, "control” means (i) the power, direct or indirect, to cause the direction or
management of such entity, whether by contract or otherwise, or (ii) ownership of fifty
percent (50 % ) or more of the outstanding shares, or (iii) beneficial ownership of such
entity.

"You" (or "Your") shall mean an individual or Legal Entity exercising permissions granted by
this License.

"Source” form shall mean the preferred form for making modifications, including but not
limited to software source code, documentation source, and configuration files.

"Object” form shall mean any form resulting from mechanical transformation or translation
of a Source form, including but not limited to compiled object code, generated
documentation, and conversions to other media types.

"Work" shall mean the work of authorship, whether in Source or Object form, made
available under the License, as indicated by a copyright notice that is included in or
attached to the work (an example is provided in the Appendix below).

"Derivative Works" shall mean any work, whether in Source or Object form, that is based on
(or derived from) the Work and for which the editorial revisions, annotations, elaborations,
or other modifications represent, as a whole, an original work of authorship. For the
purposes of this License, Derivative Works shall not include works that remain separable
from, or merely link (or bind by name) to the interfaces of, the Work and Derivative Works
thereof.

"Contribution” shall mean any work of authorship, including the original version of the Work
and any modifications or additions to that Work or Derivative Works thereof, that is
intentionally submitted to Licensor for inclusion in the Work by the copyright owner or by
an individual or Legal Entity authorized to submit on behalf of the copyright owner. For the
purposes of this definition, "submitted” means any form of electronic, verbal, or written
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communication sent to the Licensor or its representatives, including but not limited to
communication on electronic mailing lists, source code control systems, and issue tracking
systems that are managed by, or on behalf of, the Licensor for the purpose of discussing
and improving the Work, but excluding communication that is conspicuously marked or
otherwise designated in writing by the copyright owner as "Not a Contribution.”

"Contributor” shall mean Licensor and any individual or Legal Entity on behalf of whom a
Contribution has been received by Licensor and subsequently incorporated within the Work.

2. Grant of Copyright License.

Subject to the terms and conditions of this License, each Contributor hereby grants to You a
perpetual, worldwide, non-exclusive, no-charge, royalty-free, irrevocable copyright license to
reproduce, prepare Derivative Works of, publicly display, publicly perform, sublicense, and
distribute the Work and such Derivative Works in Source or Object form.

3. Grant of Patent License.

Subject to the terms and conditions of this License, each Contributor hereby grants to You a
perpetual, worldwide, non-exclusive, no-charge, royalty-free, irrevocable (except as stated in
this section) patent license to make, have made, use, offer to sell, sell, import, and otherwise
transfer the Work, where such license applies only to those patent claims licensable by such
Contributor that are necessarily infringed by their Contribution(s) alone or by combination
of their Contribution(s) with the Work to which such Contribution(s) was submitted. If You
institute patent litigation against any entity (including a cross-claim or counterclaim in a
lawsuit) alleging that the Work or a Contribution incorporated within the Work constitutes
direct or contributory patent infringement, then any patent licenses granted to You under
this License for that Work shall terminate as of the date such litigation is filed.

4. Redistribution.

You may reproduce and distribute copies of the Work or Derivative Works thereof in any
medium, with or without modifications, and in Source or Object form, provided that You
meet the following conditions:

(a) You must give any other recipients of the Work or Derivative Works a copy of this
License; and

(b) You must cause any modified files to carry prominent notices stating that You changed
the files; and

(c) You must retain, in the Source form of any Derivative Works that You distribute, all
copyright, patent, trademark, and attribution notices from the Source form of the Work,
excluding those notices that do not pertain to any part of the Derivative Works; and

(d) If the Work includes a "NOTICE" text file as part of its distribution, then any Derivative
Works that You distribute must include a readable copy of the attribution notices contained
within such NOTICE file, excluding those notices that do not pertain to any part of the
Derivative Works, in at least one of the following places: within a NOTICE text file
distributed as part of the Derivative Works; within the Source form or documentation, if
provided along with the Derivative Works; or, within a display generated by the Derivative
Works, if and wherever such third-party notices normally appear. The contents of the
NOTICE file are for informational purposes only and do not modify the License. You may
add Your own attribution notices within Derivative Works that You distribute, alongside or
as an addendum to the NOTICE text from the Work, provided that such additional
attribution notices cannot be construed as modifying the License.

You may add Your own copyright statement to Your modifications and may provide
additional or different license terms and conditions for use, reproduction, or distribution of
Your modifications, or for any such Derivative Works as a whole, provided Your use,
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reproduction, and distribution of the Work otherwise complies with the conditions stated in
this License.

5. Submission of Contributions.

Unless You explicitly state otherwise, any Contribution intentionally submitted for inclusion
in the Work by You to the Licensor shall be under the terms and conditions of this License,
without any additional terms or conditions.

Notwithstanding the above, nothing herein shall supersede or modify the terms of any
separate license agreement you may have executed with Licensor regarding such
Contributions.

6. Trademarks.

This License does not grant permission to use the trade names, trademarks, service marks,
or product names of the Licensor, except as required for reasonable and customary use in
describing the origin of the Work and reproducing the content of the NOTICE file.

7. Disclaimer of Warranty.

Unless required by applicable law or agreed to in writing, Licensor provides the Work (and
each Contributor provides its Contributions) on an "AS IS" BASIS, WITHOUT WARRANTIES
OR CONDITIONS OF ANY KIND, either express or implied, including, without limitation, any
warranties or conditions of TITLE, NON-INFRINGEMENT, MERCHANTABILITY, or FITNESS
FOR A PARTICULAR PURPOSE. You are solely responsible for determining the
appropriateness of using or redistributing the Work and assume any risks associated with
Your exercise of permissions under this License.

8. Limitation of Liability.

In no event and under no legal theory, whether in tort (including negligence), contract, or
otherwise, unless required by applicable law (such as deliberate and grossly negligent acts)
or agreed to in writing, shall any Contributor be liable to You for damages, including any
direct, indirect, special, incidental, or consequential damages of any character arising as a
result of this License or out of the use or inability to use the Work (including but not limited
to damages for loss of goodwill, work stoppage, computer failure or malfunction, or any
and all other commercial damages or losses), even if such Contributor has been advised of
the possibility of such damages.

9. Accepting Warranty or Additional Liability.

While redistributing the Work or Derivative Works thereof, You may choose to offer, and
charge a fee for, acceptance of support, warranty, indemnity, or other liability obligations
and/or rights consistent with this License. However, in accepting such obligations, You may
act only on Your own behalf and on Your sole responsibility, not on behalf of any other
Contributor, and only if You agree to indemnify, defend, and hold each Contributor
harmless for any liability incurred by, or claims asserted against, such Contributor by reason
of your accepting any such warranty or additional liability.

END OF TERMS AND CONDITIONS
APPENDIX: How to apply the Apache License to your work.

To apply the Apache License to your work, attach the following boilerplate notice, with the
fields enclosed by brackets "[]" replaced with your own identifying information. (Don't
include the brackets!) The text should be enclosed in the appropriate comment syntax for
the file format. We also recommend that a file or class name and description of purpose be



About License

included on the same "printed page” as the copyright notice for easier identification within
third-party archives.

Copyright [yyyy] [name of copyright owner]

Licensed under the Apache License, Version 2.0 (the "License”); you may not use this file
except in compliance with the License.

You may obtain a copy of the License at
http://www.apache.org/licenses/LICENSE-2.0

Unless required by applicable law or agreed to in writing, software distributed under the
License is distributed on an "AS IS" BASIS, WITHOUT WARRANTIES OR CONDITIONS OF
ANY KIND, either express or implied.

See the License for the specific language governing permissions and limitations under the
License.

OSs Supported by the MIT License (MIT)

* jQuery 1.10.2
Copyright 2005, 2013 jQuery Foundation, Inc. and other contributors
* jQueryUI 1.10.4
Copyright 2014 jQuery Foundation and other contributors
* jQuery-valiation-plugin 1.11.1
Copyright (c) 2013 Jorn Zaefferer
* jQuery-watermark-plugin 1.0.2
http://plugins.jquery.com/watermark/
* colResizable 1.3
http://quocity.com/colresizable/
* globalize 0.1.1
Copyright Software Freedom Conservancy, Inc.
* html5shiv 3.6.2
Copyright (c) 2013 Alexander Farkas (aFarkas).
* Normalize.css 2.1.1
Copyright (c) Nicolas Gallagher and Jonathan Neal
* Treeview 1.4.1
Copyright (c) 2007 Jorn Zaefferer
The MIT License

Permission is hereby granted, free of charge, to any person obtaining a copy of this
software and associated documentation files (the "Software”), to deal in the Software
without restriction, including without limitation the rights to use, copy, modify, merge,
publish, distribute, sublicense, and/or sell copies of the Software, and to permit persons to
whom the Software is furnished to do so, subject to the following conditions:

The above copyright notice and this permission notice shall be included in all copies or
substantial portions of the Software.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND, EXPRESS OR
IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT. IN NO EVENT SHALL
THE AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR
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OTHER LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE,
ARISING FROM, OUT OF OR IN CONNECTION WITH THE SOFTWARE OR THE USE OR
OTHER DEALINGS IN THE SOFTWARE.
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The following describes machine components and their functions.

H Main unit

12

11

10

No.

Component

Function

Document cover

Holds a document in place.

Document glass

Load a document here.

Control panel

Consists of operation buttons, LED indicators, and a touch
screen.

Reference
® Refer to "Control Panel" (P.74).

Exit 2 Tray

Outputs are delivered here by separating the center tray
into two levels.

Note
* When the Exit 2 Tray is installed, select [Installed] in [Extra

Center Tray] in the System Administration mode. For more
information, refer to "Tools" > "Common Service Settings" >
"Other Settings” > "Extra Center Tray" in the Administrator
Guide.

Front cover

Open this cover to replace the consumables.

Power switch

Switches the power of the machine on and off.

Reference
® Refer to "Power Source" (P.65).




Machine Components

No. Component Function
7 | Lower center tray Copies and prints are delivered here, facing down.
(Output tray)

8 |[Tray1,2,3,4 Load paper here.

Note
* Trays 2, 3, and 4 are optional for some models.

9 | Locking casters Used to move the machine. Lock these casters after moving
the machine to its installation site.

10 | Adjusting foot Prevents the machine from toppling over. Movethe
machine to its installation site and then rotatethis adjuster
in clockwise direction until it touchesa floor.

11 | Tray 5 (Bypass) Used for loading non-standard paper, such as thick-stock
paper and other special media, that cannot be loaded in
Trays 1 to 4.

12 | Side Tray (optional) Copies and prints are delivered here, facing up.

B Left side and rear views of the machine

No.

Component

Function

Top left cover C

Open this cover to clear paper jams.

Top left cover A

Open this cover by pressing the release lever to clear paper
jams.

Bottom left cover B

Open this cover to clear paper jams.

Adjusting foot

Prevents the machine from toppling over. Move the
machine to its installation site and then rotate this adjuster
in clockwise direction until it touches a floor.

RESET button

Automatically switches the machine off when a current
leakage is detected.
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H Inside

No. Component Function
6 | USB 2.0 interface Connects the USB cable of a device such as a card reader.
connector
Important
* This connector can be used only for optional components or
associated products provided by Fuji Xerox.
7 | USB 2.0 interface Connects a USB memory cable for printing.
connector
8 | TOBASE-T/100BASE- | Connects to a network cable.
TX connector
9 | Secondary Ethernet Connects to a network cable. Can be used as Gigabit
connector (optional) Ethernet interface connector.
10 | EP interface Used for using the EP (Electronic Partnership) system.

Note
* The EP system restores the current status of the remote

machine.

o ok W

No.

Component

Function

Toner cartridges

Contains Black (K), Cyan (C), Magenta (M), and Yellow (Y)
toner (image forming powder).

Main power switch

Switches the main power on/off of the machine. Always
follow the instructions by the system administrator.

Important
* Always switch the power off before switching the main power

off. Refer to "Power Source" (P.65).




Machine Components

No. Component Function
3 | Drum cartridges (R1 Contains photoconductors and development units. Drum
(Black), R2 (Cyan), R3 | cartridges are arranged in order R1 (Black), R2 (Cyan), R3
(Magenta), R4 (Magenta), R4 (Yellow) from the left as you face the
(Yellow)) machine.
Note
*® The drum cartridge is always marked with R1, R2, R3, or R4.
Make sure to align the drum cartridge R1, R2, R3, or R4 with
the corresponding slot. Otherwise, the drum cartridge cannot
be inserted into the machine.

4 | Cleaning bar Used for cleaning the exposure unit when density
unevenness or stripes appear on copied or printed outputs
due to dirt in the exposure unit.

5 | Drum cartridge cover | Open this cover when replacing a drum cartridge or
cleaning the interior of the machine.

6 | Drum cartridge Unlock this lever when replacing a drum cartridge.

release lever
7 | Waste toner container | Collects waste toner.
(R5)
8 | Fusing unit (R8) Fuses toner on paper. Do not touch this unit as it is

extremely hot.
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H Telephone line connectors
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No.| Name marked | Name displayed Function
on the cover of on the touch
the machine screen
1 |TEL - Enables you to connect the machine to a
telephone device.
2 | LINE1 Line 1 Use this connector to connect to a
telephone line.
3 | LINE 2 Line 2 Use this connector to connect to a
telephone line.
4 | LINE 3 Line 3 Use this connector to connect to a
telephone line.
Note

* The Fax feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

® LINE 2 (Line 2) and LINE 3 (Line 3) are optional.

* When you talk into the external telephone receiver connected to TEL, only the line connected to LINE 1 is
available. (LINE 2 and LINE 3 are not available.)
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B Duplex automatic document feeder

No Component Function
1 | Lever Turn this lever to clear paper jams.
2 | Left cover Open this cover to clear paper jams.
3 | Inner cover Open this cover to clear paper jams.
4 | Document guides Use these guides to align the edges of documents.
5 | Document feeder tray | Load documents here.
6 | Document stopper Prevents outputs from falling off.
7 | Document output tray | Scanned documents are delivered here.
8 | Document glass Scans a loaded document.

Note

¢ In this guide, the duplex automatic document feeder is referred to as the “document feeder” or "DADF".
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H Finisher-A1 (optional)

o 1
4 2
3
No. Component Function
1 | Center tray Copies or prints are delivered here.
2 | Finisher-A1 (optional) | Staples copies or prints.
3 | Staple cartridge Contains staples. Remove this cartridge when replacing or
adding staples, or clearing staple jams.
4 | Front cover Open this cover when replacing staples or clearing staple
jams.
5 | Top cover Open this cover to clear paper jams.

Note

* The Finisher-A1 is optional. In this guide, the Finisher-A1 and Finisher-B1 are referred to as the "finisher".




Machine Components

H Finisher-B1 (optional)
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No. Component Function

1 | Tray attachment Install this attachment when delivering A4[ ) or B5[ ) paper

to the finisher tray without stapling.
Reference
* For more information, refer to "Installing the Tray Attachment on the
Finisher-B1" (P.88).

2 | Booklet unit (optional) | Staples creased outputs.

3 | Booklet unit side cover | Open this cover when replacing the booklet staple
cartridge.

4 | Booklet staple Contains staples. Remove this cartridge when replacing or

cartridge adding staples, or clearing staple jams.

5 | Top cover Open this cover to clear paper jams.

6 | Finisher tray Stapled or creased outputs are delivered here.

7 | Creaser unit Creases outputs in half.

8 | Staple cartridge Contains staples.

9 | Front cover Open this cover when clearing paper jams or replacing
staples.

10 | Finisher-B1 (optional) | Staples copies or prints.

11 | Center tray Copies or prints are delivered here.

12 | Hole-punch waste Collects scraps from the puncher.

container
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of the finisher
transport)

No. Component Function
13 | US 2/3 Hole Punch Kit | Hole-punches outputs.
(US standard)
(optional) N°t$h dist bet the two hol de with the US 2/3
. d e distance petween the two holes maae wi e
(Z/AtHOIell;unCh Kit Hole Punch Kit (US standard) is 70 mm, which is different
optiona from the 80 mm distance made with the 2/4 Hole Punch Kit.
14 | Center tray (Top cover | Copies and prints are delivered here when they are unable

to be delivered to the output tray or the finisher tray. Pull
the cover upward when clearing paper jams.

Note
* Remove outputs delivered to the center tray constantly.

Note

® The Finisher-B1 is optional. In this guide, the Finisher-A1 and Finisher-B1 are referred to as the "finisher".

* The power cord connected to the Finisher-B1 is a connecting cord dedicated to the machine. Do not connect
this cord to any other devices than the machine.




Power Source

Power Source

The machine is provided with the power switch and the main power switch.

witch

B Power switch
To use the machine, press the push-button power switch to switch its power on. You can

start operations after the machine warms up.
H Main power switch

Press the main power switch to the [O] position. The <Main Power> indicator goes out on
the right side of the control panel, and the machine powers off. Do not switch the main
power off except when you connect a cable to the machine or clean the machine. Switching
off the main power may erase the data in the memory when using the Fax service.

Switching the Main Power On
The following describes how to switch the main power on.
Important

* Do not switch off the main power immediately after switching on the main power. This may damage the
hard disk and the memory or cause a machine malfunction.

T Make sure that the power cord is plugged in correctly.

2 Open the front cover.
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3 Press the main power switch to the [ |] position to switch the main power on.

The <Main Power> indicator lights up on the control panel.

4 Close the front cover.

Switching the Power On

The following describes how to switch the power on.

To warm up and to be ready to copy or print after switching the power on, the machine
takes approximately 30 seconds when the HDD is not installed, or approximately 32
seconds when the HDD is installed. This may take more time depending on your machine
configuration.

Switch the power off at the end of the day or when not using the machine for an extended
period of time.

Also use the Energy Saver feature to save power consumption while the machine is not in
use.

Reference
* Forinformation on the Energy Saver feature, refer to "Power Saver Mode" (P.72).

Important
* If the power is switched off, all the services of the machine will stop. When using the machine throughout the
day for jobs such as receiving faxes, do not switch the power off.

T Press the push-button power switch to switch the power on.

= =
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* When the Finisher-B1 (optional) is installed.

Note
* The “Please wait...” message indicates that the machine is warming up. The machine is not available during
warming up.

* If the machine does not power on, check the following:
* The power cord is plugged in.
* The main power is switched on.

® The <RESET> button is in the depressed position.

<RESET> button

Switching the Power Off
The following describes how to switch the power off.

Important
* If the power is switched off, all the services of the machine will stop. When using the machine throughout the
day for jobs such as receiving fax, do not switch the power off.

Note
* You can set the machine to be switched off automatically at the same time every day. For more information,
refer to "Tools" > "Common Service Settings” > "Power Saver Settings” >"Scheduled Power Off" in the
Administrator Guide.

1 Before switching the power off, make sure that the machine has completed all copy or print
jobs. Then, make sure that the <Data> indicator does not blink.

Important
* Do not switch the power off in the following situations. If the power is switched off, the processing data may
be erased.

* While data is being received
* While a job is being printed
* While a job is being copied
* While a job is being scanned

* When switching the power off, wait 5 seconds after outputs have been delivered.
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2 Press the push-button power switch to switch the power off.

Important
* Power off processing is performed internally on the machine for a while after the power is switched off.
Therefore, do not switch the main power off immediately after switching the power off.

Important
* Power off processing is performed internally on the machine for a while after the power is switched off.
Therefore, do not switch the main power off immediately after switching the power off.

Note
* When powering the machine on after it has been switched off, wait 10 seconds after the touch screen has

gone dark.

Switching the Main Power Off
The following describes how to switch the main power off.
Important
* Do not switch the main power off while the touch screen displays a screen or the <Energy Saver> button

blinks. Switching off the main power may damage the hard disk and the memory or cause a machine
malfunction.

* Switch the main power off first when unplugging the power cord. Unplugging the power cord with the main
power on may damage the hard disk and the memory or cause a machine malfunction.

T Make sure that the power is switched off.

2 Make sure that the touch screen is blank and the <Energy Saver> button does not light up.
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3 Open the front cover.

The <Main Power> indicator goes out on the control panel.

5 Close the front cover.
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The machine is provided with a ground fault interrupter.

In the event of a current leakage, the ground fault interrupter will automatically cut off the
power circuit to prevent any leakage or fire from occurring.

Check that the ground fault interrupter works properly at least once a month.

Be sure to establish a ground for the machine. Without a proper ground, the ground fault
interrupter may be disabled, causing a risk of electric shock.

If you have any problems with the ground fault interrupter, contact our Customer Support
Center.

The following describes how to check the ground fault interrupter.

Reference
* Forinformation on how to check if the ground fault interrupter is working, refer to "Safety Notes” (P.19).

1 Press the push-button power switch to switch the power off.

= =

2 Make sure that the touch screen is blank and the <Energy Saver> button does not light up.

3 Open the front cover.




Ground Fault Interrupter

4 Press the main power switch to the [(] position to switch the main power off.

5 Press the <TEST> button lightly with a sharp edge such as a pen tip. The depressed <RESET>
button will stick out again.
If the <RESET> button sticks out, the ground fault interrupter is properly working. If the
<RESET> button remains in the depressed position, the ground fault interrupter has a
problem.

<RESET> button <TUST> button

71

ﬂ MIIAIDAQ JONpold



! MBIIAIDAQ JONpolid

Product Overview

Power Saver Mode

The machine is equipped with the Power Saver mode that saves electricity by reducing
power consumption.

The Power Saver feature has two modes: Low Power mode and Sleep mode.

B Low Power Mode

In this mode, the power to the control panel is lowered to save power.

B Sleep Mode

In this mode, the power supply to devices such as hard disk drive is suspended and the
power is lowered more than in the Low Power mode.

Entering the Power Saver Mode

When the machine enters the Power Saver mode, the touch screen is lit off and the <Power
Saver> button on the control panel is lit on.

The machine enters the Power Saver mode by the following instances:
* Pressing the <Power Saver> button

* The machine is not operated, data is not received, or a job is not processed until the
machine enters the Power Saver mode.

Reference

* For how to change the interval for entering the Power Saver mode, refer to "Before Using the Machine" > "Power Saver Mode" >
"Changing the Interval for Entering Power Saver Mode" in the Administrator Guide.

Note
* When the machine displays an error such as paper jams and, it does not enter the Power Saver mode.

* When the machine enters the Power Saver mode while a user is authenticated, the machine exits the
authentication mode.

* During operation of the Warmer mode, the machine does not enter the Sleep mode.
* When the <Power Saver> button is pressed, the machine enters the Power Saver mode after 5 seconds.

* When you press the <Power Saver> button soon after the touch screen is lit off and when the machine does
not enter the Power Saver mode completely, it may take time to exit the mode. Wait a few seconds until the
machine is ready to exit the Power Saver mode and push the <Power Saver> button again.

* The machine will not enter the Power Saver mode when [Skip Blank Pages] is enabled. For information on
[Skip Blank Pages], refer to "Tools" > "Fax Service Settings” > "Fax Control" > "Skip Blank Pages” in the
Administrator Guide.

Exiting the Power Saver Mode

72

The machine exits the Power Saver mode by the following instances:
* Pressing the <Power Saver> button on the control panel

* Receiving jobs such as print and fax

* Selecting [Apply] in CentreWare Internet Services

¢ Setting a document in the document feeder



Power Saver Mode

* Opening the document cover

Note
* When the machine enters the Sleep mode, it takes longer time to exit the Power Saver mode than when the
machine enters the Low Power mode.

When the following devices are connected to the machine and a user performs the
following operation, the Low Power mode can be deactivated without pressing the <Power
Saver> button.

* Touch the IC Card Reader (optional) with a card.
Note

® The Sleep mode cannot be deactivated by the operations. When the above devices are connected to the
machine, you can make the machine exit the Power Saver mode without pressing the <Power Saver> button
by setting longer time to elapse until the machine enters the Sleep mode.

* When the machine enters the Sleep mode during connecting the IC Card Reader (optional), it may take
longer time to exit the Power Saver mode.

Making devices necessary to activate the machine exit the Power Saver mode

The machine is equipped with the feature to save electricity by supplying power only to the
devices necessary to activate the machine when the machine exits the Power Saver mode.

When the <Power Saver> button is pressed, the touch screen is lit on, but the document
feeder and the output devices do not exit the Power Saver mode. Afterwards, by selecting a
service on the touch screen, the machine supplies power only to the devices necessary to
activate the service.

Note
* When the machine receives jobs such as print and print fax, the touch screen does not lit on and only the
output devices exit the Power Saver mode and start to print.

* When the machine receives jobs such as stored print (Secure print, Delayed print, Charge print, and Private
charge print), direct fax, and fax using folder receive, and when you access a folder of the machine using
CentreWare Internet Services, the touch screen does not lit on and only the hard disk exits the Power Saver
mode.

The machine cannot load papers and replace consumables appropriately when the
machine is in the Power Saver mode. Press the <Power Saver> button and then <Machine
Status> button to load papers and replace consumables.
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The following describes the names and functions of components on the control panel.
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No.

Component

Function

<Services Home>
button

Press this button to display the Services Home screen.

Note
* You can change the services displayed on the Services Home

screen. For more information, refer to "Before Using the
Machine" > "Customizing the Control Panel” > "Customizing
the Button Layout” in the Administrator Guide.

Touch screen

Displays messages required for operation, and buttons for
various features. You can directly touch the touch screen to
instruct operations and set features.

<Log In/Out> button

Lights up when a user is authenticated in the System
Administration mode, the Authentication mode, or the
Accounting mode.

Displays the User ID entry screen for entering the System
Administration mode, the Authentication mode, or the
Accounting mode.

Press this button to exit these modes.

<Job Status> button

Press this button to check or cancel the current job, to check
or print stored jobs, or to check completed jobs.

<Machine Status>
button

Press this button to check the machine status and meters,
to check the status of the consumables, and to print
reports.

<Power Saver> button

When the machine is not used for a while, it enters the
Power Saver mode to reduce power consumption. When the
Power Saver mode is active, the <Power Saver> button
lights up.

Press this button to enter or exit the Power Saver mode.




Control Panel

No.

Component

Function

<Interrupt> button

Press this button to suspend a copy or print job in progress
to have the machine process another job. During the
Interrupt mode, the <Interrupt> button lights up. Pressing
the <Interrupt> button again exits the Interrupt mode and
resumes the suspended job.

Reference
* For notes and restrictions on the Interrupt mode, refer to "Appendix” >
"Notes and Restrictions” > "Notes and Restrictions on the Interrupt Mode"
in the Administrator Guide.

<Clear All> button

Returns the settings you made to the default values. The
machine returns to the same state as when it is powered
on.

<Stop> button

Press this button to stop the current copy job or
communications.

10

<Start> button

Press this button to start scanning a document.

1

<Main Power>
indicator

Lights up when the main power is switched on.

Note

* If the main power is not switched on, the machine will not be
powered on even when the power is switched on.

12

<Error> indicator

Blinks if a system error occurs.

This indicator lights up when a problem other than a
system error occurs with the machine, including paper jams
and running out of paper or toner.

Reference
® If the <Error> indicator blinks, contact our Customer Support Center.

* If the <Error> indicator lights up, refer to "Problem Solving” >
"Machine Trouble" in the Administrator Guide.

13

<Data> indicator

Blinks when the machine is sending or receiving data to or
from a client.

This indicator lights up when data is stored in the
machine’s memory, when received faxes are waiting to be
printed, or when faxes are stored in a folder.

Reference

* You can check stored scan files in a Folder List. For information on the
Folder List, refer to "Machine Status" > "Machine Information” > "Print
Reports” > "Folder List" in the Administrator Guide.

* You can check stored fax files in a Stored File List. For
information on the Stored File List, refer to "Machine Status" >
"Machine Information” > "Print Reports” > "Job Status/Activity
Report” > "Stored File List" in the Administrator Guide.

* You can change the blink pattern of the <Data> indicator. For
more information, refer to "Tools" > "Common Service
Settings” > "Other Settings” > "Data Indicator” in the
Administrator Guide.

14

<Speed Dial> button

Press this button to specify a recipient with an address
number when sending a fax or e-mail.

15

<C (Clear)> button

Press this button to cancel a numerical value you have
entered with the numeric keypad.

16

<Dial Pause> button

Press this button to insert a pause into a destination
number.

17

Numeric keypad

Use the numeric buttons on the keypad to enter the
number of copies, passcodes, and other numerical values.
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No.

Component

Function

18

<Custom Button 1>
(Copy)

"Copy" is assigned to this button by default.
Press this button to display the [Copy] screen.

Reference
* Forinformation on how to assign a service to the button, refer to "Before
Using the Machine” > "Customizing the Control Panel" > "Assigning
Services to Custom Buttons” in the Administrator Guide.

19

<Custom Button 2>
(Fax)

"Fax” is assigned to this button by default.
Press this button to display the [Fax] screen.

Note
*® The Fax Kit (optional) must be installed to use this button for

Fax service.

Reference
* Forinformation on how to assign a service to the button, refer to "Before
Using the Machine” > "Customizing the Control Panel” > "Assigning
Services to Custom Buttons” in the Administrator Guide.

20

<Custom Button 3>
(Review)

"Review" is assigned to this button by default.

On the [Review] screen, you can check a list of the status of
Copy, Fax, and Scan services whose settings have been
changed from the defaults. You can also check the details
of fax and e-mail recipients.

Reference
* Forinformation on how to assign a service to the button, refer to "Before
Using the Machine” > "Customizing the Control Panel” > "Assigning
Services to Custom Buttons” in the Administrator Guide.

21

USB memory slot

Insert a USB 2.0 memory device directly here.

Important
* A memory card reader cable or a USB memory device cable

cannot be directly connected to the machine. Use the USB
Hub (optional) to connect a memory card reader or a USB
memory device cable.

Note
* This feature is not available for some models. An optional

component is required. For more information, contact our
Customer Support Center.
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No.

Component

Function

22

One touch panels
(Only available for
machines with the Fax
service)

Contains the one touch buttons.

Turn over the panels to display buttons 1 - 54.

There are two ways in which address numbers and stored

programs are assigned to the one touch buttons. Select

either of the following:

* [Type 1]
The buttons 1 to 52 are used for address numbers and
they correspond to the registered address numbers 0001
to 0052, while the buttons 53 and 54 are used for stored
programs and they correspond to the registered stored
programs 1 and 2.

* [Type 2]
The buttons 1 to 45 are used for address numbers and
they correspond to the registered address numbers 0001
to 0045, while the buttons 46 to 54 are used for stored
programs and they correspond to the registered stored
programs 1 to 9.

Note
* By default, [Type 1] is selected.
* This feature is not available for some models. An optional
component is required. For more information, contact our
Customer Support Center.

Reference
* Forinformation on how to change the settings registered to the one touch
buttons, refer to "Tools" > "Common Service Settings” > "Screen/Button
Settings" in the Administrator Guide.

23

One touch buttons
(Only available for
machines with the Fax
service)

Allows you to specify a recipient by simply pressing one
button. You can use the buttons for the Fax, Internet Fax,
Scan (E-mail), and Scan to PC jobs.
Turn over the panels to display buttons 1 - 70, MO1, and
MO2.
There are two ways in which address numbers and stored
programs are assigned to the one touch buttons. Select
either of the following:
* [Type 1]
The buttons 1 to 52 are used for address numbers and
they correspond to the registered address numbers 0001
to 0052, while the buttons 53 and 54 are used for stored
programs and they correspond to the registered stored
programs 1 and 2.
* [Type 2]
The buttons 1 to 45 are used for address numbers and
they correspond to the registered address numbers 0001
to 0045, while the buttons 46 to 54 are used for stored
programs and they correspond to the registered stored
programs 1 to 9.

Note
* By default, [Type 1] is selected.
* This feature is not available for some models. An optional
component is required. For more information, contact our
Customer Support Center.

Reference
* Forinformation on how to change the settings registered to the one touch
buttons, refer to "Tools" > "Common Service Settings" > "Screen/Button
Settings” in the Administrator Guide.
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No. Component Function
24 | IC Card Reader Used to authenticate a user using a smart card.
(optional) When you touch the smart card to the IC Card Reader, the

machine reads the user information registered on the smart
card and authenticates the user.

Note

* An optional component is required to use this feature. For
more information, contact our Customer Support Center.

* When the machine is in the Power Saver mode, touching the
smart card to the IC Card Reader deactivates the Power Saver
mode. However, this operation does not deactivate the Sleep
mode. For more information, refer to "Exiting the Power Saver
Mode" (P.72).

25 | Paper clip tray Used for placing paper clips and staples.

Screens and Buttons Displayed

You can register or change the services and buttons displayed on the touch screen. You can
customize the following screens:

Note
* The following screens and buttons may have been changed by the system administrator. Use the machine
according to the changes that have been made.

Setting the Initial Screen

You can set the screen displayed after switching the power on or exiting the Power Saver
mode.

Setting the Screen Displayed after Auto Clear

You can select [Last Selection Screen] or [Services Home] for the screen to be displayed
after Auto Clear.

Assigning Services to the Custom Buttons
You can assign services to the custom buttons on the control panel: Custom 1 to Custom 3.

By assigning frequently-used services to the custom buttons, you can switch to the services
without returning to the Services Home screen.

Note
* By default, "Copy” is assigned to the <Custom Button 1>, "Fax" is assigned to the <Custom Button 2>, and
"Review" is assigned to the <Custom Button 3>.

Customizing the Services Home screen

You can customize the layout of services and buttons on the Services Home screen that is
displayed when you press the <Services Home> button on the control panel.

Reference

* Forinformation on how to customize the Services Home screen, refer to "Before Using the Machine" > "Customizing the Control
Panel” > "Customizing the Button Layout” in the Administrator Guide.
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About the Services Home screen

This section describes the fields and buttons on the Services Home screen, which is
displayed by pressing the <Services Home> button.

Reference
* Forinformation on how to drag or flick, refer to "Touch Screen” (P.84).

Message field Login information field

Additional feature buttons

Service buttons ]
Simple Copy

Store to Folder Send from Folder

NS B MIIAIDAQ 1ONpoid

Next page g Lol User
To begin, select a Service.
Network Scanning il Store to USB
< =a B
-
Media Print it Pri Job Flow Sheets
-Text

* When operations such as flick and double-tap are set to be disabled, the following home screen appears. In
this case, you can switch pages by pressing the [A11V]1button.

For information on how to disable flick or double-tap, refer to "Tools" > "Common Service Settings" > "Screen/
Button Settings” in the Administrator Guide.

Message field Login information field

Language

Screen
Brightness

F Additional feature buttons

Service buttons

Calibration

Activity Report
Fax Recelving
Mode

Stored
Programming

Store to Folder Send from Folder

Print Mode

Next page Local User
pag To begin, select a Service. a
Language
Screen
Network Scannlng Store & Send Link Store to USB Brightness
27 Calibration
Med nt
Job Flow Sheets
Text otos
Activity Report
Fax Recelving
Mode
Print Mode

* WSD stands for Web Services on Devices.
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Message Field

Displays a message.

Login Information Field

Select this field in the upper right corner of the touch screen to display the User ID entry
screen for entering the System Administration mode, the Authentication mode, or the
Accounting mode.

When a user is authenticated, the login information is displayed in this field.

Note

* You can also press the <Log In/Out> button on the control panel to enter the Authentication mode.

* To exit the Authentication mode, press the <Log In/Out> button on the control panel. You can also select the
login information field in the upper right corner of the touch screen and select [Logout]from the pop-up
menu to exit the Authentication mode.

Reference
* For information on the Authentication or Accounting mode, refer to "Authentication and Accounting Features" in the
Administrator Guide.

Service Buttons

Allows you to set the features for each service.

H Copy

You can set the features for the Copy service.

Reference
* For more information, refer to "Copy" (P.89).

B Fax/Internet Fax

You can set the features for the Fax service.

Reference
* For more information, refer to "Fax" (P.193).

H E-mail

You can scan documents and send the scanned data as an e-mail attachment.

Reference
® For more information, refer to "E-mail" (P.332).

B Simple Copy

You can set the features for the Copy service. Selecting [Simple Copy] allows you to easily
specify the basic copy features on a single screen.

Reference
* For more information, refer to "Simple Copy” (P.103).

B Simple Fax

You can set the features for the Fax service. Selecting [Simple Fax] allows you to easily
specify the basic fax features on a single screen.

Note
* This service does not appear on the screen when the Server Fax service is enabled.

Reference
* For more information, refer to "Simple Fax" (P.226).
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B Scan to PC
You can scan documents and send the scanned data to a network computer via the FTP or
SMB protocol.

Reference
* For more information, refer to "Scan to PC" (P.371).

B Store to Folder
You can scan documents and save the scanned data in a folder of the machine.

Reference
® For more information, refer to "Store to Folder" (P.387).

B Send from Folder
You can operate files stored in a folder of the machine.

Reference
* For more information, refer to "Send from Folder" (P.427).

B Stored Programming
You can operate stored programs.
Stored Programming is a service that allows you to store settings that you expect to use
frequently and call them with a single button operation.

Reference
* For more information, refer to "Stored Programming” (P.457).

B Network Scanning
You can scan documents after specifying a file (job template) which saves scanning
conditions, information on the forwarding destination server, and so on.

Reference
* For more information, refer to "Network Scanning” (P.368).

B Store & Send Link

After you scan documents, the machine temporarily saves the scanned data and sends you
e-mail attached with two URLs: one is for the location to retrieve the scanned data, and the
other is for the location to delete the data.

Reference
* For more information, refer to "Store & Send Link" (P.398).

Note

*® This service appears on the screen when the Authentication feature is enabled.

Reference
* Forinformation on how to display [Store & Send Link] on the Services Home screen, refer to "Before Using the Machine” >
"Customizing the Control Panel” in the Administrator Guide.
B Store to USB
You can scan documents and save the scanned data to a USB memory device.

Reference
* For more information, refer to "Store to USB" (P.389).

Note
*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.
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M Job Flow Sheets
You can scan documents using a job flow sheet.
Job Flow Sheets is a service that allows you to set a flow of transfer settings for scanning
data to enable efficient routine transfer.

Reference
* For more information, refer to “Job Flow Sheets" (P.449).

B Media Print - Text

You can print document files (PDF, TIFF, XML Paper Specification (XPS), XDW (XBD), and
JPG (JFIF)) after retrieving the files from a CompactFlash card or a USB memory device.
You can also print the scan data stored with the Store to USB service.

Reference
* For more information, refer to Media Print - Text(P.476).

Note
*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

B Media Print - Photos
You can print image data (DCF1.0) taken with a digital camera. You can retrieve the data

only from a CompactFlash card.

Reference
* For more information, refer to "Media Print Photos" (P.482).

Note
*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

M Store to WSD

You can scan documents set on the machine and save the scanned data by operating from
a computer on the network. Also, you can save the scanned data to a computer on the
network.

Reference
® For more information, refer to "Store to WSD" (P.401).

Note
* WSD stands for Web Services on Devices.

Additional Feature Buttons

Allows you to set the additional features that are not related to jobs.

B Language
You can select the language to be displayed on the touch screen.

The setting here will be reset when the power is switched off and on.

Important
* When you select [English], only ASCII characters can be used.

* When you set [Language] to [English] on the Services Home screen and an address book entry or contents of
[Details] of Job Flow Sheets is entered in double-byte characters, the characters may not be displayed
properly. When you use CentreWare Internet Services to import a CSV file* that includes double-byte
characters other than a selected language, the characters in the file may be garbled or the import may fail.
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* :CSV (Comma Separated Values) is a file format that is often used for saving data by~ spreadsheets and
database programs.

Note
* Under [Default Language] in the System Administration mode, you can select the standard language
displayed on the touch screen when the power is switched on. For more information on how to set [Default
Language], refer to "Tools" > "Common Service Settings” > "Screen/Button Settings” > "Default Language” in
the Administrator Guide.
B Screen Brightness

You can adjust the screen brightness of the touch screen.

B Lock Out Printer/Release Printer
You can set the machine to temporarily enable printing during the printer lockout period or
to temporarily disable printing while [Release Printer] is displayed.

Reference

* You can assign this button when [Printer Lockout] is set to [On] under [Tools] > [Common Service Settings] > [Machine Clock/
Timers] and the [Allow User to Lock Out] check box is selected. For information on how to assign the feature to the button, refer to
"Tools" > "Common Service Settings" > "Screen/Button Settings” in the Administrator Guide.

N Setup
You can create or update folders, job flows, and the Address Book.

Reference
* For more information, refer to "Tools" > "Setup” in the Administrator Guide.

H Calibration

The machine can automatically calibrate colors when the reproducibility of density or color
in copies and prints deteriorates.

Reference
* For more information, refer to "Maintenance” > "Executing Calibration" in the Administrator Guide.

B Activity Report
You can print an Activity Report to check if a transmission is successfully completed.

Reference
* Forinformation on the contents listed in the Activity Report, refer to "Appendix” > "Activity Report” in the Administrator Guide.

B Fax Receiving Mode
You can specify a mode for receiving faxes.

Reference
* For more information, refer to "Machine Status” > "Machine Information” > "Fax Receiving Mode" in the Administrator Guide.

H Print Mode

You can register a print mode and change its settings.

Reference
* For more information, refer to "Machine Status" > "Machine Information” > "Print Mode" in the Administrator Guide.

83

ﬂ MIIAIDAQ JONpold



! MBIIAIDAQ JONpolid

Product Overview

Touch Screen

On the touch screen of the machine, you can switch pages and scroll a list by the following
operations.

Note
* The touch screen of the control panel used in the machine is pressure-sensitive. Adjust the power to touch the
screen.

* You can switch whether to enable flick and double-tap or not. For more information, refer to "Tools" >
"Common Service Settings” > "Screen/Button Settings” in the Administrator Guide.

Drag
Slide your finger to the position desired with your finger touched the touch screen.
Drag the touch screen from side to side to switch pages.

Drag the touch screen up and down to scroll a list.

Note
* During drag, scrolling stops when you move your finger away from the touch screen.

g Local User
To begin, select a Service.

Fax/ Internet Fax E-mail

Simple Copy Simple Fax Scan to PC

Stor h ed
Famming

Local User
Job Status 8

Active Jobs Completed
I Jobs
Group Parent Jobs

File/ Job Type Remote Terminal Status Result
00007 -Store to Folder Folder 001 Completed 1
00006-Store to Folder Folder 001 Completed "
- -Copy A4:100% Completed ”n
- -Copy A4:100% Completed Error ”n

- -Copy A4:100% Completed ”n
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Flick
Slide your finger quickly to the position desired and release it.
Flick the touch screen from side to side or up and down to switch pages.
Flick the touch screen up and down to scroll a list.

Drag or flick up and down to switch pages on the feature selection screen and box selection
screen.

Note
* During flick, scrolling continues for a while even after you move your finger away from the touch screen.

8 Local User

To begin, select a Service.

Local User
Job Status a

Active Jobs Completed Secure Print
] Jobs | Jobs&More |

Group Parent Jobs
File/ Job Type Remote Terminal Status Result
00007 -Store to Folder Folder 001 Completed 1” ‘
00006 -Store to Folder Folder 001 Completed 1 %‘
- -Copy A4:100% Completed ”n
- -Copy A4:100% Completed Error ”n
- -Copy A4:100% Completed ”n
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Tap

Touch the touch screen and move your finger away from the screen quickly. To tap the
same position of the screen twice is called double-tap.
Double-tap a previewed image to enlarge the image.

Tap the touch screen to switch the thumbnail bar to be displayed or not.

Note

* The operation of pinch in or pinch out (moving two fingers inward or outward) to zoom in or out screens is not
supported.

<7 Close

26062013165138

‘3’ Rotate View J

26/6/13 16:51

Change
= File Name...

% Change
s Print Settings...

8 Guest

B .& Rotate View J < Close
26062013165138
26/6/13 16:51

Delete
Change
= File Name...
.~ Change
2 Print Settings...

86



Entering Text

Entering Text

During operations, a screen for entering text sometimes appears. The following describes

how to enter text.

#%|Folder Name [x Cancel ][0 Save ]

EnDoonoonnos

[ Delete Text |
K ‘

Shift Iz X cHt] v b n m i " e

(
L ) S G S ) G S G G S
[ More Characters V Space ‘[i}” » |

You can enter the following characters: numerals, alphabets, and symbols.

Item

Description

Entering alphabets and
numerals

To enter uppercase letters, select [Shift]. To return to
the lowercase letters, select [Shift] again.

Entering symbols

Select [More Characters].

Note
* Depending on the keyboard, you can select a symbol

from the pull-up options displayed on the bottom left of
the screen.

Entering a space

Select [Space].

Deleting characters

Select [Backspace] to delete one character at a time.
Select [Delete Text] to delete all characters.
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Installing the Tray Attachment on the Finisher-B1

Setting the tray attachment on the finisher tray may help you deliver and stack A4ld and
B5LJ sheets without staples more neatly on the finisher tray of Finisher-B1.

T Remove the tray attachment from the rear of the finisher tray.

2 Install the tray attachment onto the middle of the finisher tray as shown in the diagram.
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Copying Procedure

This section describes the basic copy procedures.

The following shows the reference section for each procedure.
"Step 1 Loading Documents” (P.90)

"Step 2 Selecting Features” (P.93)

"Step 3 Entering a Quantity” (P.95)

"Step 4 Starting the Copy Job" (P.96)

"Step 5 Confirming the Copy Job in Job Status” (P.97)

Step 1 Loading Documents

90

The following two methods are available to load documents:

B Document Feeder
* Single sheet

* Multiple sheets

B Document Glass
* Single sheet

* Bound documents, such as books

Note
* The maximum number of pages that the machine can scan is 999 pages per job. If the number of pages

scanned by the machine exceeds the maximum, follow the instructions of the message displayed on the
screen to print the already-scanned data or cancel the job.
In the case the following features are selected, the machine will not print the already scanned data.

* "Covers (Attaching Covers to Copies)” (P.156)
* "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162)

* "Watermark (Printing Control Numbers on the Background of Copies)” (P.169)
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Document Feeder
The document feeder supports single and multiple sheet documents with sizes from 125 x

85 mm (Standard size: A5, AS) to 297 x 432 mm (Standard size: A3, 11 x 17°).
The document feeder automatically detects standard size documents. For non-standard
size documents, enter the size on the [Original Size] screen.

Note
* The document feeder is optional for some models. For more information, contact our Customer Support
Center.

Reference
* Forinformation on document sizes that can be detected automatically and how to enter a non-standard document size, refer to

"Original Size (Specifying the Scan Size for the Document)” (P.139).

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the
System Administration mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service
Settings” > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

The document feeder accepts the following number of sheets.

Document Type (Weight) Number of Sheets
Lightweight paper (38 - 49 gsm) 110 sheets
Plain paper (50 - 80 gsm) 110 sheets
Heavyweight paper (81 - 128 gsm) 75 sheets

Important
* To avoid paper jams, use the document glass for folded or wrinkled documents, cut-and-pasted documents,

curled paper, or back carbon paper.
* When Duplex Automatic Document Feeder B1-C s installed, the lightweight paper of 38 - 49 gsmcannot be

scanned 2 sided.

Reference
* Forinformation on how to copy mixed sized documents, refer to "Mixed Size Originals (Scanning Different Size Documents

Simultaneously)” (P.141).

T Remove any paper clips and staples before loading a document.

Load the document face up (when the document is 2-sided, load the front side up) in the

center of the document feeder.

ﬂ o
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3 Adjust the document guides to match the size of the document loaded.

Document Glass
The document glass supports a single sheet, a book, or other similar documents with sizes

from 15 x 15 mm to 297 x 432 mm (Standard size: A3, 11 x 17").

Important
* Always close the document cover after using the document glass.

The document glass automatically detects standard size documents. For non-standard size
documents, enter the size on the [Original Size] screen.

Note
* Forinformation on document sizes that can be detected automatically and how to enter a non-standard
document size, refer to "Original Size (Specifying the Scan Size for the Document)” (P.139).

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the
System Administration mode. For information on the paper size settings, refer to "Tools" > "Common Service

Settings” > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

/\CAUTION
Do not apply excessive force to hold thick document on the document glass. It

may break the glass and cause injuries.
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1 Open the document cover.

Important
* Make sure that the touch screen is active, and then load a document. Otherwise, the machine may not

properly detect the document size.

2 Load the document face down, and align it against the top left corner of the document

ﬂ o

glass.

3 Close the document cover.

Note
* When astandard size document is loaded on the document glass, the size of the document is displayed in the

message field.

Step 2 Selecting Features

The following two services are available to copy documents.

B Simple Copy
Allows you to only select basic features to copy documents.

® Copy
Allows you to make detailed settings to copy documents.
The following describes how to select features on the [Copy] screen.

Note
* The features displayed on the screen depend on the configuration of your machine.
* When the Authentication or Accounting feature is enabled, a user ID and passcode may be required. Ask your

system administrator for the user ID and passcode.
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1 Press the <Services Home> button.

@ DO NOT remove
the USB device while
itis being accessed.

=

2 Select [Copyl].

Fax/ Internet Fax

Simple Copy Simple Fax

= =
Fﬂ (N ¥
U™ 0 °5
Store to Folder Send from Folder Stored
Programming

1/2

3 If the previous settings still remain, press the <Clear All> button.

LogIn/Out  JobStatus Machine Status  Power Saver

=
o

O]
©

@

GHl J

®

pars

3
2

Start

—_— %==
Data Eror [ o ©
—

®

emo (OHO)
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®
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®:

9
o
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4 Select each tab, and configure features as necessary.

Copy Image Quality | ot | output Format | Job Assembly
Reduce / Enlarge Paper Suppl: Output Color : 5
T00ll 9 = BELoUPRY, ‘ P ‘ [E? 25ided Copying |
\ dl=1=) {g Auto Select w ‘®Aulo Detect | 11 ided
= i |
=/A4 ) @
{B 1002 w | piain | @) color ] copyourpur |
[ | - | Auto
| o I 2 ‘ 43 Block & White
[@g| -
' 70% a3ons, | [ 3284 | Dual Color [ Pages perSide |
| 71 Ba-Bs || - Plain | | W Red/Black | off
[ 141% A4on3, | ‘D 5=1A3 | [ g singlecotor | L)
‘ B5-B4 ‘ ‘ Plain ‘ ‘ " Red ‘ Darken Lighten
| | I I ‘
=) - I >
More... | More... [ More...
L E J l Al | (G B

The following shows the reference section for each tab.

Reference

"Copy" (P.109)

"Image Quality” (P.125)
"Layout Adjustment” (P.134)
"Output Format” (P.151)
"Job Assembly” (P.181)

Step 3 Entering a Quantity

You can enter up to 999 sets.

1 Enter the number of copies using the numeric keypad.

— Login/Out  Job status Machine Status  Povier Saver
© ©
pars W owwz Ié‘ Si“”
Dial Pause. Speed Dial °
006
_—J
sz::%
Do B Enor [ Man @

The number of copies entered appears on the upper right of the touch screen.

2 If you have entered an incorrect value, press the <C (Clear)> button and then enter the
correct value.

© @
(O
oo ©

©0O .. 0,
Paks W oww é é
Dial Pause. Speed Dial c
eXcRe)

=Dm S Eror [ Mon @
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Step 4 Starting the Copy Job

1 Press the <Start> button.

: LogIn/Out  JobStatus Machine Status ~ Power S
C) ©
@ @ @ Clear All
P® @ @ Interrupt @ Stop
@ © ® @
000 (o
@ @ Start

__#——d q:m%@

Important

¢ If the document has been loaded in the document feeder, do not hold down the document while it is being
conveyed.

* If a problem occurs, an error message appears on the touch screen. Follow the instructions of the message to
solve the problem.

* You can set the next job during copying.

BIf you have more documents

If you have more documents to copy, select [Next Original] on the touch screen while the
current document is being scanned. This allows you to scan the documents as a single set of
data.

2 Select [Next Original] while scanning is in progress.

[T copy File 12345 [@ Close ]

Quantity: 20/300

Pages  40/50 b S

Originals: 10 3

Black & White \ﬁ [N Orlglnal |

=1 A4D |

100%, 200% = —

Collated — D St ‘

Note

* When using the document feeder, load the next document after the machine has finished scanning the first

document.

* When [Next Original] is displayed on the screen shown on the right and no operation is performed for a
certain period of time, the machine automatically assumes that there are no more documents.

* You can change the number of copies by selecting [Change Quantity] that is displayed after selecting
[Delete].

96



Copying Procedure

3 Load the next document.

4 Press the <Start> button.

If you have more documents, repeat steps 3 and 4.

5 When all documents have been scanned, select [Last Original].

[T copy File 12345

[xciose ]

Quantity:  20/300
Pages: 40/50
Originals: 10

(a4 )

Black & White
=1 A4D
100%, 200%
Collated

=| Change

]

| = quantity.. J

[ x Delete

[+ Lastoriginal |

E Next Original

j \3 Start \

Step 5 Confirming the Copy Job in Job Status

If copies are not output after you start the copy job, the job may be in pending status. Use

the following procedure to confirm the job status.

71 Press the <Job Status> button.

 — Log In/ Out Job Status Machine Status  Power Saver
© @ ©
. .
o o Clear All
®6e6 .0
PaRS Wiz ':e 2 Si“"’
0 ®
Dt @ Jon ®
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2 Confirm the job status.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
=51 All Jobs . i
L£x | Alllobs rminal Status Progress
Wi ]
(=) printer &Print from Folder Jobs 7 LN 55/66] -
=]
4 scon, Fax, & Internet Fax Jobs
[ 3 Job Flow &File Transfer Jobs
02222-Copy 11x22mm:3% User Action 55/66
1
02222-Copy 11x22mm:3% Copying 55166 | g

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* The list can be scrolled by drag or flick operation. For information on how to drag or flick, refer to "Touch
Screen” (P.84).

Ado>

w
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Operations during Copying

This section describes available operations during copying.

"Stopping the Copy Job" (P.99)
"Changing the Number of Copies” (P.101)
“Interrupting the Copy Job" (P.102)

Stopping the Copy Job

To cancel a copy job in progress, use the following procedure.

T Press either the <Stop> button on the control panel or [Delete] on the touch screen.

——— login/out JobSs Machine Status  Powr Saver
® ©
oer
©o06
606 .0
O ® _©
il pause SpecdDia
5 e
_ﬁ
Data > Eror [0 Man @
[T copy File 12345 [@ Close
Quantity: 20/300
Pages  40/50 b S
Originals: 10 :;é
BI:Ckiz\.Nh"e — ﬁ \Nextorlglnal l
= )
100%, 200% — 7‘
Collated — D Start |
2 Select [Delete].
[T copy File 12345 [@ Close
Quantity: 20/300 ——
Pages  40/50 | $§ o
originals: 10
(A4 0)
Black & White
=1 4D
100%, 200% —_—
Collated 1> ‘
EFET

99
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BIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

Job Status Machine Status  Power Saver

®

©0 ©
@ @ Oe®

®:

Clear All

3
5

©

Interrupt Stop

Start

s -§- tror 0 Man ©

e

H

® 0
®6

°
8

i
]
2

0}

—_—

2 Select the job to cancel.

Ado>

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
[ B All Jobs 2l

| —

w

File/ Job Type Remote Terminal Status Progress
]

02222-Copy 11x22mm:3% Copying 55/66| A

02223 - Print 11x22mm:3% Print Wait 66

Note

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).
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3 Select [Delete].

[ 1] copy

File 12345 [@ Close

Quantity:

20/300
Pages: 40/50
Originals: 10

(A4 )

Black & White
=1 A4D
100%, 200%
Collated

[ x Delete

Last Original

( [N original |

(
\ E Start |

it

4  Select [Delete].

[ 1] copy

File 12345 [@ Close

Quantity:

20/300
Pages: 40/50
Originals: 10

(A4 )

Black & White
=1 A4D
100%, 200%
Collated

| x Delete |

j g Start |

[ =) change |
[ @‘ Quantity.. J




Operations during Copying

Changing the Number of Copies

To change the number of copy sets during scanning or copying, use the following
procedure.

1 Press either the <Stop> button on the control panel or [Delete] on the touch screen.

e Login/out Jobssatus Machine Status  Power Saver
© ©
e ow
©e6o
©06 .0 .
O ® __©
Dial Pause: Speed Dial °
0 ®
_ﬁ
Toe > o [ Jan @
0N
[]
<
m Copy File 12345 [@ Close
Quantity: 20/300 —— 3
Pages  40/50 2. St |
Originals: 10 :—i %
sl:ckizvhne \ﬁ \W\
- o
100%, 200% — ri
Collated — D Start |
2 Select [Change Quantity].
m Copy File 12345 [@ Close
Quantity: 20/300 ——
Pages  40/50 | $§ o |
Originals: 10
(a4 ) —
Black & Whit '
ot Mo W,
100%, 200% H e
Collated 1> J
EFET

3 Specify the number of copy sets with the numeric keypad.

The new quantity must include the number of copies that have already been printed. You
cannot enter a number less than the number of copies that have already been printed.

4 Press the <Start> button.
Note

¢ If you enter the same value as the number of copies that have already been printed, the machine will not
execute a copy job even when you press the <Start> button.
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Interrupting the Copy Job

You can temporarily stop the copy job to have the machine process another job.

Important
*® Press the <Interrupt> button only after all the documents have been scanned. The machine does not accept
another job while it is scanning the documents, or when [Next Original] has been selected.

Important
* Even when the <Interrupt> button is pressed, the machine may not accept another copy job if 10 sets or less
are being copied using the document glass.

T Press the <Interrupt> button.

The <Interrupt> button lights up to indicate that the machine is in the Interrupt mode.

— Login/Out  Job Status Machine Status  Power Saver

C] ©
mcom

GHI KL MNO GE":'A“
: : : Inte t St
razs W woz é é
Dial Pause Speed Dial c
O ®

— (m——T

Doe @ Eror @ Nan ©

Load a document and set features if necessary.
Specify the number of copy sets with the numeric keypad.

Press the <Start> button.

tu &N W N

After you have finished making the interrupt copy, press the <Interrupt> button.

The <Interrupt> button goes out to indicate that the Interrupt mode is exited.

Note
* If you used the document glass to copy the document, remove the document from the document glass.

6 Press the <Start> button.

The suspended copy job is resumed.
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Simple Copy

You can select [Copy] or [Simple Copy] on the Services Home screen to set the features for
the Copy service.

This section describes the features you can select on the [Simple Copy] screen. [Simple
Copy] allows you to use only basic features to easily copy documents. The following shows
the reference section for each feature.

"Paper Supply (Selecting the Paper for Copying)” (P.103)
"Reduce/Enlarge (Making Enlarged/Reduced Copies)” (P.105)

"2 Sided Copying (Making 2 Sided Copies)” (P.106)
"Auto/Color/Black & White (Selecting the Color for Copying)” (P.106)
"Lighten/Darken (Adjusting the Copy Density)" (P.107)

"2 Pages per Side (Copying Two Pages onto One Sheet)” (P.107)

"1 Staple” (P.108)

T Select [Simple Copy] on the Services Home screen.

Copy Fax/ Internet Fax

2 Select afeature on the [Simple Copy] screen.

% Simple Copy
@ Paper Supply » ﬂ> 1-1 Sided @ Auto
Auto Select
EP[7 1-2Sided @) Color
E Reduce/
Enlarge P | A9F 2-25ided &3 Black & White

100%

Darken Lighten

[ ol - |

{ 1 Staple ]

5 2 Pages per
d> Sideg 7

Paper Supply (Selecting the Paper for Copying)

This feature allows you to select the paper tray for copying.
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1 Select [Paper Supply].

% Simple Copy

@ Paper Supply © = 1-1Sided Auto 1
>
Auto Select

EP[7 1-2Sided @) Color

E Reduce/
Enlarge Y | ST 2525ided 43 Black & White

1100%

Darken Lighten

[ ol - |

{ 1 Staple ]

5 2 Pages per
d> Sideg 7

2 Select a paper tray to be used.

% Simple Copy

[ oE—— — 31=/A4 \
|_dpapersupply | ||| Auto Select LI
Auto Select
— D 1(=IB5 D 4= A4

B Reduce/ Plain Plain

Enlarge »
100%
Darken Lighten

*’ gi::ges per { 1 Staple

[~ ol - |

B Auto Select
Automatically determines the tray holding the appropriate paper, based on the document

size and the specified copy ratio.

Note
* This cannot be selected together with [Auto %] under [Reduce/Enlarge].

ETrays 1to 4
Allows you to directly select the desired tray.

Note
* Trays 3 and 4 are optional for some models.

* When the Envelope Tray (optional) is inserted into the slot for Tray 1, you can load envelopes in the tray. For
more information, refer to "Paper Supply (Selecting the Paper for Copying)” (P.113).

ETray 5
Allows you to select the size of paper loaded in the bypass tray.
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Checking the Remaining Amount of Paper in a Tray

The icons displayed in a tray allows you to check the remaining amount of paper loaded in

the tray.
% Simple Copy
4 r } 0Se 3EA4 |
| PaperSupply | ||} AutoSelect Ll
1|=/B5 4|= A4
B Reduce/ [ D Plain D gl

Enlarge »
100%

Darken Lighten

> 2 Pages per
i

{ 1 Staple
(

|=/|=/|Z]. Indicates that the remaining amount of paper is 25 to 100 %.
8 . Indicates that the remaining amount of paper is 25% or less.
I\ . Indicates that the tray has run out of paper, or no paper is loaded in the tray.

Reduce/Enlarge (Making Enlarged/Reduced Copies)

This feature allows you to select a copy ratio to enlarge or reduce the size of copies.

T Select [Reduce/Enlarge].

% Simple Copy

@ Paper Supply © = 1-1Sided Auto 1
>
Auto Select

EP[7 1-2Sided @) Color

E Reduce/
Enlarge Y | ST 2525ided 43 Black & White

1100%

Darken Lighten

[ ol - |

{ 1 Staple ]

2 Pages per
d> Side

2 Select a copy ratio.

% Simple Copy
{@ P ) ¢
Paper Supply ‘ A3-B4
» |l B 100% B 86%
|Auto Select ‘ BER
B4-A3
A Auto% S 115% e

i A3->A4 A4>B4
H70%  pils U122% G Tpe

B4-A4 A4-A3 T
E Sl B5-A5 E kS B5-B4
\

H100%
Copies at the same image size as the original document.

B Auto %

Automatically determines the copy ratio based on the document size and the paper size
specified in [Paper Supply], and copies the document to fit into the paper.

Note
* This cannot be selected together with [Auto Select] under [Paper Supply].
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H Ratios
Allows you to select from preset copy ratios.

2 Sided Copying (Making 2 Sided Copies)
This feature allows you to copy 1-sided and 2-sided documents on one side or both sides of
paper.

71 Select any option.

% Simple Copy
[ |
{ @ Paper Supply » ‘ ﬂ> 1-1 Sided @ Auto

|Auto Select )
— |[Ep[7 1-25ided @) Color

WT
Enlarge Y | ST 2525ided 43 Black & White

100% |

Darken Lighten

7 { ¢2.Pugesper }{1St 1
‘ < > | ‘ Side H. aple

B 1 - 1Sided
Makes a copy of a 1-sided document on one side of the paper.

B 1 - 2 Sided
Makes a copy of a 1-sided document on both sides of the paper.

B2 - 2 Sided
Makes a copy of a 2-sided document on both sides of the paper.

Auto/Color/Black & White (Selecting the Color for Copying)

This feature allows you to select a color mode.

1 Select [Auto], [Color] or [Black & White].

% Simple Copy
[ |
{ @ Paper Supply » ‘ ﬂ> 1-1 Sided @ Auto

|Auto Select )
— |[Ep[7 1-25ided @) Color

WT
Enlarge Y | ST 2525ided 43 Black & White

100% |

Darken Lighten

I U e
‘ < > | ‘ Side H. aple

H Auto

The machine automatically determines the colors of the original document and makes
copies in full color if the original document is colored, and in single color (black) if the

document is black-and-white.

Note

* If a color document is in one of the following conditions, the machine may copy the document in black and
white.
* The colored area is too small.

* The colors are too light.
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In that case, change a level from the five levels which is used for the machine to recognize color. For more
information, refer to "Tools" > "Common Service Settings” > "Image Quality Adjustment” > "Image Quality”
> "Output Color Recognition” in the Administrator Guide.

H Color

Copies in full color.

B Black & White
Copies in black and white regardless of the colors in the original document.

Note
* If the use of certain colors is not allowed, the available colors will be restricted. For more information, refer to

“Tools" > "Accounting” > "Create/View User Accounts” > "Service Access” in the Administrator Guide.

Lighten/Darken (Adjusting the Copy Density)

This feature allows you to select a copy-density level from seven levels.

1 Use[«]and[»]to set adensity level.

% Simple Copy

[ |
{ @ Paper Supply » ﬂ> 1-1 Sided @ Auto

|Auto Select )
— A RO T @) Color
E Reduce / T
Enlarge Y | ST 2525ided 43 Black & White
|100% |
Darken Lighten

7 { ¢2.Pugesper }L 1 Stapl
‘4 b‘ Side H ape

2 Pages per Side (Copying Two Pages onto One Sheet)

This feature allows you to copy two pages of a document together onto one side of a single
sheet of paper.

When you select [2 Pages per Side], [Auto %] is automatically selected in [Reduce/Enlarge].
The machine automatically sets the copy ratio and makes copies of the images so that they

fit on the selected paper.

Note
* When you deselect [Auto %] in [Reduce/Enlarge] (when you select another copy ratio), image loss may occur

depending on the image size of the document.

* Select a tray other than [Auto Select] in [Paper Supply]. When you select [Auto Select], the tray containing A4
paper is selected. If no tray contains A4 paper, the machine selects a tray based on the [Auto Paper Off]
setting. For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings" > "Copy Control" >
"Auto Paper Off" in the Administrator Guide.

Reference
* Forinformation on how to copy four or eight pages of a document together onto one side of a single sheet of paper, refer to "Pages
per Side (Copying Multiple Pages onto One Sheet)" (P.124).
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1 Select [2 Pages per Side].

% Simple Copy

[
aper Supply 9= 151 Sided i
| 4 Paper Suppl |
|Auto Select J
— — |[E¢[7 152Sided @ Color
WT
noosl:"lmge ’ | EPIT 22 5ided S5 Black & White
Darken Lighten
i > s
f i J A |

1 Staple

This feature allows you to select whether to staple copied outputs at the top left corner.

The number of sheets that can be stapled is 2 to 50 (when 80 gsm paper is used). Available
paper types are: Bond, Plain, Recycled, Plain Reload (60 to 105 gsm), Heavyweight (106 to
169 gsm), Heavyweight Reload, Extra Heavyweight (170 to 216 gsm), Extra Heavyweight
Reload, Extra Heavyweight Plus (217 to 220 gsm), Gloss (106 to 169 gsm), Gloss Reload,
Heavyweight Gloss (170 to 216 gsm), Heavyweight Gloss Reload, Extra Heavyweight Gloss
(217 to 220 gsm), Extra Heavyweight Gloss Reload, and Custom Paper 1 to 5.

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

71 Select [1 Staple].

% Simple Copy

[ |
{ @ Paper Supply » ‘ ﬂ> 1-1 Sided @ Auto

\Auto Select J
—[Ee[7 1025ided @ Color
WT

1oos§nlmge ’ | LRI 2-2ided 43 Black & White
L

Darken Lighten

7 { ¢2.Pugesper }{1St 1
‘ < > | ‘ Side H. aple
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Copy

You can select [Copy] or [Simple Copy] on the Services Home screen to set the features for
the Copy service.

This section describes the features you can select on the [Copy] screen.
"Reduce/Enlarge (Making Enlarged/Reduced Copies)” (P.109)

"Paper Supply (Selecting the Paper for Copying)” (P.113)

"Output Color (Selecting the Color for Copying)” (P.118)

"2 Sided Copying (Making 2 Sided Copies)” (P.123)

"Copy Output (Specifying Finishing Options)” (P.124)

"Pages per Side (Copying Multiple Pages onto One Sheet)" (P.124)
“Lighten/Darken (Adjusting the Copy Density)" (P.124)

Reference
* You can customize the layout of the features displayed on the [Copy] screen. For more information, refer to "Tools" > "Copy Service
Settings” > "Copy Tab - Features Allocation” in the Administrator Guide.

71 Select [Copy] on the Services Home screen.

Copy Fax/ Internet Fax

Reduce / En[large‘ 1 Paper Supply Output Color = 2 sided Copying
9
100%] - + || Jauoselest | | (P AutoDetect 1-1 Sided
1= A4 3
B Plain @) color Copy Output
= Auto
2=A4 L
B nutoss [] fian . O
[@a) "
70% A3-A4, 3[=A4 Dual Color Pages per Side
B4—B5 Plain Red / Black off
160% A3, 53 & Single Color -
B5-B4 Plain " Red Darker Lighten
2 < mmiv -
A more.. More... (P More..

Reduce/Enlarge (Making Enlarged/Reduced Copies)

This feature allows you to select a copy ratio to enlarge or reduce the size of copies.
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1 Specify a copy ratio. You can use the numeric keypad to specify a value, or [+] and [-] to
specify reduction/enlargement ratios directly.

Copy Image Quality | ot | output Format | Job Assembly
Reduce/Enlarge ‘ PaperSupply Output Color [T 25ued opying |
‘ OOA “aAuloDelecl | 1o1sided
L J
! «$
1Ip4 =
’ 5 r00% ‘ Plain | @) color | [£] copy output
| 1 = | Auto
f 2574 )
| Auto % Ex: | &3 Block aowhite | | J
‘ = | | [B8] Pagespersice |
70% A3 A4, 3=/A4 Dual Color B8] Pagesp
B4->B5 | Ploin || RedsBlack | off
[ 141% A4on3, | ‘D 5=A3 | [ g singlecotor | L)
| 1 B5-Ba || ptain || Red | Darken Lighten
[ | | Il — ]
=
More... | More... () More...
s I @
0,
H100%

Copies at the same image size as the original document.

B Auto %

Automatically determines the copy ratio based on the document size and the paper size
specified in [Paper Supply], and copies the document to fit into the paper.

Note

* This cannot be selected together with [Auto Select] under [Paper Supply].

B Ratios (3rd and 4th buttons)

Displays preset copy ratios.

Reference

* You can change the copy ratio associated with each button. For information on the settings, refer to “Tools" > "Copy Service
Settings” > "Preset Buttons” > "Reduce/Enlarge - Button 3 - 4" in the Administrator Guide.

H More

Displays the [Reduce/Enlarge] screen on which you can set [Proportional %], [Independent

X-Y %], and [Calculator %].

Reference

* Forinformation on the settings on the [Reduce/Enlarge] screen, refer to "Reduce/Enlarge (Making Enlarged/Reduced Copies)

(P.109).

When [Proportional %] is Selected

You can select a ratio from the standard copy ratios, or can enter a ratio directly.

71 Select a copy ratio, or specify a value.

lBSﬁAS

E Reduce / Enlarge [x Cancel ][0 Save
Variable % Preset %
— )
250400% [ | 86% A3->B4,
B Proportional % o 100% T ‘
Independem ‘m ‘ | 115% BaoA3, ‘
N & | B5A4 |
B cttetor [ 50% A3-A5, 122% A4-BA4, ‘
J | B4B6 | AS=B5 |
SlightReduction | 70% A3-A4, [ 141% A4z, ‘
(ImprovesFit) | B4~B5 | BS=B4 |
[ 81% Baas, | 200% AS->A3, ‘
| B6-B4 J
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B Variable %

Specify a ratio in the range from 25 to 400 % in 1 % increments. To specify a value, use the
numeric keypad or [+] and [-]. Specifying "100 % " allows you to make copies at the same
image size as the original document.

When you make enlarged/reduced copies from standard sized documents on standard
sized paper, the following copy ratios will be applied.

Copy A6 B6 A5 B5 A4 B4 A3
/
Original

A6 100% 122% 141 % 173% 200 % 2645%" 282%"
B6 81% 100 % 115% 141 % 163% 200%"° 230%"
A5 70% 86 % 100 % 122% 141 % 173%" 200%"
BS 57% 70% 81% 100 % 115% 141%" 163%"
A4 50% 61% 70% 86 % 100 % 122% 141%
B4 40% 50% 57% 70% 81% 100 % 115%
A3 35% 43% 50% 61% 70% 86 % 100 %

* :Load a document in landscape orientation (€_J) to match the paper orientation loaded in the tray.

Reference

* How to load a document depends on the size and orientation of a document. For more information, refer to "Step 1 Loading
Documents” (P.90).

* Forinformation on paper that can be loaded, refer to "Paper and Other Media" > "Paper Types" in the
Administrator Guide.

M Preset %
Select a copy ratio from the following options.
¢ 100%
Copies at the same image size as the original document.
& Auto %

Automatically determines the copy ratio based on the document size and the paper size
specified in [Paper Supply], and copies the document to fit into the paper.

Note
* This cannot be selected together with [Auto Select] under [Paper Supply].

@ Preset ratios

Select from the preset ratios.

Reference

* You can change the copy ratio associated with each button. For information on the settings, refer to "Tools" > "Copy Service
Settings” > "Reduce/Enlarge Presets” in the Administrator Guide.

B Slight Reduction (Improves Fit)

Select this check box to slightly reduce the specified copy ratio to copy the complete image
onto the paper.

Important
* If you select [Slight Reduction (Improves Fit)] and you do not want to erase the edges of the document, set
the amount of edge erase to 0 mm. Note that if the amount is set to 0 mm, the edges of the copied
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document may get dirty. You can set [Edge Erase] on the [Layout Adjustment] screen. For more information,
refer to "Edge Erase (Erasing Edges and Margin Shadows of the Document)” (P.142).

When [Independent X - Y%] is Selected

112

You can specify reduction/enlargement ratios for the width and length individually.

1 Select any option.

E Reduce / Enlarge [x Cancel ” < Save }
Variable % ; T e
(P — 250400% [ | fus
[ Proportional % ‘W‘ + rgndéllwh_uogg;
X - : 100%
s

Independent Auto X-Y%

X-Y% Width - X%

25 & 400%
Fit Image to

(et 900 | fuecws oo
S
=

Width: 50%
Length: 100%
L J
Width: 70%
| Length: 100%

B Variable %

& Width - X%, Length -Y%

Allows you to specify reduction/enlargement ratios for the width and length in the range
from 25 to 400 % in 1% increments. Use [+] and [-] or the numeric keypad to specify a
ratio.

HLlock X-Y%

Allows you to make the same ratio adjustment for the width and length at the same time.

H Preset %

4 100%
Copies at the same image size as the original document.

®AutoX-Y%

Automatically determines the reduction/enlargement ratios for the width and length so
that the document image fits in the paper.

@ Fit Image to Paper Size X- Y%

Automatically determines the reduction/enlargement ratios for the width and length so
that the document image fits in the paper, and then slightly reduces the ratios so that the
complete image is copied onto the paper.

¢ Width: XX% Length: XX %

Allows you to specify the preset reduction/enlargement ratios.
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When [Calculator %] is Selected
You can specify values for the length and width individually.

If you specify both the original document size and the desired copy size, the copy ratios for
the length and width are calculated automatically in the range from 25 to 400 % according

to the values that you entered.

Note
¢ Selecting [Calculator %] allows you to set copy ratios. The values entered in [Original Size] and [Copy Size] are

used to calculate ratios, and do not reflect a scan size for the document or the paper size. Be sure to specify a
scan size for the document. Also, select a paper tray if necessary.

Reference
* Forinformation on how to specify a scan size for the document, refer to ""Original Size (Specifying the Scan Size for the
Document)" (P.139). For information on how to select a paper tray, refer to "Paper Supply (Selecting the Paper for Copying)"

(P.113).

1 Enter the width of the original document in [Original Size] of [Width - X% ] using the
numeric keypad.

E Reduce / Enlarge [x Cancel ” < Save
Width -X% Length - Y%
25 © 400% 25 © 400%
[ Proportional % ‘ ‘ I
. ) PR
Independent Original Size Original Size
X-¥% - 3 ) .
-_—- [ -
‘B caleulator % — —J
Copy Size Copy Size
L Jm [

2 Enter the width of the output copy in [Copy Size] of [Width - X % ] using the numeric keypad.

3 Inthesame way, enter the length for [Original Size] and [Copy Size] of [Length - Y %].

B Width - X% / Length- Y%
Displays the ratios that are automatically calculated using the values set in [Original Size]

and [Copy Size].

M Original Size
Allows you to enter the width and length of the original document, in the range from 1 to

999 mm in 1T mm increments.

H Copy Size
Allows you to enter the width and length of output copies, in the range from 1 to 999 mm

in T mm increments.

Paper Supply (Selecting the Paper for Copying)

This feature allows you to select the tray that holds the paper you want to use.
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1 Select a paper tray.

Copy Image Quality | ot | output Format | Job Assembly
ReducelEr}large‘ 1 Paper Supply Pt [T 25ued opying |
100%] - [+ | R -
) Auto Select (P Auto Detect 11 Sided
[eox] - [+ It | |
1Ip4 \ =
’ 5 r00% ‘ Plain | @) color | [£] copy output
| 1 = | Auto
. 2574 )
| Auto % Ex: | &3 Block aowhite | | J
g :
[ m 70% A35A4, | 3=A4 | Dual Color | B9 pagesperside |
| @1 Baobs || - plain || RedsBlack | off
141% A4SA3, | ‘D 5=A3 | [ g singlecotor | L)
| 1 B5-Ba || ptain || Red | Darken Lighten
[ | [ | [ Il ]
=) < | >
More... | More... () More... 1M
E I @ -

M Auto Select
Automatically determines the tray holding the appropriate paper, based on the document

size and the specified copy ratio.

Note
® This cannot be selected together with [Auto %] under [Reduce/Enlarge].

B Trays (2nd to 5th buttons)
Allows you to directly select the desired tray.

Reference
* You can change the paper tray associated with each button on the [Copy] screen. For information on the settings, refer to "Tools" >

"Copy Service Settings" > "Preset Buttons" > "Paper Supply - Button 2 - 5" in the Administrator Guide.

H More
Displays the [Paper Supply] screen.

Reference
* Refer to "Paper Supply (Selecting the Paper for Copying)” (P.113).

Checking the Remaining Amount of Paper in a Tray

Checking the Remaining Amount of Paper in a Tray

Copy Image Quality | ot | output Format | Job Assembly
ReducelEr}large‘ 1 Paper Supply Pt [T 25ued opying |
100%] - [+ | R -
) Auto Select (P Auto Detect 11 Sided
f1oox| -+ [ It | |
1Ip4 \ =
’ 5 r00% ‘ Plain | @) color | [£] copy output
| 1 = | Auto
. 2574 )
| Auto % | et | &3 Block aowhite | | J
g :
[ m 70% A35m4, | [ 3=A4 | Dual Color | B9 pagesperside |
B4->B5 || - plain || RedsBlack | off
[ 141% A4on3, | ‘D 5=A3 | [ g singlecotor | L)
| 1 B5-Ba || ptain || Red | Darken Lighten
[ | [ | [ Il ]
=) < | >
More... | More... () More... 1M
E I @ -

Indicates that the remaining amount of paper is 25 to 100 % .
Indicates that the remaining amount of paper is 25% or less.
Indicates that the tray has run out of paper, or no paper is loaded in the tray.

=E=EE .
=
E ¥

[Paper Supply] Screen

This screen allows you to select a paper tray from all trays available on the machine.
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1 Select a paper tray.

Note
* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

Paper Supply [x Cancel ][0 Save

Tray  %Full Size Type Color Size Detection
1= 100% A4 [JPlain White Auto Detect
2= 100% A4 [JPlain White Auto Detect
3= 100% A4 [JPlain White Auto Detect
4= 100% A4 (| Plain White Auto Detect
5=  Bypass A3 [Ploin

Auto Select
N Tray

Allows you to select a paper tray. When [Bypass] is selected, the [Tray 5] screen is displayed
where you can specify a paper type other than plain paper, and non-standard size paper.

Reference
* For more information, refer to "Paper Supply (Selecting the Paper for Copying)" (P.113).

When the Envelope Tray (optional) is inserted into the slot for Tray 1, you can load
envelopes in the tray. To use the Envelope Tray, prior settings are required in the System
Administration mode.

Reference

* Forinformation on the settings to use the Envelope Tray, refer to "Tools" > "“Common Service Settings" > "Other Settings" > "Tray 1
Configuration” and "Common Service Settings” > "Paper Tray Settings” > "Paper Tray Attributes" in the Administrator Guide.

* For information on envelope sizes that can be loaded in the Envelope Tray, refer to "Tools"” > "Common
Service Settings" > "Other Settings" > "Paper Size Settings” in the Administrator Guide.

Important
® The Envelope Tray can only be used in place of Tray 1. The standard Tray 1 cannot be used when the
Envelope Tray is used.

Note
* Trays 2, 3, and 4 are optional.

B % Full

Displays the remaining amounts of paper loaded in trays.

B Size

Displays paper sizes.
H Type

Displays paper types.
H Color

Displays paper colors.

Reference

* Forinformation on how to set [Paper Color], refer to "Tools" > "Common Service Settings” > "Paper Tray Settings” > "Paper Tray
Attributes” in the Administrator Guide.
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B Size Detection
Displays how the machine detects a paper size.

Reference
* Forinformation on how to set [Size Detection], refer to "Tools" > "Common Service Settings" > "Other Settings" > "Paper Size

Settings" in the Administrator Guide.

[Tray 5] Screen
Set the paper loaded in Tray 5.
The [Tray 5] screen appears when you load paper in Tray 5.

Reference
* Forinformation on paper that can be loaded in Tray 5, refer to "Paper and Other Media” > "Paper Types" in the Administrator

Guide.

B Paper Type & Paper Weight
Select a paper type and paper weight.

B Adjust Paper Curl

Reference
* Forinformation on [Adjust Paper Curl], refer to “Paper and Other Media" > "Changing Paper Settings” in the Administrator Guide.

B Alignment Adjustment

Reference
* Forinformation on [Alignment Adjustment], refer to "Paper and Other Media" > "Changing Paper Settings” in the Administrator

Guide.

B Adjust Fold Position
Reference
* Forinformation on [Adjust Fold Position], refer to "Paper and Other Media" > "Changing Paper Settings” in the Administrator

Guide.

T Select a paper size and a paper type.

Note
* Select [ A]to return to the previous screen or [ ¥ ] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

flick, refer to "Touch Screen” (P.84).

[R Cancel ][0 Save

Tray 5
Paper Size Paper Type
D o ey A3D Plain (60-79 gsm)
Ol @ MO Bond (90-105 gsm)
{ A4D Recycled (60-79 gsm)
AS D Plain Reload (60-79 gsm)
A6 D Punched (60-105 gsm)
B4D V| | Letterhead (60-105 gsm) v

M Paper Size
Select [Standard Size] or [Custom Size].
Reference

* When you select [Standard Size] or [Custom Size], refer to "Paper Supply (Selecting the Paper for Copying)" (P.113)"When
[Standard Size] is Selected" (P.117)or "When [Custom Size] is Selected" (P.117).
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M Paper Type
Select a paper type.

When [Standard Size] is Selected

Select [Standard Size], and from the lists displayed, select a paper size and then a paper

type.

T Select a paper size and a paper type.

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

[R Cancel ][0 Save

Tray 5
Paper Size Paper Type
D Standard Size A3 Plain (60-79 gsm)
Ol @ MO Bond (90-105 gsm)
A4D Recycled (60-79 gsm)
AS D Plain Reload (60-79 gsm)
A6 D Punched (60-105 gsm)
B4D V| | Letterhead (60-105 gsm) \

When [Custom Size] is Selected
Enter the width and length of the original document on the fields displayed after selecting

[Custom Size].
Specify the X (width) in the range from 98 to 483 mm, and the Y (length) in the range from

89 to 320 mm in 1 mm increments.

Important
* When copying on both sides of non-standard size paper, specify the size in the range from 140 to 432 mm for

the X (width) direction and from 128 to 297 mm for the Y (length) direction.

1 Enter a paper size using [+] and [-] or the numeric keypad.

ﬂ o

Tray 5

[R Cancel

][0 -

Paper Size

( )
[ ] standard size

|| custom Size

890297mm  Paper Type

| 200]
gch|

98¢>483mm "

[ —
Gl
e E

Ploin (60-79 gsm)

Bond (90-105 gsm)

Recycled (60-79 gsm)

Plain Reload (60-79 gsm)

Punched (60-105 gsm)

Letterhead (60-105 gsm)

2 Select a paper type.

Note

* Select [ A]to return to the previous a or [ W] to move to the next screen.
* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).
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Output Color (Selecting the Color for Copying)

This feature allows you to select copy colors.

Note

* If the use of certain colors is not allowed, the available colors will be restricted. For more information, refer to
"Tools" > "Accounting” > "Create/View User Accounts” > "Service Access” in the Administrator Guide.

1 Select a color mode.

Copy Image Quality | ot | output Format | Job Assembly
Reduce/Er;large‘ : Paper Supply ‘Output Color : (B 25ided copying |
100%] - [+ | R , ;
4 uto Select L Auto Detect 1-1 Sided
oo - [+ ] I I |
1= A4 \ 7
’ 5 r00% ‘ | piain | | @@ cobor | [£] copy output
f I = | Auto
. 2= A4 :
| Auto % Ex: | &3 Block aowhite | |
[@g| -
' 70% a3ons, | [ 3284 | Dual Color | B pagesperside
| @) Ba>s || - Plain | | O Red/Black | off
[ 141% A4on3, | ‘D 5=A3 | [ & singlecotor |
| B5-B4 || Plain || Red | Darken Lighten
| | I I ‘
=) [ < [
‘ A more.. || [ more.. [l P More. | |m J

B Auto Detect
The machine automatically determines the colors of the original document and makes
copies in full color if the original document is colored, and in single color (black) if the

document is black-and-white.

Note
* If a color document is in one of the following conditions, the machine may copy the document in black and

white.
* The colored area is too small.

* The colors are too light.
In that case, change a level from the five levels which is used for the machine to recognize color. For more

information, refer to "Tools" > "Common Service Settings" > "Image Quality Adjustment” > "Image Quality”
> "Output Color Recognition” in the Administrator Guide.

Reference
* For more information, refer to "Tools" > "Common Service Settings” > "Image Quality Adjustment” > "Image Quality" > "Output

Color Recognition” in the Administrator Guide.

H Color
Copies in full color.

M Black & White
Copies in black and white regardless of the colors in the original document.

B Dual Color Red/Black
Copies color documents using two colors.

Reference
* You can change the two colors. For more information, refer to "Tools" > "Copy Service Settings" > "Copy Defaults" > "Dual Color

Target Area Color” and "Dual Color - Non-target Area Color” in the Administrator Guide.
H Single Color Red
Copies color documents using one color.

Reference
* You can change the red color to another one on the screen displayed after selecting [More] > [Single Color] > [Color]. For more

information, refer to "Tools" > "Copy Service Settings" > "Copy Defaults" > "Single Color" in the Administrator Guide.
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B More
Displays the [Output Color] screen.

Reference
* For more information, refer to "Output Color (Selecting the Color for Copying)" (P.118).

[Output Color] Screen
This screen allows you to make settings for full color, dual color, and single color.

1 Select [More].

B Copy Image Quality | ot | output Format | Job Assembly
Reduce/Enlarge ___ Papersupily output Color [P 2 tded copying |
100%| =  + Auto Select (P Auto Detect i
; [ 11 Sided
\ JU J ‘ ‘ } ® } ( J
1= A4 \ =
’ 5 r00% ‘ | piain | | @@ cobor | | [£] copy output
I 1 - | Auto
. 2574 )
| Auto % Ex: | &3 Block aowhite | | J N
g :

70% A35A4, || [ 3=A4 | | @ Dual color | B pagesperside | (*)
| @1 Baobs || - plain || RedsBlack | off E

161% A4A3, | ‘D 5543 |'& smgecolor |L

B5->B4 ||~ Plain || Red | Darken Lighten
| [§ I I k2 )

=) [ < [

‘ A more.. || [ more.. [l P More.. | |m J

2 Select the desired output color mode.

Qj Output Color [x Cancel ][<7 Save

[ @ Mo Detet
@ @

&> Black & White
24

O Dual Color

& Single Color
L J

H Auto Detect

Automatically determines the color of the original document and makes copies in full color
if the original document is colored, or in single color (black) if the document is black-and-

white.

H Color
Copies in full color using all the four colors of toner: yellow, magenta, cyan, and black.

B Black & White
Copies in black and white regardless of the colors in the original document.

B Dual Color
Separates the colors of your document into the source colors and the other colors, and then
copies the document using two colors. Selecting [Dual Color] allows you to set the following:

@ Source Color
Displays the [Source Color] screen on which you can select one or more colors from your
document to define them as source colors.

Reference
* Referto "Output Color (Selecting the Color for Copying)" (P.118).
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@ Target Area Color
Displays the [Target Area Color] screen on which you can select the target color to be used
in place of the selected source colors.

Reference
* Refer to "Output Color (Selecting the Color for Copying)" (P.118).

@ Non-target Area Color
Displays the [Non-target Area Color] screen on which you can select the color to be used in
place of the colors other than the selected source colors.

Reference
* Refer to "Output Color (Selecting the Color for Copying)” (P.118).

M Single Color
Copies in one specified color regardless of the color of the document.
Selecting this option displays [Color] on the screen. Select a color on the [Output Color -
Color] screen which is displayed after selecting [Color].

Reference
* Refer to "Output Color (Selecting the Color for Copying)" (P.118).

[Source Color] Screen

This screen allows you to select one or more colors from your document to define them as
source colors.

1 Select [Dual Color].

{49 Output Color [x Cancel ][<7 Save
Dual Color Dual Color allows you to separate the colors
‘ | (0. SourceColor | | ©f the original into two groups of colors for
@ Auto Detect //’Q copying.
}l—{ Other than Block The "Source Color” wil be extracted from
Q) Color L )| the original and replaced by the "Target Area

— S ool coe
[ aetared The rest of the colors will be reploced by the

v ) Black & white i “Non-target Area Color” you define.

| J
O Dual Color ,
| ©.# Non-target Area |
25 color
& Single Color Black

L J

2 Select [Source Color].

{49 Output Color [x Cancel ][0 Save
Dual Color Dual Color allows you to separate the colors
‘ | of the original int6 two groups of colors for
@ Auto Detect *) copying.
}l—{ (el imCles The "Source Color” will be extracted from
Q) Color L J| theoriginal and replaced by the "Target Area
— ..
}W‘ | ¢ Targetarea || et of the colors will b replaced by the
» Red "Non-target Area Color” you define.
§ J
@ Dl colr —
| ©.# Non-target Area |
25 color
& Single Color Black

L J
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3 Select [Other than Black] or [Color].

"+ Source Color [x Cancel ]

Olher than Red Cyan
) Black
e

[]
[]
D Blue
[]
[]

Yellow

Magenta

H Other than Black
The colors other than black will be the source colors.

H Color
Allows you to select one or more source colors from six preset options.

Ado>

w

[Target Area Color] Screen

This screen allows you to select the target color to be used in place of the source colors
specified in [Source Color]. You can select one color from seven preset and six custom

options.

Reference
* Forinformation on how to set custom colors, refer to "Tools" > "Copy Service Settings" > "Custom Colors" in the Administrator

Guide.

1 Select [Dual Color].

Qj Output Color [x Cancel ][<7 Save

Dual Color Dual Color allows you to separate the colors
‘ of the original int6 two groups of colors for
@ Auto Detect copying.
}—‘ Other than Block The "Source Color” will be extracted from
© Color L J theoriginal and replaced by the "Target Area
Color

o The rest of the colors willbe replaced by the

[
&3 Block & White “Non-target Area Color" you define.

| % Source Color

Red
L
O Dual Color —
| ©.# Non-target Area |
24 color
& Single Color Black

L J

2 Select [Target Area Color].

{49 Output Color [x Cancel ][<7 Save
Dual Color Dual Color allows you to separate the colors
‘ | [ Seurcaolor | | ©f the riginalnto two groups of colors for
@ Auto Detect /K copying.
Cthegthcrblack The "Source Color” wil be extracted from

@ © L theoriginal and replaced by the Target Area
— S ool coe
: | ¢ Targetarea || et of the colors will b replaced by the
Red

&3 Block & White “Non-target Area Color" you define.

| J
O Dual Color ,
| ©.# Non-target Area |
/K 7% color
& Single Color Black

L J
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3 Select any color.

¢ Target Area Color [x Cancel ][<7 Save

- Red Yellow | |
| | |
Green Magenta
B |
Blue Ccyon
@ @ | ‘
| @ Black ‘

=

[Non-target Area Color] Screen

This screen allows you to select the color to be used in place of the colors other than the
selected source colors. You can select one color from seven preset and six custom options.

Reference

* Forinformation on how to set custom colors, refer to "Tools" > "Copy Service Settings" > "Custom Colors" in the Administrator
Guide.

Ado>

w

1 Select [Dual Color].

@ Output Color [x Cancel ][0 Save

Dual Color Dual Color allows you to separate the colors
( NS sane o of the original into two groups of colors for
@ Auto Detect [ X copying.

}—{ (el imCles The "Source Color” will be extracted from
e

@ Color the original and replaced by the "Target Area
| Color.
. [ K zz[gf‘ Ared || e est of the colors will be replaced by the
9 i “Non-target Area Color" you define.
e
@ Dl colr —
[‘;» ~ Non-target Area ‘
25 Colo
&, Single Color Black
L J )

2 Select [Non-target Area Color].

@ Output Color [x Cancel ][0 Save

Dual Color Dual Color allows you to separate the colors

0 of the original into two groups of colors for
(QAMO Detect | [% Source Color copyi"g_g group

}—{ (el imCles The "Source Color” will be extracted from
e

@ Color the original and replaced by the "Target Area

e oo
}—{9 Block Bt ( o ||| The rest of the colors will be replaced by the
Red

"Non-target Area Color” you define.

)

5.7 Non-target Area |
[ 25 color ‘

O Dual Color

&, Single Color Black

L J )

3 Select any color.

% Non-target Area Color [x Cancel ][0 Save
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[Output Color - Color] Screen

This screen allows you to specify the color to be used for single-color copying regardless of
the colors in the original document.
You can select one color from six preset and six custom options for [Single Color].

Reference

* Forinformation on how to set custom colors, refer to "Tools" > "Copy Service Settings" > "Custom Colors” in the Administrator

Guide.

T Select [Single Color].

Qj Output Color

[x Cancel

][0 Save

Single Color

| [y color
A
Red

[ @ Mo Detet

@ @ |
Black & White

an

4
O Dual Color

£ Single Color

2 Select [Color].

ﬂ o

Qj Output Color

[x Cancel

][0 Save

Single Color

| [y color
A
Red

[ @ Mo Detet
@ @ |

& Black & White

4
O Dual Color

£ Single Color

3 Select any color.

//’Q Output Color - Color

[x Cancel

][0 Save

O Red Yellow I |
[ | } }
@ Green O Magenta
| 1 1 |
6 Blue @ Cyan
L | | I

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen.

Reference

"

* For more information, refer to "2 Sided Book Copying (Making 2 Sided Copies of Facing Pages)" (P.138).
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Copy Output (Specifying Finishing Options)
Reference
* This feature is the same as [Copy Output] on the [Output Format] screen. For more information, refer to "Copy Output (Specifying

Finishing Options)” (P.174).

Pages per Side (Copying Multiple Pages onto One Sheet)

This feature is the same as [Pages per Side] on the [Output Format] screen.

Reference
* For more information, refer to "Pages per Side (Copying Multiple Pages onto One Sheet)" (P.158).

Lighten/Darken (Adjusting the Copy Density)

This feature allows you to select a copy-density level from seven levels.

Note
* [Lighten/Darken] on the [Copy], [Image Quality] and [Simple Copy] screens is the same.

71 Use[«]and[»]to select from seven density levels.
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Copy Image Quality |, oo | outputFormat | Job Assembly
ReducelEr}large : Paper Supply ‘Output Color : (B 25ided copying |
‘ 100%| = | + ’ o Auto select ‘ (@ Auto Detect 11 Sided
L JU | ‘ | } |
1= A4 N 7
’ 1} 100% ‘ | piain | @) color | [ ] copy output
I T = | Auto
A Auto% 2 G2 Blocksowhite |
‘ i ain | —_—
70% A3>A4, | | [ | 3EIA4 Dual Color Pages per Side
B4-B5 || - Plain | | O Red/Black | lof
141% A4SA3, | ‘D 5=A3 | [ & singlecotor | \
B5-B4 || Plain || Red | Darken Lighten
I = il o '”Tﬂn
More... D More... P More.
A I | @ Il J




Image Quality

Image Quality

The section describes the features you can select on the [Image Quality] screen.

"Original Type (Selecting the Document Type)" (P.125)

"Image Options (Adjusting Copy Density/Sharpness/Saturation of Images)” (P.127))
"Image Enhancement (Erasing the Background Color of Documents/Adjusting Contrast)”
(P.128)

"Color Effects (Selecting an Image Quality)” (P.129)

"Color Balance (Adjusting Color Balance)” (P.130)

"Color Shift (Adjusting the Color Tone)" (P.132)

71 Select [Copy] on the Services Home screen.

ﬂ o

2 Select a feature on the [Image Quality] screen.

E@ Copy I Image Quality [ rayout Ioutput Formatl Job Assembly -
Original Type... a age Enhancement...
ssion

Photo & Text
‘ Printed Original

Color Effects...
off

) colorshift..

Normal

a
] cotorBatance...

Normal

Note
* If the color reproduction is unsatisfactory, perform calibration. For information on calibration, refer to

"Maintenance” > "Executing Calibration” in the Administrator Guide.

Original Type (Selecting the Document Type)

This feature allows you to select the type of documents, such as text and photos. By
selecting a document type, you can make copies at optimum image quality.
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1 Select [Original Type].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [

Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrat: Normal
L | | Saturation: Normal J 1 J
I ( (

Color Effects.. | ] cotorBatance... | @) colorshift.. |
off Normal Normal

2 Select any option.

Original Type [x Cancel ” < Save

Photo Type Auto selects the best original type based on

( v settings made in System Administration mode.
B auto Printed Originol
[
Photo & Text Photograph
|

Text
|
[
Photo

0 map
e

Photo & Text is the best setting for most
originals. It handles both common photos and
text originals.

|
| |
@ Photcopes Text performs best on Block text.
[E=N0rginal )| Photo s best for photographs, printed photos,

|
| and xerographic copies of pictures.

Map makes the best copies of maps and other
intricate drawings.

H Auto

Automatically sets the document type based on the setting made in the System
Administration mode and the setting made in [Output Color] on the [Copy] screen.

B Photo & Text

Select this option when the document contains both text and photos. The machine
automatically distinguishes the text and photo areas of the document and sets the
appropriate image quality for each area. To process photo areas, select the photo type
from [Printed Original], [Photograph], and [Photocopied Original].

@ Printed Original

Select this option when the document contains printed photos, such as a brochure.

@ Photograph

Select this option when the document contains pasted photos. This option prevents the
copy from being reproduced bluish.

@ Photocopied Original

Select this option when the document is a copy or print made with a color copying machine
such as this machine. This option prevents the copy from being reproduced faintly.

H Text

Select this option to copy text areas of the document sharply. This option is suitable for
graphs and illustrations.

4 Normal Text

Select this option for printed documents, or for documents written with ink.

@ Light Text
Select this option for text that requires enhancement, such as handwritten pencil text.
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@ See-Through Paper
Select this option to reduce blurs of tracing-paper documents or to suppress background

shadows of lightweight documents.

Reference
* [See-Through Paper] may not be displayed depending on the setting in the System Administration mode. For information on how
to display [See-Through Paper], refer to "Tools" > "Copy Service Settings" > "Copy Control" > "Original Type - See-Through Paper" in

the Administrator Guide.

H Photo
Select this option to make copies of photos. Select the photo type from the same options as

[Photo & Text]: [Printed Original], [Photograph], and [Photocopied Original].

® Map
Select this option to make copies of documents that have text placed on color backgrounds,
such as maps.

Image Options (Adjusting Copy Density/Sharpness/Saturation of

ﬂ o

Images)
This feature allows you to adjust the copy density, sharpness, and saturation levels.

Note
* [Lighten/Darken] under [Image Options] is the same as [Lighten/Darken] on the [Copy] screen.
¢ If [Lighten/Darken], [Sharpness], or [Saturation] is set concurrently with [Color Effects], the setting made in

[Color Effects] will be cleared.

1 Select [Image Options).

Image Quality [ rayout Ioutput Formatl Job Assembly -

\ Original Type... | \6 Image Options... | \i Image Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrast: Normal

L | | saturation: Normal )L J
| [ color Efects.. | ] cotorBatance... | @) colorshift... |

off Normal Normal

L J J J

2 Adjust options.

[x Cancel ][<7 Save

6 Image Options
Sharpness Saturation

Lighten @

Lighten / Darken
—  shapen ()

Darken ®

M Lighten/Darken
Allows you to select from seven copy density levels between [Lighten] and [Darken].

Selecting an upper cell on the bar makes the copy density lighter, and selecting a lower cell

makes darker.
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B Sharpness
Allows you to select from five sharpness levels between [Sharpen] and [Soften].

Selecting an upper cell on the bar makes the contours of images sharper, and selecting a

lower cell makes softer.

H Saturation
Allows you to select from five saturation levels between [Vivid] and [Pastel].

Selecting an upper cell on the bar makes colors brighter, and selecting a lower cell makes

less bright.

Image Enhancement (Erasing the Background Color of Documents/

Adjusting Contrast)

This feature allows you to suppress the background color of documents, such as newspaper
and colored paper. You can also adjust the contrast.

Note
* [Image Enhancement] is not available when [Original Type] is set to [Photo].

* If [Suppress Background] or [Contrast] is set concurrently with [Color Effects], the setting made in [Color

Effects] will be cleared.

1 Select [Image Enhancement].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [
Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original Sharpness: Normal Contrat: Normal
J

| | Saturation: Normal
(mm
Color Effects..

[ [
| ] cotorBatance... | @) colorshift..
off

Normal Normal

2 Set [Suppress Background] and [Contrast].

[x Cancel H < Save

i Image Enhancement

Suppress Background  Contrast Suppress
Background

9 ort § Auto controst does not work when
L

Photo is selected as
the Original Type.

Manual

I
o huto
Suppression Contrast Auto Contrast

automatically
chooses the best
Image Quality
settings for your job.

M Suppress Background

& Off
Scans document backgrounds with no filtering.
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@ Auto Suppression
When [Output Color] is set to [Black & White], the background of a document printed on

colored paper, such as newspaper, will be suppressed.
When [Output Color] is set to [Color], [Dual Color], or [Single Color], the color element on
white-color paper such as the blot, the print on the other side which is seen through and so

on will be suppressed.

Note
* When [Output Color] is set to [Color], you can change the level of background suppression. For more

information, refer to "Tools" > "Copy Service Settings” > "Copy Control" > "Background Suppression (Photo &

Text)" and "Background Suppression Level (Text)" in the Administrator Guide.

H Contrast

4 Auto Contrast
Automatically adjusts the brightness and hue of the original document to sharpen the

image.

Note
* [Auto Contrast] is not available when you use the document feeder.

¢ Manual Contrast
Allows you to select from the five levels between [More] and [Less].

Selecting an upper cell on the bar makes the difference between light and dark areas
greater; light areas become lighter and dark areas darker. In contrast, selecting a lower cell

on the bar makes the difference between light and dark areas smaller.

Color Effects (Selecting an Image Quality)

If you set this feature, the [Image Enhancement], [Image Options], [Color Shift], and [Color
Balance] settings are automatically adjusted and copies are made at the specified quality.

Important
* When the Color Effects feature is used, Auto Contrast is not available.

Note
* If other image-quality settings are made after you set [Color Effects], the setting made in [Color Effects] will

be cleared.

1 Select [Color Effects].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[ [ [

Original Type... | @ Image options... | ) mage Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression

Printed Original Sharpness: Normal Contrat: Normal

\ | | Saturation: Normal J

I ( (

Color Effects.. | ] cotorBatance... | @) colorshift..

Normal

off Normal
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2 Select any option.

Color Effects [x Cancel ][<7 Save
This feature offers preset color options which
\ ically set image quality related
off Warm ‘ features to create desirable color effects.
— i || Theimage quality related affected features
Lively Cool )
} } B o ihm Dot
o olor Balance, Lighten / Darken,
t Bright ! E grgsxsio" | pockground Suppression.and Contrast.

m Off
Copies with the [Image Enhancement], [Image Options], [Color Shift], and [Color Balance]
settings at their defaults.

M Lively
Reproduces fresher, livelier images with increased color saturation.

H Bright
Reproduces brighter images with enhanced contrast. This option is suitable for documents
that are intended to attract people’s attention, such as posters.

H Warm

Reproduces brighter, warmer, more reddish images. This option is suitable when skin tones
are to be reproduced more pinkish or when subdued images are to be reproduced more

warmly.

H Cool
Reproduces clearer blue colors. This option is suitable for water and sky images, and is also
suitable when smoky blue colors are to be reproduced more clearly.

B Shadow Suppression
Suppresses the colors on the reverse side of the original document from being reproduced
in the copy.

Color Balance (Adjusting Color Balance)

This feature allows you to adjust the color balance of the four CMYK toner colors (cyan,
magenta, yellow and black). You can select from seven levels for each density level:
Highlights, Midtones, and Shadows.

The Color Balance feature finely adjusts the density level for each toner color to fine-tune
the color balance, such as a reddish or bluish tint, while the Lighten/Darken feature adjusts
the overall density level of the four colors.

Note
* If [Color Balance] is set concurrently with [Color Effects], the setting made in [Color Effects] will be cleared.

130



Image Quality

1 Select [Color Balance].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

\ Original Type... | \6 Image Options... | \i Image Enhancement... |
Photo & Text Lighten / Darken: Normal Auto Suppression
Printed Original Sharpness: Normal Contrat: Normal

J

(

| | saturation: Normal

[ B cotor Effects...
off

(

| ] cotorBatance... | @) colorshift...

Normal Normal

J { J { )

2 Selectanyo

ption.

EI Color Balance

[x Cancel ][<7 Save

[T Basic color

\ 17 Advanced color J

This feature allows you to adjust the output color of your job.

When Basic Color is selected, you can adjust the density of the
basic colors.

When Advanced Color is selected, you can adjust the Highlights,
Midtones, and Shadows of the basic colors.

B Normal

ﬂ o

Always copies a document with the density balance set to "0" for the four toner colors:
yellow, magenta, cyan, and black.

H Basic Color

Allows you to adjust the density level for each toner color: yellow, magenta, cyan, black.

EI Color Balance

[x Cancel ][<7 Save ]

‘ {1 Normat

Yellow Magenta Cyan

| "f Bosiccolor

\ 17 Advanced coto

r

J

B Advanced Color
Allows you to adjust the density level for each toner color (yellow, magenta, cyan, black)

which is divided to [Highlights], [Midtones], and [Shadows].

[T Basic color

Advanced Color }T
¥ eatonce

EI Color Balance [x Cancel ][0 Save
Yellow Highlights Midtones Shadows
— Balance
{1 Normat Magenta
}—{ Balance

E Cyan
Balance
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M Highlights
Allows you to adjust the color strength of low-density areas.

Example: If low-density yellow is printed darker, adjust the color strength in the minus (-)
direction under [Yellow Balance] > [Highlights].

H Midtones
Allows you to adjust the color strength of medium-density areas.

Example: If medium-density yellow is printed lighter, adjust the color strength in the plus
(+) direction under [Yellow Balance] > [Midtones].

B Shadows
Allows you to adjust the color strength of high-density areas.

Example: If high-density yellow is printed lighter, adjust the color strength in the plus (+)
direction under [Yellow Balance] > [Shadows].

Color Shift (Adjusting the Color Tone)

This feature allows you to adjust the tone of the colors to be reproduced in copies, by a
maximum of two levels in two directions.

On the screen, the [Original Color] slider represents the color tone of the original document,
and the [Copy Color] slider represents the color tone of output copies. Selecting a button on
the screen moves the [Original Color] slider to adjust the tone of the colors.

When the [Original Color] slider is moved to the left, the Y (yellow) cell on the [Original
Color] slider becomes closer to the R (red) cell on the [Copy Color] slider, and thus a yellow
fruit appears more reddish and riper-looking. At the same time, the tone of all the other
colors changes. The red color appears more magentish, and the green color appears more
yellowish.

Conversely, when the [Original Color] slider is moved to the right, the Y (yellow) cell on the
[Original Color] slider becomes closer to the G (green) cell on the [Copy Color] slider, and
thus a yellow fruit appears more greenish. At the same time, the tone of all the other colors
changes. The magenta color appears more reddish, and the red color appears more
yellowish.

Note
* Ensure that [Output Color] is set to [Color] on the [Copy] screen. [Color Shift] is not available when [Output

Color] is set to [Black & White].
¢ If [Color Shift] is set concurrently with [Color Effects], the setting made in [Color Effects] will be cleared.

1 Select [Color Shift].

&5/ Copy I Image Quality [ Lot Ioutput Formatl Job Assembly -

[

Original Type... |
Photo & Text
Printed Original

1
Image Enhancement...

Auto Suppression
Contrast: Normal

| ) colorshift.. |

Normal

| [ color Efects..
off

132



Image Quality

2 Select a button to adjust the color tone.

][0 Save

[x Cancel

Magenta

() Color Shift

Original Color

Yellow

Red

cyon

Green

Normal

Blue

Minus
[ | | \D[ | | |

| | |
Copy Color NECHIIICI] I I T
Plus.

ﬂ o
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen.
"2 Sided Copying (Making 2 Sided Copies)” (P.134)

"Book Copying (Copying Facing Pages onto Separate Sheets)" (P.136)

"2 Sided Book Copying (Making 2 Sided Copies of Facing Pages)” (P.138)

"Original Size (Specifying the Scan Size for the Document)” (P.139)

"Mixed Size Originals (Scanning Different Size Documents Simultaneously)” (P.141)
"Edge Erase (Erasing Edges and Margin Shadows of the Document)” (P.142)
"Image Shift (Adjusting the Image Position)" (P.144)

“Invert Image (Making Reversed Copies of Images)” (P.147)

"Original Orientation (Specifying the Orientation of Loaded Documents)” (P.148)
“Image Rotation (Changing the Orientation of Images)” (P.148)

1 Select [Copy] on the Services Home screen.

2 Select a feature on the [Layout Adjustment] screen.

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
( 7 7 ) : | (| 2Sided )
2 A B
[T 25sided Copying... 48] Book Copying... RS
11 Sided off off
{ J { J { J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |
Auto Detect off Top /Bottom: 2mm / 2mm | 1/2
Left/Right: 2mm /2mm |~
[ J { J | Center: omm v
[ [ [ D—
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
{ J { J {
Copy I Image Quality ] Cayoul [Output Format I Job Assembly -

[
(=) 1mage Rotation...

On during Auto
Staple Position
(

2/2

Note
* Select [ A] to return to the previous screen or [ W] to move to the next screen.

¢ Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

2 Sided Copying (Making 2 Sided Copies)
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1 Select [2 Sided Copying].

&5/ Copy I Image Quality ] levens [Output Formatl Job Assembly -

2 Sided |

[ [ [
[T 25sided Copying... | [ (4] Book Copying.. I s
1-1 Sided off off
[ J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase..
Auto Detect off Top /Bottom: 2mm /2mm | 1/2

Left / Right: 2mm / 2mm (o
| | Center: Omm v

[ [ [

Image Shift... | Invert Image... | Original Orientation...
Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image

2 Select any option.

7% 2 Sided Copying (Beancd  [[Fsave |

Original Orientation

Upright Images }

;d>1a15ided | = Head to Head

[ —'IZS'ddH Head to T Bl Head to T Sid
E¢Uﬁ ide l(a ead to Toe H(a lead to Toe Hlum:;v:;ys |
‘ﬂd>|7‘2~>25ided
S0/ 21 Sided

lﬁ B J

Originals o Copies

[% Head to Head

ﬂ o

B 1 - 1Sided
Makes a copy of a 1-sided document on one side of paper.

B 1 - 2Sided
Makes a copy of a 1-sided document on both sides of paper.
Select this option when you copy 1-sided documents on both sides of paper.

B2 - 2 Sided
Makes a copy of a 2-sided document on both sides of paper.

B2 - 1 Sided
Makes a copy of a 2-sided document on one side of paper.

M Originals
This option is displayed when you select [2 = 2 Sided] or [2 = 1 Sided].

@ Head to Head

Select this option when the front and back sides of the document are in the same
orientation.

4 Head to Toe

Select this option when the front and back sides of the document are in opposite

orientations.

H Copies
This option is displayed when you select [1 — 2 Sided] or [2 — 2 Sided].

4 Head to Head
Select this option when you want the orientation of the front and back sides of the copy to

be the same as that of the document.
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4 Head to Toe
Select this option when you want the orientation of the front and back sides of the copy to
be the opposite of that of the document.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

4 Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

Book Copying (Copying Facing Pages onto Separate Sheets)

This feature allows you to copy facing pages of a document on separate sheets of paper in
page order.

This is useful when you need to make separate copies of facing pages of a bound
document such as a booklet.

Note
* You cannot use the document feeder with this feature.

* Anon-standard size document or undetectable-size document may not be separated into two accurately.

71 Select [Book Copying].

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
| 5 . | . | 2 Sided |
2 A B

[T 25sided Copying... 48] Book Copying... RS

1-1 Sided off off

[ J | J | J

[ [ [

|3 original Size... | [ =0 Mixed size originats... | Edge Erase..

Auto Detect off Top /Bottom: 2mm /2mm | 1/2

Left/Right: 2mm /2mm |~

[ J | J | Center: omm )| v

( ( ( at

Image Shift... | Invert Image... | o

Side 1: Off Normal Image Upright Images

Side 2: Off Positive Image

[ J | J |

2 Select any option.

[4 2/ Book Copying [x Cancel ” < Save

Book Copying allows scanning of facing pages.

Both Pages copies the left and right pages of a book with a single press

off
of Start. Left Page Only copies only the left page.

E2 hfg" P'ggﬁl Select Left Page then Right, etc. to control reading order.

Right Page
L tpen et

Top Page
| then Bottom A B = \é@
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m Off
Does not copy as a bound document

N Left Page then Right
Copies the left page and then the right page of facing pages

]

4.8/ Book Copying [x Cancel ][<7 Save
Bmdmg Edge Erase Place original on the
Document Glass
off E.BJ Both Pages } as shown.
| |
Left Page LeftPageOnly | 0o50mm
B aJ
then Right } } ‘E” = (5
Right Page Right Page Only |
(| [ )
| then Left | L J - |
['=) TopPage | L
| = thenBottom J

H Right Page then Left
Copies the right page and then the left page of facing pages

ﬂ o

42/ Book Copying [x Cancel ][<7 Save ]
Blndlng EdgeErase Place originol on the
) Document Glass
off |5 a Both Pages e
I |
1] |
Left Page Left Page Onl 0650mm
) then Right (2L
| L] PR
Right Page Right Page Only | |
L e veft (Lo e T
L J [pn
=] Top Page [
| =/ thenBottom

J

B Top Page then Bottom
Copies the top page and then the bottom page of facing pages

]

[x Cancel ][<7 Save

[4 2/ Book Copying
Bmdmg Edge Erase Place original on the
( ) Document Glass
off E Both Pages as shown.
| |
| 1] |
Left Page ] TopPageOnly | 0<50mm
Biamn (O
| w (w0 i
[ (1,1 Right Page [ Bottompage | B
| then Left Il B Only J ~ )
J

=] Top Page
=J then Bottom

H Both Pages
Copies both pages in page order.

H Left Page Only
Copies the left page only. You can select this option when [Left Page then Right] or [Right
Page then Left] is selected.
H Right Page Only
Copies the right page only. You can select this option when [Left Page then Right] or [Right
Page then Left] is selected.
B Top Page Only
Copies the top page only. You can select this option when [Top Page then Bottom] is

selected.
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H Bottom Page Only
Copies the bottom page only. You can select this option when [Top Page then Bottom] is

selected.
H Binding Edge Erase

Erases the shadow from the center section of the document. You can set the binding erase
width in the range from 0 to 50 mm in 1 mm increments.

2 Sided Book Copying (Making 2 Sided Copies of Facing Pages)

This feature allows you to assign pages when making copies of facing pages in a bound
document such as a booklet so that pages face each other in the same way as the
document. You can also specify the starting and ending pages from the left and right of

facing pages.

Note

* A non-standard size document or undetectable-size document may not be separated into two accurately.

* Use the document glass to load a document.
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

1 Select [2 Sided Book Copying].

Copy

IImageQuality] Cayoul [Output Formatl Job Assembly -

[
[T 25sided Copying...

1->1 Sided off

[
| [ (4] Book Copying..

2 Sided

| [0
off

Book Copying...

[ [
| [ =0 Mixed size originats... | Edge Erase...

(
|3 original Size...
Auto Detect off Top /Bottom: 2mm / 2mm | 1/2
Left/Right: 2mm / 2mm |
J { J | Center: omm v
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
J { J {
|__2 Sided Book Copying (#cancel [ save
Binding Edge Erase Place original on the
o | ‘ ‘ 2 Document Glass
e e e J/\\U B
Left Page
_ LeftPage |Right Page | go5omm
LS then Right : s
Lo bz
Right Page [ )
L en Left Te
i

=] Top Page
=1 then Bottom J

m Off
Disables this feature.

N Left Page then Right
Scans the left page and then the right page of facing pages, to make 2-sided copies.

H Right Page then Left
Scans the right page and then the left page of facing pages, to make 2-sided copies.
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B Top Page then Bottom
Scans the top page and then the bottom page of facing pages, to make 2-sided copies.

M Starting & Ending Page
Displays the [Starting & Ending Page] screen.

Reference
* Referto "2 Sided Book Copying (Making 2 Sided Copies of Facing Pages)” (P.138).

H Binding Edge Erase
Erases the shadow from the center section of the document. You can set the binding erase

width in the range from 0 to 50 mm in 1 mm increments.

[Starting & Ending Page] Screen

This screen allows you to set the starting and ending pages to be copied.

1 Set [Starting Page] and [Ending Page].

{=]Starting & Ending Page [x Cancel ][0 Save ]

Starting Page ©Ending Page Place original on the
Document Glass

{[}ﬂ Left Page w ‘@] Left Page as shown.
| |

Right Page | Right Page
E |
L

M Starting Page

¢ [Left Page] / [Right Page]
You can select these options when [Left Page then Right] or [Right Page then Left] is

selected.

@ [Top Page] / [Bottom Page]
You can select these options when [Top Page then Bottom] is selected.

M Ending Page

¢ [Left Page] / [Right Page]
You can select these options when [Left Page then Right] or [Right Page then Left] is

selected.

@ [Top Page] / [Bottom Page]
You can select these options when [Top Page then Bottom] is selected.

Original Size (Specifying the Scan Size for the Document)

This feature allows you to specify the scan size for a document.
Use this feature when a document is a non-standard size, or when you want to copy a
document at a size different from the original size. You can also add margins, or delete

unnecessary margins using this feature.

ﬂ o
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1 Select [Original Size].

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
7 7 y 2Sided
[ [T 25sided Copying... | [ (4] Book Copying.. I e cahat
1-1 Sided off off
L J J J
[ |3 original Size... | [ =0 Mixed size originats.. | | ] EdgeErase... |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm/ 2mm | ——
( J { ) | Center: Omm J| v
\ Image Shift... | \ Invert Image... | | B2 originat ortentation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
J J J

2 Select the size of the document. If you select a non-standard size, specify values for the X
and Y directions.

-}/ Original Size [x Cancel ][ < save ]
156297mm
| | [ ]
Auto Detect A6 0 11x17" @ I LA |
| | bt )
\ \ \ v +
Aa B4 O 85%14" @
} } } } 15432mm -
ff i L J
= = ke ‘ | Auto | —
I I I T
A4 8K 85%x11" @ -+
| 1 1 e
lA5£| ‘16Kﬂ ‘5><7”ﬂ |

H Auto Detect

Detects the document size automatically. The following table shows the document sizes
that can be detected automatically.

Document Feeder Document Glass

‘E\)Uto'detedsab'e BS, BSC, B4, A5, ASC], A4, A4f], A3, | B6, BS, BS(T, B4, A6, ASE], AS, A4,
LS

OCUMENt SIZES | 8 5 x 11" 8.5x 11°(1, 11 x 17", 16Kf]. | A4f1 A3

8K

Note
¢ If the document size cannot be detected automatically, a screen to enter the document size appears.

Reference
* The document sizes that can be automatically detected depend on [Paper Size Settings] in the System Administration mode. For
more information, refer to "Tools" > "Common Service Settings" > "Other Settings” > "Paper Size Settings” in the Administrator

Guide.

B Standard Size
Select a document size from preset options.
Reference

* You can change the sizes displayed on the screen. For information on the settings, refer to "Tools" > "Copy Service Settings" >
"Original Size Defaults" in the Administrator Guide.

B Variable Size

Enter the desired scan size when scanning a non-standard size document or when making
copies at a size different from the original document size. You can specify a value in the
range from 15 to 432 mm for the width (X), and a value in the range from 15 to 297 mm
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for the length (Y), in 1 mm increments. To help you specify values, use the scales attached
on the upper and left edges of the document glass.

Important
* When the document is loaded in the document feeder, the base point in the Y (length) direction is the center

of the edge. If you specify 100 mm, the scan length will be from 50 mm above to 50 mm below the center of
the document.

Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

You can scan documents of various sizes simultaneously and make copies of the
corresponding sizes or of one selected size. To use this feature, load the documents in the

document feeder.

Important
* Load documents in landscape orientation. However, always load A5 documents in portrait orientation.

* When loading B5 documents together with A3 documents loaded in landscape orientation or A4 documents
loaded in portrait orientation, load B5 documents in portrait orientation.

* If the top left corners of the documents are not aligned properly, the documents may not be scanned
correctly.

* The recommended document size combinations are A4 portrait and A3 landscape, or B5 portrait and B4
landscape. If another combination of document sizes is used, the documents can be fed at an angle and may

not be copied properly.

Note

® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

T Select [Mixed Size Originals].

S Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
7 7 y 2Sided
[ [T 25sided Copying... | [ (4] Book Copying.. I Bo;kempying___
1-1 Sided off off
L J J J
[ |3 original Size... | [ =0 Mixed size originats... | | [ Edge Erase... |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm/ 2mm | ——
L J 1 J | Center: Omm JiR 4
\ Image Shift... | \ Invert Image... | | @ originat ortentation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
L J J J
2 Select [On].
|_I| Mixed Size Originals [x Cancel ][0 Save ]

- Align the top-left comers of your Originals Original Orientation

| andloadthemin the Document Feeder
off as shown. Upright Images
a Adjust the Guides to just touch the Prg o
largest size paper. e
on
& -Load 5.5 x 8.5" and A5 originals in portrait \ Eﬁ [mooey J

orientation.
%

m Off
Select this option when copying documents of the same size.
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HOn
When documents of different sizes are copied, the machine automatically detects the size

of each document.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
* The [Original Orientation] setting is based on the orientation of the first page of a document. Load the

second and subsequent pages of the document based on this setting.
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

Edge Erase (Erasing Edges and Margin Shadows of the Document)

When you copy a document with the document cover open or when you copy a book, the
edges and center margin of the document may be printed as black shadows. The Edge

Erase feature allows you to erase such shadows.
Note
* For 2-sided originals, the same edge erase amounts are set for the front and back sides.
* If you set [Reduce/Enlarge], the edge erase amounts will be reduced or enlarged in proportion to the ratio you
specified.
* The binding shift specified in [Booklet Creation] will not affect the edge erase amounts.

* If originalis placed on the document glass and [1 — 2 Sided] is selected when using 2 Sided Copying feature,

symmetrical edge erase amounts on both sides are not applied to output even if [Individual Edges] is
specified and [Mirror Side 1] is selected as [2 Sided Original - Side 2] option. To apply symmetrical edge erase

amounts on both sides, select [2 — 2 Sided] for 2 Sided Copying operation.
Reference

* Even when the edge erase amount is set to 0 mm, full page copying cannot be made. For information on the areas that can
actually be printed, refer to "Appendix” > "Printable Area” in the Administrator Guide.

T Select [Edge Erase].

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
( 7 7 Il y | (| 25Sided
2 A B
[T 25sided Copying... 48] Book Copying... RS
1-1 Sided off off
J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase.. |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
[ J | J | Center: omm )| v
( ( ( at
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[ J | J |
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2 Select any option.

Edge Erase [x Cancel ][0 Save ]

Erase Value 0 & 50mm Original Orientation

[ | el = .
Center

AllEdges All Edges g Sidevas
Images

[2] [o] | J
% | =
ParallelEdges Lo J
=
B Normal

The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

M All Edges

Erases the shadows of the four edges of a document, as well as the shadow in the center of
the document if it is a bound document or a booklet. You can specify values for [All Edges]

and [Center] individually.

B Individual Edges

Erases the shadows of the top, bottom, left, and right edges of a document, as well as the
shadow in the center of the document if it is a bound document or a booklet. You can
specify values for [Top], [Bottom], [Left], [Right], and [Center] individually.

H Parallel Edges

Erases the shadows of the top and bottom edges, and left and right edges of a document,
as well as the shadow in the center of the document if it is a bound document or a booklet.
You can specify values for [Top & Bottom], [Left & Right], and [Center] individually.

M Erase Value
Allows you to specify values to erase the edges of a document.

@ All Edges

Erases the shadows of the four edges of the document according to the orientation of the
loaded document. You can specify the edge width you want to erase in the range from 0 to
50 mm in 1 mm increments.

@ Top & Bottom (Top/Bottom)

Erases the shadows of top and bottom edges of the document according to the orientation
of the loaded document. You can specify the edge width you want to erase in the range
from 0 to 50 mm in T mm increments.

¢ Left & Right (Left/Right)

Erases the shadows of left and right edges of the document according to the orientation of
the loaded document. You can specify the edge width you want to erase in the range from
0 to 50 mm in T mm increments.

4 Center

Erases the shadow in the center of facing pages of a bound document or a booklet. You can
set the binding erase width in the range from 0 to 50 mm in Tmm increments.
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H Original Orientation

Allows you to specify the orientation of the document so that the machine can identify the
top of the document.
Note

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.
@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

M 2 Sided Original - Side 2

You can select this option when [Individual Edges] is selected. Set whether the same value
is set to the edge erase amount of Side 1 and Side 2.

4 Same as Side 1
The same value is set to the edge erase amount of Side 1 and Side 2.

@ Mirror Side 1
The edge erase amounts of Side 1 and Side 2 are set symmetrically.

Image Shift (Adjusting the Image Position)

144

This feature allows you to shift the position of document images so that the images are
placed on the left, right, top, bottom, or center of paper. You can also adjust the amounts of
the left, right, top, and bottom margins. If you make 2-sided copies, you can adjust the
image positions for Side 1 and Side 2 individually.

Note
* The image shift amount is set in accordance with the paper, and does not affect the setting made in

[Reduce/Enlarge].

1 Select [Image Shift].

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
| 5 . | . | 2 Sided |
2 A B
[T 25sided Copying... 48] Book Copying... RS
1-1 Sided off off
[ J | J | J
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase..
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
[ J | J | Center: omm )| v
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
[ J | J |
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2 Select any option.

m Off

Image Shift (Beancd  [[Fsave |

Original Orientation

( - | ‘ Side 1... ‘ ‘ Side 2... ‘ Upright Images
—

Images

Auto Center Sideways
Margin Shift
Mirror Side 1

Does not shift the position of document images.

B Auto Center

Shifts document images so that they are placed in the center of paper.

H Margin Shift

Allows you to specify the amounts of the top and bottom, and left and right margins in the
range from 0 to 50 mm in T mm increments.

@ Side 1

Displays the [Image Shift - Side 1] screen.

Reference
* Refer to "Image Shift (Adjusting the Image Position)" (P.144).

& Side 2
Displays the [Image Shift - Side 2] screen.

Reference
* Refer to "Image Shift (Adjusting the Image Position)" (P.144).

@ Mirror Side 1
Select this check box when you want the positioning of Side 2 to match the positioning of
Side 1.

M Original Orientation

Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).
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[Image Shift - Side 1] Screen

This screen allows you to set the image shift for Side 1.

71 Select any option.

Image Shift - Side 1 [x Cancel ][0 Save ]
Up/Dow
- 5050 50mm
( ) A0 =)
5 + & [ o]
Auto Center [ ]
el
Corner Shift (4 N Left / Right
™ = 50 0 © 50mm
Margin Shift ‘E‘
| | “'—‘

J

«
|

m Off
Does not shift the position of document image.

B Auto Center
Shifts document images so that they are placed in the center of paper.

Specify the amounts of the top and bottom, and left and right margins in the range from 0
to 50 mm in 1 mm increments.

H Corner Shift
Shifts document images so that they are placed at an edge or corner of paper. You can
select from 8 shift directions.
Specify the amounts of the top and bottom, and left and right margins in the range from 0
to 50 mm in 1 mm increments.

® Margin Shift
Allows you to specify the amounts of the top and bottom, and left and right margins in the
range from O to 50 mm in 1 mm increments.

[Image Shift - Side 2] Screen
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This screen allows you to set the image shift for Side 2.

1 Select any option.

Image Shift - Side 2 [x Cancel ][0 Save
) 50 © 0 < 50mm
S \E\
I il
Comner Shift

| 50 ¢ 0 < 50mm

|
Margin Shift ‘ ‘
( )

4;

m Off
Does not shift the position of document image.
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B Auto Center
Shifts document images so that they are placed in the center of paper.

Specify the amounts of the top and bottom, and left and right margins in the range from 0

to 50 mm in 1 mm increments.

B Corner Shift
Shifts document images so that they are placed at an edge or corner of paper. You can

select from 8 shift directions.
Specify the amounts of the top and bottom, and left and right margins in the range from 0

to 50 mm in 1T mm increments.

® Margin Shift
Allows you to specify the amounts of the top and bottom, and left and right margins in the

range from 0 to 50 mm in 1 mm increments.

Invert Image (Making Reversed Copies of Images)

This feature allows you to reverse the left and right sides of the document image or to
create a negative image of the document when making copies.

ﬂ o

Note
* When [Output Color] is set to [Black & White] or [Single Color], the black color on the document is inverted to

white, and the white color to black.
* When [Output Color] is set to [Color], the colors are inverted to their complementary colors.

* When [Negative Image] and [Edge Erase] are set simultaneously, the edge erase area turns to white.

1 Select [Invert Image].

&5/ Copy I Image Quality ] levens [Output Formatl Job Assembly -

[ [ [ {
[T 25sided Copying... | [ (4] Book Copying.. I ;::l‘(egopying... |
11 Sided off off

[ [
| [ =0 Mixed size originats... | Edge Erase...

¥
Original Size...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
J | J | Center: omm )| v
( ( ( g
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images

Positive Image
J {

Side 2: Off
J

2 Select any option.

Invert Image [x Cancel ][<§> Save

Mirror Image

’Normallmage | ’Posmvelmage |

g | Miror 1moge Negative
4] Image

Negative Image

N Mirror Image
Reverses the left and right sides of the document image.
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B Negative Image

Creates a negative image of the document.

Original Orientation (Specifying the Orientation of Loaded Documents)

This feature allows you to specify the orientation of a document so that the machine can
identify the top of the document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

1 Select [Original Orientation].

&5/ Copy I Image Quality ] levens [Output Formatl Job Assembly -

[ [ [ {
[T 25sided Copying... | [ (4] Book Copying.. I ;::l‘(egopying...
1-1 Sided off off
[ J | J |
[ [ [
|3 original Size... | [ =0 Mixed size originats... | Edge Erase..
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm /2mm |~
J | J | Center: omm )| v
( ( ( S
Image Shift... | Invert Image... | o
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
J | J |

2 Select [Upright Images] or [Sideways Images] according to the orientation of the

document loaded.

Original Orientation [x Cancel ” < Save

Original Orientation is used to inform the
f system of your original's orientation on the
Upright Images | | Paper as you load it in the Document Feeder
or place it on the Document Glass.

iz Sideways This information is used by the system to make

Imoages decisions about how to accurately place
images on paper when using features such as
Image Shift, Edge Erase, Pages per Side,
Repeat Image, Annotation, and Booklet
Creation.

B Upright Images
Select this option when placing the top edge of the document against the top side of the

document glass or document feeder.

B Sideways Images
Select this option when placing the top edge of the document against the left side of the

document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

Image Rotation (Changing the Orientation of Images)
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If the orientation of the paper currently loaded in the tray differs from that of the
document loaded, the machine automatically rotates the document image so that the
orientation of the image matches that of the paper. You can also select a reference
position for image rotation if documents are of mixed orientations.

This feature is available only when you make copies on A4, 8.5 x 11, or smaller size paper
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1 Select [Image Rotation].

IImageQuality] Cayoul [Output Formatl Job Assembly -

Copy

[
(=) 1mage Rotation...
On during Auto
Staple Position
( .
A

2/2

2 Select any option.

= ! Image Rotation [x Cancel ” < Save

On during Auto provides automatic rotation

of the image on your original to it correctly (@ Rotation
<! Direction...

off on your selected copy paper when Auto Select
Staple Position

or Auto % s selected.
Always On \flcg\fl \flg%l

0On during Auto I

When Auto is selected

ﬂ o

When Auto
is not selected

m Off
Copies documents as they are, even if the orientation of the images does not match that of

the paper.

H Always On
Automatically rotates document images so that the orientation of the images matches

that of the paper.

M On during Auto
Automatically rotates document images so that the orientation of the images matches

that of the paper only when [Auto %] is selected in [Reduce/Enlarge], or when [Auto Select]

is selected in [Paper Supply].

B Rotation Direction
Displays the [Image Rotation - Rotation Direction] screen.

Reference
* Referto "Image Rotation (Changing the Orientation of Images)" (P.148).

[Image Rotation - Rotation Direction] Screen
This screen allows you to set the reference position for rotation.
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71 Select any option.

Image Rotation - Rotation Direction [x Cancel ” < Save
Staple Position rotates the image to match the stapling edge when
p originals of different sizes are placed in the Document Feeder.
Staple Position
Portrait Original
- Left Edge
Portrait Original
| -Right Edge
Rl » [
1 : o~
S

M Staple Position
This option is displayed when the finisher is installed. If documents are of mixed
orientations, the images will be rotated to match the stapling edge specified in the settings

of the Staple feature.

M Portrait Original - Left Edge
If documents are of mixed orientations, the images will be rotated so that the top edge of
landscape documents is aligned with the left edge of portrait documents.

M Portrait Original - Right Edge
If documents are of mixed orientations, the images will be rotated so that the top edge of
landscape documents is aligned with the right edge of portrait documents.
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Output Format

This section describes the features you can select on the [Output Format] screen.
"2 Sided Copying (Making 2 Sided Copies)” (P.152)

"Booklet Creation (Creating a Bound Booklet)" (P.152)

"Covers (Attaching Covers to Copies)” (P.156)

"Pages per Side (Copying Multiple Pages onto One Sheet)" (P.158)

"Poster (Making Enlarged Copies Spread over Multiple Sheets)” (P.159))
"Repeat Image (Making Multiple Copies on One Sheet)" (P.161)

"Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162)
"Watermark (Printing Control Numbers on the Background of Copies)” (P.169)
"Folding (Outputting Bi-Folded)" (P.172)

"Preset Repeat Image (Making Multiple Copies on a Single Sheet)” (P.173)
"Copy Output (Specifying Finishing Options)" (P.174)

"ID Card Copy(Copying Both Sides of an ID Card)" (P.179)

1 Select [Copy] on the Services Home screen.

=

Fax/ Internet Fax

Send from Folder

L 12 )}
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2 Select a feature on the [Output Format] screen.

&5/ Copy Image Quality |, +¥OU | output Format I Job Assembly -
|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers... |
11 Sided off off
L J J J
[ B9 pagesperside.. | | S poster.. | [7] Repeat mage...
off off off 172
L J J | v
[ [4] Annotations... | [ ] watermark... | [ 0 Gt ‘7
off off off
L J { J J
&5/ Copy Image Quality |, +¥OU | output Format I Job Assembly -
'8 preset Repeat Image... | | | | Copy Output.. 8| ID Card Copy...
(g I1E I B ‘
off Auto off
Center Tray
L J J J—
A
|
272
Note

* Select [ A] to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

2 Sided Copying (Making 2 Sided Copies)
This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen.

Reference
* For more information, refer to "2 Sided Copying (Making 2 Sided Copies)” (P.134).

Booklet Creation (Creating a Bound Booklet)

This feature lays out pages so that booklets are formed when the output sheets are folded
in half. You can also set the binding shift and attach a cover when making booklets.

When the Booklet Maker Unit for Finisher-B1 (optional) is installed, you can also crease the
output sheets in half, or staple the creased output sheets.

Important
* Ensure that the actual orientation of the original document matches the [Original Orientation] setting on the

[Layout Adjustment] screen.
* When the Finisher-B1 is installed, do not remove outputs from the finisher tray until all the output sheets
have been delivered.

Note

* The machine copies four pages of the document onto one sheet of paper. If the number of pages in the
booklet is not a multiple of four, the remaining pages will be output as blank pages.

* If [Auto Select] is selected in [Paper Supply], a tray specified in [Auto Paper Off] is automatically selected.
Change the setting if necessary. For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings"
> "Copy Control" in the Administrator Guide.

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.
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1 Specify the orientation of the document in [Original Orientation] on the [Layout

Adjustment] screen.

&5/ Copy I Image Quality ] Cayoul [Output Formatl Job Assembly -

7 7 y 2Sided
[ [T 25sided Copying... | [ (4] Book Copying.. I e cahat
1-1 Sided off off
L J J J
[ |3 original Size... | [ =0 Mixed size originats.. | | ] EdgeErase...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm/ 2mm | ——
L J 1 J | Center: Omm JiR 4
| ] 1mage shift.. | \ Invert Image... | | B2 originat ortentation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
L J J

2 Select [Booklet Creation] on the [Output Format] screen.

&g/ Col Image Qualit BEla Output Format | Job Assembl)
Py 9 Y Adjustment P Y

|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers...
1-1 Sided off off
L J

J { )

| B8 Pages per side.. | /[ ] Repeat image...
oft off o

{ J J

| [ Annotations.. || ] watermark... | [ TRAEEks
off off o

J 1 J )

ﬂ o

mip Poster..

(

3 Select any option.

[x Cancel ][<7 Save

W Booklet Creation
Covers | (] Binding shift...
1 | [ Omm )
off off i —
[ {8 Fold &staple... |
~| Create Left/Top
7 Bound ookt | | ||| Blank Cover loff J
=/ CreateRight B pri (T
‘ [ | ‘ (it emBeth ||| £ Papersupply..
] I
&2 1SidedCovers | | coyers
=7 copy Booklet & fint ourside || 5= A3D Plain

L J
Last Page Main Body:
on Back Cover 1= A3 D Plain

m Off
Disables this feature.

H Create Left/Top Bound Booklet
Copies are made to enable left binding or top binding.

H Create Right Bound Booklet
Copies are made to enable right binding.

H Copy Booklet
You can output the copies of scanned documents as they are by specifying [Fold & Staple].

Select this option when you do not need a document to be copied in booklet page order.

Note
*® This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

H Covers
You can attach covers to a booklet.
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& Off

No cover is attached.

4 Blank Cover
A blank sheet of paper is attached as the cover.

@ Print on Both
The first and second pages of the document are copied on both sides of the cover.

4 1 Sided Covers Print Outside
The first and the last pages of the document is copied on the front side of the cover.

@ Last Page on Back Cover

Select this check box to copy the image of the last document page onto the last page of the
copy sheets as a back cover. When you use [Divide Output] to divide a booklet into subsets,
the image of the last document page will be copied onto the last page of the last subset.

Note
* Depending on the number of pages in the original document, a blank page may be inserted before the last

page of a booklet.

H Binding Shift
Displays the [Booklet Creation - Binding Shift] screen.

Reference
* Refer to "Booklet Creation (Creating a Bound Booklet)" (P.152).

H Divide Output
Displays the [Booklet Creation - Divide Output] screen.

Reference
* Refer to "Booklet Creation (Creating a Bound Booklet)" (P.152).

H Fold & Staple
Displays the [Booklet Creation - Fold & Staple] screen.

Reference
* Refer to "Booklet Creation (Creating a Bound Booklet)" (P.152).

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

B Paper Supply
Displays the [Booklet Creation - Paper Supply] screen.

Select the tray to be used for body pages from [Main Body Tray], and the tray for cover
pages from [Cover Tray]. Select the same size of paper for [Main Body Tray] and [Cover
Tray], and also select the trays with paper loaded in landscape orientation ().

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "[Tray 5] Screen” (P.116).

[Booklet Creation - Binding Shift] Screen
This screen allows you to specify the binding shift value in the range from 0 to 50 mmin 1
mm increments.
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1 Use [+] and [-] or the numeric keypad to specify a binding shift value.

][0 Save

[x Cancel

| | Booklet Creation - Binding Shift

[Booklet Creation - Divide Output] Screen
When you have a large number of originals, the originals are divided to create subsets to
reduce the thickness of each booklet. The machine folds copies in half, and piles them up to

ﬂ o

form a booklet.
You can specify the number of sheets in the range from 1 to 50 in 1 sheet increments.
Note

* When you specify the stapling feature, specify the dividing number of sheets in the range from 1 to 15.

1 Select [On].

][0 Save

[x Cancel

@ﬂ Booklet Creation - Divide Output
Sheets per Subset
1650

x|
!TW

On
< J

Specify the number of sheets in each subset, using [+] and [-] or the numeric keypad.

2

[Booklet Creation - Fold & Staple] Screen
When the Booklet Maker Unit for Finisher-B1 (optional) is installed, [Fold Only]] and [Fold &
Staple] become available.

1 Select any option.

[x Cancel H < Save

row shown.

i~/ Booklet Creation - Fold & Staple

Output will be delivered at the art

[ off | | G| *
—_— ik
Fold Only

Fold & Staple

m Off
No finishing is carried out.
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H Crease
This option is displayed when the Booklet Maker Unit for Finisher-B1 (optional) is installed.

The copies are creased in half. The number of copies that can be creased is up to 5. When
the number is more than 5, the document is output by every 5 sheets.

H Crease & Staple
This option is displayed when the Booklet Maker Unit for Finisher-B1 (optional) is installed.

The copies are creased in half and stapled at the center. The number of copies that can be
creased and stapled is 2 to 15.

Covers (Attaching Covers to Copies)

This feature allows you to attach covers to copies.

You can use different types of paper (such as colored paper and heavyweight paper) as the
front and back covers of copies.

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

1 Select [Covers].

2 Select any option.

@ Govers [x Cancel H <7 save
Front Cover Back Cover (T
‘ (= Paper Supply...
o o Front Cover:
L I | 5=A4D Plain
[ Blonk cover [ Blonk cover Back Cover:
5= A4 D Plain
7 Printon Side 1 = Printon Side 1 Main Body:
/ / 12 A4 D Plain
[/ printon side2 [/ printon side2 Load back cover originl.
| |
[7 PrintonBoth = Printon Both @ <+
L L

H Front Cover
Attaches a front cover to the copies.
& Off
No front cover is attached.
@ Blank Cover

Blank sheets of paper are attached as front covers.

@ Print on Side 1
The first page of the document is copied on the front side of the front cover.

@ Print on Side 2
The first page of the document is copied on the back side of the front cover.

@ Print on Both
The first and second pages of the document are copied on the front and back sides of the
front cover.
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H Back Cover
Attaches a back cover to the copies.
& Off
No back cover is attached.

4 Blank Cover
Blank sheets of paper are attached as back covers.

@ Print on Side 1
The first page of the document is copied on the front side of the back cover.

@ Print on Side 2
The first page of the document is copied on the back side of the back cover.

4 Print on Both
The first and second pages of the document are copied on the front and back sides of the
back cover.

B Paper Supply
Displays the [Covers - Paper Supply] screen.

Select a tray to be used.

@ Front Cover Tray

Select the tray used for front covers.

@ Back Cover Tray

Select the tray used for back covers.

4 Main Body Tray
Select the tray used for the body pages of the document.
Reference

* When you use the bypass tray, select [Bypass] on the [Covers - Paper Supply] screen. When [Bypass] is selected, the [Tray 5] screen
is displayed. For more information, refer to "Paper Supply (Selecting the Paper for Copying)" (P.113).

H Front Cover Quantity

This option is displayed when you select [Blank Covers] in [Front Cover]. Specify the number
of blank sheets to be used as front covers.

B Back Cover Quantity

This option is displayed when you select [Blank Covers] in [Back Cover]. Specify the number
of blank sheets to be used as back covers.
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Pages per Side (Copying Multiple Pages onto One Sheet)
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This feature allows you to copy two, four, or eight pages of a document together onto a
single sheet of paper.

When you set [Pages per Side], [Auto %] is automatically selected in [Reduce/Enlarge]. The
machine automatically sets the copy ratio and makes copies of the images so that they fit
on the selected paper.

Note
* When you deselect [Auto %] in [Reduce/Enlarge] (when you select another copy ratio), image loss may occur
depending on the image size of the document.

* When [Image Shift] is set, the image shift amounts are applied to the whole document. For this reason,
image loss may occur depending on the image size of the document.

* When [Edge Erase] is set, the edge erase amounts are applied to each document page.

* Select a tray other than [Auto Select] in [Paper Supply] on the [Copy] screen. If [Auto Select] is selected in
[Paper Supply], a tray specified in [Auto Paper Off] is automatically selected. Change the setting as necessary.
For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings" > "Copy Control" > "Auto Paper
Off" in the Administrator Guide.

T Select [Pages per Sidel.

S Copy image Quality | iUt | output Formatl Job Assembly -
|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers...
11 Sided off off
L J J J
[ B9 pagesperside.. | | S poster.. | [7] Repeat mage... |
off off off 172
L J J | v
[ [4] Annotations... | [ ] watermark... | [ Al . ‘7
off off off
L J { J J
2 Select any option.
Pages per Side [x Cancel ][0 Save ]
Reading Order Original Orientation
[ 1 "
e
| | )
2Pages l Right->Left J l K| f;’:g:sys J

4Pages

l 8 Pages

m Off

Disables this feature.

N 2 Pages

Copies two document pages onto one side of a single sheet of paper.

B 4 Pages

Copies four document pages onto one side of a single sheet of paper.

H 8 Pages

Copies eight document pages onto one side of a single sheet of paper.



Output Format

B Reading Order
Allows you to select how to lay out images on a page.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

4 Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

Poster (Making Enlarged Copies Spread over Multiple Sheets)

An enlarged copy of a document can be made spread over multiple sheets.

This feature allows you to create a large poster by pasting together the copies spread over
multiple sheets. Copied sheets are provided with a paste margin so that they can be pasted
together. The paste margin is fixed to 10 mm.
Important
* Ensure that the actual orientation of the original document matches the [Original Orientation] setting on the
[Layout Adjustment] screen.

Note

* You cannot use the document feeder with this feature.

1 Select [Poster].

= ) Layout
) Copy Image Quality |, WOt | output Format | Job Assembly
[ [ [
T 2sided Copying.. || [/ Booklet Creation... | I covers.. |
11 Sided off off
{ J { J { J
[ [ [
Pages per Side... | Poster... | /[ ] Repeat image...
off off off 172
—
{ J { J { v
( ( - L
Annotations... || ] watermark... | (] ‘
off off off
( J { J J

2 Select any option.

Poster [x Cancel ][<7 Save ]
[ 1
off 5o B [ B papersupply.. |
| | Tray1
| aao
Output Size A0 A2 | (P |
|
J

\ [H Enlargements | 81 B3

Al

[
|
[
J |
[
L
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m Off

H Output

H Enlarg

No enlarged copies are made.

Size

Allows you to select the paper size.

ement %

Reference
* Refer to "Poster (Making Enlarged Copies Spread over Multiple Sheets)" (P.159).

B Paper Supply
Displays the [Paper Supply] screen.

Select the paper tray to be used.

Note
* When you use the bypass tray, select [Bypass] on the [Paper Supply] screen.

When [Enla

1

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "Paper Supply (Selecting the Paper for
Copying)" (P.113).

rgement %] is Selected
This screen allows you to specify a different ratio for the width and length.

Use [+] and [-] to specify the copy ratios for the width and length.

1

[x Cancel ” < Save

Poster
Length - Y%
100 © 400%
[) Paper Supply...

[o] (&
(—x—l—) ’T“ A4D

| Uncoated

(o on \
Output Size
Width - X%

\H Enlargement 5 100 © 400%
Eaa
e
+

IS

J

B Width - X%/Length - Y%
Allows you to specify the copy ratios for the width and length in the range from 100 to

160

400% in 1% increments.

HLlock X-Y%
Allows you to make the same ratio adjustment for the width and length at the same time
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Repeat Image (Making Multiple Copies on One Sheet)

This feature allows you to copy a document image on one sheet of paper repeatedly for a

specified number of times.
When [Reduce/Enlarge] is set to [Auto %], the repeated copies of the image are reduced to
fit on the selected paper. You can also specify how the repeated copies of the image are

arranged.
Note
* When making copies at the same size as the document image, the number of repeats is specified so that the

copies fit on the paper.
* If [Auto Select] is selected in [Paper Supply], a tray specified in [Auto Paper Off] is automatically selected.
Change the setting if necessary. For information on [Auto Paper Off], refer to "Tools" > "Copy Service Settings”

> "Copy Control" > "Auto Paper Off" in the Administrator Guide.

71 Select [Repeat Imagel.

[}
~ i Layout ©
) Copy Image Quality |, WOt | output Format | Job Assembly =
[ [ [

T 2sided Copying.. || [/ Booklet Creation... | I covers.. |

11 Sided off off 3
{ J { J { J
[ [ [

Pages per Side... | Poster... | /[ ] Repeat image...

off off off 172

—

{ J { J { Iy

[ [ i

Annotations... || ] watermark... | (] ‘

off off off

( J { J J

2 Select any option.

D Repeat Image [x Cancel ][0 Save ]

Columns Rows Image Layout

(——— 1633 123
off — p ) 1 Evenly Spaced
[ N N
Auto Repeat C T C T =7 Side by Side
i g + + \ g J

)
Variable
Repeat —
oo
E

m Off
Disables this feature.

B Auto Repeat
Automatically determines the number of the repeated copies according to the document
size, paper size, and copy ratio, and then repeatedly copies the document image onto the
paper.

Note
* Copies cannot be made when the document image is larger than the specified paper size.

B Variable Repeat
Allows you to specify how many copies to place along each of the long and short edges of
paper. You can specify a value between 1 and 23 in the Y direction, and a value between 1

and 33 in the X direction.
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B Image Layout

@ Evenly Spaced
The specified number of images are evenly arranged on the paper.

@ Side by Side
The specified number of images are arranged with no space on the paper.

Annotations (Adding a Comment/a Date/Page Numbers to Copies)

This feature allows you to add a comment, date, and page numbers onto copies.

You can select a comment, date, and page numbers, and their print positions from preset
formats.
Note
® The setting in [Reduce/Enlarge] does not affect the annotation image and text sizes.
¢ If you specify a comment, date, and page numbers together, make sure that their print positions do not
overlap before making copies.
* When [Pages per Side] is set, an annotation is added to the combined image.

* When [Repeat Image] or [Booklet Creation] is set, an annotation is added to each copy image.

¢ If alayout template is specified in [Apply Layout Template to Copy/Print Jobs] under [Force Annotation] in
the System Administration mode, the comment, date, and page number specified here are overlapped with
the text on the layout template when printed. For information on [Force Annotation], refer to "Tools" >
"Common Service Settings” > "Force Annotation” in the Administrator Guide.

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select [Annotations].

OutputFormatI Job Assembly -

Copy Image Quality |, U
|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers...
1-1 Sided off off

( J J )

[ B9 pagesperside.. | | S poster.. | [7] Repeat mage...

off off off 1/2
‘ I J1 [ ]
Annotations... |1 [] watermark.. | (] Foldns. i
off off o
\ )\ L J
2 Select any option.
Annotations [x Cancel ][0 Save ]
\% comment.. | ||] Batesstamp.. | Original Orientation
off off
{ ) )
‘ Date... \ l Eﬁ ?imd:;veasys |
off
l:’J
| |, Page Numbers.. |
off
L
B Comment

Displays the [Comment] screen.

Reference
* Refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162).
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H Date
Displays the Date screen.

Reference
* Referto "Annotations (Adding a Comment/a Date/Page Numbers to Copies)" (P.162).

B Page Numbers
Displays the [Page Numbers] screen.

Reference
* Refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162).

H Bates Stamp
Displays the [Bates Stamp] screen.

Reference
* Refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162).

H Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
4 Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

& Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

[Comment] Screen
This screen allows you to select a comment style and its position.

1 Select any option.

= Comment [Scancet [ save
Stored Comments
. N (
$¢ o CONFIDENTIAL Asplyilon
AllPages
Copy Prohibited ( )
<7 on
( 1
URGENT [ =] position...
Selected Comment: Top Right
CONFIDENTIAL IMPORTANT |sameasSide1 |
. \7\
Circulate 7%, Format & Style...
- Size: 48 Points
Ignore Side 2 | | Font Color: Black

m Off
No comment is added.

HOn
A comment is added.
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B Stored Comments
Allows you to select comment text from eight preset options, or text set in the System

Administration mode.

Reference
* Forinformation on how to register text, refer to "Tools" > "Common Service Settings" > "Watermark" > "Custom Watermark 1 to 3"

in the Administrator Guide.

H Apply To
Displays the [Apply Comment To] screen.
You can select whether to add a comment onto the first copy page only, or onto each copy

page.

M Position
Displays the [Comment - Position] screen.
You can select a comment position from nine options.
For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

B Format & Style
Displays the [Comment - Format & Style] screen.

You can select a comment size from three options, or can directly specify the size in the
range from 6 to 64 points in 1 point increments. You can also select a comment color from

seven options.

Note
* When both [Date] and [Page Numbers] are set, or when [Force Annotation] is set, a comment color is set to

[Black].

[Date] Screen
This screen allows you to add a date onto copies. The date shows when you started copying

the document.
Reference
* You can change the date format. For more information, refer to "Tools" > "Common Service Settings” > "Watermark” > "Date

Format" in the Administrator Guide.

71 Select any option.

[x Cancel H < Save

Date

Format
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m Off

HOn

a off ‘ 02/06/2010

Date allows you to place today's date i the
<7 on margins of your copies,

[T Apply To...

AllPages
(

(e
[ =] position...

Bottom Right
| Mirror Side 1

X FontsSize...

10 Points

No date is added.

A date is added.
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H Apply To

Displays the [Apply Date To] screen.
You can select whether to add a date onto the first copy page only, or onto each copy page.

H Position

[Page Numbers] Screen

Displays the [Date - Position] screen.
You can select a date position from six options.
For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

H Font Size

Displays the [Date - Font Size] screen.

You can select a date size from three options, or can directly specify a size in the range from
6 to 24 points in 1 point increments.

This screen allows you to select a page-number style and its position.

ﬂ o

71 Select any option.

Page Numbers (S cancet |7 save
Style
( p -
38 oft 1,23 1N, 2/N, 3N ["]l] Apply To...
| ! | 1o LastPage
AAUN-, 2IN-, |Stortat1 |
i J "1" Zo | BN | —————
i | =
Page 2, Page 1N, | = position..

Page 1,
Page3 | Page 2/N... Bottom Center

( ) (
=] Total Pages (N). | | 7 Fontsize...
Auto 10 Points
J |

m Off
No page number is added.

HOn
Page numbers are add onto copies.

B Style
¢1,23
Adds page numbers only.
®-1-,-2- -3-
Adds page numbers, and hyphens before and after each page number. (Example: -1-, -2-)
4 Page 1, Page 2, Page 3
Adds page numbers, and the text "Page” before each page number. (Example: Page 1, Page
2)
% 1/N, 2/N, 3/N
Adds page numbers, and the total number of pages to the right of each page number.
(Example: 1/50, 2/50)
When you select [1/N, 2/N, 3/N], the value specified in [Total Pages (N)] is used.
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@ -1/N-, -2/N-, -3/N-
Adds page numbers followed by the total number of pages, and hyphens before and after
the numbers. (Example: -1/50-, -2/50-)

When you select [-1/N-, -2/N-, -3/N-], the value specified in [Total Pages (N)] is used.

@ Page 1/N, Page 2/N

Adds page numbers followed by the total number of pages, and the text "Page” before each
page number.

When you select [Page 1/N, Page 2/N], the value specified in [Total Pages (N)] is used.

4 Total Pages (N)

Displays the [Total Pages (N)] screen.

* Auto

Automatically calculates the total number of pages.

* Enter Number
Allows you to specify the total number of pages in the range from 1 to 999.

H Apply To
Displays the [Apply Page Numbers To] screen.

Reference
® Refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162).

M Position
Displays the [Page Numbers - Position] screen.
You can select a page-number position from six options.

For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].

H Font Size
Displays the [Page Numbers - Font Size] screen.

You can select a page-number size from three options, or can directly specify a size in the
range from 6 to 24 points in 1 point increments.

[Apply Page Numbers To] Screen

This screen allows you to specify a page range to add page numbers.

T Select any option.

Apply Page Numbers To [x Cancel ” < Save 1
Starting Page Ending Page Starting Number
. 16999
All Pages ‘ 1 ‘ ‘ Last ‘ H il ”
( J ( J )
Starting +
Page Number J
Ending
Page Number
Start & End Include Covers /
| Page Numbers | Separators

Adds page numbers to all copy pages.
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B Starting Page Number
Allows you to specify the start page to add a page number, in the range from 1 to 999.

Note
® Use [+] and [-], or the numeric keypad to enter the start page number.

H Ending Page Number
Allows you to specify the end page to add a page number, in the range from 1 to 999. The

start page is fixed to "1".

Note
® Use [+] and [], or the numeric keypad to enter the start and end page numbers.

B Start & End Page Numbers
Allows you to specify the start and end pages to add page numbers, in the range from 1 to
999.

Note
® Use [+] and [], or the numeric keypad to enter the start and end page numbers.

ﬂ o

M Include Covers/Separators
This option is available when you select [All Pages]. Select this check box to include covers

and separators.

M Starting Number
Allows you to specify a starting page number to add page numbers, in the range from 1 to

999.
Note

® Use [+] and [], or the numeric keypad to enter a starting page number.

[Bates Stamp] Screen
This screen allows you to add prefix text and page numbers onto copies.

1 Select any option.

[x Cancel H < Save

Bates Stamp
Prefix
[ | (
$¢ o ‘ ‘ Apply To...
- 1 LostPage
|Stortat1 J
< on -
( )
[ =] position...

Number of |
Digits... Bottom Center
| Auto Assign | Same as Side 1 J
\ |
X Font Size...
10 Points
(

m Off
Does not add prefix text and page numbers onto copies.

HOn
Adds prefix text and page numbers onto copies.

W Prefix
Allows you to enter prefix text with up to 16 characters, using the displayed keyboard.
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B Number of Digits
Displays the [Bates Stamp - Number of Digits] screen.

You can select [Auto Assign] or [Manual Assign]. When you select [Manual Assign], you can

specify the number of digits to be used for page numbers in the range from 1 to 9 in 1 digit
increments.

H Apply To
Displays the [Apply Bates Stamp To] screen.

Reference
® Refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)” (P.162).

B Position
Displays the [Bates Stamp - Position] screen.

You can select a prefix and page-number position from six options.

For side 2 of copy sheets, you can select [Same as Side 1] or [Mirror Side 1].
H Font Size
Displays the [Bates Stamp - Font Size] screen.

You can select a prefix and page-number size from three options, or can directly specify a
size in the range from 6 to 24 points in 1 point increments.

[Apply Bates Stamp To] Screen
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This screen allows you to specify a page range to add prefix text and page numbers.

T Select any option.

Apply Bates Stamp To [x Cancel || save ]
Starting Page Ending Page Starting Number
16999999999
Starting | +
Page Number
= |
Ending |
Page Number
= |
1
Start & End Include Covers /
Page Numbers | Separators

Adds prefix text and page numbers to all pages.

B Starting Page Number

Allows you to specify the start page to add prefix text and a page number, in the range
from 1 to 999.

Note

* Use [+] and [-], or the numeric keypad to enter the start page number.
H Ending Page Number

Allows you to specify the end page to add prefix text and a page number, in the range from
1to 999. The start page is fixed to "1".

Note

* Use [+] and [-], or the numeric keypad to enter the end page number.
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B Start & End Page Numbers

Allows you to specify the start and end pages to add prefix text and page numbers, in the

range from 1 to 999.

Note

® Use [+] and [], or the numeric keypad to enter the start and end page numbers.

B Include Covers/Separators

This option is available when you select [All Pages]. Select this check box to include covers

and separators.

B Starting Number

You can specify a starting page number in the range from 1 to 999999999 when you do
not set [Number of Digits], or can specify a starting page number of up to the allowable

number of digits specified in [Number of Digits].

Note

® Use [+] and [-], or the numeric keypad to enter the end page number.

Important

* If the page number exceeds the specified value (999999999 when [Number of Digits] is not set) during
copying, the copy job will be canceled.

Watermark (Printing Control Numbers on the Background of Copies)

This feature allows you to faintly print a sequential control number in the background of

each copy page.

If you set "1" as the starting number, "1" is printed on each page of the first copy set and "2"
is printed on each page of the second set.

To prevent, for instance, the duplication of confidential documents that are to be
distributed at a conference, you can use this feature to add sequential numbers to the

copies, and associate the numbers with the conference members.

Note

* If alayout template is specified in [Apply Layout Template to Copy/Print Jobs] under [Force Annotation] in

the System Administration mode, the watermark specified here is overlapped with the text on the layout
template when printed. For information on [Force Annotation], refer to "Tools" > "Common Service Settings” >

"Force Annotation” in the Administrator Guide.

* When [Force Watermark - Copy] is set to [On], [Watermark] is fixed to [On], which cannot be changed. For
more information on Watermark, refer to “Tools" > "Common Service Settings” > "Watermark” in the

Administrator Guide.

*® This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

1 Select [Watermark].

Layout

OutputFormatI Job Assembly -

Copy Image Quality |, LU
[ [ [
T 2sided Copying.. || [/ Booklet Creation... | I covers.. |
11 Sided off off
J { J { J
[ ( (
Pages per Side... | Poster... | /[ ] Repeat image... |
off off off 172
—
{ J { J { | v
[ [ i
Annotations... || ] watermark... | (] ‘
off off off
( J { J { J
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2 Select any option.

D Watermark

[x Cancel ][<7 Save

]

| Control
Number...
| Do Not Add

|| User Account |
Number...
) | Do Not Add

| Do Not Add

| Stored
Watamarts..
|off J

| {7, Date&Time...

Original Orientation
Upright Images
Sideways

L

R fmaes

J

— [ D Watermark
Serial Number... | Effect..
=] Oﬂ

| Do Not Add L

H Control Number

4 Do Not Add
No control number is printed.

¢ Add
A control number is printed. Enter the starting number of the control number. You can

specify a value in the range from 1 to 999, using [+] and [-] or the numeric keypad.

N Stored Watermarks

Displays the [Stored Watermarks] screen.

Reference
* "Watermark (Printing Control Numbers on the Background of Copies)" (P.169).

B User Account Number

170

Allows you to select whether to print a user account number when the Authentication or
Accounting feature is enabled. However, if a user is not authenticated, the account number

will not be printed.
Note
* [User Account Number] is the No. (User Administration Number) registered by users with the Authentication
and Accounting feature.

* You can see if a user is authenticated by checking that the <Log In/Out> button lights up.

B Date & Time
Allows you to select whether to print the date and time when the copy job started.

Reference
* Forinformation on the date format, refer to "Tools" > "Common Service Settings” > "Watermark” > “Date Format” in the

Administrator Guide.

B Serial Number
Allows you to select whether to print the serial number of the machine.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.
Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
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@ Upright Images
Select this option when placing the top edge of the document against the top side of the

document glass or document feeder.
@ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the

document is placed facing the left side (horizontal text).

B Watermark Effect
Displays the [Watermark Effect] screen.

Reference
® Referto "Watermark (Printing Control Numbers on the Background of Copies)" (P.169).

Note

*® This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

[Stored Watermarks] Screen
This screen allows you to select text to print on copies.

ﬂ o

1 Select [On].

Stored Watermarks [x Cancel ][0 Save

[ 1
a off Copy Prohibited

Copy

<?l)n

Duplicate

2 Select any text.

m Off
No text is printed.

HOn
Text is printed. Select the text to be used for watermark. You can specify text from three

preset options, or text registered in the System Administration mode.
Reference

* Forinformation on how to register text, refer to “Tools" > "Common Service Settings" > "Watermark" > "Custom Watermark 1 to 3"

in the Administrator Guide.

[Watermark Effect] Screen
This screen allows you to set the Watermark Effect feature.

If you enable the Watermark Effect feature, the text strings specified in [Control Number],
[Stored Watermarks], [User Account Number], [Date & Time], and [Serial Number] on the
[Watermark] screen are embedded in the background of each copy. When you copy a
document that has been copied with Watermark Effect, the text embedded in the
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background is printed as embossed or outline text depending on the option you select on

the [Watermark Effect] screen.

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

T Select any option.

[x Cancel ][<7 Save

D Watermark Effect
Select Embossed or Outline option to be applied
to the watermark image.

[
o
The foint watermark image on the output will
be visible when it is used as originls to make
|12 Embossed copies.

[ ] outiine
L J

m Off
Prints the text specified in [Stored Watermarks] as it is.

B Embossed
When you copy a document that has been copied with Watermark Effect, the text

embedded in the background of the copy is printed as embossed text.

B Qutline
When you copy a document that has been copied with Watermark Effect, the text

embedded in the background of the copy is printed as outline text.

Reference
* You can specify the size, density, and other settings for text to be printed with Watermark in the System Administration mode. For
more information, refer to "Tools" > "Common Service Settings" > "Watermark” in the Administrator Guide.

Folding (Outputting Bi-Folded)

This feature allows you to fold copies in half, or crease in half.

Important
* When the Finisher-B1 is installed, do not remove output copies from the finisher tray until all the output

copies have been delivered.

Note
* The supported paper orientation is only [_J. Select the tray whose orientation is set to [ 5.

* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

T Select [Folding].

Image Quality |, U OutputFormatI Job Assembly -

|55 25idedCopying.. | | [§] BookletCreation.. | \@ Covers... |
1-1 Sided off off
J

J J

| | S poster.. | [7] Repeat mage...
off

£ Copy

(

‘ Pages per Side...

off off

‘ I J1 [y ]

[ [] Annotations... |1 [] watermark.. | (] Foldns. i
off off

off
J 1 J )

(
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2 Select any option.

[/ Folding

[x Cancel ][<7 Save

[ |
off

| singleFold

The arro

w shows where the output

h
willbe delivered.

m Off

Does not fold copies.

H Single Fold

This option is displayed when the Booklet Maker Unit for Finisher-B1 (optional) is installed.

Creases copies in half.

Preset Repeat Image (Making Multiple Copies on a Single Sheet)

ﬂ o

This feature allows you to repeatedly copy one original onto equally divided areas
according to the specified number of copies.
You can select the number of the times the original is copied onto one sheet from [2 Times],
[4 Times], or [8 Times].

2 Times 4 Times 8 Times
< €| AAAA
A A < | AAAA
<< AA  I=
<< AA I3

Note

* When you select an option other than [Auto %] in [Reduce/Enlarge], image loss may occur depending on the
image size of the document.

T Select [Preset Repeat Image].

L J

| | 5t 10 card copy... |
off

¢ OutputFormatI Job Assembly -
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Copy Output (Specifying Finishing Options)

This feature allows you to select finishing options.

2 Select any option.

Preset Repeat Image

[x Cancel

[ save

off

3

2 Times

4 Times

8 Times
L

m Off

Disables this feature.

B2 Times

M4 Times

H 8 Times

Note
* This feature does not appear for some models. An optional component is required. For more information

contact our Customer Support Center.

* Different items appear depending on the attached options.
If the finisher is installed, each set of copies can be stapled, and then output. When the

Hole Punch Kit for Finisher-B1 is installed, copies can be punched.

Makes two copies of the document image on a single sheet of paper.
Makes four copies of the document image on a single sheet of paper.

Makes eight copies of the document image on a single sheet of paper.

ACAUTION

* Waste staples may come out with output paper. Be careful not to get injured by the staples.
* Do not staple punched holes of paper. Sharp points of a staple may cause injuries.

1 Select [Copy Output].

Copy

Image Quality

Layout
Adjustment

OutputFormatI Job Assembly -

off

'8 preset Repeat Image... Copy Output...
( QTE ]

Auto

Center Tray
J {

=
| ID Card Copy... |
off
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2 Select any option.

Copy Output [x Cancel H <7 Save }
Staple Hole Punch Original Orientation
[ 4 Auto off | off | Upright Images
1 Staple 2 Holes i
% sy P @ e < ?ldeways
| mages
% 2Staples [ | 2 Holes =
L
2Staples [ v 2 Holes [BE . 4
@ L with J )
| =) separators |
| Output /£
Offset -
| Center Tray

Copies are collated when the originals are loaded in the document feeder.

Copies are collated when originals are loaded on the document glass and any of the
following features is used: 2 Sided Book Copying, Covers, Booklet Creation, Stapling, Build
Job, Sample Set, and Combine Original Sets.

H Collated

The machine outputs sheets sorted into sets that are arranged in page order.

B Uncollated

The machine outputs the specified number of copies and sorts sheets by page.

B Uncollated with Separators

The machine outputs copies with inserting blank sheets as a separator and sorts sheets by
page.

M Separator Tray

When you select [Uncollated with Separators], select the paper tray to be used for the
separators.

Note
* When you use the bypass tray, select [Bypass] on the [Separator Tray] screen.

H Staple
This feature allows you to select whether to staple copied outputs at the top left corner.
The number of sheets that can be stapled is 2 to 50 (when 80 gsm paper is used). Available
paper types are: Bond, Plain, Recycled, Plain Reload (60 to 105 gsm), Heavyweight (106 to
169 gsm), Heavyweight Reload, Extra Heavyweight (170 to 216 gsm), Extra Heavyweight
Reload, Extra Heavyweight Plus (217 to 220 gsm), Gloss (106 to 169 gsm), Gloss Reload,

Heavyweight Gloss (170 to 216 gsm), Heavyweight Gloss Reload, Extra Heavyweight Gloss
(217 to 220 gsm), Extra Heavyweight Gloss Reload, and Custom Paper 1 to 5.

Important
* In the following cases, the actual stapling position differs from the stapling position displayed on the screen:

* When [Original Orientation] is set to [Upright Images], and [Staple] is set to one position at the right side.

* When [Original Orientation] is set to [Sideways Images], and [Staple] is set to one position at the left side.
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H Hole Punch

Sets the position for punching.
The positions for punching vary depending on a finisher installed.

Important
* When the punching feature of a finisher is defective, output is delivered to the center tray instead of the

finisher tray. Remove the output delivered to the center tray every now and then.

Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.
Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.
@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.
4 Sideways Images
Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).
B Output/Offset

Available when the output destination tray is selectable.
Allows you to select the output destination tray. To select the output destination tray and

offset operation, select [More].

H Offset
Available when the output destination tray is not selectable.

[Offset] screen appears.

Reference
* For more information, refer to "Copy Output (Specifying Finishing Options)" (P.174).

[Output Destination/Offset Stacking] screen
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Allows you to select the output destination and offset options.
B Offset Stacking
[Offset Stacking] screen will appear.

Reference
* For more information, refer to "Copy Output (Specifying Finishing Options)” (P.174).
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[Offset Stacking] screen
Allows you to select offset options.

The offset is a function for slightly offsetting and outputting each paper stack to allow you
to distinguish the separations. You can specify by set, job, specified number of pages, or
specified number of copies for a paper stack.

Note

* When the offset option is set to [System Default], output is done to the destination set on the machine. To

change the machine setting, refer to "System Settings">"Copy Service Settings"> "Copy Defaults">"Output
destination”.

Paper Size and Stapling Position

B Finisher-A1

1 Staple 1 Top Right

A4 [J)B5[),
7.25x10.5"[), Eieport [
85x11'[J)
16K[,)

AL, A3, B4,
85x11" y
85x13", Report

8.5x 14",
11x17% 8K

Report

Report

B Finisher-B1

1 Staple 1 Top 2 Staples 2Top 2 Right
Right
A4[J) B5[,
7.25x10.5" D, E{eport ReportI IReport I's Reporti
8x10"[J), . & .
8.5x 11",
16K[J .
g g
& &
1
A4, A3, B4,
85x11", = — | s e oot |
85x13", eport eport | eport | é'% eport |
8.5x14",
11 x15°,
11 x17", 8K £ * ‘g
| 1€ g

* :The staple orientation displayed on the touch screen differs from the actual staple orientation. Outputs are stapled in the
orientation shown in the above table.
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Paper Size and Punching Position (Finisher-B1)

N 2 holes*
2 Holes 2 Holes 2 Holes
(Left) (Top) (Right)
A4}, B5[), 7.25x10.5"[),
8 x 'IO"D, 85x11 "D, oReport o5 Reporio
16K[) o o q
A4, A3,B4,85x11", 8.5 x
13", 8.5x14",11x 15" 11 5 = S
X 1 7..’ 8K . Report . E% Report .

* :For the Finisher-B1, the distance between the two holes is 70 mm with the US 2/3 Hole Punch Kit, and is 80 mm with the 2/4
Hole Punch Kit, which is normally used.

M 3 holes
3 Holes 3 Holes 3 Holes
(Left) (Top) (Right)
A4, B5[), 7.25 x 10.5"[),
8x10" D, °Report °© 5 Report’)

" (o] (e} % [o]
8.5x 11"[J, 16K[J) , N .
A3,B4,11x15"11x17",
8K =

2 Report g <3 Reportg
° ol o
B 4 holes
4 Holes 4 Holes 4 Holes
(Left) (Top) (Right)
A4, B5[), 7.25 x 10.5"[),
8.5x11°[J, 16K[J CRepor o5 Repor(]
(o] (e} § [o]
(o] (] O
A3,B4,11x15"11x17",
K =
8 & Report 3] Report
s o s
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ID Card Copy(Copying Both Sides of an ID Card)

This feature allows you to copy both sides of a small undetectable original, such as an ID
card, onto one side of paper.

Original document Original orientation Copied output
Front side
Front side Back side
ABC S S ABC
S EXN R P .
Back side 123
123

1 Specify the orientation of the document in [Original Orientation] on the [Layout
Adjustment] screen.

ﬂ o

Copy I Image Quality ] Cayoul [Output Format I Job Assembly -
7 7 y 2Sided
[ [T 25sided Copying... | [ (4] Book Copying.. I e cahat |
1-1 Sided off off
L J J J
[ |3 original Size... | [ =0 Mixed size originats.. | | ] EdgeErase...
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/Right: 2mm/ 2mm | ——
( J { ) | Center: Omm J| v
\ Image Shift... | \ Invert Image... | | B2 originat ortentation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
L J J J

2 Place the document slightly away from the top left corner of the document glass, and close
the document glass.

Important
* Always use the document glass when copying. You cannot use the document feeder with this feature.

* Specify the orientation of the original document correctly.
* If the edges of the image are missing, slightly move the card inward on the document glass so that the whole
image can be scanned.

* When the reduced size is specified to copy an ID card, the machine may copy the ID card in a different
orientation from the original orientation depending on the magnification ratio specified. For information on
the copy magnification ratio for ID Card Copy, refer to "Tools" > "Common Service Settings" > "Copy Service
Settings” > "Copy Control” > "ID Card Copy - Reduce/Enlarge” in the Administrator Guide.

Reference
* Forinformation on how to specify the orientation of a document, refer to "Original Orientation (Specifying the Orientation of
Loaded Documents)" (P.148).
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Ado>

w

3  Select

[ID Card Copy] on the [Output Format] screen.

Hexjeitis Output Format | Job Assembly

Copy Image Quality |, SO

| |8 preset Repeat Image... | | [{ | Copy Output... || 58 10 card Copy.. |
off Auto off
Center Tray
l J J J—
A
|
272

4 Select [On].

[x Cancel ][<7 Save

ID Card Copy

1. Copy the front of the card as usual.

1
2. Turn the card over without changing its position to copy the back of

[
% on
the card.
< on Note: Place the card slightly away from the top left corner of the
Document Glass to capture the whole image of the card.

m Off

HOn

180

Disables ID card copying.

Enables ID card copying.
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Job Assembly

This section describes the features you can select on the [Job Assembly] screen.
"Build Job (Processing Documents Scanned with Different Settings as One Job)" (P.181)

"Sample Job (Checking the Finished Output of the Copy)" (P.186)

"Combine Original Sets (Adding Originals)” (P.188)
Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected Area)” (P.190)
"Stored Programming (Calling a Stored Program for Build Job)" (P.192)

1 Select [Copy] on the Services Home screen.

Copy

Simple Copy

Fax/ Internet Fax

Simple Fax

i |

ﬂ o

Store to Folder Send from Folder

L 12 )}

2 Select a feature on the [Job Assembly] screen.

IImageQualityI rayout IOutputFormat] Job Assembly -

@] sample Job... £ Combine Original Sets.
off

Copy
Build Job...

off

Note
* Drag or flick the screen vertically to switch the screen to be displayed. For information on how to drag or flick,

refer to "Touch Screen” (P.84).
Build Job (Processing Documents Scanned with Different Settings as
One Job)
This feature allows you to apply different copy settings to each document page or each

document stack, and then output the copies as one job.

Note
® This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.
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1 Select [Build Job].

Lot Output Format | Job Assembly -

J

Copy Image Quality |, SO
\ Build Job... | @] sample Job... | [ <= combine original sets.. |
off off off

J

)

(

Delete Outside /
Delete Inside...

off

( J

2 Select [On].

Build Job

[0 Save ]

[ 7] copyoutput..

( ) Collated
38 oft Center Tray

| [ Booklet creation...

off
J {

(

off

...

off
J {

(

No Separators

\@ Segment Separators... | | [ ] watermark...
off

J

(

3 Select any option.

Note

Note
¢ Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

* Select [ A]to return to the previous screen or [ ¥ ] to move to the next screen.

flick, refer to "Touch Screen” (P.84).

m Off

Build Job is not applied.

HOn

Important
* The features selected here cannot be canceled or changed while the machine executes a copy job.

Reference
* Forinformation on features available in Build Job, refer to "Build Job (Processing Documents Scanned with Different Settings as

One Job)" (P.181).

Build Job is applied. The feature buttons appear. Specify any option if necessary.

Features that can be set in Build Job

H Copy Output

Reference

* For more information, refer to "Copy Output (Specifying Finishing Options)" (P.174).

H Booklet Creation

Reference

* For more information, refer to "Booklet Creation (Creating a Bound Booklet)" (P.152).
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H Covers

Important
* The machine does not copy on a cover when using the Build Job feature.

Reference
* For more information, refer to"Covers (Attaching Covers to Copies)” (P.156).

H Annotations

Reference
* For more information, refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)" (P.162).

B Segment Separators

Reference
* For more information, refer to [Segment Separators] Screen(P.185).

B Watermark

Reference
* For more information, refer to "Watermark (Printing Control Numbers on the Background of Copies)” (P.169).

[Copy] Screen When Build Job is in Progress

The following describes the screen that appears while the Build Job is being executed.

= ]

ﬂ o

[T copy File 00096
Quantity: 20/300 Q? Sample Job
(feaDica
Pages: 40/50 $ oo
originals: 50
(A4 d) Last Original
Black & White — = 4
2 o L{& Next Original
100%, 200%
Collated [ g |
| ==, Chapter Start... | | ], Insert | | =) change s~ Change
‘\:D\ ) ‘D:m Separators.. | | Q‘ Quantity... | | &% settings...
B Chapter Start

Displays the [Build Job - Chapter Start] screen.

Reference
* Refer to [Build Job - Chapter Start] Screen(P.184).

M Insert Separators
Displays the [Segment Separators] screen.

Reference
* Refer to [Segment Separators] Screen(P.185).

B Change Quantity
Displays the [Change Quantity] screen on which you can change the number of copy sets
using the numeric keypad.
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B Change Settings

Displays the [Copy] screen on which you can change the settings for the next document.
After changing the settings, press the <Start> button on the control panel to start scanning
of the document. To return to the previous screen, press the < # > button.

When using a stored program for Build Job
While the machine makes copies using the Build Job feature, you can use a stored program.

1) Select [Change Settings].

2) Select the [Job Assembly] tab.

3) Select [Stored Programming].

4) Select the number of the stored program that contains the features you want to use.

Reference
* Forinformation on how to register a stored program, refer to Registering Stored Programs for Build Job(P.462).

H Delete
Clears the document data stored by the Build Job feature, and cancels the job.
Note
* You can also press the <C (Clear)> or <Clear All> button on the control panel to perform the same operation.

* While the machine is scanning the loaded document, [Delete] is displayed. Select [Delete] to pause scanning.
Select [Start] on the touch screen, or press the <Start> button on the control panel to resume scanning.

M Last Original
Select this button to end scanning of documents. The build job starts.

M Next Original

Select this button when you have another document. This button is always selected when
you use the Build Job feature.

M Start
After loading the next document, select this button to scan the next document.

Note
* You can also press the <Start> button on the control panel to perform the same operation.

B Sample Job

When making multiple sets of copies, you can print a sample set to check the finished
output and then print the remaining copy sets. You can select to continue or cancel the job

after the confirmation.

[Build Job - Chapter Start] Screen
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1 Select any option.

= Build Job - Chapter Start [x Cancel ][0 Save

This feature determines whether the first page of the added originals

is to be copied onto a new sheet of paper.
Ttworks whon 2 Sided Copying Is seciod.
Select Off to copy onto the continuing page of the previous set of
@ originals.

Pages per Side Or, select On to copy onto Side 1 of a new sheet of paper.

iR Or, select "Pages per Side - New Page” to copy onto a new sheet of

paper.

m Off
The next stack of documents is copied after the previous stack.

HOn
The next stack of documents is copied from Side 1 of a new sheet of paper.

H Pages per Side - New Page
When [Pages per Side] is set, even if all documents are divided for every chapter before all
of them are assembled in the Pages per Side feature, the next stack of document is copied

from Side 2 of the paper.

[Segment Separators] Screen

This screen allows you to insert a sheet of paper as a separator in between each stack of
documents. You can specify the number of separators to insert in the range from 1 to 99 as

necessary.
Note
* You can specify different settings for each stack of documents. If you do not specify particular settings for
each stack of documents, the previously specified settings are applied.

1 Select any option.

@ Segment Separators [2 Cancel H <7 Save ]
Segment Separator Tray fif)"g’;‘s";e‘i‘l‘s""”‘y
No Separators | | [ 1=B5 [ amas | ] 1 |
| - Plain | - Plain
Blank [ 2284 ‘D 5=1A3 + |
Separators | - Plain | Plain J
[ = |
= 1Sided 3[=A4 =) More...
7 side 1 Only ||~ plan |
i 1
7 1Sided
9 side2 only
= 2Sided
| ¥ separators

B No Separators
Does not insert any separators.

H Blank Separators

Inserts blank separators.
If you select this option, load documents, and press the <Start> button, the blank
separators are inserted before the copies of the documents.
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M 1 Sided Side 1 Only

A first page of the loaded documents is copied on the front side of a separator, and the rest
of the pages are copied on the paper other than a separator.

When [Pages per Side] is set, the number of pages (2 pages, 4 pages, or 8 pages) that you
selected to copy onto one side of a single sheet, starting from the first page of the loaded
documents, are copied onto the front page of a separator.

When you load a single sheet document, the document is copied onto a separator.

m 1 Sided Side 2 Only

A first page of the loaded documents is copied on the back side of a separator, and the rest
of the pages are copied on the paper other than a separator.

When [Pages per Side] is set, the number of pages (2 pages, 4 pages, 8 pages) that you
selected to copy onto one side of a single sheet, starting from the first page of the loaded
documents, are copied onto the back side of a separator.

When you load a single sheet document, the document is copied onto a separator.

M 2 Sided Separators

First two pages of the loaded documents are copied onto each side of a separator, and the
rest of the pages starting from the third page are copied onto the paper other than a
separator.

When [Pages per Side] is set, the number of pages (2 pages, 4 pages, 8 pages) that you
selected to copy onto one side of a single sheet, starting from the first page of the loaded
documents, are copied onto each side of a separator.

When you load two-sheet documents, both sheets are copied onto each side of a separator.

Note

* When you have two separate documents, a single sheet document and multiple sheet documents, if you
want to copy this single sheet document and the first page of the multiple sheet documents onto each side
of a separator, when loading the multiple sheet documents, select [No Separators] in [Segment Separators].
If you do not select [No Separators], the machine processes these two documents separately under different
separator settings, the single-sheet document is copied onto a separator, and the first page (or first two
pages) of the multiple sheet documents is copied onto another separator.

B Segment Separator Tray

Allows you to select the tray, which is loaded with paper to be used as a separator.

Reference
* When [Bypass] is selected, the [Tray 5] screen is displayed. For more information, refer to "Paper Supply (Selecting the Paper for
Copying)" (P.113).

B Separator Quantity

This option is available when you select [Blank Separators]. You can specify the number of
separators in the range from 1 to 99.

Sample Job (Checking the Finished Output of the Copy)

186

When making multiple sets of copies, you can print a sample set to check the finished
output and then print the remaining copy sets. You can select whether to continue or cancel
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the job after the confirmation. This feature also allows you to change the number of copy
sets. The sample copy is included in the total number of copy sets.

Note

* After a sample set is output, if the machine is left uninstructed for the period specified in [Auto Clear], you
can set whether or not to start the data remained. For more information, refer to “Tools” > "Common Service
Settings” >"Other Settings” > "Paused Job Handling".

Reference
* For more information on [Auto Clear], refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" > "Auto Job Release”
in the Administrator Guide.

1 Select [Sample Job].

Copy I Image Quality I Layout Ioutput Format] Job Assembly -

[ Build Job... ‘ [ @ Sample Job... ‘ [ @ Combine Original Sets.. ‘
off sample Job Off off

{ J\ J1 J

[ T Delete Outside / ‘
Delete Inside...
off

e

2 Select [On].

@ Sample Job [x Cancel ][<7 Save

Sample Job will print out your first copy for you to check to see
(|| iftheoutputiswhatyou expected. You may then change the
a off programming if desired, or submit the rest of the job to be printed.

m Off

No sample set is made.

HOn

A sample set is made.

[Copy] Screen When Sample Job is in Progress

After the sample set is copied, the machine pauses the job and displays the [Copy] screen.

m Copy File 00095 [ x ]

Quantity,  20/300 [@p Delete |
Pages: 40/50 { bad

Originals: 50
(A4 )

Black & White
=1 A4D
100%, 200%
Collated

[ =) change | [, change
( g Quantity... | | £ settings...
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B Change Quantity
Displays the [Change Quantity] screen on which you can change the number of copies
entered before. Enter a new quantity using the numeric keypad. The new value must
include the number of the sample set that has already been printed. When reducing the
quantity, specify a value between 1 (sample set) and the number of copies entered before.

Note
* If you specify "1" as a new quantity and then press the <Start> button, the machine will not process the job.

B Change Settings
Displays the [Change Settings] screen. To cancel the settings you have made, deselect the

check box for the feature you want to cancel.

H Delete
The remaining copies are canceled.

B Start
The remaining copies are made.

Note

* You can also press the <Start> button on the control panel to perform the same operation.

Combine Original Sets (Adding Originals)

Use this feature when you copy a document that has too many pages to be loaded in the
document feeder at one time, or when you scan each document page using the document
glass and have the machine process the pages as one job.

When you use this feature, [Next Original] is always selected on the screen during scanning
documents with the document feeder or the document glass.

If [Copy Output] is set to [Auto], the output is automatically sorted.
When all documents have been scanned, select [Last Original].

Note

* After a sample set is output, if the machine is left uninstructed for the period specified in [Auto Clear], you
can set whether or not to start the data remained. For more information, refer to "Tools" > "Common Service

Settings” >"Other Settings” > "Paused Job Handling".
For more information on [Auto Clear], refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers"

> "Auto Job Release" in the Administrator Guide.

1 Select [Combine Original Sets].

&g Co Image Qualit L OutputFormat | Job Assembl
24 9 Y Adjustment P ¥

[ [ [
| Bij Build Job... | Sample Job... | [ & combine original sets..
off off off

1 Delete Outside / |
Delete Inside...
off
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2 Select [On].

[x Cancel H < Save }

=~ Combine Original Sets

Use this feature if the number of your originals | Original Orientation
| | exceeds the capacity of the Document Feeder.
Upright Images

Eﬁ Sideways
Images

‘aoﬁ

The sets will be combined into one job.

Note: If you want to select different features

for each group, use Build Job. (

m Off
Disables this feature.

HOn
Enables this feature.

M Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the

top of the document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

[Copy] Screen When Combine Original Sets is in Progress
The [Copy] screen is displayed when copying starts.

E Copy File 12345 [@ Close ]
Quantity: 20/300 Nt
Pages: 40150 | $g e
Originals: 10
(A4 1) — | Last Original
Black & White = ' Next Original ‘
ol
Collated = 15 R
e
H Delete
Clears the document data stored with the Combine Original Sets feature, and cancels
copying.
Note

* You can also press the <C (Clear)> or <Clear All> button on the control panel to perform the same operation.
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M Last Original
Select this button to end scanning documents

B Next Original
Select this button when you have more documents to copy. This button is always selected

when the Combine Original Sets feature is used
H Start
After loading the next document, select this button to scan the next document
Note
* You can also press the <Start> button on the control panel to perform the same operation
Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected

Area)
This feature allows you specify the areas to be deleted from a document image. Up to three
areas can be specified.

1 Select [Delete Outside/Delete Inside].

IImageQualityI Layout IOutputFormat] Job Assembly -

J

Copy
‘ Build Job... I @ Sample Job... |[ < combine original Sets. |
off Sample Job Off off
J { J {

Delete Outside /
‘ T Delete Inside... ‘

J

(

2 Select any option.

L

ﬁ Delete Outside / Delete Inside [x Cancel ][<7 Save ]
Area Settings Orlglnals Original Orientation
1 2
off [ D Area .. F Both Sides w . Uprlghl Images w
Not Defined f i
Delete Outside L J Side 1 Only Sideways
| 7 e
| D Area2.. | i |
Delete Inside F Side 2 Only
| | Not Defined |
L
Area3.. | The above setting is
§ only applicable to
Not Defined 2-sided originals.
L

m Off
No area is deleted.

H Delete Outside
Deletes the outside of the selected area.

H Delete Inside
Deletes the inside of the selected area.
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H Area Settings
Displays the [Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] screen. You can
specify up to three areas.

Reference
* Referto "Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected Area)" (P.190).

M Originals
When the original document is a 2-sided document, specify from which side the specified
area is to be deleted.

@ Both Sides
Applies the settings to both sides of the document.

4 Side 1 Only
Applies the settings to Side 1 of the document.

4 Side 2 Only
Applies the settings to Side 2 of the document.

B Original Orientation
Allows you to specify the orientation of the document so that the machine can identify the
top of the document.

Note

* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.
@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

4 Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen

This screen allows you to specify the area to be deleted. The area is defined by the
rectangle formed between the points X1,Y1 and X2,Y2. The origin point is the top right
corner of a document.
You can specify a value in the range from 0 to 432 mm for the width (X) and the length (Y)
in 1 mm increments.
Note
* Specify the 2 coordinates from the top right corner of the document.
* When specifying multiple areas, the specified areas can overlap each other.

* When [Reduce/Enlarge] is set, the specified area will be reduced or enlarged accordingly.
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1 Select [Area 1], [Area 2], or [Area 3].

D Delete Outside / Delete Inside - Area 1 [x Cancel ][0 Save

Y1 0.0 To define an area, enter the

f I 2 coordinates within a range
mm of 0 & 432mm
— measuring from the top right

Y2
‘C” mm A —— corner of the original.
— ST

Each areaiis defined by the
coordinates of two
diagonally opposite corners.

X2

[

| Clear Area1

Select the text box for [X1], and enter the value for X1 using the numeric keypad.
Select the text box for [Y1], and enter the value for Y1 using the numeric keypad.

Select the text box for [X2], and enter the value for X2 using the numeric keypad

hnu N W N

Select the text box for [Y2], and enter the value for Y2 using the numeric keypad.

Note
¢ Ifallof [X1],[Y1], [X2], and [Y2] are set to [0], the area will be invalid. If no other area is specified, the Delete

Outside/Delete Inside feature cannot be used.

® Pressing the <C (Clear)> button clears the value you have entered.

B Clear Area 1 (Area 2 or Area 3)
Clears all the values set for Area 1 (Area 2 or Area 3).

Stored Programming (Calling a Stored Program for Build Job)

This feature allows you to call a stored program for Build Job.
Reference

* This feature is the same as "Stored Programming” > "Calling a Stored Program” > "Calling a Stored Program for Build Job". For
more information, refer to Calling a Stored Program for Build Job(P.467).
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Fax Procedure

This section describes the basic fax procedures.

“Step 1 Loading Documents” (P.194)

"Step 2 Selecting Features” (P.197)

"Step 3 Specifying Destinations” (P.199)

"Step 4 Starting the Fax Job" (P.201)

"Step 5 Confirming the Fax Job in Job Status” (P.202)

Step 1 Loading Documents

The following two methods are available to load documents:

B Document Feeder(optional)

194

* Single sheet

* Multiple sheets

B Document Glass

* Single sheet
* Bound documents, such as books



Fax Procedure

Document Feeder

The document feeder supports single and multiple sheet documents with sizes from 125 x
85 mm (Standard size: A5, A5(]) to 297 x 600 mm (long) (Standard size: A3, 11 x 17").

The document feeder automatically detects documents of standard-size widths.

Note
* The document feeder is optional for some models. For more information, contact our Customer Support
Center.

Reference

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the System Administration
mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service Settings” > "Other Settings” > "Paper Size
Settings" in the Administrator Guide.

The sizes on the left are detected as the sizes shown on the right as follows.

Original Document Size

Document Size Detected by the
Document Feeder

8-inch width document

B5 width document

10-inch width document

B4 width document

The document feeder accepts the following number of sheets.

Document Type (Weight) Number of Sheets
Lightweight paper (38 - 49 gsm) 110 sheets
Plain paper (50 - 80 gsm) 110 sheets
Heavyweight paper (81 - 128 gsm) 75 sheets

Important
* To avoid paper jams, use the document glass for folded or wrinkled documents, cut-and-pasted documents,
curled paper, or back carbon paper.

* 2-sided scanning of lightweight paper (38 - 49 gsm) is not supported.

Reference

* Forinformation on how to fax mixed sized documents, refer to "Mixed Size Originals (Scanning Different Size Documents
Simultaneously)” (P.141).

T Remove any paper clips and staples before loading a document.

2 Load the document face up (when the document is 2-sided, place the front side up) in the
center of the document feeder.

195




Fax

3 Adjust the document guides to match the size of the document loaded.

Document Glass

The document glass supports a single sheet, a book, or other similar documents with sizes
from 15 x 15 mm to 297 x 432 mm (Standard size: A3, 11 x 17%).

Important
* Always close the document cover after using the document glass.
The document glass automatically detects standard size documents.

Reference
* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the System Administration
mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service Settings" > "Other Settings" > "Paper Size

Settings" in the Administrator Guide.

/\CAUTION
Do not apply excessive force to hold thick document on the document glass. It

may break the glass and cause injuries.
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1 Open the document cover.

Important
* Ensure that the touch screen is active, and then load a document. Otherwise, the machine may not properly
detect the document size.

2 Load the document face down, and align it against the top left corner of the document
glass.

Note
* When you load a A5, B5 or A4 document on the document glass in portrait orientation, the scanned image is
transmitted with 180 degrees rotated.

3 Close the document cover.
Note

* When astandard size document is loaded on the document glass, the size of the document is displayed in the
message field.

Step 2 Selecting Features

The following two services are available to send faxes.

B Simple Fax

Allows you to only select basic features to send faxes.
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B Fax/Internet Fax
Allows you to make detailed settings to send faxes.
The following procedure uses [Fax/Internet Fax] to describe how to select features.

You can select the Fax or Internet Fax service, on the Services Home screen.

Reference
* Forinformation on the Simple Fax service, refer to "Simple Fax" (P.226).

Note
* The features to be displayed on the screen depend on your machine configuration.

* When the Authentication or Accounting feature is enabled, a user ID and passcode may be required. Ask your
system administrator for the user ID and passcode.

1 Press the <Services Home> button.

¥

@ DO NOT remove
the USB device while
itis being accessed.

=

2 Select [Fax/Internet Fax].

Fax/ Internet Fax E-mail

Tul | >

Simple Copy Simple Fax Scan to PC

Store to Folder Send from Folder Stored
Programming

1/2

3 If the previous settings still remain, press the <Clear All> button.

LogIn/Out  JobStatus Machine Status  Power Saver

z
-]

O]
©)

Clear Al

3

©
® e

Interrupt Stop.

i

OHGYCHCHO
® 006

Start

®

T
Dota @ Evor [0 Mo ®
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4 Select each tab, and select a feature as necessary.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options
[ W L. |
Ecoc - ‘ Recipient[ [ H
L) | )
|| showFaxNo. /Emait Address
| 75 Address |
| [ sookc. J
| Redial || |
2. |5
[ Jrreven
Darken Lighten - = -
5 " [ 2Sided [ [ = original Type | | [ @ Resolution | |
<] i g WS orring: |- - a
L B > (5 sied ) (Text || |stondard (200x.. | |

The following shows the reference section for each tab.

Reference

* "Fax/Internet Fax" (P.233)

* "Layout Adjustment” (P.257)

* "Fax/Internet Fax Options” (P.265)
* "More Options" (P.290)

Step 3 Specifying Destinations

Three methods are available to specify recipients: by phone number, by address number,
and by group dial number. The following shows input methods supported by each method.

Numeric Keypad | One Touch buttons | Address Book
Phone Number 0] X X
Address Number 4 digits (0001 to 2 digits (1 to 52, 0r 1 to | Fromthelist tab
(Speed Dialing) 2000) 45)* and index
3 digits + *
(nnn0 to nnn9)
2 digits + *
(nn00 to Nn99)
Group Dial Number # + 2 digits X 0]

O : Available
X: Not available

* :There two ways in which address numbers and stored programs are assigned to the one touch buttons. Select either of the
following:

(Type 1]

The buttons 1 to 52 are used for address numbers and they correspond to the registered address numbers 0001 to 0052, while
the buttons 53 and 54 are used for stored programs and they correspond to the registered stored programs 1 and 2.

[Type 2]

The buttons 1 to 45 are used for address numbers and they correspond to the registered address numbers 0001 to 0045, while
the buttons 46 to 54 are used for stored programs and they correspond to the registered stored programs 1 to 9.

By default, [Type 1] is selected. For information on how to change the settings registered to the one touch buttons, refer to
“Tools" > "Common Service Settings” > "Screen/Button Settings” in the Administrator Guide.

Important

* When using the Server Fax service, you cannot specify address numbers using the numeric keypad or use one
touch buttons.

You can specify multiple recipients (Broadcast Send) using the above methods. You can
also use a combination of the methods.

If the same recipient was specified for several pending documents, you can send the
documents with a single phone call. This feature is called Batch Send. Note that you cannot
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use Batch Send with Broadcast Send, Relay Broadcast, Remote Folder, and Delay Start
when prior to the specified time. When using a redial, resend, or delayed start send
transmission job, or authentication feature, to send to the same address from different
users, then Batch Send is not possible.

Important
* Confirm recipients before sending a fax.

Reference
* Forinformation on Broadcast Send, refer to "Broadcast Send (Transmitting to Multiple Recipients)" (P.297).

* To specify a line to send a fax when the Additional G3 Port Kit 3 (optional) is installed, refer to "Specifying a
Line (Port)" (P.248).

The following describes how to enter a phone number with the numeric keypad as an
example.

71 Enter a fax number using the numeric keypad.

N LogIn/Out  JobStatus Machine Status  Power Saver

& ©
-
Q o o
x :Q @ @ Clear All
7 ©eo . 0.,
® 6 6
© @@ @
@ © Start
_:4J
Data @  Eror [0 ;gg;g,@

2 To specify multiple recipients, select [+ Add] on the touch screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[Fax ‘v” Recipient[d001]:0123456789 [aa ]H
‘ M J

|| showFaxNo. /Emait Address
|

[ = Address
|8 sook..
[gom Redial | [y |
L. =
DPreview
Darken Lighten " oy "
: " [ 2Sided [ [[= original Type | | (g Resolution | |
\<>\E5mnning - - -
L ) |1 Sided ) (Text | Standard (200x... | |
Note

* Select [Reconfirm Recipients] in the message field to check the entered value. You can hide [Reconfirm
Recipients] to show the remaining memory capacity. For more information, refer to "Tools" > "Common
Service Settings” > "Screen/Button Settings” > "Reconfirm Fax/Internet Fax Button" in the Administrator
Guide.

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

* Depending on the settings, a screen to re-enter the recipient may be displayed after you specify the recipient
and then select [+ Add]. In such case, re-enter the recipient.

* You can combine the fax numbers registered in the one touch buttons, speed dial, and the Address Book
respectively and the numbers entered using the numeric keypad to specify as one recipient. This is called
Chain Dial. Select [+ Add] when you finish combining. You can set whether the chain dial is used or not in the
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System Administration mode. For more information, refer to "Tools" > "Fax Service Settings” > "Fax Control" >
"Chain Dial" in the Administrator Guide.

Reference

* Forinformation on how to specify a fax number using the Address Book, refer to "Specifying a Destination Using the Address Book”
(P.234).

* Forinformation on how to specify a fax number using the speed dialing, refer to "Speed Dialing (Specifying a
Destination Using an Address Number)" (P.241).

* For information on how to specify a fax number using one-touch-buttons, refer to "Specifying a Destination
Using a One-Touch Button” (P.246).

* Forinformation on the Internet Fax, refer to "About Internet Fax" (P.210).

* For information on the IP Fax (SIP), refer to "Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax/IP Fax
(SIP))" (P.234).

Step 4 Starting the Fax Job

The following describes how to start a fax job.

1 Press the <Start> button.

e LogIn/Out  Jobstats Machine Status  Power Saver
C) ©
@ @ @ Clear All
©e6 . 0.,
0O @ @
© ©©
0 ©

Important

¢ If the document has been loaded in the document feeder, do not hold down the document while it is being
conveyed.
Note

* Depending on the settings, the screen to re-enter the recipient may be displayed after pressing the <Start>
button. In this case, re-enter the recipient.

* If a problem occurs, an error message appears on the touch screen. Solve the problem according to the
message.
BIf you have more documents

If you have more documents to fax, select [Next Original] on the touch screen while the
current document is being scanned. This allows you to send the documents as one set of
data.
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2 While documents are being scanned, select [Next Original].

@ Store Fox File 00021 [ X ]
B 10120567

dokokano CaaDace.
Job Type: Send Fax b4

A
j ‘E Next Original ‘
Superfine (600 dpi)
A6
Start Time: 12:36 AM
Note
* When using the document feeder, load the next document after the machine has finished scanning the first
document.

* You can change the scan settings of the next document by selecting [Resolution], [Original Size], and
[Lighten/Darken] that are displayed after selecting [Next Original].

* When this screen or the preview screen is displayed and the time of [Auto Clear] lapsed without any
operation, you can set whether or not to continue the job. For more information, refer to "Tools" > "Common
Settings” > "Other Settings” > "Paused Job Handling” in the Administrator Guide.

Reference
* For more information on Auto Clear, refer to "Tools" > "Common Service Settings" > "Machine Clock/Timers" > "Auto Clear" in the
Administrator Guide.

3 Load the next document.

4 Press the <Start> button.
If you have more documents, repeat steps 3 and 4.

5 When all documents have been scanned, select [Last Original].

m Store Fax File 00004 [ x

B :0123456789

[ Delete
Job Type: Send Fax b4

_ e
Pages:

(st |
=

Standard (200 x 100 dpi)
A4

['[@) Preview.. | [$12 Change
| @ | | &% settings..

Step 5 Confirming the Fax Job in Job Status

The following describes how to confirm the status of a fax job.
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1 Press the <Job Status> button.

© ©
GHI KL MNO Clear All
©e0o .0,
raRs W oww ”é5 e’
Dial Pause Speed Dial
0o

Data @  Error [ m:'@

2 Confirm the job status.

Note
* Select [ A ] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* From the drop-down menu, you can select [Scan, Fax, & Internet Fax Jobs] and display the desired job.

Active Jobs Completed Secure Print Print l Close
Jobs Jobs & More Waiting Jobs

=51 All Jobs
L) All obs rminal Status Progress

e ]
(=) printer &Print from Folder Jobs LN st 66] -
[
£ scan, Fax, & Internet Fax Jobs
[ 3 Job Flow &File Transfer Jobs
02222-Copy 11x22mm:3% User Action 55/66

|

02222-Copy 11x22mm:3% Copying ssies) v |

If undelivered faxes exist

You can confirm undelivered faxes on the [Job Status] screen or in an Activity Report.

Reference
* Forinformation on how to resend or delete undelivered faxes, refer to "Job Status" (P.485).
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Operations during Faxing

This section describes the available operations during faxing.
Stopping the Fax Job(P.204)

Previewing the Read Images during a Fax Job(P.206)
Changing the Scan Settings(P.208)

Stopping the Fax Job

To cancel scanning a fax document, use the following procedure.

T Press either the <Stop> button on the control panel or [Delete] on the touch screen.

ﬁ\ Log In/ Out Job Stat Machine Status  Power Saver
© ©
wc o
GHL KL MNO Clea:v Al
PaRS. v wivz Us : """ vt Si‘ g
DialPause Speed Dial °
0 ®
— e
Dota > Eror [ Man ©
@ Store Fox File 00021 [ X
B 1012y \567
dokokano e T s e
Job Type: Send Fax b4
Pages: Send
<l 10 B, (Last Original)
| ‘ﬁ Next Original |
(== J
Superfine (600 dpi)
A6 0
Start Time: 12:36 AM

2 Select [Delete].

m Store Fax File 00004 [ x
B:0123456789
[ Delete
Job Type: Send Fax b4
8 | =1 send |
Pages:
- i ( =2 (Last Original) |

L

Standard (200 x 100 dpi) | 13 Start |
=
A4 0 (
[ @) Preview... | [©1# Change
L ‘@ | | €9 Settings...
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BIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

Job Status Machine Status  Power Saver

° o
®: ®¢
©)

2

Clear Al

H
Z

®

oo o ot Interrupt Stop
Dial Pause ‘Speed Dial
oNCRe)
ot B Eror [ Man @

2 Select the job to cancel.

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

N XD

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs

| (== All Jobs |
=5 h
| —
File / Job Type Remote Terminal Status Progress
]
00103-Send Fax 012-345-6789 Send Wait 01 A

3  Select [Delete].

m Store Fax File 00021 e [ X
B 1012 \567
dokokano T
[ Delet
Job Type: Send Fax ‘ b RO ‘
Pages: Send
oo e B (Last Original)

[ @J Next Original |

Superfine (600 dpi)
A6 0
Start Time: 12:36 AM

4 Select [Delete].

E\ Store Fax File 00004 [ x ]
B:0123456789
Delet:
Job Type: Send Fax ‘ b S ‘
Pages: 1 (1 send )
| 52 (Last Original) |
E Next Original
Standard (200 x 100 dpi) | ] start |
A =
[ @) Preview... | [, Change |
L @ | | €9 Settings...
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Previewing the Read Images during a Fax Job
You can preview the read images while reading the next job.

Note
* A previewed image cannot be rotated in a fax job.

* When [Pages per Side] is [On], the document cannot be previewed. For the Pages per Side feature, refer to
"Pages per Side (Combining Multiple Pages into One Sheet)" (P.277).

1 When a document starts to be read with [Preview...] is checked on the [Simple Fax] or [Fax/
Internet Fax] screen, the screen below is displayed. After the document is read, select
[Preview...]. A preview screen is displayed and the first page of the lastly read document is

document.
[1]store Fax File 00004 F[ x }
8 :0123456789
T a—
Job Type: Send Fax ¢ Deete 1
. [ send |

G i ( B (Last Original) “
Standard (200 x 100 dpi) | =1 start |
A4 Q =

( Preview... Il Change

a atae—

Note

* Tosend a job, select [Send (Last Original)] or select [Send] on the preview screen. Selecting [Start] does not
send the current job.

* When [Store for Free Polling] or [Store for Secure Polling] is selected, [Save (Last Original)] is displayed instead
of [Send (Last Original)].

* Depending on the setting of Skip Blank Pages, [Preview] cannot be selected and the first page of the last read
document is not displayed. For Skip Blank Pages, refer to "Tools" > "Fax Service Settings" > "Fax Control" >
"Skip Blank Pages" in the Administrator Guide.

* When this screen or the preview screen is displayed and the time of [Auto Clear] lapsed without any

operation, you can set whether or not to continue the job. For more information, refer to "Tools" > "Common
Settings” > "Other Settings” > "Paused Job Handling” in the Administrator Guide.

Reference
* For more information on Auto Clear, refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" > "Auto Clear" in the
Administrator Guide.

2 Select any option.

_

SAMPLE

( &8 concel J

Sender Header:
on
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] (Thumbnailed view)
A previewed image is displayed in a thumbnailed view.

= [Game )

In the thumbnailed view, the following operations are available:

* Drag or flick the preview area up and down to switch pages.

* Tap a thumbnail to move to the entire view.

Note
* Forinformation on how to drag or flick, refer to "Touch Screen” (P.84).

[ ] (Entire view)

An entire previewed image is displayed.

* When the page switching buttons are displayed

I
[@close ]

In the entire view, the following operations are available:
* Drag or flick the preview area side to side to switch pages.
* Double-tap the previewed image to move to the enlarged view.

* Tap the preview area to switch whether to display the page switching buttons or
thumbnailed bar.

* Tap the previous or next page displayed on the preview area to display the tapped page
on the center of the screen.

* Drag the thumbnailed bar side to side to scroll thumbnails. Tap the desired thumbnail to
be displayed.
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[ ] (Enlarged view)

A

previewed image is enlarged or reduced.

When the slider is displayed

< Close

[ &8 concel

When the thumbnailed bar is displayed

|} send

In the enlarged view, the following operations are available:

Drag or flick the enlarged image side to side or up and down to move the position to be
displayed.

Double-tap the previewed image to change the ratio of the image size.

Tap the preview area to switch whether to display the slider or thumbnailed bar.

Drag the slider to change the ratio of the image size.

Drag the thumbnailed bar side to side to scroll thumbnails. Tap the desired thumbnail to
be displayed.

H Cancel

Cancels the current job.

H Send

Sends the current job.

Note
* Closing a preview screen by selecting [Close] returns to step1. Selecting [Send (Last Original)] in the screen

sends a job.

* When [Store for Free Polling] or [Store for Secure Polling] is selected, [Save] is displayed. Selecting [Save] or
selecting [Save (Last Original)] in step1, the current job is stored to the public folder or private folder on the

machine.

Changing the Scan Settings

You can change the scan settings while scanning a document.
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T Select [Next Original].

@ Store Fox File 00021 [ X

B 10120567

dokokano CaaDace.
Job Type: Send Fax ® |

=R
j E Next Original ‘

Superfine (600 dpi)

A6

Start Time: 12:36 AM

2 Select [Change Settings].

E‘ Store Fax File 00004 [ x

8 :0123456789

Job Type: Send Fax ‘ ¢ Deete |

Pages: 1
Standard (200 x 100 dpi)
A4 Q

[ E} Send |
( (Last Original) |

[ =] start |
=i

(1g) Preview... | 5.2 Change )
| @ | | &% settings...

3 Set [Resolution], [Original Size], and [Lighten/Darken].

% Change Settings [x Cancel ][0 Save ]
Resolution Original Size Darken Lighten
— o
[ = standard | [ Auto Detect || < > |
| (200x 100 dpi) | — L
[ (@ Fne00dp) | (A3 &
| |
[ /@] superfine [ [naa
| EmS (400 dpi) i |
@ superfine (s ‘
(600 dpi) | |
[ More.. ‘
-

Reference

* Foreach setting, refer to "Resolution (Specifying the Scanning Resolution)" (P.255), "Original Size (Specifying the Scan Size for the

Original)" (P.258), "Lighten/Darken (Adjusting Fax Density)" (P.252).

4  Select [Save].

5 Press the <Start> button.
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About Internet Fax

Unlike general fax communications using public phone lines, Internet Fax uses corporate
intranets and the Internet to send or receive scanned documents as e-mail attachments.

Because Internet Fax uses existing corporate intranets and the Internet, the transmission is
less expensive than general fax transmission.

Note
* To use Internet Fax, various settings are required to display [Internet Fax] from the drop-down menu on the

[Fax/Internet Fax] screen. For more information, consult your system administrator.

* Internet Fax does not support color documents. If the machine receives color documents for Internet Fax
(Profile: TIFF-C), the documents are converted to black-and-white documents and printed. To send and
receive color documents, use the E-mail service.

Reference

* Forinformation on how to connect the machine to a network and how to set the network environment, refer to "Tools" >
"Connectivity & Network Setup” in the Administrator Guide, and the manual included in the Media (Software/Product Manual).

"Internet Fax Features" (P.210)
"Sending Internet Fax” (P.212)
"Receiving Internet Fax" (P.214)
"Useful Features” (P.215)

Internet Fax Features

The following describes the Internet Fax features of the machine.

Sending Internet Fax

The Internet Fax service allows you to send documents scanned by the machine as TIFF-
format attachments to Internet Fax-compatible machines.

Important
® The TIFF file profiles that can be processed differ depending on the Internet Fax-compatible machine of the

recipient. Confirm the profile that can be processed by the recipient's Internet Fax-compatible machine
before specifying a profile. For more information, refer to "Sending Internet Fax" (P.212). For information on
profiles, refer to "Internet Fax Profile (Specifying Internet Fax Profiles)” (P.287).

* If adocument is sent to a computer using the Internet Fax service, it cannot be opened in some cases. When
you send a document to a computer, use the E-mail service.

B Using Direct Internet Fax feature

You can send an Internet fax directly to the Internet Fax-compatible machines without
going through the SMTP server.

Note

* You can switch between Internet Fax and Direct Internet Fax in the System Administration mode. These two
features cannot be enabled simultaneously. For information on how to switch them, refer to "Tools" > "Fax
Service Settings” > "Internet Fax Control” > "Internet Fax Path” in the Administrator Guide.
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B Registering e-mail addresses in address numbers

Once you register a recipient’s e-mail address in an address number, you do not need to
enter the e-mail address each time you send Internet Fax to the recipient.

Note

* To address numbers, you can also register the Internet Fax profile and other settings required for
transmission.

Reference

* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.

B Using the Broadcast Send feature

You can send an Internet fax to multiple destinations by specifying multiple e-mail
addresses. Also, you can mix regular fax recipients and Internet Fax recipients to send a
broadcast transmission for fax and Internet Fax.

Note
* Up to three broadcast transmissions can be performed. The subsequent jobs will be sent in the sequential
order after the former jobs are finished.

Reference

* Forinformation on how to specify recipients, refer to "Step 3 Specifying Destinations” (P.199) and "Specifying a Destination Using
the Address Book" (P.234).

B Forwarding files stored in folders

By enabling the forwarding feature and registering a forwarding e-mail address for a folder
in advance, the faxes stored in the folder are automatically forwarded to the specified
computer, as e-mail attachments. The user, therefore, does not need to walk up to the
machine to pick up the faxes.

Reference
® For more information, refer to "Useful Features" (P.215).

B Sending Internet Fax to regular fax machines via a relay station

By specifying e-mail addresses in a specific format, you can send faxes from the machine
on the network via an Internet Fax-compatible machine (fax gateway) to fax machines
that do not support the Internet Fax service.

Important
*® This feature is available only when the e-mail reception method on the fax gateway is set to SMTP.

Reference
* Forinformation on the fax gateway feature, refer to "Useful Features” (P.215).

H Precautions when sending Internet Fax

The message "Files Sent” displayed on the [Job Status] screen of the machine, the Job
History Report, and a Transmission Report indicates that the transmission to the SMTP
server configured on the machine has been successful. The Internet Fax transmission to the
recipient may not complete if there is a problem on the Internet. In such case, the machine
will not be notified of such transmission error. After sending an important e-mail, we
suggest that you confirm it is received, such as by calling the recipient.

Reference

* You can receive an e-mail of the transmission result if you set Read Receipts and Delivery Receipt when transmitting. For more
information, refer to "Acknowledgement Report (Confirming Transmission Results)" (P.265).
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Receiving Internet Fax (Printing Internet Fax)

The machine automatically prints Internet Fax documents that are sent by e-mail from an
Internet Fax-compatible machine.

Note
* The following TIFF file formats and profiles are available for e-mail reception.

File format: TIFF-FX (RFC2301) Profile: TIFF-S, TIFF-F, TIFF-J, and TIFF-C. If an unsupported profile is received,
the machine may not be able to print the file. For more information, refer to "Receiving Internet Fax” (P.214).

Restrictions on the E-mail Server

Depending on the system environment, such as restrictions on the e-mail server, large-size
e-mails cannot be sent or received. Before you set the data-split feature, therefore, check
the system environments of the sending and receiving ends.

If data is split into multiple data but each data size is still too large, change the image
quality or resolution of each data to make its size even smaller.

Features Unavailable for Sending Internet Fax

The following features are available for regular fax transmission, but are not available for
Internet Fax transmission.

* Starting Rate

* Priority Send

* Delay Start

* Cover Page

* Recipient Print Sets
* F Code

* Remote Folder

* Remote Polling

* Manual Send

* Relay Broadcast

* Sorting received faxes by folder (Folder Selector)

* Direct Fax

Reference

* Ifyou are using the fax gateway feature, you can set Starting Rate and F Code. For more information on the fax gateway feature,
refer to "Useful Features” (P.215).

Sending Internet Fax
The following describes how to send Internet Fax.

Important
* The Cc, Bcc, and Reply To features are not available for Internet Fax.

Note
* The machine converts documents to the TIFF format and then sends them as e-mail attachments.
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1 Select [Internet Fax].

Fox/ Inter- Layout Fox/ Internet | More Options
net Fax j Fax Options
Feoc \:N Recipient[ [ ‘
i) )
Fax || showFaxNo. /Emait Address
| pFax(sip)
I
|| mtemet Fox
DPreview
Darken Lighten - — -
! 2Sided ) original Type | | Resolution )
[« - \[EScanning ‘A [ ‘A [@ ‘A
( |1 Sided ) (Text | \Standard (200x.. | |

2 Select the keyboard button.

| Fax

Fax/ Inter- Layout Fax/ Internet More Options
net Fax Fax Options

1]

|

[ Internet ,J‘ Recipient[ ]: H

Show Fax No. / E-mail Address

=

(qp Redal [z
( B . =
[ Jpreview \
\
Dorken S e | | orignalType | | ([ Resolution
o \j—@ e !Scanning 4 | = -
R |~ J (1 Sided () | Text | |Standard (200x... J

3 Specify a recipient with up to 128 characters using the keyboard displayed on the touch
screen.

Z2 Recipient List g [<§> Close ]

| Internet Fax: |
\O<<5> Delete Text |
G (= J

EnDonnoanons

[ Talwlel wtw I wlw I w[w]\
fuwswdwfwgwhwjwkwlwvw.w@\
- wzwchwvwbwnwm\ ( w,w shift |

(

More Characters |
)

Important

* If you specify a fax number, the data will not be sent.
* To specify an e-mail address for Direct Internet Fax, use the following format:

* When specifying a host name, enter FQDN to the right of the @ symbol.
Example: local-part@device.domain.com

* When specifying an IP address, enter the IP address with brackets ("[", "]") to the right of the @ symbol.
Example: local-part@[192.0.2.1]

Reference

* You can use address numbers, one-touch buttons, group dial numbers, or the Address Book to specify e-mail addresses. For more

information, refer to "Speed Dialing (Specifying a Destination Using an Address Number)" (P.241), "Specifying a Destination Using
a One-Touch Button" (P.246), and "Specifying a Destination Using the Address Book" (P.234).
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4 Enter a subject and message if necessary.

Reference

* Forinformation on how to enter the subject, refer to "Internet Fax Subject (Specifying the Internet Fax Subject)” (P.274). For
information on how to enter the message, refer to "Internet Fax Message (Editing the Internet Fax Mail Contents)" (P.275).

Note
¢ If the memory capacity of the machine becomes full during scanning of a document, a screen appears to
prompt you to select whether to send the job up to the stored pages or to cancel the job. Select one of the
processes.

* If the memory capacity of the machine becomes full during Internet Fax transmission, the transmission is
canceled and the document data is deleted.

* If TIFF-Jis specified for the profile, the recipient's computer may not be able to display the attached TIFF file
properly. In this case, specify the TIFF-S or TIFF-F profile.

¢ If the Internet Fax-compatible machine of arecipient is not the same model as this machine, it may not print
data received from this machine. Confirm the Internet Fax features supported by the destination machine
before sending data to it.

* When specifying an address from the Address Book for Internet Fax, check if the address contains a domain
that is not permitted for use. In this case, the address cannot be used.

Receiving Internet Fax

B Reception method
When the machine receives e-mail from an Internet Fax-compatible machine, the received
document is printed automatically.

The machine also accepts e-mails addressed to folders on the machine, such as
"BOX123@myhost.example.com”.

Reference

* Forinformation on folders, refer to “Tools" > "Setup” > "Create Folder" in the Administrator Guide. For information on job flow
sheets, refer to "Tools" > "Setup” > "Create Job Flow Sheet" in the Administrator Guide.

Note
* If domains for receiving e-mail are restricted by CentreWare Internet Services, you will only receive Internet
Fax from the permitted domains. For information on the domain filtering, refer to "Tools" > "Connectivity &
Network Setup” > "Other Settings” > "Domain Filtering” in the Administrator Guide.

* You can confirm the domain setting status in a Domain Filter List. For information on the Domain Filter List,
refer to "Machine Status” > "Machine Information” > "Print Reports" in the Administrator Guide.

M Printing size
Internet Fax documents received on the machine are printed at the same size as the
original documents of the senders.

Note
* When [TIFF-S]is selected for the profile, the printing size will be A4.

When the loaded paper is not the same size as the sent document or when the paper tray
used for printing received documents is restricted, the receiving process will be the same as
that for regular faxes.

@ Receiving e-mail

Each e-mail header and attachment (TIFF file) of received e-mail will be printed.

4 Split documents sent by e-mail

If a document scanned by the machine is split into segments according to the [Maximum
Number of Pages per Split Send] setting made with CentreWare Internet Services, each
segment will be treated as individual e-mail and attached with the details of split data.
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¢ Attachments (TIFF format)

If an unsupported attachment file is received, the file is deleted. You can confirm the error
in a Job History Report.

4 When the folder number is not registered

If the specified folder is not registered, the received data is deleted. You can confirm the
cause of the problem in a Job History Report.

# Folder operations

If the hard disk space of the machine is insufficient while printing e-mail or storing e-mail to
the folder, the page being processed will be deleted at the point in time when the machine
runs out of hard disk space.

Restricting incoming e-mail

The machine can be configured to accept or reject e-mails received from specified domains.
This feature is called "Domain Filtering”. You can register up to 50 domains as permitted or
rejected domains.

When receiving an e-mail, the machine checks the Domain Filtering settings. If the domain
is registered as a rejected domain, or if the domain is not registered as an accepted domain,
the machine will not receive the e-mail. You can confirm the result in the Job History Report.
The job history of any rejected e-mail is not stored.

Reference

* Forinformation on the Domain Filtering, refer to "Tools" > "Connectivity & Network Setup” > "Other Settings" > "Domain Filtering"
in the Administrator Guide.

Useful Features

Using an E-mail Address to Send Internet Fax to a Folder

By specifying the e-mail address of a folder on this machine, you can send Internet Fax
from an Internet Fax-compatible machine to the folder.

When Internet Fax data is received, the machine stores it in the target folder and prints a
Folder Report.

Reference

* This feature is available only when the recipient’s machine can receive e-mail via SMTP. To use this feature, the recipient’s machine
must have a folder that does not have a passcode. For information on how to create a folder, refer to "Tools" > "Setup” > "Create
Folder" in the Administrator Guide.

1 Select [Internet Fax].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

" Feoc ‘EH Recipient[ [ H

Fax || showFaxNo. /Emait Address
‘

|| IP Fox (SIP)

[
Internet Fox

[ eview

Darken Lighten . o .

. " [[577) 2 Sided [| [ = originalType| | (@] Resolution | |
I |Fﬂn ) | 1D Scanning | a - -

> ) |1 sided ) (Text | |stondard 200x.. ||

<
L

2 Select any option.
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3 Enter the e-mail address of the target folder in the following format:

BOX123 @myhost. examplle.com

— il

BOX (fixed characters to @ + host name of the Domain name of the

indicate folder) + folder receiving machine receiving machine
number
Example: Folder number: 123

(Enter the digits of the folder number to match those of the recipient)
Host name of the receiving machine: myhost
Domain name of the receiving machine: example.com

Important
* If the memory capacity of the machine becomes full during Internet Fax transmission, the transmission is

canceled and the document data is deleted.

Note
¢ If the memory capacity of the machine becomes full during scanning of a document, a screen appears to

prompt you to select whether to send the job up to the stored pages or to cancel the job. Select one of the

processes.

Sending Internet Fax to regular fax machines via a relay station

By specifying e-mail addresses in a specific format, you can send a document to regular fax
machines (that do not support the Internet Fax service) via a network.

This feature enables the machine to first send a document to an Internet Fax-compatible
machine (fax gateway) by e-mail via the Internet. The e-mail document is then converted
to a fax document on the Internet Fax-compatible machine, and is forwarded to its
destinations. If you locate the fax gateway and regular fax machines within an area where
the same local rate applies, the fax transmission costs can be reduced.

Important
* This feature is available only when the fax gateway can receive e-mail via SMTP.

Note

* The e-mail received by the fax gateway is deleted even if the fax was not correctly sent.

* The setting specified in [Starting Rate] on the [Fax/Internet Fax Options] screen is used as the
communication mode from the fax gateway to the destination fax machine.

* You can restrict fax forwarding in [Fax Transfer from Address Book] and [Fax Transfer Maximum Data Size] in

the System Administration mode.

1 Select [Internet Fax].

2 Select any option.
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3 Enter the e-mail address of the receiving machine in the following format:

FAX= 0312345678 /T335=123 @myhost. example.com

S T T T

FAX= Fax number of /T33S= (fixed @ + host name of Domain name
(fixed the recipient characters) and F the machine that
characters) code (if necessary) converts and sends
the received e-mail
as a fax.
Example: Fax number: 0312345678
F code (if necessary): /T33S=123

Host name of the receiving machine: myhost
Domain name of the receiving machine: example.com

Note
* If the hard disk capacity of the machine becomes full during scanning of a document, a screen appears to
prompt you to select whether to send the job up to the stored pages or to cancel the job. Select one of the
processes.

Forwarding Files Stored in a Folder

You can automatically forward faxes stored in a folder, as e-mail attachments.

Faxes sent to folders using the fax signal method (proprietary communication procedures),
F Code method, or DTMF method, and faxes stored in folders by the Folder Selector feature
can be forwarded as e-mail attachments.

Important
® This feature is available only when the mail receiving protocol is SMTP.

Reference

* Forinformation on how to forward files in a folder, send files to a folder, use the Folder Selector to receive files in a folder, and print
or delete files received in a folder, refer to "Checking/Operating Files in a Folder" (P.432).

* Forinformation on how to set the Folder Selector feature, refer to "Tools" > "Fax Service Settings” > "Fax
Received Options” in the Administrator Guide.

B Forwarding Internet Fax

The machine can automatically forward faxes received in a folder or faxes stored in a folder
by using the Folder Selector feature to the forwarding address specified for the folder as e-
mail.

With this forwarding feature, you can receive Internet Fax documents on your computer
without having to walk up to the machine to pick them up. You can also save paper by
displaying the documents on your computer screen.

B How to forward Internet Fax
The following operations are required for using the forwarding feature of Internet Fax.
* On the machine sending a fax

Sending faxes to the folder using the fax signal method (proprietary communication
procedure), F Code method, or DTMF method.

Note
* Forinformation on the transmission method, refer to "More Options” (P.290).

* On the machine receiving the fax in a folder and forwarding an Internet fax
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Creating a job flow sheet to specify a forwarding address and then making a link
between the job flow sheet and the folder.

Reference

For information on how to create a job flow, refer to "Tools" > "Setup" > "Create Job Flow Sheet" in the Administrator Guide.

Important

Do not set the address of the machine as the forwarding address.

Note

218

You can register up to 100 forwarding addresses.
[Folder Number] and [Passcode] are required by the sender. Inform the sender of the settings.

If the fax you received is a JBIG-compressed image, and if the Internet Fax profile of the forwarding
destination is set to TIFF-F, the image is converted into MH format when forwarding. Also, if the Internet Fax
profile is TIFF-S, the fax image is forwarded as is without changing the size and resolution settings.

If the memory capacity in the machine becomes full while the machine is receiving an Internet fax, the
reception is canceled and the partly received file is deleted.

If there is a problem with the data during Internet Fax forwarding, the forwarding is canceled and the
received file is stored in the folder.

If forwarding using SMTP fails, the received file is stored in the folder.

You can confirm the forwarding result in a Job History Report.
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About IP Fax (SIP)

IP Fax (SIP) refers to the process of sending and receiving faxes using an IP Network in a
corporate intranets.

The process is compliant with the T.38, an ITU recommendation. Because IP Fax (SIP) uses
existing corporate intranets, the transmission is less expensive than G3 fax transmission
using public telephone network.

Note
® The communication between IP Fax (SIP) devices is available for our compatible machines in a corporate
intranet. (Able 1407 lis not available.) For information on the compatible machines, contact our Customer

Support Center.
Headquarter —— Branch A
IP Fax (SIP)
| machine o

> 3] IPFax (SIP)

2 machine
Intranet Mi 1@

Fax communication Public Vendor N
between terminals (T.38) ) telephone i illli
network 1| EE
SIP server - > e
VoIP gateway | & 4 G3 fax

.—J machine

S

IP Fax (SIP) can be configured with SIP server and VoIP Gateway. The functions of the
devices are as follows:

SIP Server

Using a SIP Server, IP Fax designation can be designated by SIP user name and telephone
number.

Main features of a SIP server are:

* Receives address information of the machine in the IP network, and register the address
in the database (register server).

* Relays request and response from the SIP client (proxy server).
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VoIP Gateway

VoIP gateway allows the machine to relay fax communications between the IP network
and the public telephone network. A VoIP gateway is required for communicating with a G3

Fax device.

Note
¢ Cisco MCS 7800 series (Cisco Unified Communications Manager 6.0/6.1/7.1/8.0 is installed) is validated as a

SIP server available for the machine.
* Cisco ISR 2800 series (Cisco I0S 12.4 is installed) is validated as a VoIP gateway available for the machine.

* For more information on configuration of SIP server and VoIP gateway, contact our Customer Support
Center.

* The communication mode supported by IP Fax (SIP) is G3.
IP Fax (SIP) can be used in the following four connection configurations:

Method to input IP Fax destination differs depending on the connection configuration.

B IP Fax (SIP) Device Only
IP Fax (SIP) devices communicate with each other directly, using IP network (Intranet).

SIP device address of the communication target shall be designated as an IP Fax (SIP)
between IP Fax (SIP) devices. For example, 1111@192.0.2.1 (address of SIP device).

B SIP Server Installed
IP Fax (SIP) devices communicate via a SIP server, using an IP network (Intranet).

Since SIP server utilizes address translation, IP Fax (SIP) can be sent to IP Fax (SIP) devices
by a designated SIP user name or telephone number. For example, 1111 (SIP user name) or
0312345678 (telephone number).

B VoIP Gateway Installed

In addition to direct communication between IP Fax (SIP) devices in an IP network
(Intranet), communication with a G3 Fax device, which does not have IP Fax (SIP) feature,

is possible using a VoIP gateway.
IP Fax (SIP) can be sent in the following two methods:

* For IP Fax (SIP) device, designate the SIP device address of the communication target.
For example, 1111@192.0.2.1 (SIP device address).

* For G3 Fax device, designate the telephone number. For example, 0312345678
(telephone number)

B SIP Server and VoIP Gateway Installed

In addition to the communication between an IP Fax (SIP) device using a SIP server in an
IP network (Intranet), communication with a G3 Fax device, which does not have a IP Fax

(SIP) features, is possible using a VoIP gateway.

Since SIP server utilizes address translation, an IP Fax (SIP) can be sent to an IP Fax (SIP)
device by designating the SIP user name or telephone number.

For G3 Fax device, IP Fax can be sent by designating telephone number.
For example, 1111 (SIP user name) or 0312345678 (telephone number).

IP Fax (SIP) Features
The following describes the IP Fax (SIP) features.
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Operations similar to operating regular fax

By selecting [IP Fax (SIP)] and entering address in the appropriate form, you can send and
receive fax documents in a manner similar to operating regular fax.
Also, you can use most features available for regular fax such as redial feature, remote
folder, and others.
Reference
* Forother available features, refer to "Feature Comparison with Regular Fax" (P.222).

* For operations of fax documents received by using the Remote Folder, refer to "Fax/Internet Fax” (P.233).

Reduction of telecommunication fee

Within an intranet, communication between IP Fax (SIP) devices requires no
telecommunication fee. For this reason, IP Fax (SIP) is suitable for sending and receiving
fax documents between head office and branches in an intranet.

By using a VoIP gateway, you can reduce the telecommunication cost for sending fax
documents to the outside of the intranet.

Communication with regular fax machines

When a VoIP gateway is installed and configured for IP Fax (SIP), you can have fax
communication with G3 fax machines connected to the public telephone network.

Note

* For the configuration of a VoIP gateway, check with your network administrator.

® The Starting Rate supported in IP Fax (SIP) is G3.

Direct Fax

You can use the Direct Fax feature to fax documents created with your computer
applications directly in the same manner as printing.

Reference
* Forthe Direct Fax feature, refer to "Sending Fax" (P.527).
Forwarding feature registered in job flow sheet
By registering job flow, you can forward documents in stored folder or scanned documents
via IP Fax (SIP).
Registering in the Job Memory

By storing a setting you frequently use in IP Fax (SIP), you can call the setting with a single
button operation.
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Feature Comparison with Regular Fax

The feature comparison between the IP Fax (SIP) and the regular fax is as follows:

Features Regular IP Fax (SIP)
*1
fax IP Fax (SIP) | SIP server VoIP
only Gateway

Redial List 0] 0 0] 0]

Relay Broadcast 0 X X X2

Local Name 0 0] 0 X

Starting Rate 0] 0] 0] 0]

Priority Send 0] 0] 0] 0]

Delay Start 0] 0] 0] 0]

Cover Page 0] 0] 0] 0]

Recipient Print 0] 0] 0 X

?':' Sets

Remote Folder 0] 03 03 X2
F Code 0 0 0] 0

Remote Polling 0] 0 0 o™

On-hook 0 X X X

Manual Send 0 X X X

Manual Receive 0 X X X

Direct Fax (6] 0 0 0}

Folder Selector 0] 0’° 0°° o

by Telephone

Number / G3 ID

Folder Selector 0] 0 0 0

Setup

Output 0] 0] 0] 0]

Destination

Setup

O: Available X: Not available

*1 :Refers to G3 fax machines connected to the public telephone network.

*2 :Available for the Remote Folder and the Relay Broadcast using F code.

*3 :Available for the Remote Folder using fax signal method. Unavailable for DTMF method.

*4 :Available for the Remote Polling and the Store for Secure Polling. Unavailable for the On-hook.

*5 :When you use the IP Fax (SIP) service in a cooperate intranet without making any contract with a telephone carrier, select
[On] for [Caller ID] under [Tools] > [Fax Service Settings] > [Fax Control] > [Added Service - SIP Line] to acquire the sender's
telephone number and select [On] for [Dial-In] under [Tools] > [Fax Service Settings] > [Fax Control] > [Added Service - SIP
Line] to acquire the local telephone number.

Note
* The buttons of some unavailable features are not displayed on the control panel.

Sending IP Fax (SIP)
The following describes the procedure of sending IP Fax (SIP).
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T Select [IP Fax (SIP)] from the options for fax type.

= Fuxllnter-l Layout l Fax/Intemet | More Options
net Fax Fax Options
’ B H‘ Recipient] 1: u
Fox Show Fax No. / E-mail Add
1 ow Fax No. -mai ress
|| TP Fax (SIP)
f
| Internet Fax
Preview
Darken Lighten - = - )
2 Sided | (= original Type | | Resolution
| < mmli - U Scarring B B I A
{ ) |1 Sided ) (Text | J |standard (200x.. | |

2 Configure features as necessary.

Reference

* For available features, refer to "Fax/Internet Fax" (P.233).

3 Specify a recipient.

Fax/ Inter- Layout Fax/Intemet | More Options.
net Fax Adjustment Fax Options
|BFex < || Recipient[d0011:0312345678 ”
£ 1)
|| show FaxNo./ E-mail Address
| |
=
L
[ Jpreview
Darken Lighten - : — T -
- 2 Sided | Original Type | | Resolution |
| < mHlin - [EScanning HEl = =
|1 Sided o) (Text | |standard (200x... | |
Example:

* Telephone number: 0312345678
® SIP user name: 1111

¢ SIP device address: 1111@192.0.2.1

Important

* The method to input IP Fax (SIP) destination differs depending on the fax type of a recipient or the
connection configuration. For these differences, refer to "About IP Fax (SIP)" (P.219).

* Check the recipient information before sending the fax.

Reference
* For the method to specify a recipient using keyboard, refer to "Entering Text" (P.87).
* For other methods to specify a recipient, refer to "Fax/Internet Fax” (P.233).

* For the broadcast sending, refer to "Broadcast” (P.297).
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4 Press the <Start> button.

ﬁ— LogIn/Out Job Stat Machine Status ~ Power Saver
C) ©
@ @ @ Clear Al
®©eo .0,
@ © ® @
® ©®
0O ®
=="rro
Important
* If the document has been loaded in the document feeder, do not hold down the document while it is being
conveyed.
Note

* Depending on the settings, a screen to reenter the recipient may be displayed after you specify the recipient.
In such case, re-enter the recipient.

* If a problem occurs, an error message appears on the touch screen. Solve the problem according to the
message.

Reference
* If afax cannot be sent, refer to "Problem Solving"> "Trouble during Faxing" in the Administrator Guide.

* For the method to cancel sending fax, refer to "Stopping the Fax Job" (P.204).

Receiving IP Fax (SIP)

Received fax documents are printed automatically in a manner similar to that of a regular
fax.

Reference
* Forinformation on operations of the Remote Folder, refer to "Receiving Faxes” (P.307).
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About Server Fax

If your machine supports the Scan service, installing the Server Fax Kit (optional) allows you
to use the Fax service of a Server Fax server.

When your machine does not support the Fax service and supports the Server Fax service
only, the Server Fax service will be enabled automatically.

When your machine supports both the Fax and Server Fax services, manually switch to the
Server Fax service in the System Administration mode.

With this Server Fax service, you can transfer image data received by the machine to the
Server Fax server and can transfer image data received by the Server Fax server to the
machine via a network based on the settings you made.

The Server Fax service supports the SMB, FTP, and SMTP protocols.

Reference

* Forinformation on how to connect the machine to a network and how to set the network environment, refer to the Administrator
Guide, and the manual included in the Media (Software/ Product Manual).

Important
* While the Server Fax service is enabled, the Fax service is detected as "not installed” even if the Fax Kit 3
(optional) is installed on the machine. During that time, therefore, fax transmission and reception are
disabled and printed reports show that the machine does not support the Fax service.

ﬁ -~

Note
® The Server Fax service cannot be used together with the Fax or Internet Fax service.

*® This service is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.
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Simple Fax

You can select [Fax/Internet Fax] or [Simple Fax] on the Services Home screen to set the
features for the Fax service.

This section describes the features you can select on the [Simple Fax] screen. [Simple Fax]
allows you to use only basic features to easily send faxes. The following shows the reference
section for each feature.

"Specifying a Destination Using the Numeric Keypad” (P.226)

"Speed Dialing (Specifying a Destination Using an Address Number)" (P.227)
"Specifying a Destination Using a One Touch Button” (P.228)

"Previewing the Read Images during a Simple Fax Job" (P.229)

"Resolution (Specifying the Scanning Resolution)” (P.230)

"Original Type (Selecting the Document Type)" (P.231)

"2 Sided Scanning (Transmitting 2-sided Originals)” (P.231)

1 Select [Simple Fax] on the Services Home screen.

Note

* [Simple Fax] is not displayed on the Services Home screen when the Server Fax service is enabled.

Eﬁgﬁf’ness

Store to Folder Send from Folder Stored
Programming

L 12 )}

2 Select a feature on the [Simple Fax] screen.

@ Simple Fax

Recipient

D Preview

‘ @ Resolution

2 Sided
(] Scanning -
1 Sided

Original Type
9! yp

a a

i Standard (200x... Text

Note
* For the Simple Fax service, you can only set [Resolution], [Original Type], and [2 Sided Scanning]. In addition,
when you use this service, [Mixed Size Originals] is set to [On], and [Transmission Header Text] is set to
[Display Header]. If you want to set the other options, use [Fax/Internet Fax] on the Services Home screen to

send faxes.

* You cannot switch between [Fax/Internet Fax] and [Simple Fax]. To switch one to another, you must return to
the Services Home screen. Once you return to the Services Home screen, the settings you have made in [Fax/
Internet Fax] or [Simple Fax] will be cleared.

Specifying a Destination Using the Numeric Keypad

Specify a destination using the numeric keypad.
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1 Enter a fax number using the numeric keypad.

P Login/Out  Job Status Machine Status  Power Saver
® ® ©
e o

GHI KL MNO Clear All
® 6 o @
s waz @W a
DiatPause Speed Dil
0 0®

Daa @ Eror [0 Man @

@ Simple Fax

Recipient
10123456789 |
D Preview
Resolution Original Type 2 Sided
@ - a (] Scanning -
Standard (200x... | Text |1 Sided
Note

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

2 Press the <Start> button.

N\ Log In/Out Job Status. Machine Status  Power Sc

©® @ ©
mc o
GHI KL MNO Clear All
®©e ,b.0
s o wwe és‘ a
® © 6 L3
DiatPause Speed Dial ‘
eXC)
=Dnlo ~§ Eror (0 Man @

Speed Dialing (Specifying a Destination Using an Address Number)

You can use address numbers to specify recipients. Register the address numbers for speed
dialing in advance.
Reference

* When you specify address numbers, confirm that the corresponding fax numbers are correctly registered on the machine. For
information on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

Note
* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

* You can specify only fax recipients using address numbers for the Simple Fax service. The numbers registered
for the Internet Fax service IP Fax (SIP) cannot be specified.
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T Press the <Speed Dial> button, and enter a 4-digit address number.

— Login/Out  Job Status Machine Status  Power Saver
C) @ O
e oe
GHI KL MNO Clear All
Cm Cmv WCM Interrupt C Stop
Dial Pause Speed Dial
0@
——J [———T)
Data > Eror [ Man ©

Note
¢ If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

2 Press the <Start> button.

S LogIn/Out  Job Status Machine Status ~ Power Saver
® ©
PORS Ty wxyz L ‘:e"""t Si“’“
Dit s Speed Dl
0 ©
et Man @

3 Confirm the destination displayed on the touch screen, and then select [Yes].

Specifying a Destination Using a One Touch Button

You can use the one touch buttons to specify recipients.One touch buttons correspond to
the address numbers from 0001 to 0052, or 0001 to 0045. For example, when the number
you want to dial is registered to the address number 0001, press one touch button <1>.

Reference

* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator
Guide.

Note
* There are two ways in which address numbers and stored programs are assigned to the one touch buttons.
Select either of the following. By default, [Type 1] is selected.

* [Type 1]
The buttons 1 to 52 are used for address numbers and they correspond to the registered address numbers
0001 to 0052, while the buttons 53 and 54 are used for stored programs and they correspond to the
registered stored programs 1 and 2.

* [Type 2]
The buttons 1 to 45 are used for address numbers and they correspond to the registered address numbers

0001 to 0045, while the buttons 46 to 54 are used for stored programs and they correspond to the
registered stored programs 1 to 9.
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T  Press a one touch button. Confirm that the recipient (fax number) specified with the one
touch button is displayed on the touch screen.

p———— One touch buttons
10 mn 12

13 14 15

16 17 18
{ s s I |

Important

* The one touch buttons have a sensor to detect which page of one touch buttons (1-18,19-36,0r 37 - 54) is
currently opened. Before pressing a one touch button, turn over the one touch panel completely, and take
your hand off from the panel. Do not press the button while you are turning over the panel.

* Do not place any objects near the one touch buttons or spill any liquid over them.

Note
® Turn the one touch panel over to press the one touch buttons 19 and above.

* If you have entered an incorrect value, press the <C (Clear)> button and enter the correct value.

2 Press the <Start> button.

®@ ® ©
® 006
®6006 O .
566 6 @
e0o (o)
S0 =

Daa @ Eror [0 Man @

3 Confirm the destination displayed on the touch screen, and then select [Yes].

Previewing the Read Images during a Simple Fax Job

Before sending a fax, you can preview the read images while reading the next job.
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1 Check [Preview], set each item,

@ Simple Fax

and press the <Start> button.

Recipient

D Preview

Resolution Original Type { 2 Sided
{ @ - { a (I Scanning a
|Standard (200x... | Text |1 Sided
Reference

* For more information, refer to "Previewing the Read Images during a Fax Job" (P.206).

2 Preview the read images while reading the next job.

Resolution (Specifying the Scanning Resolution)

You can set the resolution for the documents to be scanned.
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Note
* The machine scans a documen

t at the specified resolution, but if the recipient’s machine does not support

the resolution, the machine automatically changes the resolution to one supported by the recipient's
machine and there is a corresponding loss in quality.
* The higher the resolution, the lower the transmission speed. Usually, we recommend that you select

[Superfine (400 dpi)] or lower.

Reference
* You can specify the resolution for ea

ch address number. For information on how to register address numbers, refer to "Tools" >

"Setup” > "Add Address Book Entry" in the Administrator Guide.

1 Select [Resolution].

& Standard (200 x 100 dpi)

Fine (200 dpi)

8] superfine (400 dpi)

8 superfine (600 dpi)

@ Resolution H { Original Type

Standard (200x... | Text

2 Sided
A! {E Scanning ~
| |1Sided

B Standard (200 x 100 dpi)

Select this option when transmitting standard documents.

(200 x 100 pels/25.4 mm)

H Fine (200 dpi)
Select this option when tra
(200 x 200 pels/25.4 mm)

B Superfine (400 dpi)

nsmitting documents with small text or detailed images.

Select this option when transmitting documents with fine images.

(400 x 400 pels/25.4 mm)
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B Superfine (600 dpi)
Select this option when transmitting documents with extremely fine images.

(600 x 600 pels/25.4 mm)

Original Type (Selecting the Document Type)

You can select the type of the original document, such as text and photo documents.

T Select [Original Type].

@ Simple Fax

Recipient

1012345676 ™

Photo & Text

D Preview Photo
Resolution Original Type { 2 Sided
{ @ - x (] Scanning a
|Standard (200x... Text |1 Sided
B Text

Select this option when transmitting a document that contains only text.

H Photo & Text
Select this option when transmitting a document that contains both text and photos. The
machine automatically distinguishes the text and photo areas and sets the appropriate

image quality for each area of the document.

H Photo
Select this option when transmitting a document that contains only photos.

Note

* If reduced in size, the scan documents may have stripes in their photo areas.

2 Sided Scanning (Transmitting 2-sided Originals)

You can scan a 1-sided or 2-sided document on one or both sides of paper for fax

transmission.
Note
* The image on the back side of a 2-sided document is rotated so that it is placed in the same orientation as
the image on the front side.

T Select [2 Sided Scanning].

@ Simple Fax

Recipient

1|1 Sided
D Preview [ 2 Sided
Resolution Original Type 2 Sided
{ @ a { - (0 Scanning x

1 Sided

|Standard (200x... | Text
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B 1 Sided

Select this option to scan one side of the document.

B 2 Sided

Select this option to scan both sides of the document.

M 2 Sided (Skip Blank Pages)

Select this option to scan only the document pages that are not blank. You do not need to
take into account which side is the front when sending documents.

Important
* If you select [2 Sided (Skip Blank Pages)] in [2 Sided Scanning] when the Skip Blank Pages feature is enabled,
image loss may occur on the fax document depending on the recipient's machine. For example, when you
select [2 Sided (Skip Blank Pages)] to send an A4 fax document, image loss may occur in the area where the
edge erase amounts is set when the fax is printed on an A4 document by the recipient's machine.

* When you select [2 Sided (Skip Blank Pages)] on the [Simple Fax] screen, the machine is set to select [100 %]
in [Reduce/Enlarge] automatically. When you select an option other than [2 Sided (Skip Blank Pages)], the
machine is set to select [Auto %] in [Reduce/Enlarge] automatically.

Note
* When [2 Sided (Skip Blank Pages)] is selected, the setting of [Original Type] changes to [Text].

* You can switch whether to enable [2 Sided (Skip Blank Pages)] by pressing the <Power Saver> button while
setting the fax features.

* The level of accuracy in which the machine determines whether a page is blank or not differs depending on a
document. For example, if a blank page has background shadows, the machine may not determine the page
as a blank page.

Reference

* [2 Sided (Skip Blank Pages)] is displayed only when [Skip Blank Pages] is enabled. For more information, refer to “Tools" > "Fax
Service Settings” > "Fax Control” > "Skip Blank Pages" in the Administrator Guide.

232



Fax/Internet Fax

Fax/Internet Fax

You can select [Fax/Internet Fax] or [Simple Fax] on the Services Home screen to set the
features for the Fax service.

This section describes the features you can select on the [Fax/Internet Fax] screen.
"Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax/IP Fax (SIP))" (P.234)
"Specifying a Destination Using the Address Book" (P.234)

"Address Book (Specifying a Destination Using the Address Book [Type 1])" (P.235)
"Address Book (Specifying a Destination Using the Address Book [Type 2])" (P.239)
"Speed Dialing (Specifying a Destination Using an Address Number)” (P.241)

"Add New Address (Registering a Destination on the Address Book)" (P.243)
"Specifying a Destination Using a One-Touch Button” (P.246)

"Specifying a Destination Using the Keyboard Screen” (P.247)

"Specifying a Destination Using the Redial Feature” (P.248)

"Specifying a Line (Port)" (P.248)

"Removing/Confirming a Recipient” (P.251)

"Previewing the Read Images during a Fax/Internet Fax Job" (P.252)
“Lighten/Darken (Adjusting Fax Density)" (P.252)

"2 Sided Scanning (Transmitting 2-sided Originals)” (P.253)
"Original Type (Selecting the Document Type)" (P.255)

"Resolution (Specifying the Scanning Resolution)” (P.255)

Reference

* You can customize the layout of features displayed on the [Fax/Internet Fax] screen. For more information, refer to "Tools" > "Fax
Service Settings” > "Screen Defaults” in the Administrator Guide.

1 Select [Fax/Internet Fax] on the Services Home screen.

2 Select a feature on the [Fax/Internet Fax] screen.

Note
* Depending on the settings for [Fax Screen Default] in the System Administration mode, the [Fax Address
Book] screen is displayed. For more information, refer to "Tools" > "Fax Service Settings" > "Screen Defaults” >
"Fax Screen Default” in the Administrator Guide.
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Internet Fax/Fax/IP Fax (SIP) (Selecting Internet Fax/Fax/IP Fax (SIP))

You can switch between Internet Fax, Fax, and IP Fax (SIP) as necessary.
Note

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select [Fax], [IP Fax (SIP)], or [Internet Fax] from the drop-down menu.

-, Fax/ Inter- Layout

~ net Fax Adjustment

Fax Py .
X| | Recipient[ ]:

Fax/ Intemnet | More Options
Fax Options

Fax [ | show FaxNo. / E-mail Address

IP Fax (SIP)

Internet Fax

| | Preview

|
Darken Lighten ~——" Sided

=) Original Type lesolution
11 scanning Al [E allEN -
«
L ‘ﬂﬁl“ '/ 1 Sided Text Standard (200x... |

-
o)
x

+ Add (Sending Faxes to Multiple Recipients)

The Broadcast Send feature allows you to transmit the same document to multiple
recipients in a single operation. There is no need to repeat the same operation for each
recipient.

Reference

* Forinformation on the Broadcast Send feature, refer to "Broadcast Send (Transmitting to Multiple Recipients)” (P.297).

Specifying a Destination Using the Address Book

The following describes how to use the Address Book to specify recipients.
The Address Book shows the fax numbers registered in the address numbers.

Reference

* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator
Guide.

Important

* When the Server Fax service is used for fax transmission, the attributes other than [Fax Number], [Name], and
[Index] are ignored in the Address Book.

Note

* Select [Add New Address] on the [Fax Address Book] screen to register a destination. For more information,
refer to "Add New Address (Registering a Recipient on the Address Book)" (P.342).
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Types of the Address Book

The machine provides two different ways of displaying the Address Book: [Type 1] and
[Type 2]. The Address Book [Type1] or [Type2] will be displayed depending on the setting

of [Address Book Type] in the System Administration mode.

Reference

* Forinformation on how to set the address book type, refer to "Tools" > "Address Book Settings” > "Address Book Type" in the

Administrator Guide.
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Address Book (Specifying a Destination Using the Address Book [Type

The following describes how to specify a destination using the Address Book [Type 1].

1 Select [Address Book].
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2 Select the item you want to set for a recipient.

(pubic entries H {EAuTypes H gs= [0 Close ]
Go tof ]
{@ Al (0001 -2000)\@}
\D » Speed Dial ~ | Name Number/E-mail
2 Index 0007 [ Speed DialNome1 E
2] Group 0008 [ Speed DialName2 (@)
‘ﬂﬂ Search 0000 [© Seed Diol Name3 ( [ )
0010 [ Speed Dial Name4 ‘E‘
e 0011 [@ SpeedDial Names ‘E‘
|« Address.. | —
Important

* When specifying an address from the Address Book for Internet Fax / IP Fax (SIP), make sure that the address
does not contain a prohibited domain name. If it does, it cannot be used.

Note
* To switch the Address Book entry type, select [Public Entries] or [Network Entries] from the drop-down menu
on the [Fax Address Book] screen.The methods that appear in the drop-down menu depend on the settings in
the System Administration mode.

Note
* You can sort recipients in alphabetical order or registered number order.

Using the Address Book

You can search for the fax numbers of recipients using [Public Entries] and [Network
Entries]. You can use [Simple Search] with keywords or [Advanced Search] with multiple
attributes for each Address Book searching.

M Public Entries
Displays the list of registered recipients.

B Network Entries

Allows you to search for fax numbers not in the local address book but the one registered in
a server on a network.

B Address types
Select from [All Types], [Fax], [IP Fax (SIP)], and [Internet Fax].

The features displayed on the screen depend on your machine configuration.

H Next

This item is displayed when [Chain Dial] is set to [Yes] in the System Administration mode.
Select [Next] to specify another recipient.
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When you select [Public Entries]

T Select at least one recipient.

Note
* Select [ A ] to return to the previous screen or [ W] to move to the next screen.

* Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* During scrolling the list, the [@ ] button is not displayed. When scrolling stops, it is displayed again.

* You can sort recipients in alphabetical order or registered number order.

Reference

* You can set the starting numbers of address numbers in the System Administration mode. For information on how to change the
settings, refer to "Tools" > "Address Book Settings” > "Fax Speed Dial Default” in the Administrator Guide.

H Go to

Enter the desired speed dial number with the numeric keypad. The corresponding address
appears at the top of the list.

22 |(List/Thumbnail)

Allows you to switch the number of the recipients displayed from list (five items) or
thumbnail (15 items).

B Speed Dial
Displays the list of speed dials.

H Name

Displays the list of names.

[ [|VT_|] button

Displays detailed information on the recipient.

B Add New Address

Allows you to add a new recipient. To add a new recipient, use the screen keyboard or
current recipients.

Reference

* For more information on how to add new recipients, refer to "Add New Address (Registering a Destination on the Address Book)”
(P.243).

m Al

Lists all the registered recipients for Fax or Internet Fax.

B Alphanumeric Index

Lists the registered recipients with alphanumeric index character in alphabetical order.
H Group
Lists all the registered Fax Group Recipients.

Reference

* For more information on how to register groups dial numbers, refer to "Tools" > "Setup” > "Create Fax Group Recipients" in the
Administrator Guide.
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M Search
Allows you to set [Simple Search] or [Advanced Search].
Searches by specified keyword for [Simple Search], or by search entries for [Advanced

Search].

Note
* For [Advanced Search], you can set multiple search entries.

When you select [Network Entries]

Note
* Enable filters from the [Custom Filters] screen using CentreWare Internet Services to search with keywords
([Simple Search]) without [Name], [Fax Number], or [Custom Item]. For more information, refer to the help of

CentreWare Internet Services.
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect

Important
to the internet. The communication fee shall be borne by you.

1 Select a search target from the drop-down menu on the left.

[0 Close

LNetwork Entries ‘vJ

[T search
Search Entries
( T ( il
Name > |Beginswith | »
{ I | |

Add Search Entries

(Not Set) ”

O

You can select [Name], [Fax Number], [Internet Fax Address], or [IP Fax (SIP) Number] for a

search target.
2 Select a advanced search condition from the drop-down menu on the right.

< Close ]

LNetwork Entries ‘vJ

[T search
Search Entries

[Name [»] [cegmswith |»)
l:‘ Add Search Entries

(Not Set) ”

You can select [Begins With], [Ends With], [Contains], [Equals], or [Registered] for search
entries of the Advanced Search.

3  When you select a button other than [Registered], select the box and enter the text.

Note
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

W Search Entries
Select the check boxes to enable the search condition.
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B Add Search Entries

Select the check box to create a new search entry.

Note
* When you have multiple search entries, select [Match All Entries (AND)] or [Match Any Entry (OR)] from the
drop-down menu.

H Name

Searches with a recipient name as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 32 characters are
allowed.

Example: Smith

B Fax Number

Searches with a fax number as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 60 characters are
allowed.

H Internet Fax Address

Searches with an internet fax address as a keyword. After you set an advanced search
condition, select the box to display the screen for entering the keyword. Up to 128
characters are allowed.

ﬁ -~

Example: myhost@example.com

B IP Fax (SIP) Number
Searches with a telephone number, SIP user name, or SIP device address as a keyword.

After you set an advanced search condition, select the box to display the screen for
entering the keyword.

Up to 128 characters are allowed.
Example: Telephone number: 0312345678
SIP user name: 1111

SIP device address: 1111@192.0.2.1

N Search

The search starts. The searched results are listed on the screen.

Address Book (Specifying a Destination Using the Address Book [Type
2])

The following describes how to specify a destination using the Address Book [Type 2].

1 Select [Address Book].
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2 Select the item you want to set for a recipient, and select [Add].

Fax Address Book [<7 Close ]
[List all l D Show FaxNo./  Goto

[ g ChainDial.. |
| public entries... E-mail Address :]7‘ ( = J
T Recipient(s)

1400 speedDial Nome1400<Fax 0121 | Add > |

SpeedDial | Name

1401 <Fax >

1402 SpeedDial Name1402<Fax 012\

1403 <Fax >

(371
1404 SpeedDial Name1404<Fax 012- | ¥ | [

Important

* When specifying an address from the Address Book for Internet Fax / IP Fax (SIP), make sure that the address
does not contain a prohibited domain name. If it does, it cannot be used.

Note

* To specify multiple recipients, specify them continuously.

* To switch the Address Book entry type, select [List all public entries], [Retrieve entries using index], [List all
group entries], or [Search Network] from the drop-down menu on the [Fax Address Book] screen.The methods
that appear in the drop-down menu depend on the settings in the System Administration mode.

* Depending on the network settings, [Search Network] may not appear in the drop-down menu. For
information on the Network settings, refer to "Tools" > "Connectivity & Network Setup” > "Remote
Authentication/Directory Service" > "LDAP Server/Directory Service Settings" in the Administrator Guide.

* You can sort recipients in alphabetical order or registered number order.

Using the Address Book
You can search for the fax numbers of recipients using [List all public entries], [Retrieve
entries using index], [List all group entries], and [Search Network].
Reference

* You can set the starting numbers of address numbers in the System Administration mode. For information on how to change the
settings, refer to "Tools" > "Address Book Settings” > "Fax Speed Dial Default" in the Administrator Guide.

H List all public entries
Displays the list of registered recipients.
Select items you want to set for a recipient, and select [Add].
Note

* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

H Retrieve entries using index

Allows you to search for the fax numbers or group names of recipients using texts and

numbers specified when registering address numbers. Select items you want to set for a
recipient, and select [Add].
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H List all group entries
Allows you to search for the pre-registered group dial numbers.
Select items that you want to specify for a recipient, and select [Add].

Note

* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

Reference

* For more information on how to register groups dial numbers, refer to "Tools" > "Setup” > "Create Fax Group Recipients" in the
Administrator Guide.

B Search Network

Allows you to search for fax numbers not in the local address book but the one registered in
a server on a network. Set any items for [Name], [Fax Number], [Custom Item], and select
[Search]. Select items you want to specify for a recipient, and select [Add].

H Go to

Enter the desired speed dial number with the numeric keypad. The corresponding address
appears at the top of the list.

m[ 1] button

Select an item of which details you want to check, and select the [[1]] button.

B Chain Dial

Allows you to combine the fax numbers registered in one touch button, speed dial, and
address book respectively and the numbers entered using the numeric keypad to specify as
one recipient. You do not use the [+ Add] button.

B Show Fax No./E-mail Address

By selecting this check box, you can hide the recipient’s name in the recipient field.

Speed Dialing (Specifying a Destination Using an Address Number)

You can use address numbers to specify recipients. Register the address numbers for speed
dialing in advance.

Note

* Select [Add New Address] on the [Fax Address Book] screen to register a destination. For more information,
refer to "Add New Address (Registering a Destination on the Address Book)" (P.243).

* In the address numbers included in groups or wildcards, even though there are lines used for  destination
are already specified, when the lines are specified by selecting [Line Selection] in the [Fax / Internet Fax]
screen, a fax job will be transmitted in the setting of [Line Selection]. For more information, refer to
"Specifying a Line (Port)" (P.248).

You can use wildcards (the <*> button on the numeric keypad or [*] on the keyboard screen)
for the last digit or last two digits of address numbers.

The following tables show examples of using the wildcards to specify multiple recipients.
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242

* When using a wildcard for the last digit

How to Enter Target Address Numbers The Number of Target
Wildcard Addresses
000" 0001-0009 9
001" 0010-0019 10
010* 0100-0109 10
100* 1000-1009 10

* When using wildcards for the last two digits

How to Enter Target Address The Number of Target
Wildcard Numbers Addresses
00** 0001-0099 99
01** 0100-0199 100
10* 1000-1099 100
Reference

* When you specify address numbers, confirm that the corresponding fax numbers are correctly registered on the machine. For
information on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

Note

* The maximum number of recipients that you can specify at one time is as follows:

* Using address numbers only: 600 locations. Using the numeric keypad in combination with address
numbers: 600 locations.

* An address number is always displayed in four digits. If [Auto Validation of Speed Dial Entry] is set to
[Validate entry after a fixed time] in the System Administration mode, and for example when you enter "
"0" is automatically added to the beginning of the wildcards to display "00**". For more information, refer to
"Tools" > "Common Service Settings” > "Other Settings” > "Auto Validation of Speed Dial Entry” in the
Administrator Guide.

o

* You can use wildcards only for the last digit or last two digits of address numbers. The following is not
available: "100", "*10", and "1*00"

Press the <Speed Dial> button, and enter a 4-digit address number. Repeat this step for
each additional recipient.

A LogIn/Out  Job St Machine Status  Power S
© ©
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Add New Address (Registering a Destination on the Address Book)

You can register destinations on the Address Book. The current destinations specified on
the First Tab screen can also be registered.

Note

* [Add New Address] is not displayed depending on the settings in the System Administration mode or

depending on the number of registered addresses. For details on the settings and the number of addresses,
ask your system administrator.

71 Select [Add New Address].

[Public Entries ‘v][ [EAll Types ‘v] g2 [cf) Close ]
Go tof ]
{@ a (0001 -zooo)‘C”
\D . SpeedDial A | Name Number/E-mail

= Index 0007 [ Speed Dial Name1 (m)
— )
|2 Group 0008 [ Speed Dial Name2 (0|
[ search 0009 [@ Speed Dial Name3 ]
0010 [ Speed Diol Named ()
T 0011 [ SPeed Dial Name5 ()
|l Address.. | -

2 Select a method to register a recipient.

! Add New Address [ cancel

A new recipient will be added
to the Address Book.

To edit recipient details,
select Setup on the Services
Home screen.

| Add current recipient
'8

H New

Enter a new recipient using the keyboard.

B Add From Redial
Select a recipient to be registered from the Redial list.

Note
* This item cannot be selected when no telephone number is on the Redial List

B Add current recipient

Select a recipient to be registered from the current recipients specified on the First Tab
screen.

Note
* This item cannot be selected if no recipient is specified on the First Tab screen.

When [New] is selected

3 Use the keyboard displayed on the screen to enter a fax number with up to 128 digits.
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4 Select [Next].

Note
* To return to the previous screen, select [Back].

When [Add From Redial] is selected

3 Select a recipient to be registered.

Note
* Speed Dial, Group, and Broadcast Recipients cannot be selected.

4 Select [Next].

Note
* Toreturn to the previous screen, press the [Back] button.

When [Add current recipient] is selected

3 Select a recipient to be registered.

Note
* Speed Dial, Group, and Broadcast Recipients cannot be selected.

4  Select [Next].

Note
* To return to the previous screen, select [Back].

5 Select [Name], enter a name using the keyboard displayed on the screen, and then select

[Savel].

[cancd |[@Back [ Next

_lﬁ" New Address - Input Name

Nane [
- [

il

Number

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

6 To change the index, select [Index], select a new character from the keyboard displayed on

the screen, and then select [Save].
You can register a single alphanumeric index character for use as a keyword to search with

the Address Book.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

7 When you change the address number, select [Change], select a number from the list, and

then select [Save].
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8 Select [Next].

Note
* Toreturn to the previous screen, select [Back].

9 Select and set an item.

I New Address - Speed Dial 0006 | Cancel || 4= Back || & Registered
Items Current Settings
1. Address Type Fax
2. FaxNumber 0123456789
3. Name Speed Dial Name1
4. Index S
5. Starting Rate G3 Auto
6. Resolution Panel v J

The following items appear:
* Address Type

* Fax Number

* E-mail Address

* Name

* Index

* Extension / Outside Line
* Relay Station Setup

* Starting Rate

* Resolution

* Cover Page

* Maximum Image Size

* Delay Start

* Remote Folder

* FCode

* Relay Broadcast

* Billing - Day Time, Billing - Night Time, Billing - Midnight
* Internet Fax Profile

* S/MIME Certificate

Note
* The items to be displayed on the screen depend on the Address Book entry type. For more information on the
setting items, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator Guide.

* To delete the input data and return to the [Fax Address Book] screen, select [Cancel].

Reference

* The items displayed on the screen depend on the Address Book entry type. For more information on the setting items, refer to
"Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

10 When the settings are completed, select [Registered].

Note

* Toreturn to the previous screen, select [Back].
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Specifying a Destination Using a One-Touch Button

You can use the one touch buttons to specify recipients.

One-touch buttons correspond to the address numbers from 0001 to 0052, or 0001 to
0045.

For example, when the number you want to dial is registered to the address number 0001,
press one touch button <1>.

Reference
* Forinformation on how to register address numbers, refer to “Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.

Note
® There are two ways in which address numbers and stored programs are assigned to the one- touch buttons.

Select either of the following. By default, [Type 1] is selected.

* [Type 1]
The buttons 1 to 52 are used for address numbers and they correspond to the registered address numbers
0001 to 0052, while the buttons 53 and 54 are used for stored programs and they correspond to the
registered stored programs 1 and 2.

* [Type 2]
The buttons 1 to 45 are used for address numbers and they correspond to the registered address numbers
0001 to 0045, while the buttons 46 to 54 are used for stored programs and they correspond to the
registered stored programs 1 to 9.

T Press a one touch button. Confirm that the recipient (fax number) specified with the one-
touch button is displayed on the touch screen.

{ — [ — | — |
4 5 6

{ — [ — | — |
7 8 9

{ — [ — | — |

—————¢—=— One touch buttons

10 1 12 \
{ — ] —  —

13 14 15
{ — ] —  —

16 17 18

Important
* The one-touch buttons have a sensor to detect which page of one touch buttons (1-18,19-36, 0r 37 - 54) is
currently opened. Before pressing a one touch button, turn over the one touch panel completely, and take off
your hand from the panel. Do not press the button while you are turning over the panel.

* Do not place any objects near the one-touch buttons, nor spill any liquid over them.

Note
* To specify multiple recipients, press the one touch buttons continuously.

* Turn the one touch panel over to press the one touch buttons 19 and above.
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Specifying a Destination Using the Keyboard Screen
You can specify recipients using the keyboard screen.
Important

* When transmission to a certain recipient is prohibited in the System Administration mode, the keyboard
button cannot be used.

T Select the keyboard button.

Fax/ Inter- Layout Fax/Internet | More Options
net Fax j Fax Options

| Internet
| Fax
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2 Specify a recipient with up to 128 characters using the keyboard displayed on the touch

screen.

22 Recipient List & < Close
T e T
| Internet Fax: v‘ \cg,‘nelete-re,ﬂ
{ J et
( ( | ( | | [ | [ I

" 1 2 | 5 4 3 ‘ 6 7 | 8 | 9 0 | - | Backspace
() ) ) ) i o) i) () ) () () o) ()
\ q w e t y i o P [ 1
| e T R T e
st |z | xlelvlinlnlm| | /‘1 Shift
More Characters
Note

* When the Server Fax service is used, a destination must be less than 50 characters long. The available
characters are as follows:

Oto9 Numeric characters

- Pause

# A starting character for a group number

\ A delimiter for private data. Using this character before and after private data hides
the destination string.

S A character for password verification

: DTMF signal

= A character to wait for dial tones

+ Available, but ignored

(Space) Available, but ignored
For more information, refer to the documentation provided with the Server Fax Kit.

Note
* Even though aline is specified in the above keyboard screen, when the lines are specified by selecting [Line
Selection] in the [Fax /Internet Fax] screen, a fax job will be transmitted in the setting of [Line Selection]. For
more information, refer to "Specifying a line (port) using [Line Selection]” (P.249).
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Specifying a Destination Using the Redial Feature

You can specify recipients using the Redial feature.

Important
* When transmission to a certain recipient is prohibited in the System Administration mode, the [Redial list]

button

cannot be used.

1 Select [Redial List].

Fax/ Inter-
net Fax

Layout Fax/Intemet | More Options
j Fax Options

| Internet

\,\"
|{ax 18

Recipient[ ]:

| =} Address
B scorc
| Fiid Redial ||
| List... )
[ provien

[
- |
{

Darken Lighten -
| 2 Sided
m | E Scanning
) 11 Sided

D Show Fax No. / E-mail Address

|

) (Text

["] [ original Type | | [ (@ Resolution |
A A A
| J [standard (200x...

2 Select items you want to specify for a recipient, and select [Closel].

R Redial List & [cose ]
SpeedDial Name
1 #01 GrpNameO(Total Entries: 6)<1500,1501,1502,1503,1504,1505>
2. #01 GrpNameO(Total Entries: 6)<1500,1501,1502,1503,1504,1505>
3. #02 GrpName1(Total Entries: 2)<15*,1600>
4. #03 GrpName2(Total Entries: 2)<150%158*>
5. #04 GrpName3(Total Entries: 2)<1545,1525>
6. #05 GrpName4(Total Entries: 20)<1601,1602,1543,1545,1500,1506,1507,

Specifying a Line (Port)

When the Additional G3 Port Kit 3 (optional) is installed, you can specify the line (port) and
send faxes. Local terminal information can be registered to each line. You can use each line
for a different purpose.

You can specify a line (port) using the keyboard screen or [Line Selection].

Important
* When transmission to a certain recipient is prohibited in the System Administration mode, the keyboard
button cannot be used.

Reference

* Forinformation on how to set [Local Terminal Information], refer to "Tools" > "Fax Service Settings” > "Local Terminal
Information” in the Administrator Guide.

248



Fax/Internet Fax

Specifying a line (port) using the keyboard screen

T Select the keyboard button.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

| Internet
Fax

| H ‘ Recipient[ [ H

|| showFaxNo. /Emait Address

| 75 Address
B sooic.

[ g Redial ||
B (=

e
Darken Lighten - — -

= = | 2 Sided | Original Type . | | [z Resolution |
B | [TE= [« B I«
( ) 1 Sided ) (Text | standard 200x.. | |

2 Select [Shift], and enter in the following format: "<", "port number”, ">", "recipient’s
telephone number”

The following shows the corresponding lines to each port:
<1>:Line 1
<2>:Line 2
<3>:Line 3

Example when using Line 1:

<T > XXXXXXXXXX
| Recipient List "] [<7 Close ]
[IntemetFax: || P DaETes|
G ) 9 J
= 1 \f? 3 ‘ 4 Backspace “
EEnDn 0
[u\‘[s\fd | \‘[@\
el [ ] [———
More Characters |
| Recipient List "] [<7 Close ]

[ Delete Text|

Lol a L5 Lo 7 Lol o] [ semmm |

B waWwEwavawuwlwowpw(w)\

[Tone(:)‘[AWSWD[FWG[H‘[J[KWLW w..w@\
[z‘[x”c”vwswmwm‘“‘“f(?f o

[ Shift
(
L

Specifying a line (port) using [Line Selection]

You can specify a line using [Line Selection].
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1 Select [Line Selection].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[Fax
L

IvJ ‘ Recipient[ [ u

|| showFaxNo. /Emait Address

| [ Address |

Auto

Fax <Line 1>

Fax <Line 2>

Line Selection 2 Sided | Original Type | | Resolution |
- |EEEENIE R I~

Auto ) [1Sided L) (Text | Standard (200x... | |

Note
* Todisplay [Line Selection], the System Administrator setting is required. For more information, refer to “Tools"
> "Fax Service Settings" > "Screen Defaults” > "Fax Screen Default” in the Administrator Guide.

* When [Line Selection] is displayed, [Lighten / Darken] cannot be displayed. In this case, you can set the fax
density on the [Layout Adjustment] tab. For more information, refer to "Lighten / Darken (Adjusting Fax
Density)" (P.264).

2 Select [Auto] or [Fax <Line N>] from the popup menu.
Note
* When [Fax <Line N>] is selected, a fax job is transmitted to all specified recipients using the selected line.

* When selecting [IP Fax (SIP)] as the address type, [Line Selection] is selectable, however, the setting is invalid
and a fax job cannot be transmitted using the selected line.

* You can set a line name as you intended. The line name can be set within 13 single-byte characters. For more
information, refer to "Tools" > "Fax Service Settings” > "Screen Defaults” > "Fax Screen Default” in the

Administrator Guide.
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Entering Specific Symbols

When specifying a recipient, you can use the following features to enter specific symbols on

the touch screen.

Feature Button Function Input method
Enter pause - or <Pause> (-) Used to enter a pause. Press the <Pause> button.
One pause is 3 seconds. (Example)
You can enter pauses of 6 0-123 ..
seconds, 9 seconds, etc. with 0--123 ..
additional button presses.
Transmit using | S When a password has been set, | 1. Select the keyboard
a password transmission will start only if button on the [Fax/
the password matches the ID | Internet Fax] screen to
number on the remote display the keyboard.
terminal. 2.Select [S].
(Example)
0312345678512345678
Transmit DTMF | ! Used to transmit the DTMF 1. Select the keyboard
signal signal. button on the [Fax/
Internet Fax] screen to
display the keyboard.
2.Select [More Characters].
3.Select [1].
(Example)
0311123456!123#
Reference

* When using the DTMF method, use specific symbols. For information on the DTMF method, refer to "Remote Folder (Using Remote
Folder)" (P.278) and "Broadcast” (P.297).

Removing/Confirming a Recipient

You can remove or confirm recipients from the pop-up menu.

T Select the recipient to be removed or confirmed from the selected recipients.

ﬁ\l

Fax/ Inter- Layout Fax/Intemet | More Options

net Fax j Fax Options
[ I
Ecoc - ‘ Recipient[ [
L L) |

DShowFaxNo./ .
([ Adtess | il Remove
( Book... J [dom <Fox012)— ]
(B (e ¢ Details..
[mE (= LS
| & | Close Menu

DPreview —
Darken Lighten - — -
: " [ 2 Sided || [ = originalType | | [[@ Resolution | |
[ Wm] ) (1D Scanning a a a
L ) 1Sided L (Tea || |stondard (200x.. | |

2 Select any option from the pop-up menu.

H Remove

Removes the recipient.

H Details

Displays the [Details] screen. You can confirm recipients or address numbers.
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H Close Menu

Hides the pop-up menu.

[Details] Screen

This screen allows you to confirm recipients.

| i |Details: 1401 [P ]

Speed Dial: 1401
Name:

Fax Number: 012-345-6789-1401

[@ StartingRate |

G3 Auto

M Starting Rate

Allows you to select a communication mode according to the features of a recipient.

-
o)
x

Previewing the Read Images during a Fax/Internet Fax Job

Before sending a fax, you can preview the read images while reading the next job.

!

1 Check [Preview].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

| Internet
| Fax

H ‘ Recipient[ ]: u

|| showFaxNo. /Emait Address

| 75 Address |
| B oo J
( Redial || |
B |5

[ provien

Dorken Lighten = = -

: : 2 Sided | Original Type | | Resolution |
(< il - || D |4 @ [
L |1 Sided L) (Text | Standard (200x... | |

2 The message screen on the right will be displayed. Configure each settings and press the
<Start> button.

Preview s disployed ofter the Start button i pressed ond the originalis | confirm || g Local User
scanned.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax ji Fax Options
— =
(e \,J‘ Recipient[d001]:1 T ]u
L It | )
|| showFaxNo. /Exmail Address
[ |
E=

Preview
Darken Lighten - — -
5 4 2 Sided I Original Type | | Resolution I
(< ] » || D ||[E R e
L |1 Sided L) (Text | Standard (200x... | |

3 Preview the read images while reading the next document.

Lighten/Darken (Adjusting Fax Density)

You can adjust fax density from seven levels.
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1 Use[d]and[P]to adjust a density level.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[Internet |
-
It

J ‘ Recipient[ [ H

|| showFaxNo. /Emait Address

| 75 Address
B sooic.

[ g Redial ||
B (=

DPreview

Darken Lighten - — -

: " [ 2Sided [ [[= original Type | | (g Resolution | |
(< ] > | W Sconning |~ - -
L ) |1 Sided ) (Text | Standard (200x... | |

2 Sided Scanning (Transmitting 2-sided Originals)

You can scan a 1-sided or 2-sided document on one or both sides of paper for fax
transmission.

Note

* The image on the back side of a 2-sided document is rotated so that it is placed in the same orientation as
the image on the front side.

® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select a scan option.

Foox/ Inter- Layout Fox/ Internet | More Options
net Fax Adjustment Fax Qptions

| Fax "J ‘ Recipient[ ]: H
L It | )

—
[1 1 1 Sided

I, 2 Sided (Head to Head)

ress

[ Address |
[ ol
— —
@i ==
== L]l 2 Sided (Head to Toe)

Preview
D ? More...

Darken Lighten = o .

: L 2 Sided ( original Type | | [ @) Resolution | |
el . -
L ) (1 Sided [ (Text | |Stondard (200x... | |

B 1 Sided

Select this option to scan one side of the document.

N 2 Sided (Head to Head)

Select this option when both sides of the 2-sided document are in the same orientation.

B 2 Sided (Head to Toe)

Select this option when both sides of the 2-sided document are in opposite orientations.
B More
Displays the [2 Sided Scanning] screen.

Reference
® Referto "[2 Sided Scanning] Screen” (P.254).
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[2 Sided Scanning] Screen

254

1 Select whether the document is one-sided or two-sided. When [2 Sided] or [2 Sided (First
Page 1 Sided)] is selected, also select the orientation of the document.

W 2 Sided Scanning [x Cancel ][0 Save ]
Originals
[ . 1
\EI 1 Sided E Head to Head
. |
2 Sided Head to Toe
B
& L @ J
2 Sided (First
| » Page 1Sided) |
o
B 1 Sided

Select this option to scan one side of the document.

N 2 Sided
Select this option to scan both sides of the document.

M 2 Sided (First Page 1 Sided)
Select this option to scan the front side of the first page and both sides of the remaining
pages. Use this option when the back side of the first page is blank.

W 2 Sided (Skip Blank Pages)
Select this option to scan only the document pages that are not blank. You can send
documents without concerning for which side is the front.

Important
* If you select [2 Sided (Skip Blank Pages)] in [2 Sided Scanning] when the Skip Blank Pages feature is enabled,

image loss may occur on the fax document depending on the recipient's machine. For example, when you
select [2 Sided (Skip Blank Pages)] to send an A4 fax document, image loss may occur in the area where the
edge erase amounts is set when the fax is printed on an A4 document by the recipient's machine.

Note
* When [2 Sided (Skip Blank Pages)] is selected, the settings change as follows:

* [Original Type]: [Text]
* [Lighten/Darken]: [Normal]
* [Reduce/Enlarge]: [100 %]
* You can switch whether to enable [2 Sided (Skip Blank Pages)] by pressing the <Power Saver> button while

setting the fax features.
* The level of accuracy in which the machine determines whether a page is blank or not differs depending on a
document. For example, if a blank page has background shadows, the machine may not determine the page

as a blank page.

Reference
* [2 Sided (Skip Blank Pages)] is displayed only when [Skip Blank Pages] is enabled. For more information, refer to “Tools" > "Fax

Service Settings” > "Fax Control” > "Skip Blank Pages" in the Administrator Guide.

M Originals
Select [Head to Head] when both sides of the documents are in the same orientation.
Select [Head to Toe] when the front and back sides of the documents are in opposite

orientations.
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Original Type (Selecting the Document Type)

You can select the type of the original document, such as text and photo documents.

T Select the original type.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[ Fax ‘v”’Recipient[ 1 H
| )

|| showFaxNo. /Emait Address

| ﬁ Address
| I8 sook.. J
= Text
[ g Redial || |
B =
e JL Photo & Text
| |preview o
Darken ahten (g 2sided ] OrgnalType | g Resoution al
[ » || 90 scanning 4 x a
{ | |(HeadtoHead) || |Text ) |standard 200x.. ||

H Text

Select this option when transmitting a document that contains only text.

H Photo & Text

Select this option when transmitting a document that contains both text and photos. The
machine automatically distinguishes the text and photo areas and sets the appropriate
image quality for each area of the document.

H Photo
Select this option when transmitting a document that contains only photos.

Note
* If reduced in size, the scan documents may have stripes in their photo areas.

Resolution (Specifying the Scanning Resolution)

You can set the resolution for the documents to be scanned.

Note

* The machine scans a document at the specified resolution, but if the recipient's machine does not support
the resolution, the machine automatically changes the resolution to one supported by the recipient's
machine and there is a corresponding loss in quality.

* The higher the resolution, the lower the transmission speed. Usually, we recommend that you select
[Superfine (400 dpi)] or lower.

Reference

* You can specify the resolution for each address number. For information on how to register address numbers, refer to "Tools" >
"Setup” > "Add Address Book Entry" in the Administrator Guide.

71 Select the resolution.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[Fax

IvJ ‘ Recipient[ [ H

|| showFaxNo. /Emait Address

( ) Address Standard (200x100dpi)
I8 Book..

e & Fine (200 dpi)

[ g Redial ||

. (=

— 8 superfine (400 dpi)

Preview

D B superfine (600 dpi)
Darken Lighten - — =

: " (1 2Sided [| [[=] originalType | | (] Resolution

— BB cornng |~ -

L ) [(Head toHead) | | |Text . |Standard (200x.. | J
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B Standard (200 x 100dpi)
Select this option when transmitting standard documents.
(Approx. 200 x 100 pels/25.4 mm)

H Fine (200 dpi)
Select this option when transmitting documents with small text or detailed images.

(Approx. 200 x 200 pels/25.4 mm)
B Superfine (400 dpi)
Select this option when transmitting documents with fine images.

(400 x 400 pels/25.4 mm)

B Superfine (600 dpi)
Select this option when transmitting documents with extremely fine images.

(600 x 600 pels/25.4 mm)
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen.
"2 Sided Scanning (Transmitting 2-sided Originals)” (P.257)

"Original Type (Selecting the Document Type)" (P.257)

"Resolution (Specifying the Scanning Resolution)” (P.258)

"Original Size (Specifying the Scan Size for the Original)” (P.258)

"Mixed Size Originals (Scanning Different Size Documents Simultaneously)” (P.259)
"Book Faxing (Scanning Facing Pages onto Separate Sheets)" (P.260)
"Reduce/Enlarge (Specifying a Scan Ratio)" (P.262)

"Stamp (Adding a Stamp when Scanning a Document)” (P.263)

“Lighten / Darken (Adjusting Fax Density)" (P.264)

1 Select [Fax/Internet Fax] on the Services Home screen.

B

Copy Fax/ Internet Fax E-mail

Simple Copy

Store to Folder

(] N

Simple Fax

Scan to PC

Send from Folder

L 12 )}

2 Select a feature on the [Layout Adjustment] screen.

B Fax/ Inter- Layout
net Fax j

Fax/ Intemet | More Options
Fax Options

2 Sided Scanning...
W 9.

1 Sided

{

Original Type

Text

Resolution

Standard

I

EE Original Size...

Auto Detect

{

[ Mixed Size Originals..

(A 3] Book Faxing...

off

L] Reduce /Enlarge...

Auto %

|

2 Sided Scanning (Transmitting 2-sided Originals)

This feature is the same as [2 Sided Scanning] on the [Fax/Internet Fax] screen.

Reference

* For more information, refer to "2 Sided Scanning (Transmitting 2-sided Originals)" (P.253).

Original Type (Selecting the Document Type)

This feature is the same as [Original Type] on the [Fax/Internet Fax] screen.

Reference

* For more information, refer to "Original Type (Selecting the Document Type)" (P.255).
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Resolution (Specifying the Scanning Resolution)
This feature is the same as [Resolution] on the [Fax/Internet Fax] screen.

Reference
* For more information, refer to "Resolution (Specifying the Scanning Resolution)" (P.255).

Original Size (Specifying the Scan Size for the Original)

You can specify the scan size for fax transmission.

Use this feature when a document is a non-standard size, or when you want to scan a
document at a size different from the original size. You also can add margins, or delete
unwanted margins.

Reference

* You can change the default values for buttons other than [Auto Detect] in the System Administration mode. For information on
how to change the default values, refer to " Tools" > "Fax Service Settings" > "Original Size Defaults” in the Administrator Guide.

1 Select [Original Size].

-
Q
x
Fax/lnter-] Layout l Foox/ Internet I More Options _
net Fax j Fax Options
4 ‘ W 2 Sided Scanning... ‘ ‘ Original Type ‘ ‘ Resolution ‘
4
1 Sided Text Standard
L J J )
‘ EE Original Size... ‘ ‘ =1 Mixed Size Originals... ‘ Mﬁl Book Faxing... ‘
Auto Detect off off
L J J )
‘ E Reduce/Enlarge... ‘ [ D Stamp ‘ ‘6 Lighten / Darken... ‘
Auto % off Normal
L J U J1 )

2 Select any option.

5 Original Size [x Cancel ][0 Save
Auto Detect A6 0 [1x7a |
| |
[m3a B4 o lgsx1a7e |
| | | |
[naa lB500 lg5x137a |
| | | |
(a4 leka [g5x1170 |
| | | |
[asa [16k a [sx7a |
L | | J
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B Auto Detect

Detects the document size automatically.

Document Feeder Document Glass
Auto-detectable Document B5, B5 (], B4, A5, AS(T], A4, | B6,B5,B5(T], B4, A6, A5, A5(T],
slze A4f],A3,85x11", 8.5 x A4, A4f], A3
11"(],11 x 17, 16K("], 8K
Note

* If the document size cannot be detected automatically, a screen to enter the document size appears.

Reference

* The document sizes that can be automatically detected depend on [Paper Size Settings] in the System Administration mode. For
information on [Paper Size Settings], refer to " Tools" > "Common Service Settings" > "Other Settings” > "Paper Size Settings” in the
Administrator Guide.

B Standard Size

Select the original size from preset sizes.

Reference

* You can change the sizes displayed on the screen. For more information, refer to "Tools" > "Fax Service Settings" > "Original Size
Defaults” in the Administrator Guide.

Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

You can scan documents of various sizes simultaneously and send faxes of the
corresponding sizes or of one selected size. To use this feature, load the documents in the
document feeder.

Important
* Load documents in landscape orientation. However, always load A5 in portrait orientation so that the
machine can detect the size of the documents automatically.

* When loading documents, align the top left corners of the documents properly. Otherwise, a paper jam may
occur.

* The recommended document size combinations are A4 portrait and A3 landscape, or B5 portrait and B4
landscape. If another combination of document sizes is used, the documents can be fed at an angle and may
not be scanned properly.

Note
* Be sure to set [Original Size] to [Auto Detect] on the [Layout Adjustment] screen, when using the Mixed Size
Originals feature.

*® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select [Original Size].

Fax/lnter-] Layout l Foox/ Internet I More Options _

net Fax j Fax Options

‘ W 2 Sided Scanning... ‘ ‘ Original Type ‘ ‘ Resolution ‘
4

1 Sided Text Standard

L J J )

‘ EE Original Size... ‘ ‘ =1 Mixed Size Originals... ‘ Mﬁl Book Faxing... ‘

Auto Detect off off

L J J )

‘ E Reduce/Enlarge... ‘ [ D Stamp ‘ ‘6 Lighten / Darken... ‘

Auto % off Normal

L J U J1 )
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2 Confirm that [Auto Detect] is selected, and select [Save]. If [Auto Detect] is not selected,
select [Auto Detect] and then [Save].

(1} original Size [ﬁ Cancel ][0 Save
Auto Detect A6 0 [ix7a |
| |
[m3a B4 o lgsx1a7e |
| | | |
[naa le500 [g5x137a |
| | | |
(s leka lgsx1170 |
| | | |
[asa [16k a [sx7a |
L | | J

3 Select [Mixed Size Originals].

Fax/lnter-] Layout l Foox/ Internet I More Options _

net Fax j Fax Options

‘ W 2 Sided Scanning... ‘ ‘ Original Type ‘ ‘ Resolution ‘
4

1 Sided Text Standard

L J J )

‘ EE Original Size... ‘ ‘ =1 Mixed Size Originals... ‘ Mﬁl Book Faxing... ‘

Auto Detect off off

L J J )

‘ E Reduce/Enlarge... ‘ [ D Stamp ‘ ‘6 Lighten / Darken... ‘

Auto % off Normal

L J U J1 )

4  Select [On].

I Mixed Size Originals [x Cancel ][0 Save

- Align the top-left comers of your Originals and load them
in the Document Feeder as shown.

( a off Adjust the Guides to just touch the largest size paper.
-Load 5.5 x8.5" and A5 originals in portrait orientation.
—1

=

m Off

Select this option when all documents are of the same size.

EOn

When scanning documents of different sizes, the machine automatically detects the size of
each document.

Book Faxing (Scanning Facing Pages onto Separate Sheets)

You can scan the left and right pages of a bound document separately to fax them.

This feature is useful if you want to separately scan facing pages of a bound document.

Note
* You cannot use the document feeder with this feature.

* A non-standard size document or undetectable-size document may not be separated into two accurately.
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1 Select [Book Faxing].

Faxllnter- Layout l Foox/ Internet I More Options _
net Fax j Fax Options

‘ W 2 Sided Scanning... ‘ ‘ Original Type ‘ ‘ Resolution ‘
4

1 Sided Text Standard

L J J )

‘ EE Original Size... ‘ ‘ =1 Mixed Size Originals... ‘ Mﬁl Book Faxing... ‘

Auto Detect off off

L J J )

‘ E Reduce/Enlarge... ‘ [ D Stamp ‘ ‘6 Lighten / Darken... ‘

Auto % off Normal

L J U J1 )

2 Select any option.

[42/Book Faxing [x Cancel ][0 Save

o | |2 3/ Both Pages w

== LEﬂP;gE 4 | LeftPage Only
then Right Bl
| Al
i RlighlLPt:ge 3| Right Page Only
‘ then Left

[
|
[
| L J
['=) TopPage |

=J then Bottom

m Off

Does not scan as a bound document.

N Left Page then Right
Scans the left page and then the right page of facing pages.

N Right Page then Left
Scans the right page and then the left page of facing pages.

B Top Page then Bottom
Scans the top page and then the bottom page of facing pages.

H Both Pages

Scans both pages in page order.

H Left Page Only

Scans the left page only. You can select this option when [Left Page then Right] or [Right
Page then Left] is selected.

H Right Page Only

Scans the right page only. You can select this option when [Left Page then Right] or [Right
Page then Left] is selected.

B Top Page Only

Scans the top page only. You can select this option when [Top Page then Bottom] is
selected.

H Bottom Page Only

Scans the bottom page only. You can select this option when [Top Page then Bottom] is
selected.
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Reduce/Enlarge (Specifying a Scan Ratio)
This feature enlarges or reduces scanned images with a specified ratio.

Important
* Some destination machines may not be able to receive faxes at the specified ratio.

1 Select [Reduce/Enlarge].

Fax/lnter-] Layout l Foox/ Internet I More Options _

net Fax j Fax Options

‘ W 2 Sided Scanning... ‘ ‘ Original Type ‘ ‘ Resolution ‘
4

1 Sided Text Standard

L J J )

‘ EE Original Size... ‘ ‘ =1 Mixed Size Originals... ‘ Mﬁl Book Faxing... ‘

Auto Detect off off

L J J )

‘ E Reduce/Enlarge... ‘ [ D Stamp ‘ ‘6 Lighten / Darken... ‘

Auto % off Normal

L J U J1 )

2 Select a preset ratio, or specify a value.

7 Reduce /Enlarge [x Cancel ][<7 Save ]
Variable % Preset %
500400 [ | |100% [81% Basas, |
I | F B5-A5 |
=1 |
| S Auto % 86% A3-B4,
AG-BS5 |
50% A3-A5, 115% B4->A3, |
| B>B6 |B5AG |
[61% A3->B5 [122% a4>B4, |
‘ | AS-BS |
[70% A3>aa, [ 200% A5A3, |
BiBS |B6~Ba J

* If a magnification is specified in [Reduce/Enlarge], [Rotate 90 degrees] does not function.

B Variable %

Specify a ratio in the range from 50 to 400 % in 1 % increments. To specify a value, use the

numeric keypad or [+] and [-].

H Preset %
¢ 100%

Scans at the same size as the original.

& Auto %

If the scan width of the document exceeds the maximum image size, the scanned image is

rotated or reduced to fit the maximum size.

When the speed dialing is used, the maximum image size will be the size registered in the
Address Number. When speed dialing is not used, the maximum size will be A3.

Note

* You can specify whether to rotate documents in the System Administration mode. For more information,
refer to "Tools" > "Fax Service Settings" > "Fax Control" > "Rotate 90 degrees"” in the Administrator Guide.

@ Preset ratios

Select from preset scan ratios.

Reference

* You can change the default values of scan ratios other than [100%] and [Auto %]. For more information, refer to "Tools" > "Fax

Service Settings” > "Reduce/Enlarge Presets” in the Administrator Guide.
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Stamp (Adding a Stamp when Scanning a Document)

This feature stamps a circle mark at the bottom corner of each document page when it is
fed through the document feeder. This helps you easily check if each page of the
documents has been scanned correctly.

Important
* Stamps cannot be affixed on the following documents:
* Documents loaded on the document glass
* Documents suspended by pressing the <Stop> button
* Documents suspended by paper jams
* 1-sided documents longer than 600 mm
¢ 2-sided documents longer than 431.8 mm
* Documents not fed into the document feeder.
* Documents suspended due to memory overflow
* Documents that were being scanned when an immediate transmission is suspended
Note

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select [Stamp].

Fax/lnter-] Layout l Foox/ Internet I More Options _

net Fax j Fax Options

‘ W 2 Sided Scanning... ‘ ‘ Original Type ‘ ‘ Resolution ‘
4

1 Sided Text Standard

L J J )

‘ EE Original Size... ‘ ‘ =1 Mixed Size Originals... ‘ Mﬁl Book Faxing... ‘

Auto Detect off off

L J J )

‘ E Reduce/Enlarge... ‘ [ D Stamp ‘ ‘6 Lighten / Darken... ‘

Auto % off Normal

L J U J1 )

2 Select [On].

D Stamp [x Cancel ][0 Save

Originals that are fed through the Feeder are stamped to ensure that
no more than one sheet is fed at any given time.

Stamps of small circles are impressed at the bottom edge of the
originals that have been scanned.

m Off

No stamp is affixed.

HOn
A stamp is affixed.
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Lighten / Darken (Adjusting Fax Density)

® This feature is the same as [Lighten / Darken] on the [Fax / Internet Fax] screen. For more information, refer to "Lighten/Darken

Reference

(Adjusting Fax Density)" (P.252).

264



Fax/Internet Fax Options

Fax/Internet Fax Options

This section describes the features you can select on the [Fax/Internet Fax Options]
screen.The following shows the reference section for each feature.

"Acknowledgement Report (Confirming Transmission Results)” (P.265)

"Starting Rate (Selecting a Communication Mode)" (P.267)

"Priority Send/Delay Start (Specifying Send Priority/Send Time)" (P.269)
"Transmission Header Text (Adding Sender Name and Phone Number to Faxes)" (P.271)
"Cover Page (Transmitting Documents With a Cover Page)” (P.272)

“Internet Fax Subject (Specifying the Internet Fax Subject)” (P.274)

"Internet Fax Message (Editing the Internet Fax Mail Contents)" (P.275)

"Recipient Print Sets (Printing Multiple Sets at the Remote Machine)” (P.276)

"Pages per Side (Combining Multiple Pages into One Sheet)" (P.277)

"Remote Folder (Using Remote Folder)" (P.278)

"F Code (Using F Code Transmission)" (P.282)

"Internet Fax Profile (Specifying Internet Fax Profiles)” (P.287)

"Encryption (Sending Internet Fax Encrypted by S/MIME)" (P.288)

"Digital Signature (Sending Internet Fax with a Digital Signature by S/MIME)" (P.289)

1 Select [Fax/Internet Fax] on the Services Home screen.

2 Select a feature on the [Fax/Internet Fax Options] screen.

Foox/ Inter- Layout ] Foox/ Internet [ More Options _
net Fax Fax Options
{ Akowldgmet H@Sttgkt H ;lytyststdl l
RplOff G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
\ JL J J
{ Texr:s mission Header } { Cover Page... } {el nternet Fax Subject... }
Fax: Display Header off Auto Set 172
Internet Fax: Display Header
L ] JL J['v ] L]
{ Elt tFax HR ipient Print Sets. H%Pagep Sid }
1 Set(s) off
( J J )

Acknowledgement Report (Confirming Transmission Results)

You can check fax and Internet Fax transmission results.

To receive fax transmission results, select [On] in [Confirmation Options] on the
[Acknowledgement Report] screen. By enabling this feature, the machine automatically
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prints a Transmission Report when fax transmission completes successfully, and prints a
Transmission Report - Job Undelivered when fax transmission ends unsuccessfully.

To confirm Internet Fax transmission results, the following two types are available: [Read
Receipts] and [Delivery Receipts]. Selecting [Delivery Receipts] allows you to check whether
or not the Internet Fax you sent was delivered successfully to the recipient’s folder.

Selecting [Read Receipts] allows you to check whether or not the Internet Fax you sent was
correctly delivered and the attached files were correctly processed.

Note

The

The optional component is required to use the Read Receipts and Delivery Receipts features. For information,
contact our Customer Support Center.

Read Receipts (MDN) and Delivery Receipts (DSN) are available when the recipient’s machine supports MDN
and DSN, respectively.

You can select either [Read Receipts] or [Delivery Receipts] in the System Administration mode. For more
information, refer to "Tools" > "Fax Service Settings” > "Internet Fax Control” > "Delivery Confirmation
Method" in the Administrator Guide.

You can only use the Delivery Receipts (DSN) feature to check the delivery of e-mail to servers that support
this feature. Furthermore, if any of the e-mail servers on the transmission route do not support DSN, you
cannot verify the delivery of the e-mail, even if the e-mail has been delivered successfully. For this reason, the
result of the Delivery Receipts may differ from the actual delivery status.

If [Confirmation Options] is set to [On] and the transmission completes unsuccessfully, a Transmission Report
- Job Undelivered will be printed.

following procedure uses the Read Receipts feature as an example. The procedure is

the same for the Delivery Receipts feature.

1 Select [Acknowledgement Report].

Fax/ Inter-
net Fax

Layout Fax/ Internet
j Fax Options

Report: Off

Bty

‘ [ @ Starting Rate..

G3 Auto

Read Receipts: Off

J\

i ‘ [ B Priority Send / ‘
Delay Start...
Priority Send : Off
Delay Start: Off

J

[ E irar:smission Header ‘ [ Cover Page...

Fax: Display Header off
Interet Fax: Display Header

‘ [e Internet Fax Subject... ‘

Auto Set 1/2

J vl

J\
[ c Internet Fax
Message...
1 Set(s)

( J\

‘ [ Recipient Print Sets... ‘ @@ R

“_J
off

J\ J

2 Select any option.

Acknowledgement Report

[x Cancel ][<7 Save

Confirmation Options ~ Read Receipts

The Confirmation Options feature

;aoﬂ Haoﬂ
on H@m

prints areport after each
Internet Fax transmission.

The Read Receipts feature requests the
Internet Fax recipient to send a confirmation
to the sender indicating the result of the
transmission. The recipient's server must
support the MDN standard.

B Confirmation Options
& Off

No Transmission Report is printed.
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4 0On

A Transmission Report is automatically printed when the transmission completes
successfully. If the transmission does not end successfully, a Transmission Report - Job
Undelivered is printed.

H Read Receipts
& Off
Disables the Read Receipts feature.
4 On
Enables the Read Receipts feature. You can check whether the Internet Fax you sent was
correctly delivered and the attached files were correctly processed.
B Delivery Receipts
& Off
Disables the Delivery Receipts feature.
4 On

Enables the Delivery Receipts feature. You can check whether the Internet Fax you sent was
correctly delivered to the destination folder.

Starting Rate (Selecting a Communication Mode)

You can select a communication mode based on the features of the remote machine.

G3 is the international standard for facsimile transmissions established by the ITU-T.

Reference

* When you use speed dialing, one-touch buttons, group dial number or address book to specify a recipient registered in an address
number, the communication mode currently set to the address number is set and cannot be changed. For information on how to
register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

* You can change the default mode of [Starting Rate] in the System Administration mode. For information on
how to change the default mode, refer to "Tools" > "Fax Service Settings" > "Fax Defaults” > "Starting Rate" in
the Administrator Guide.

T Select [Starting Rate].

net Fax

Foox/ Inter- Layout ] Foox/ Internet

Fax Options

Acknowledgement ‘ Starting Rate... ‘ Priority Send / ‘

| R & [CeeEas

Report: Off G3 Auto Priority Send : Off

Read Receipts: Off Delay Start: Off
J\ ( J

Transmission Header Cover Page... Internet Fax Subject...
EE=s NG |@ i
Fax: Display Header off Auto Set 172
Interet Fax: Display Header I J’—‘
v

i

(

‘ [ Recipient Print Sets... ‘ @@ R

1 Set(s)

J\

J\

off

‘ J

J
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2 Select any option.

@ Starting Rate [x Cancel ][0 Save

This feature is not available for Internet Fax recipients.
@ G3 Auto However, the selected mode is applied to another Internet Fax machine
which is used as a relay station for fax transmission.
Forced
4800 bps

G4 Auto
=

B G3 Auto
Select this mode if the remote machine is G3 compatible. This mode is normally selected.

Depending on the reception capabilities of the remote machine, the machine automatically

switches modes in the following order: G3 Unique ECM — G3 Unique — ITU-T G3 ECM —
ITU-T G3.

B Forced 4800 bps

Select this mode when transmitting over noisy or poor telephone lines, as can be the case
with overseas calls.

Also select this mode when transmitting over noisy or poor telephone lines domestically.

N G4 Auto

This setting is applied to the transmission speed between the fax gateway and destination
fax for the Internet Fax.

About Forced 4800 bps

You can communicate with faxes overseas via telephone company exchanges, etc.

Note

* Theinternational telephone networks are originally designed for voice communications. Noise that does not
really affect voice communications causes a problem with fax communications. It may result in the
deterioration of images quality, the inability to transmit a fax, or even terminate the transmission. Regardless
of whether transmission is successful, you are charged for the call once the line is connected. For information
on line trouble and call charges, contact your telephone company.

¢ If you select [Forced 4800 bps], the transmission time may be longer because transmission is performed at
4800 bps or less to ensure transmission is successful.

T Select [Starting Rate].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

[ Acknowledgement ‘ [@ Starting Rate... ‘ [@ Priority Send / ‘
Report...

Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
( J U J{ J
Transmission Header Cover Page... Internet Fax Subject...
EE=s NG |@ i
Fax: Display Header off Auto Set 172
Interet Fax: Display Header I J’—‘
v
[
Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
|© oo |8 [E3
1Set(s) off

( J\ J\ J
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2 Select [Forced 4800 bps], and then select [Save].

@ Starting Rate [x Cancel ][0 Save ]

This feature is not available for Internet Fax recipients.

( @ G3 Auto | However, the selected mode is applied to another Internet Fax machine
which is used as a relay station for fax transmission.
Forced
4800 bps
G4 Auto

3 Enter the recipient fax number in the same manner as when you make an international call.

The following is an example:

Telephone IEI @II' Iil Country t frea code ][Fax number of the

company ID code other party

Important
* In some areas, you may need to enter a pause after the telephone company ID number.

Note
* For information on the telephone company ID number, contact your telephone company.

Priority Send/Delay Start (Specifying Send Priority/Send Time)

The Priority Send feature allows you to give priority to a fax or polling job over other jobs.

The Delay Start feature allows you to specify when to send your fax. This feature is useful
for sending faxes when communication charges are low, such as during night time.

Note
* [Priority Send/Delay Start] is not available for Internet Fax.

* [Priority Send] can be set in combination with [Delay Start]. If both features are set, Priority Send is performed
at the time specified in [Delay Start].

1 Select [Priority Send/Delay Start].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
J\ J\ J
[ E Transmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Text...
Fax: Display Header off Auto Set 172
Interet Fax: Display Header —
J\ J\ v
[
[c Internet Fax ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... ‘
Message...
1 Set(s) off
( J\ J\ J
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2 Select any option.

| & Priority Send / Delay Start [x Cancel ][<7 Save
Priority Send Delay Start
off [ (@) SpecificTime... |

19:00 PM

J

aoﬂ l‘
J

[
! |
on Specific Time
L @ [0

M Priority Send

& Off
Priority Send is not applied.

40On
Priority Send is applied.

Note
* If the Priority Send feature is selected during transmission, the fax will be sent after the current transmission

ends.
* Inredial mode, the fax will be resent preferentially after the specified redial interval.

* The Priority Send feature cannot be set separately for each recipient of Broadcast and multi-polling jobs.

Reference
* You can give priority to a pending job. For more information, refer to "Job Status” (P.485).

H Delay Start
& Off
Delay Start is not applied.
@ Specific Time
Delay Start is applied.

Note
* You can specify a time within 24 hours in 1 minute increments. You cannot specify a date.

* You can set [Delay Start] independently for each address number. For information on how to register address
numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator Guide.

* If you use address numbers or group dial numbers to specify recipients for the Broadcast Send feature, the
[Delay Start] setting specified for each address number is invalid.

* If the fax cannot be sent at the specified time because, for example, the telephone line is busy, it will be sent
as soon as the line becomes available.

B Specific Time
Displays the [Delay Start - Specific Time] screen.
Reference

* Referto "[Delay Start - Specific Time] Screen” (P.270).

[Delay Start - Specific Time] Screen
This screen allows you to specify the start time for fax transmission.
Reference

* You can change the default value of [Delay Start - Specific Time]in the System Administration mode. For more information, refer to
"Tools" > "Fax Service Settings” > "Fax Defaults” > "Delay Start - Specific Time" in the Administrator Guide.
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1 Select [AM] or [PM].

() Delay Start - Specific Time [x Cancel ][0 Save ]
Hours, hanutes Current Time
[ Am | - : —_— ‘ )
7:00PM ‘
| o] [w] L)
— : < : <
‘ (Clel [=ls)

2 Set[Hours] and [Minutes].

Important
* If you press the <Start> button after the specified time, the stored document will be sent at the specified time
on the following day.

Transmission Header Text (Adding Sender Name and Phone Number to
Faxes)

The Transmission Header Text feature adds the start time, sender name, recipient name,
G3 ID, and number of pages onto the transmitted document.

This feature enables the recipient to confirm when and from whom the fax was sent.

Important
* Header information is printed at the top of the document, so an area of about 3 to 5 mm may not be printed
at the top of each page at the remote machine.

Note
* If the document is resent, "Resend” is printed at the left of the date and time indication.
¢ If this feature is enabled for Broadcast Send, header information is attached to faxes for all the recipients.

*® The start time is printed in the format set on the machine (12 or 24 hour clock). For information on how to set
the time, refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" in the Administrator Guide.

* The recipient name is only added if it has been registered in the address number.

* If you specify the line to send a fax, the sender name registered for the selected line is printed. If you do not
specify a line, the sender name (company logo) of the machine is printed, but not the sender name of the
line.

Reference

* Forinformation on the sender name and G3 ID, refer to "Tools" > "Fax Service Settings” > "Local Terminal Information” in the
Administrator Guide.

* You can change the default value of [Transmission Header Text] in the System Administration mode. For
information on how to change the default value, refer to "Tools" > "Fax Service Settings” > "Fax Defaults” >
"Transmission Header Text" in the Administrator Guide.

1 Select [Transmission Header Text].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
J\ J\ J
[ E Transmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Text...
Fax: Display Header off Auto Set 172
Interet Fax: Display Header —
J\ J\ v
[
[c Internet Fax ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... ‘
Message...
1 Set(s) off
( J\ J\ J
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2 Select [Display Header].

E Transmission Header Text [x Cancel ][0 Save

Fax Internet Fax

( ) ( | | This feature adds information such as date of
a off a off transmission and sender's name to the top of
[ || | | the transmitted documents.

<> Display Header ‘ <> Display Header

m Off
No header information is attached.

H Display Header
Header information is attached.

Cover Page (Transmitting Documents With a Cover Page)

This feature allows you to attach a cover page to the document.

The cover page includes the recipient name, comment, sender name, machine fax number,
number of pages, and date and time of transmission.

Reference
* You can specify whether to attach a cover page for each address number. For information on how to register address numbers,

refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

Note
* When [Transmission Header Text] is set, the header information is not printed on the cover page.

* You cannot use the Cover Page feature for Broadcast transmission using the numeric keypad. To use this
feature for Broadcast transmission, register recipients to address numbers.

* The size and resolution of the cover page is based on the first page of the document.

1 Select [Cover Pagel.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

[ Acknowledgement ‘ [@ Starting Rate... ‘ [@ ll;r:l);;ys ts:rr;d/ ‘

Report...
Report: Off G3 Auto Priority Send : Off
Delay Start: Off

tRemd Receipts: Off ] ) J

[ E irar:smission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘

Fax: Display Header off Auto Set 172
Interet Fax: Display Header —
J U J U v
[
Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
|© oo Il [E3
1Set(s) off

( J\ J\ J
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2 Select [Print Cover Pagel.

Cover Page [x Cancel ][0 Save

| a off || Comments |

Recipient: None
o print (Sender:None
Cover Page
The following comments are added to the top of the cover page.

Fax Cover Page

To: (Name as in Address Book)
From: (Company Logo)

m Off

No cover page is attached.

H Print Cover Page

A cover page is attached.

H Comments

Displays the [Cover Page - Comments] screen.

Reference
* Refer to "[Cover Page - Comments] Screen” (P.273).

[Cover Page - Comments] Screen

This screen allows you to select comments to be added to the recipient and sender fields.

1 Select any option.

Cover Page - Comments [x Cancel ][0 Save

Recipient’s Comment Sender’'s Comment

None None

. <Available>

. <Available>

~

. <Available>

~

. <Available>

w

. <Available>

w

. <Available>

=

. <Available>

=

. <Available>

o«

. <Available> v

o«

. <Available> v

M Recipient’'s Comment
Displays the registered comments in the recipient field. Select a comment to be used. Select
[None] when no comment is added to this field.

B Sender’'s Comment

Displays the registered comments in the sender field. Select a comment to be used. Select
[None] when no comment is added to this field.

Reference

* Forinformation on how to register comments, refer to "Tools" > "Setup” > "Add Fax Comment" in the Administrator Guide.
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About the Cover Page

ETo
When an address number is used, the recipient name registered for the address number is

printed. This field is blank if no recipient name is registered for the address number.

B Recipient’'s Comment
Prints the comment selected in [Recipient’s Comment].

B From
Prints the registered sender name.

H Sender’'s Comment
Prints the comment selected in [Sender’s Comment].

B Fax Number
Prints the fax number of the machine. For G3 communications, “G3 ID" is printed.
B Number of Pages
Prints the number of pages.

B Send Date and Time
Prints the transmission date and time.

B Remarks
Prints remarks when the document is sent using Broadcast, Folder, Relay Broadcast, or

Redial Mode.
Internet Fax Subject (Specifying the Internet Fax Subject)

You can specify an Internet Fax subject. If no subject is specified, the preset subject is

automatically entered.

T Select [Internet Fax Subject].

)

(

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax ji Fax Options
‘ Qcknowledgement ‘ ‘ @ Starting Rate... ‘ ‘ @ ll;ritl)ritySSend/ ‘
eport... elay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start : Off
L J
‘ E Transmission Header ‘ ‘ Ti Cover Page... ‘ ‘e Internet Fax Subject... ‘
Text.. 1=
Fax: Display Header off Auto Set 172
Internet Fax: Display Header —
J J )| v
| =) Reclpient print sets..”—| @@ Pages per Side... “‘*"
off
J

L
‘ c Internet Fax
Message...
1 Set(s)
J

J

(
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2 Select [Keyboard].

@ Internet Fax Subject [x Cancel ][0 Save

Auto Set

(
5 Keyboard.

3 Enter a subject with up to 128 characters using the displayed keyboard.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Note
* If nosubject is entered, the following will be automatically entered as a subject: [InternetFAX;<From> ; <Send

Date and Time>].

Internet Fax Message (Editing the Internet Fax Mail Contents)

You can edit Internet Fax comments. Enter text using the keyboard or use a pre-registered
comment.

71 Select [Internet Fax Message).

net Fax

Fux/lnter-l Layout ]Faxllnternet

Fax Options

[ Acknowledgement
Report...
Report: Off

‘ [ @ Starting Rate...

G3 Auto

Read Receipts: Off

J\

‘ [ B Priority Send / ‘
Delay Start...
Priority Send : Off
Delay Start: Off

J\ J

[ E irar:smission Header ‘ [ Cover Page...

Fax: Display Header off
Interet Fax: Display Header

‘ [ e Internet Fax Subject... ‘
Auto Set 172

J vl

Message...
1 Set(s)

( J\

[c Internet Fax ‘ [ Recipient Print Sets... ‘ @@ Pages per Side...

“_J
off

J\ J

2 Select any option.

c Message [x Cancel ][0 Save
N s Keyboard..
Lo
B Delete Text

Deletes the comment displayed on the screen.
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N Keyboard
Allows you to enter body text using the displayed keyboard. Up to 256 characters can be
entered.
You can also select [Add Comment] to select a registered comment and edit it.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

B Add Comment
Allows you to insert a registered comment.
Select this button to display the [Add Comment] screen.

Reference
* Referto "[Add Comment] Screen” (P.276).

[Add Comment] Screen

This screen allows you to select a comment to be added.

1 Select any option.

c Add Comment [x Cancel ][0 Save

Select Comment

1. Comment1

2. Comment2

3. Comment3

4. Comment4

5. Comment5

6. Comment6 J

H Select Comment

Displays the registered comments.

Reference
* Forinformation on how to register comments, refer to “Tools" > "Setup" > "Add Fax Comment" in the Administrator Guide.

Recipient Print Sets (Printing Multiple Sets at the Remote Machine)

This feature allows you to print multiple sets of a fax document at the remote machine.

Note
* This feature is not available for the Server Fax service.

1 Select [Recipient Print Sets].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
( J\ J\ J
[ E Transmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Text...
Fax: Display Header off Auto Set 172
Interet Fax: Display Header I J’—‘
v
[
[c Internet Fax ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... ‘
Message...
1 Set(s) off
( J\ J\ J
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2 Select any option.

% Recipient Print Sets [x Cancel ][0 Save
299 Sets
i |
Multiple Sets [

)

H 1 Set

The remote machine will output one set of the fax document.

B Multiple Sets

Allows you to specify the number of print sets the remote machine will output, in the range
from 2 to 99 in 1 set increments.

Use [+] and [-] or the numeric keypad to specify the value.

Pages per Side (Combining Multiple Pages into One Sheet)

This feature allows you to send a fax by combining multiple pages of a document into one
side of a single sheet of paper. For example, if you have a document of 12 pages, and you
specify 3, the machine combines the scan data into 4 pages. You can specify a value for
[Pages per Side] in the range from 2 to 9.

Important
* If the length of each resultant page is too long, the output data may be split on the recipient’s machine.

* If the number of pages of documents is smaller than the specified pages, the scanned number of pages will
be only combined and transmitted.

Note

® This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

T Select [Pages per Sidel].

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options
[ Acknowledgement ‘ [@ Starting Rate... ‘ [ Priority Send / ‘
Report... Delay Start...
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off Delay Start: Off
J\ J\ J
[ E Transmission Header ‘ [ Cover Page... ‘ [e Internet Fax Subject... ‘
Text...
Fax: Display Header off Auto Set 172
Interet Fax: Display Header —
J\ J\ v
(
[c Internet Fax ‘ [ Recipient Print Sets... ‘ @@ Pages per Side... ‘
Message...
1 Set(s) off
( J\ J\ J
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2 Select [On].

%@ Pages per Side [x Cancel ][0 Save

Originals
2

<9 ‘
x|

—
]

m Off
The Pages per Side feature is not applied.

HOn
Allows you to scan multiple pages of a document onto one side of a single sheet of paper
for fax transmission. Specify the number of pages in [Originals] to fit onto one sheet.

Use [+] and [-] or the numeric keypad to specify the value.

Remote Folder (Using Remote Folder)

This feature allows you to send or receive confidential documents that you do not want
others to see.

Note
* Fax signal method and F code method are available in IP Fax (SIP). For the method to use remote folder

using F code method, refer to "F Code (Using F Code Transmission)” (P.282).

* Inthe IP Fax (SIP) using VoIP Gateway, remote folder using Fax signal method is not available. Only the F
code method is available.for more information, refer to "Copy" (P.89).

B Sending to Folder (Fax Signal Method)

This feature allows you to send a file directly to a folder on the remote machine. The file
can be printed on the remote machine. To use this feature, you need the folder number and

passcode of the remote folder.

M Secure Polling (Fax Signal Method)
This feature allows you to retrieve a file from a folder on a remote machine by sending a
polling request from your machine. To use this feature, you need the folder number and
passcode of the remote folder.
The retrieved file is stored in a folder on the machine. When afile is received in a folder, the
<Data> indicator lights up and a Folder Report is printed. The Folder Report lists the folder
number and name.

Important
* You cannot use polling to retrieve files from multiple remote folders simultaneously.
* The DTMF method is available for Remote Folder. The supported signals are numerals, ™", and "#" only.

Reference
* Forinformation on how to print files received in a folder, refer to "Printing Files in a Folder" (P.438).

* Files received in folders can be automatically printed depending on the folder settings. For information on
the folder settings, refer to "Configuring/Starting Job Flow" (P.442).

* Depending on the report print settings, a Folder Report may not be printed even after a file is received in a
folder. For information on the Folder Report setting, refer to "Tools" > "Common Service Settings” > "Reports”

> "Folder Report” in the Administrator Guide.
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B Sending to Folder (DTMF Method)

To send a fax to a folder using the DTMF method, you need the folder number of the
remote folder. Two DTMF methods are available: Auto and Manual.

Sending to Folder (Fax Signal Method)

1 Select [Remote Folder].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

‘ &j Remote Folder... ‘ ‘ % F Code... ‘ ‘ @ Internet Fax Profile... ‘
off off TIFF-S

L J J ) —

2 Select [On].

&3 Remote Folder [x Cancel ][0 Save

1 | Remote Folder Number

(Example: 001,010, 100)

o

Folder Passcode

L]

off

m Off

Disables the Remote Folder feature.

HOn

Enables the Remote Folder feature. Enter a folder number in [Remote Folder Number].

B Remote Folder Number
Select the [Remote Folder Number] box, and enter a 3-digit folder number of the remote
machine using the numeric keypad.

H Folder Passcode

Select the [Folder Passcode] box, and enter the 4-digit passcode of the remote folder using
the numeric keypad. If a passcode is not set, leave this box blank.
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Secure Polling (Fax Signal Method)

1 Select [More Options] tab to display the [More Options] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook |
@ | (Manual Send/Receive) |

off off

( J\ J

2 Select [Remote Polling].

3 Select [Poll a Remote Devicel.

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.
To retrieve files from a folder of a remote device, select "Poll a Remote

ES
Device" on this screen and specify the remote folder number using the
Remote Folder feature.
Polla Remote
isviss This feature is unavailable for Internet Fax recipients.

il XD

4 Select [Save].

5 Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen,
and select [ ] to display the next page.

Fax/ Inter- Layout Fax/Intemet | More Options
net Fax j Fax Options

CEaaiE TRl T
Report: Off G3 Auto Priority Send : Off
Read Receipts: Off ] J tDelmy Start: Off J
Transmission Header Cover Page... Internet Fax Subject...
EE=s NG |@ i
Fax: Display Header off Auto Set 172
Internet Fax: Display HeaderJ { I J’—‘
v
[
™ Internet Fax Recipient Print Sets... ‘ Pages per Side... ‘
|© oo Il [E3
1Set(s) off
( J U J U J

6 Select [Remote Folder].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFF-S
L J J -
A
[
2/2
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7 Select [On].

&3 Remote Folder [x Cancel ][0 Save

1 | Remote Folder Number

(Example: 001,010, 100)

o

Folder Passcode

L]

off

m Off

Disables the Secure Polling feature.

HOn

Enables the Secure Polling feature. Enter a folder number in [Remote Folder Number].

B Remote Folder Number

Select the [Remote Folder Number] box, and enter a 3-digit folder number of the remote
machine using the numeric keypad.

B Folder Passcode

Select the [Folder Passcode] box, and enter the 4-digit passcode of the remote folder using
the numeric keypad. If a passcode is not set, leave this box blank.

Format for Auto Send (DTMF Method)

T Select the keyboard button on the [Fax/Internet] screen to display the keyboard on the
touch screen, and enter the destination and passcode in the following format.

Telephone number E] Folder number Passcode of

of on folder on
remote machine remote machine remote machine
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Format for Manual Send (DTMF Method)

1 Select [On-hook (Manual Send/Receive)] on the [More Options] screen to display the
keyboard on the touch screen, and enter the destination and passcode in the following

format.

Telephone number | Facsimile tore ™| | Beep!:
Of e o e e e e ] [

remote machine
Folder number Passcode of iBeep! || Ready to start
1 1

on folderon |/ — '==—~——-
remote machine remote machine

Note

* Use the keyboard on the touch screen to enter symbols such as "I" and "*". For information on how to enter
characters, refer to "Entering Text" (P.87).
* Enter a passcode only if necessary.

* You can specify any machine that supports our DTMF method feature.

Reference
* By registering destinations in address numbers using the above dialing formats, you can use the address numbers for the Secure
Polling feature. For information on how to register address numbers, refer to “Tools" > "Setup” > "Add Address Book Entry” in the

Administrator Guide.

F Code (Using F Code Transmission)

F Code is the transmission procedure set by the Communications and Information Network
Association of Japan and is the T.30 (communication protocol) method for using sub-
addresses that was standardized by the ITU-T. The F Code feature enables various features
to be used with transmission among F Code-compatible machines regardless of their
manufacturers.

When using F Code transmission, use an F Code and password. The F Code, which is also
called a sub-address by other companies, must be registered (entered). Set the password if

necessary.
Note
® To use the F Code feature, you need to confirm the F Code of the recipient’s machine in advance.

* If you perform Sending to Folder or Secure Polling between machines of this model, we recommend that you

use the fax signal method.

Reference
* You can set the F Code and password for each address number. For information on how to register address numbers, refer to
"Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

* You can use the Relay Broadcast and Remote Relay Broadcast features with F Code transmission. For
information on Relay Broadcast and Remote Relay Broadcast, refer to "Relay Broadcast (Transmitting
Documents Through a Relay Station)” (P.298) and "Remote Relay Broadcast (Performing Relay Broadcast to

Remote Locations)” (P.302), respectively.

You can use the following features with F Code transmission.
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B Sending to Folder (F Code Method)

When a folder is set on a remote machine, you can send a document directly to the folder
by specifying the F code (sub-address) and password (if set up) of the folder.

Obtain the F code (sub-address) and password of the remote folder in advance.
Example of specifying a destination:

F Code (sub-address):0 (to designate an F Code transmission) and the folder number of a
folder on the remote machine

Password (if set up):The password of the remote folder

B Secure Polling (F Code Method)

When a folder is set on a remote machine, you can perform secure polling for the folder by
specifying its F code (sub-address) and password (if set up).

If you use your machine to perform secure polling for a folder on a remote machine, obtain
the F code (sub-address) and password of the target folder.

If you use a remote machine to perform secure polling for a folder on your machine, give
the following information.

F Code (sub-address):0 (to designate an F Code transmission) and the folder number of the
target folder

Password (if necessary):The password of the target folder

Note

* The DTMF method is available for Remote Folder. The supported signals are numerals, ™", and "#" only.

Reference

* Afile received in the folder can automatically be printed depending on the folder settings. For information on the folder settings,
refer to ""Configuring/Starting Job Flow" (P.442).

* Depending on the report print settings, a Folder Report may not be printed even after a file is received in a
folder. For information on the Folder Report setting, refer to "Tools" > "Common Service Settings” > "Reports”
> "Folder Report” in the Administrator Guide.

* For information on how to print files received in a folder, refer to "Printing Files in a Folder” (P.438).

Sending to Folder (F Code Method)

1 Select [F Codel.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

‘ &j Remote Folder... ‘ ‘ % F Code... ‘ ‘ @ Internet Fax Profile... ‘
off off TIFF-S

L J J | p—
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2 Select [On].
ZIF Code [xCan | ][05(:
k3 | |
o pesserd
H H
T S Keyboard..

3 Select the [F Code] box, and enter an F code using the displayed keyboard or the numeric

keypad.

Note
* You can enter up to 20 digits for the F code.
If necessary, select the [Password] box, and enter a password using the displayed keyboard

4

or the numeric keypad.

Note
* You can enter up to 20 digits for the password.

mOff
The F code transmission is not used.

HOn
The F code transmission is used. Enter the F Code.

BF Code
Select the [F Code] box, and enter the F code using the displayed keyboard or the numeric

keypad.
Note
® You can enter up to 20 digits for the F Code.

HPassword
numeric keypad. If a password is not set, leave this box blank.

Select the [Password] box, and enter the password using the displayed keyboard or the
Note
* You can enter up to 20 digits for the password.

EKeyboard
Enter the F code or the password using the displayed keyboard.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Specify a destination, and then press the <Start> button.

5
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Secure Polling (F Code Method)

1 Select the [More Options] tab to display the [More Options] screen.

Fax/ Inter- Layout Fax/ Internet
net Fax

More Options
Adjustment Fax Options
[ Remote Polling...
2l

‘ [ 3. Store for Polling...

‘ | E On-hook |
off —_—

(Manual Send/Receive) |
\ J U J

off

2 Select [Remote Polling].

3  Select [Poll a Remote Device].

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.
(

xoff |

To retrieve files from a folder of a remote device, select “Poll a Remote
Device" on this screen and specify the remote folder number using the
Remote Folder feature.
Poll aRemote

This feature is unavailable for Internet Fax recipients.

4  Select [Save].

5 Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen,
and select [ ¥] to display the next page.

Fax/ Inter- Layout Fax/ Internet
net Fax ji

More Options
Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFFS
(

J1 J1 J—

6 Select [F Code].

Fax/ Inter- Layout Fax/ Internet
net Fax ji

More Options
Fax Options
[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFF-S
L J J -
A
L
2/2
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7 Select [On].

8 Select the [F Code] box, and enter the F Code using the displayed keyboard or the numeric

keypad.

Note
* You can enter up to 20 digits for the F Code.
If necessary, select the [Password] box, and enter a password using the displayed keyboard

9

or the numeric keypad.

Note
* You can enter up to 20 digits for the password.

mOff
Disables the Secure Polling feature.

HOn
Enables the Secure Polling feature.

BF Code
Select the [F Code] box, and enter the F code using the displayed keyboard or the numeric

keypad.
Note
® You can enter up to 20 digits for the F Code.

HPassword
Select the [Password] box, and enter the password using the numeric keypad. If a password

is not set, leave this box blank.

Note
* You can enter up to 20 digits for the password.

EKeyboard
Enter the F code or the password using the displayed keyboard.

Note
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

10 Specify a destination, and then press the <Start> button.
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Internet Fax Profile (Specifying Internet Fax Profiles)

A profile is specified to restrict attribute information such as image resolution and paper
size for transmissions between Internet Fax-compatible machines.

Note

* The profiles that can be processed differ depending on the Internet Fax-compatible machine of the recipient.

Before specifying a profile, confirm the profiles the Internet Fax-compatible machine of the recipient can
process.

* If inconsistency occurs between a profile, and stored document size and resolution, priority is given to the
settings specified in the profile.

¢ If the profile differs for each recipient when using Broadcast Send, the smallest size becomes the maximum
image size.

Reference

* You can set an Internet Fax profile for each address number. For information on how to register address numbers, refer to "Tools"
> "Setup” > "Add Address Book Entry" in the Administrator Guide.

* You can change the default value of [Internet Fax Profile] in the System Administration mode. For
information on how to change the default value, refer to "Tools" > "Fax Service Settings" > "Fax Defaults" >
"Internet Fax Profile" in the Administrator Guide.

1 Select [Internet Fax Profile].

Fax/ Inter- Layout Fax/Intemet | More Options

net Fax j Fax Options
[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFF-S

{ 4 L J—

2 Select any option.

@ Internet Fax Profile [x Cancel ][0 Save

TIFF-Sis a standard format for Internet Fax.

Select TIFF-S when sending 8.5.x 11" or A4 original size with
TIFF-S Standard (200 x 100 dpi) or Fine (200 dpi) Resolution. Original larger
than 8.5 11 or A4 will be automatically reduced.
Ui Use TIFF-F or TIFF-J to send larger originals up to 11x 17" or A3 size

with Superfine Resolution.
TIFF-J

This feature is not available for Fax recipients.

B TIFF-S

This profile is the Internet Fax standard. For documents that are larger than A4, the size is
reduced automatically to A4 for transmission.

* Encoding method: MH
* Stored document size: A4
* Resolution: Standard (200 x 100 dpi), Fine (200 dpi)

Note

* [TIFF-S]is not available when [Superfine (400 dpi)] or [Superfine (600 dpi)] is selected in [Resolution] on the
[Fax/Internet Fax] screen.
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B TIFF-F
Select this profile when you specify super-fine for the resolution or when you send A3 or B4

documents.

* Encoding method:MMR

* Stored document size:A4, B4, A3

* Resolution:Standard (200 x 100 dpi), Fine (200 dpi), Superfine (400 dpi), Superfine (600
dpi)

Note
* When afax is sent to a machine that does not support TIFF-F, the recipient’s machine will not be able to

display or print the images.

N TIFF-)
Select this profile for sending documents in JBIG.

* Encoding method:JBIG

* Stored document size:A4, B4, A3

* Resolution:Standard (200 x 100 dpi), Fine (200 dpi), Superfine (400 dpi), Superfine (600
dpi)

Note
* When afax is sent to a machine that does not support TIFF-J, the recipient’s machine will not be able to

display or print the images.

Encryption (Sending Internet Fax Encrypted by S/MIME)
You can send Internet Fax encrypted by S/MIME.

When sending encrypted Internet Fax, select an e-mail address associated with a certificate
that can be encrypted, from the Address Book.

Note
* Tosend Internet Fax encrypted by S/MIME, register certificates of the machine and the recipient’s machine

in advance. For information on certificates, refer to "Encryption and Digital Signature Settings” >
"Configuration of E-mail Encryption/Digital Signature” in the Administrator Guide.

® You can change the default value of [Internet Fax Encryption] in the System Administration mode. For
information on how to change the default value, refer to "Tools" > "Fax Service Settings” > "Fax Defaults” >

"Internet Fax Encryption” in the Administrator Guide.

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

H Disabled
Sends Internet Fax without encryption.

H Enabled
Sends encrypted Internet Fax.
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Digital Signature (Sending Internet Fax with a Digital Signature by S/
MIME)

You can send Internet Fax with a digital signature by S/MIME.

Digital Signature allows a recipient to confirm whether the contents of the Internet Fax are
changed, or whether the Internet Fax is sent from the proper sender.

Note
* Tosend Internet Fax with a digital signature by S/MIME, register certificates of the machine and the
recipient’s machine in advance. For information on certificates, refer to "Encryption and Digital Signature
Settings” > "Configuration of E-mail Encryption/Digital Signature” in the Administrator Guide.

* When [Digital Signature - Outgoing Internet Fax] is set to [Do not add signature] or [Always add signature] in
the System Administration mode, depending the selected option, [On] or [Off] is displayed on the [Digital
Signature] screen, which cannot be changed. For information on [Digital Signature - Outgoing Internet Fax],
refer to "Tools" > "Connectivity & Network Setup” > "Security Settings” > "S/MIME Settings” in the
Administrator Guide.

*® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

m Off

Sends Internet Fax without a digital signature.

HOn

Sends Internet Fax with a digital signature.
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More Options

This section describes the features you can select on the [More Options] screen.The

following shows the reference section for each feature.
"Remote Polling (Retrieving Files from Remote Machines)" (P.290)
"Store for Polling (Storing Files on the Machine that a Remote Machine can Retrieve)

(P.293)
"On-hook (Confirming Remote Machine Response Prior to Transmission)” (P.295)

1 Select [Fax/Internet Fax] on the Services Home screen.

Fax/ Internet Fax

Copy

o

E-mail - Eil:isg)tness |

Simple Fax

Simple Copy

B 0@

Send from Folder
Programming

Store to Folder
L 12 )}

2 Select a feature on the [More Options] screen.

Fax/Intemet | More Options _

Layout
Fax Options
l [ e=9 On-hook

Fax/ Inter-
net Fax Adjustment
3. Storefor Polling...
(Manual Send/Receive)

{ Remote Polling...

off
J

off
J1

L

Remote Polling (Retrieving Files from Remote Machines)
Remote Polling is a feature that allows your machine to retrieve a file stored in a remote

machine. You are charged for the transmission fee.
This feature is used for Facsimile Information Services.

Reference
* Forinformation on Facsimile Information Services, refer to "Receiving Faxes” (P.307).

Note
* The Remote Polling feature may be not available depending on the remote machine.
* When you specify polling in combination with [Delay Start] on the [Fax/Internet Fax Options] screen, you can

retrieve a file at a specified time.

H Remote Polling

You can retrieve a file stored on a remote machine by sending a polling request from your
machine. You can also retrieve files from multiple machines. This is called Multi-Polling.
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B Secure Polling (DTMF Method)

You can retrieve a file from a folder on a remote machine by sending a request from your
machine. A folder must be created on the remote machine. If the folder is passcode-
protected, you can retrieve a file confidentially.

Important
* You cannot use polling to retrieve files from multiple remote folders simultaneously.

Note
* The DTMF method is not available in the IP Fax (SIP).

Remote Polling

1 Select [Remote Polling].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options
[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \% On-hook |
@ | (Manual Send/Receive) |
off off

( J\ J

2 Select [Poll a Remote Device].

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.

( a off || o retrieve fles from o folder of  remote device, select "Poll a Remote
Device" on this screen and specify the remote folder number using the

Remote Folder feature.
(> PollaRemote
isviss This feature is unavailable for Internet Fax recipients.

Note
* To use Multi-Polling, specify multiple recipients.

mOff

Disables the Remote Polling feature.

HPoll a Remote Device

Enables the Remote Polling feature.

3 Specify a destination, and then press the <Start> button.
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Secure Polling (DTMF Method)

T Select the keyboard button on the [Fax/Internet Fax] screen to display the keyboard on the
touch screen.

Z2 Recipient List g [<7 Close ]

_—— e
| Internet Fax: | ‘o<<§> Delete Text|
{ (=

"1‘11‘21‘3T‘AT‘51‘61‘71‘81‘91‘01‘-” Backspace \‘
EENOOBEnOOnOoN
e e R R
i
( Shift MZ‘ |
( More Characters

2

Enter a format corresponding to Auto Send or Manual Send, and then select [Close].

3 Select the [More Options] tab to display the [More Options] screen.

il XD

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options
[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ [ On-hook |
@ | (Manual Send/Receive) |
off off -

4 Select [Remote Polling].

Fax/ Inter- Layout

Fax/ Internet
net Fax

More Options
Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ [ On-hook |
@ | (Manual Send/Receive) |
off off -
( J\ J

5 Select [Poll a Remote Devicel.

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.

(

a off || o retrieve fles from o folder of  remote device, select "Poll a Remote

Device" on this screen and specify the remote folder number using the
Remote Folder feature.
Poll aRemote
Device

This feature is unavailable for Internet Fax recipients.
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6 Select [Savel.

© Remote Polling [x Cancel ][0 Save

This feature allows you to retrieve files from a remote machine.
[ 1
a off To retrieve files from a folder of a remote device, select "Poll a Remote
Device" on this screen and specify the remote folder number using the

Remote Folder feature.
(> PollaRemote
isviss This feature is unavailable for Internet Fax recipients.

m Off

Disables the Secure Polling feature.

H Poll a Remote Device

Enables the Secure Poling feature.

B Format for Auto Send

'cl)';elephone number E] Folder number Passcode of

on folder on
remote machine remote machine remote machine

B Format for Manual Send

Telephone number | Facsimile tone J::Beep! :___

of | TTTTTTTTo=-

remote machine
Folder number Passcode of Beep! ~ | [Ready to start
L 1

on folderon |/ — ‘"=~
remote machine remote machine

Note

* Use the keyboard on the touch screen to enter symbols such as "I" and "*". For information on how to enter
characters, refer to "Entering Text" (P.87).

* Enter a passcode only if necessary.

* You can specify any machine that supports our DTMF method feature.

Reference

* By registering destinations in address numbers using the above dialing formats, you can use the address numbers for the Secure
Polling feature. For information on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the
Administrator Guide.

Store for Polling (Storing Files on the Machine that a Remote Machine
can Retrieve)
Store for Polling is a feature that store a file on your machine so that a remote machine can

retrieve it from your machine. The following two methods are available for Store for Polling:
Store for Free Polling and Store for Secure Polling.

Reference

* The machine can be set to automatically delete files after they are retrieved with polling. For more information, refer to "Tools" >
"Fax Service Settings” > "Fax Control” > "Polled Files - Auto Delete” in the Administrator Guide.
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T Select [Store for Polling].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \% On-hook |
| &4 (Manual Send/Receive) |

off off

( J\ J

2 Select any option.

¥ Store for Polling [x Cancel ][0 Save

Savein:

( off | [ﬁ Public Folder... ‘

Number of Files: 300

3. Store for Free Polling

% Store for Secure Polling

mOff
Disables the Store for Polling feature.

HStore for Free Polling
Stores a file in a public folder on the machine. The file in the public folder can be retrieved

by a remote machine.

HmStore for Secure Polling
Stores a file in a private folder on the machine. If the folder is passcode-protected, the file
can be retrieved by a remote machine confidentially.

Reference
* You need to create a private folder in advance. For more information on how to create a folder, refer to "Tools" > "Setup” > "Create

Folder" in the Administrator Guide.

ESave in:
* When [Store for Free Polling] is selected
[Public Folder] is displayed. Selecting this button displays the [Public Folder] screen.

Reference
® Refer to "[Public Folder] Screen" (P.295).

* When [Store for Secure Polling] is selected
[Private Folder] is displayed. Selecting this button displays the [Folder] screen. Select a
folder to store files in for Secure Polling.

Reference
* Forinformation on how to select a folder, refer to "Selecting a Folder” (P.431). For information on how to check files for Secure

Polling, refer to "Checking/Operating Files in a Folder" (P.432).

3 Press the <Start> button.

294



More Options

[Public Folder] Screen

This screen allows you to print and delete files stored for Free Polling.

T Select the file to be printed or deleted. You can select either one file or all files.

" Public Folder (@refresn ][ close

Number of Files:
28

1 00001 - Store for Polling 2009/6/25 7:26 PM 9999 [select All

Number - Type Stored Date Pages

2. 00002 - Store for Polling 2009/6/25 7:26 PM 9999

3. 00003 - Store for Polling 2009/6/25 7:26 PM 9999

4. 00004 - Store for Polling 2009/6/25 7:26 PM 9999

5. 00005 - Store for Polling 2009/6/25 7:26 PM 9999

6. 00006 - Store for Polling 2009/6/25 7:26 PM 9999 || v

Note
* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

N Refresh

Refreshes the information about files stored in the public folder.

H Select All

Selects all files stored in the public folder.

H Delete

Deletes the selected file. Selecting this button displays a confirmation screen. Select
[Delete] on the screen to delete the file.

H Print

Prints the selected file.

On-hook (Confirming Remote Machine Response Prior to Transmission)

Use this feature when using Manual Send.

Manual Send is the transmission method that allows you to send a fax after you make a
phone call to a remote machine and then check that the connection is established. This
feature can be used with the receiver either off-hook or on-hook.

We recommend that you set the line monitor volume to "Loud".

Note
* If an error occurs during transmission of, for example, the second page, the transmission of the first page
may also end abnormally.

* The On-hook feature is not available for the IP Fax (SIP).

Reference

* You can change the volume of the line monitor in the System Administration mode. For information on how to change the volume,
refer to "Tools" > "Common Service Settings" > "Audio Tones" > "Line Monitor Volume" in the Administrator Guide.
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1 Pick up the telephone receiver, or select [On-hook (Manual Send/Receive)].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options
[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook
@ | (Manual Send/Receive) |

off off

( J\ J

2 Select any option.

22 on-hook f LineCut
Manual Send “
Manual Send jh‘5‘6‘7‘8‘9‘0‘_‘
sttt e o] v o ] xJo ] ] /]
bty | A s T‘[DT‘[F T‘[GWHYJ T[K‘[L [ERE= e
- BRSO EE B e e
( More Characters |

B Manual Send/Manual Receive
Use the drop-down menu to switch between [Manual Send] and [Manual Receive].

* Manual Send: Allows you to check if connection is established before sending a fax.

* Manual Receive: Allows you to receive a fax manually, such as Facsimile Information

Services.

H Entering a destination
Use alphanumeric characters to specify a destination.

Note
* Some touch-tone services may not be available even if you set your telephone to send tones.

* When the line type is set to a tone line, [:] (Tone) is not displayed on the screen. If you want to send tones (or
to use the touch-tone services) while using a pulse line, select [:] (Tone).

B More Characters
Select this button to display a symbol screen, allowing you to use symbols to specify a

destination.

H Line Cut
Cuts the line connected.
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Broadcast

This section describes how to set Broadcast Send and Relay Broadcast.
"Broadcast Send (Transmitting to Multiple Recipients)” (P.297)
"Relay Broadcast (Transmitting Documents Through a Relay Station)" (P.298)

"Remote Relay Broadcast (Performing Relay Broadcast to Remote Locations)” (P.302)

Broadcast Send (Transmitting to Multiple Recipients)

The Broadcast Send feature allows you to transmit the same document to multiple
recipients in a single operation. There is no need to repeat the same operation for each
recipient.

When the Additional G3 Port Kit 3 (optional) is installed, you can use the extra lines to make
multiple transmissions simultaneously with Broadcast Send.

If you specify Broadcast Send, the machine prints a Broadcast/Multi-Poll Report after the
Broadcast Send operation finishes.

Note
* The maximum number of recipients that you can specify at one time is as follows: Using the numeric keypad:
200 locations; using address numbers: 600 locations; and using the numeric keypad in combination with
address numbers: 600 locations.

* In multiple addresses, even though there are lines used for destination are already specified, when  the lines
are specified by selecting [Line Selection] in the [Fax / Internet Fax] screen, a fax job will be  transmitted in

the setting of [Line Selection]. For more information, refer to "Specifying a line (port) using [Line Selection]"
(P.249).

® The address numbers 0001 - 0052, or 0001 - 0045 correspond to the one touch buttons 1 - 52, or 1 - 45. For
more information on the one touch buttons, refer to "Control Panel" (P.74).

* When using Broadcast Send, the Cover Page and Remote Folder features are not available even if they are
enabled on the control panel. If you want to use [Cover Page] and [Remote Folder], set them when registering
each recipient in an address number.

* [Confirmation Options] is not available. Check a Broadcast/Multi-Poll Report to see transmission results.

B Show Fax No./E-mail Address

If you select this check box, the recipient’s name will not be displayed in the recipient field.

H Enable Broadcast

To prevent missending a fax to multiple recipients, you can set whether to use Broadcast
Send prior to specifying multiple recipients. Select the [Enable Broadcast] check box to
specify multiple recipients.

Reference

* [Enable Broadcast] is displayed only when [Broadcast Checkbox on 1st Tab] is set to [Enabled]. For more information on the
setting, refer to "Tools" > "Fax Service Settings” > "Fax Control" > "Broadcast Checkbox on 1st Tab" in the Administrator Guide.
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T Select the first recipient.

Note
* When you specify recipients from Fax and Internet Fax for a single job (Mix Broadcast), select the fax type for
each recipient from the drop-down menu.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

=i - |
[l - ‘ Recipient[d001]:0123456789 (5 ]‘
L L) | )

D Show Fax No. / E-mail Address

| = Address |
| [ sookc. J
[ gom Redial || g |
B |5
DPreview
Darken Lighten = e =
. " [[577) 2 Sided [) [[=) onginal Type | | (@] Resolution | |
[ ”'Wm] ) | 1D Scanning | a - -
L J |1 Sided ) (Text | |Standard (200x.. | |

Select [+ Add].

Select the next recipient.

2

3

4 Repeat step 2 and step 3.
5 Press the <Start> button.
6

Select [Yes] on the confirmation screen to start transmission.

Relay Broadcast (Transmitting Documents Through a Relay Station)

The Relay Broadcast feature transmits documents to multiple recipients via other fax
machines (relay stations). When a document is to be transmitted over a long distance to
multiple recipients, it is first transmitted to one relay station and from there to multiple
recipients. When you transmit documents over a long distance to many recipients, using
Relay Broadcast can save on transmission cost.

Furthermore, multiple Relay Broadcast operations can be performed simultaneously. This is
called Multiple Relay Broadcast.

Note
* For IP Fax (SIP), only Relay Broadcast with the F Code method is available.

The following three methods are available for Relay Broadcast:

M Fax Signal Method

This method employs a Fuji Xerox proprietary communication procedure that is only for use
with specific machines that have the Relay Broadcast feature.

B DTMF Method

G3 fax machines that support Manual Send can perform Relay Broadcast for the machine.

B F Code Method

This method can be used among machines that support the F Code and the Relay
Broadcast features.
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Before using the Relay Broadcast Feature

Before using the Relay Broadcast feature, register the following information.

Note

* Select [Add New Address] on the [Fax Address Book] screen to register a destination. For more information,
refer to ""Add New Address" (P.374).

Reference

* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator

Guide.

Where

Contents

Initiating
Station

Fax Signal Method

Assign the relay station to an address number (0001 to 2000) to set up the Relay

Broadcast feature.

* Register the last two digits of the address number of the initiating station (which
is already registered at a relay station) as a relay station ID for the Relay
Broadcast operation.

* Register the address numbers or group dial number of the relay recipients (which
are registered at a relay station) as broadcast recipients. The wildcard ™" can be
used.

DTMF Method (G3)/F Code Method

* No registration is required. The dialing format can be registered to an address
number.

Reference

* Forinformation on the setting items to be registered in relay stations, refer to the documentation provided with relay stations.

Fax Signal Method

T Select an address number or group dial number to which a relay broadcast is registered,
and press the <Start> button.

To perform Multiple Relay Broadcast, repeat this step.

DTMF Method

The following two types are available in the DTMF method: Auto Send and Manual Send.

B Auto Send (Transmitting without picking up the receiver)

T Select the keyboard button to display the keyboard on the touch screen and enter in the
following format.

telephone
number

Relay station @ Password | [Relay Address ':‘Sirs:

station number

ID

* Password

A pre-registered 2-digit number

Note

* By default, no password is set. For setting a password, contact our Customer Support Center. If a password is
not set, you do not need to enter one.

* Relay station ID
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The last two digits of the initiating station address number registered at the relay station

* Address number
An address number for the relay recipients registered at the relay station

The wildcard "*" can also be used.

Reference
* You can register the above dialing format in an address number to send using the address number. For information on how to
register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

2 Select [+ Add] to perform Multiple Relay Broadcast.

Note
* You can specify up to 20 locations for relay recipients.

3 Press the <Start> button.
Manual Send (Transmitting with picking up the receiver or on-hook)

T Select the [More Options] tab to display the [More Options] screen.

m
Q
X
2 Pick up the telephone receiver, or select [On-hook (Manual Send/Receive)].
Fax/ Inter- Layout Fax/Intemet | More Options _
net Fax Adjustment Fax Options
[Of? Remote Polling... ‘ [:;. Store for Polling... ‘ \ ?P;\‘;:T::::Send/keceive) \

( J\ J

3  Select [Manual Send] from the drop-down menu.

22 on-hook [3}: Line Cut
Manual Send m
Manual Send jh‘5‘6‘7‘8‘9‘0‘_‘
Manual Receive 4ETRTTTVTUTITOTPT ‘ \fT\
[Dlal()‘[Awa YFT(GT(H‘[JYKWLW I \f@
Shift (zf(xf(cf(vf(s”m”m” .1 shift
( More Characters |

4 Use the keyboard displayed on the touch screen to enter numbers in the following format.

Relay station |iFacsimiletone {3 |Beep! [ # |Password |[Relay |[ # |[Address |[ 4 # |[# ] Beep! |
telephone e J' fffff 'IJ—I station number . ,,,,, I
number ID

Note

* You can specify up to 20 locations for relay recipients.
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F Code Method

You can perform Relay Broadcast by registering the relay station’s F code and password (if
necessary) to the machine.

Note
* When performing Relay Broadcast with the F Code method, you can use a password if you set a receive
password for the relay station.

* When performing Relay Broadcast between Fuji Xerox manufactured machines that can be used as both an
initiating station and a relay station, we recommend that you use the fax signal method.

* Confirm the F code (sub-address) and password of the target relay station.

1 Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen.

2 Select [F Codel.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax j Fax Options

[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off TIFFS
{ 4 L J—
A
[
2/2
3 Select [On].
F Code (#cancel [ save
F Code
ES L |
& Password
H H
\W

4 Select the [F Code] box, and enter the F code with the numeric keypad.

Note
* You can enter up to 20 digits for the F Code.

Relay Print Relay Address Address Address
Broadcast Directive Station ID Number Number Number
|
Up to 20 digits

* Relay Broadcast
The number of digits of the relay station ID:
1: When the relay station IDs and address numbers are two digits
2: When the relay station IDs and address numbers are three digits
* Print Directive

Printing/not printing at the relay station
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1: Printing at the relay station
0: Not printing at the relay station
* Relay Station ID
An address number for an initiating station registered at the relay station

When the relay station ID is set, the initiating station is notified of the results of a Relay
Broadcast.

When the relay station ID is "00" or "000", the initiating station is not notified of the
results of a Relay Broadcast.

* Address Number
The address number assigned to the relay recipient

The following shows an example of F Code that indicates printing at the relay station,
notifying the initiating station (100) of the results, and performing Relay Broadcast to
relay recipients (200, 201, 202, and 203).

F Code example: 21100200201202203

5 If necessary, enter the password using the numeric keypad.

Remote Relay Broadcast (Performing Relay Broadcast to Remote
Locations)
The Remote Relay Broadcast feature combines two or more Relay Broadcast operations
and use Broadcast Send.
This feature is more economical than Relay Broadcast in transmitting documents to

multiple remote machines.

Note

* Multiple Relay Broadcast can be performed from a secondary relay station.
* For IP Fax (SIP), only Relay Broadcast with the F Code method is available.

The following three methods are available in Remote Relay Broadcast:

H Fax Signal Method
This method employs a Fuji Xerox proprietary communication procedure that is only for use
with specific machines that support the Relay Broadcast feature.

B DTMF Method

G3 fax machines that support Manual Send can perform Remote Relay Broadcast for the
machine.

B F Code Method

This method can be used among machines that support the F Code and the Relay
Broadcast features.
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Fax Signal Method
Register the following information in the address numbers of initiating stations in advance.
Reference
* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.
Where Contents
Initiating | Assign the relay station to an address number (0001 to 2000) to set up the Relay
Station Broadcast feature.
* Register the last two digits of the address number of the initiating station (which is
already registered at a primary relay station) as a relay station ID.
* Register the address numbers or group dial number of the secondary relay stations
(which are registered at a primary relay station) as broadcast recipients.
Reference

* Forinformation on the setting items to be registered in a primary relay station and a secondary relay station, refer to the
documentations provided with them.

T Select an address number or group dial number to which a remote relay broadcast is
registered, and press the <Start> button.

DTMF Method
The following two types are available in the DTMF method: Auto Send and Manual Send.

Reference

* Forinformation on how to register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry” in the Administrator
Guide.

* Forinformation on the setting items to be registered in a primary relay station and a secondary relay station,
refer to the documentations provided with them.

Note
* You can specify any machine that supports our DTMF method feature.

B Auto Send (Transmitting without picking up the receiver)

T Select the keyboard button to display the keyboard on the touch screen and enter in the
following format.

Primary relay station E] Password || Relay Address

telephone number station ID number

* Password

A pre-registered 2-digit number

Note
* By default, no password is set. For setting a password, contact our Customer Support Center. If a password is
not set, you do not need to enter one.

* Relay Station ID

The last two digits of the initiating station address number registered at the primary
relay station

* Address Number
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The address number for the secondary relay station registered at the primary relay

station

Reference
* You can register the above dialing format in an address number to send using the address number. For information on how to

register address numbers, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.
2 Select [+ Add] to perform Multiple Relay Broadcast.

3 Press the <Start> button.

B Manual Send (Transmitting with picking up the receiver or on-hook)

1 Select the [More Options] tab to display the [More Options] screen.

2 Pick up the telephone receiver, or select [On-hook (Manual Send/Receive)].

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

[ Remote Polling... ‘ [ 3. Storefor Polling... ‘ \g On-hook
@ | (Manual Send/Receive) |

off off

( J\ J

3 Select [Manual Send] from the drop-down menu.

22 on-hook [3}: Line Cut
Manual Send I;
Manual Send jh‘5‘6‘7‘8‘9‘0‘_‘
Manual Receive 4ETRTTTVTUTITOTPT ‘ \fT\
Dial (:) ‘ A “[ S \f D [ F \f G \f H \f J \f K \f L [ [ [ @ |
shift ‘[ZT‘[XT(CT(VT[BWNWMW<w)[7 shift
| Morecharacters |

4 Use the keyboard displayed on the touch screen to enter numbers in the following format.

Relay station F(J_cgiFn_ilé tone | X :_B;eé;;!_: # Password Relay # |Address || # # || # :Bée_P-T o

telephone  |'==-------- ""““"D—, station number '—-———‘
number 1D

Note

* You can specify up to 20 locations for relay recipients.
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F Code Method

When using the machine as the initiating station for performing Remote Relay Broadcast,
confirm the F Code and the password (if necessary) for the primary relay station.

Important

* When using the F Code method for Remote Relay Broadcast, the primary relay stations and secondary relay
stations must support our F Code method and the Relay Broadcast feature.

Note

* When performing Relay Broadcast with Fuji Xerox manufactured machines that can be used as both an
initiating station and a relay station, we recommend that you use the fax signal method.

T Select the [Fax/Internet Fax Options] tab to display the [Fax/Internet Fax Options] screen.

2 Select [F Code].

Fax/ Inter- Layout Fax/Intemet | More Options

net Fax j Fax Options
[&D Remote Folder... ‘ [ &g F Code.. ‘ [% Internet Fax Profile... ‘
off off

TIFF-S

( J\ J\ J—

[ |
A

{ I
2/2

3  Select [On].

F Code (#cancel [ save
F Code
2t~ L J
Q? on Password
H H
\W

4 Select the [F Code] box, and enter the F Code with the numeric keypad.

Note
* You can enter up to 20 digits for the F Code.

Relay Print Primary Address Address
Broadcast Directive Relay Number Number
Station ID
|
Up to 20 digits

* Relay Broadcast
The number of digits of the primary relay station ID:
1: When the primary relay station IDs and address numbers are two digits
2: When the primary relay station IDs and address numbers are three digits

® Print Directive
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Printing/not printing at the primary relay station
1: Printing at the primary relay station
0: No printing at the primary relay station

* Primary Relay Station ID
The address number for the initiating station registered at the primary relay station
When the primary relay station ID is set, the initiating station is notified of the results of
the Remote Relay Broadcast.
When the primary relay station ID is "00" or "000", the initiating station is not notified of
the results of a Remote Relay Broadcast.

* Address Number
The address number assigned to the secondary relay station

5 If necessary, enter the password using the numeric keypad.
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Receiving Faxes

Two modes are available for receiving faxes: Auto Receive and Manual Receive.
In the Auto Receive mode, reception of a fax from a remote machine begins automatically.

In the Manual Receive mode, reception of a fax from a remote machine is manual. This
mode is convenient for confirming the sender or using an external telephone to confirm
whether it is a fax before beginning reception.

Using G3 ID allows the machine to reject faxes from specific fax numbers or unknown fax
numbers. You can register up to 50 fax numbers as rejected fax numbers.

* Rejecting faxes from specific fax numbers

The machine rejects faxes when the G3 ID sent from the sender’s machine is included in
the registered fax numbers to be rejected.

* Rejecting faxes from unknown fax numbers:
The machine rejects faxes when the G3 ID is not sent from the sender’s machine.

3 ID contains a phone number and other information that are registered in the sender’s
machine.

Note
® For IP Fax (SIP), the Manual Receive mode is not available.

Reference

* You can change the default value of [Fax Receiving Mode] in the System Administration mode. For information on how to change
the default value, refer to "Tools" > "Fax Service Settings" > "Fax Control" > "Fax Receiving Mode" in the Administrator Guide.

* For information on how to reject faxes from specific fax numbers or unknown fax numbers, refer to "Tools" >
"Fax Service Settings" > "Fax Control" > "Block Inbound Faxes" and "Block Unknown Fax Numbers" in the
Administrator Guide.

Switching between Auto Receive and Manual Receive

71 Press the <Machine Status> button.

2 Select [Fax Receiving Mode] on the [Machine Information] screen.

Machine Faults Supplies Billing Close
Information Information

| =F Machi | i

General Information = et oo | Print Reports
. ( ) ———————

VLTS [ [ overwrite
Call your local Service Representative. | Software | | == Hard Disk...

| =¥ version... | [ standby
Machine Serial Number [ — Paper Tray | [ iz, Print Mode...

| = status... @

| On-ine

[ 2, FaxReceiving
) Hoda.

| Auto Receive

Current System Software

1P Address
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3 Select [Manual Receive] or [Auto Receivel.

@ Fax Receiving Mode < Close

| Manual Receive

B Manual Receive
Reception of a fax from a remote machine is manual. This mode is convenient for

confirming the sender or using an external telephone to confirm whether it is a fax before

beginning reception.
When extra lines are added to the machine, [Fax Receiving Mode] is set to [Auto Receive]

even when [Manual Receive] is selected.

B Auto Receive
Reception of a fax from a remote machine begins automatically.

Using Auto Receive
When [Fax Receiving Mode] is set to [Auto Receive] on the [Machine Information] screen,

the following two methods are available to receive a fax:

B When the machine automatically switches to fax reception
When there is an incoming call, the machine automatically receives a fax after it rings for a

certain period of time.

B When the machine automatically switches between a call and fax reception
When there is an incoming fax, the machine automatically receives a fax. When there is an
incoming call, pick up the telephone receiver to talk while the machine is ringing.

Using Manual Receive
When [Fax Receiving Mode] is set to [Manual Receive], and the machine rings to notify of
an incoming call, pick up the receiver of the external telephone or select [On-hook] on the

screen displayed.

Note
* We recommend that you set the monitor volume to [Loud] when using the On-hook feature. For information
on how to change the volume of the line monitor, refer to "Tools" > "Common Service Settings" > "Audio

Tones" > "Line Monitor Volume" in the Administrator Guide.

T When the machine rings, the receiving screen appears.
If there is a telephone, pick the receiver up. If not, select [On-hook] on the receiving screen.
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2 Confirm whether the call is from a telephone or a fax machine.

If the call is from a telephone, use the receiver to talk.

If the call is from a fax machine, you will hear the sound of a fax machine.

Note
* If you select [On-hook], you will hear the sound from the machine speaker. However, you cannot talk to the

other party.

3 Press the <Start> button.

4 If you picked up the receiver, place it back in the cradle when the <Data> indicator lights up
on the control panel.

Important
* Make sure to place the receiver back in the cradle properly. Otherwise, the line will remain "busy” with the

receiver being left off the cradle.

Using Folder Receive

Files received using Folder Receive are stored in a folder. After a file is received in a folder,
the <Data> indicator lights up and the machine prints a Folder Report. The Folder Report
lists the folder number and folder name.

To receive files in a folder using the F Code method, notify the sender of the following
information:

F Code (sub-address): O (to designate F Code transmission) and the folder number to store
the file in

Password (if necessary): the passcode of the folder to store the file in

ﬁ -~

Note
* For IP Fax (SIP), The fax signal method and F code method are available.

* For IP Fax (SIP), in communicating via VoIP gateway, the Sending to Folder with The fax signal method is not
available. Only the Sending to Folder with F code method is available.

* The DTMF method is available for Remote Folder. The supported signals are numerals, ", and "#" .

Reference

* Depending on the report print settings, a Folder Report may not be printed even after a file is received in a folder. For more
information on the Folder Report settings, refer to "Tools" > "Common Service Settings” > "Reports” > "Folder Report” in the
Administrator Guide.

* Forinformation on how to print a file stored in a folder, refer to "Printing Files in a Folder" (P.438).
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Facsimile Information Services

For information on subscriptions and advanced operating procedures, contact the
corresponding facsimile information service.

Using the Receiver

T Pick up the telephone receiver.

2 Select [Manual Receive] from the drop-down menu.

3 Specify the fax number of the facsimile information service.
* You can use the numeric keypad, address numbers, or one touch buttons to specify the
call destination, but cannot use the Address Book.

* You can use the keyboard displayed on the screen to specify the call destination.
Selecting [More Characters] on the screen displays symbols.

Note
* When the line type is set to a tone line, [:] (Tone) is not displayed on the screen. If you want to send tones (or
to use the touch-tone services) while using a pulse line, select [:] (Tone).
* Some touch-tone services may not be available even if you set your telephone to send tones.

4 When the machine connects to the service, you will hear voice prompts. Follow the voice

prompts to enter the required numbers.
5 After entering the numbers, press the <Start> button.

Note
® The <Data> indicator lights up on the control panel, and reception begins.

6 Place the receiver back in the cradle.

Important
* Make sure to place the receiver back in the cradle properly. Otherwise, the line will remain "busy”.
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When Not Using a Receiver

1 Adjust the volume of the line monitor.

We recommend that you set the volume of the line monitor to [Loud] so that you can hear
the voice prompts clearly.

Reference

* Forinformation on how to change the volume of the line monitor, refer to “Tools" > "Common Service Settings" > "Audio Tones" >
“Line Monitor Volume" in the Administrator Guide.

2 Select [On-hook (Manual Send/Receive)] on the [More Options] screen.

Fax/ Inter- Layout Fax/ Intemet | More Options
net Fax Adjustment Fax Options

‘ Remote Polling... ‘ ‘ . Store for Polling... ‘ ‘% On-hook |
@ | (Manual Send/Receive) |

off off
( J { J

3 Select [Manual Receive] from the drop-down menu.

4 Specify the fax number of the facsimile information service.

* You can use the numeric keypad, address numbers, or one-touch buttons to specify the
call destination, but cannot use the Address Book.

* You can use the keyboard displayed on the screen to specify the call destination.
Selecting [More Characters] on the screen displays symbols.

Note
* When the line type is set to a tone line, []] (Tone) does not appear. If you want to send tones (or to use the
touch-tone services) while using a pulse line, select [:] (Tone).

* Some touch-tone services may not be available even if you set your telephone to send tones.

5 When the machine connects to the service, you will hear voice prompts. Follow the voice
prompts to enter the required numbers.

6 After entering the numbers, press the <Start> button.
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Scanning Procedure

This section describes the basic scanning procedure.
“Step 1 Loading Documents” (P.314)
"Step 2 Selecting the Features” (P.317)

“Step 3 Starting the Scan Job" (P.321)
"Step 4 Confirming the Scan Job in Job Status” (P.323)

"Step 5 Saving the Scanned Data” (P.324)

Step 1 Loading Documents
The following two methods are available to load documents:

B Document Feeder
* Single sheet

* Multiple sheets

B Document Glass
* Single sheet
* Bound documents, such as books

Important
* Precautions for scanning from a computer
When you are away from the machine to operate a computer with the documents left on the machine, other
user may operate the machine and there is a risk of document loss and information leakage. Use a computer
which is as close to the machine as possible. When the scan process is complete, check that you have all pages

of the documents.
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Document Feeder

The document feeder supports single and multiple sheet documents with sizes from 125 x
85 mm (Standard size: A5, A5(']) to 297 x 432 mm (Standard size: A3, 11 x 17").

The document feeder automatically detects standard size documents. For non-standard
size documents, enter the size on the [Original Size] screen.

Note

* The document feeder is optional for some models. For more information, contact our Customer Support
Center.

The document feeder accepts the following number of sheets.

Document Type (Weight) Number of Sheets
Lightweight paper (38 - 49 gsm) 110 sheets
Plain paper (50 - 80 gsm) 110 sheets
Heavyweight paper (81 - 128 gsm) 75 sheets
Important

* To avoid paper jams, use the document glass for folded or wrinkled documents, cut-and-pasted documents,
curled paper, or back carbon paper.

* 2-sided scanning of lightweight paper (38 - 49 gsm) is not supported.

Reference

* Forinformation on how to scan mixed sized documents, refer to "Mixed Size Originals (Scanning Different Size Documents
Simultaneously)" (P.141).

T Remove any paper clips and staples before loading a document.

2 Load the document face up (when the document is 2-sided, place the front side up) in the
center of the document feeder.
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4 Open the document stopper.

Document Glass

316

The document glass supports a single sheet, a book, or other similar documents with sizes
from 15 x 15 mm to 297 x 432 mm (Standard size: A3, 11 x 17%).

Important
* Always close the document cover after using the document glass.

The document glass automatically detects standard size documents. For non-standard size
documents, enter the size on the [Original Size] screen.

For information on document sizes that can be detected automatically and how to enter a
non-standard document size, refer to "Original Size (Specifying a Scan Size)" (P.413).

The standard document sizes that can be detected automatically depend on [Paper Size
Settings] in the System Administration mode. For information on the paper size settings,
refer to "Tools" > "Common Service Settings” > "Other Settings” > "Paper Size Settings” in the

Administrator Guide.

/\CAUTION

Do not apply excessive force to hold thick document on the document glass. It may
break the glass and cause injuries.

T Open the document cover.

Important
* Ensure that the touch screen is active, and then load a document. Otherwise, the machine may not properly

detect the document size.




Scanning Procedure

2 Load the document face down, and align it against the top left corner of the document
glass.

3 Close the document cover.

Step 2 Selecting the Features

On the Services Home screen, you can select the following Scan services: [E-mail], [Store to
Folder], [Network Scanning], [Scan to PC], [Store to USB], [Store & Send Link], and [Store to
WSD]. You can select features for each service.

Note
* WSD stands for Web Services on Devices.

* The features displayed on the screen depend on your machine configuration.

* When the Accounting feature is enabled, a user ID and passcode may be required. Ask your system
administrator for the user ID and passcode.

* To use the Scan services, network settings are required. For information on the network settings, refer to
“Scanner Environment Settings” in the Administrator Guide.

N E-mail

Scans a document and sends the scanned data as an e-mail attachment after converting
the data to TIFF, JPEG, PDF, DocuWorks, or XML Paper Specification (XPS).

B Store to Folder

Scans a document and saves the scanned data in a folder on the machine.

Note
* You need to create a folder in advance. For information on how to create a folder, refer to "Tools" > "Setup” >
“Create Folder" in the Administrator Guide.
B Network Scanning
Scans a document using a job template created on CentreWare Internet Services.

For information on how to create a job template, refer to the help of CentreWare Internet
Services.

Important
* To display the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.
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B Scan to PC
Scans a document and sends the scanned data to a network computer via the FTP or SMB

protocol.
When Scan to My Folder is enabled and the Remote Access feature is available, the

scanned data can be transferred to a different destination according to an authenticated
user.

B Store to USB
Scans a document and saves the scanned data to a USB memory device.

M Store & Send Link
Scans a document and temporarily saves the scanned data on the machine. The user is

notified by e-mail of the URL to the location where the scanned data is stored. Then, the
user can access the URL to retrieve the scanned data.

B Store to WSD
You can scan documents set on the machine and save the scanned data from a computer.

Also, you can save the scanned data to a computer on the network.

Note
* WSD stands for Web Services on Devices.
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B The following table shows file formats available for each Scan service.

Scan File Format File Format
Service S“I‘" be 4 | PDF| Docu | XPS | TIF [ JPEG | BM | PN | Microso
e Work | “1 | F P |G| f®
s Office
E-mail Using the 02 |03 0 0 (0] X X o
control panel - -
Scan to PC when scanning | O 2 |03 0 0 0 X X 0]
Store to USB 02 |03 0 0] 0 X X 0
Store & Send 0?2 |03 0o 0 0o X X 0o
Link
Store to Using 02 |03 o 0 o X X X
Folder CentreWare
Internet
Services
Using Stored X X X 0] 0] X X X
File Manager
3®
Using X 03 X X X X X X
DocuWorks “
Acrobat®™“
Job Flow Creatingajob |p2 |3 0 0 0 X X X
Sheet flow
(ApeosPort
series models
only)
Network Creatingajob | O X 0] 0] 0] X X X
Scanning template
Store to Using [Scan X X (0] (0] 0] 0] 0] X
WsD'™® Profiles] of
Windows®"™>
O Available

X Not available
*1 :XPS stands for XML Paper Specification.
*2 :Supported on Acrobat 4.0 or later
*3 :Supported on DocuWorks Ver.4 or later
*4 : TWAIN compatible application

*5 - Windows Vista® Service Pack 2 or later
*6 :WSD stands for Web Services on Devices.

Note

* If you do not specify a file name for the document to be saved, a file name is automatically assigned to the
scanned date. The date (DDMMYYYY) of [DDMMYYYYHHMMSS] is the order set in the [System Settings] >
[Common Service Settings] > [Machine Clock/Timers] > [Date].

The following describes how to store scanned data into a folder as an example.
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Press the <Services Home> button.

@ DO NOT remove
the USB device while
itis being accessed.

Select [Store to Folder].

Copy Fax/ Internet Fax

0 @

Simple Copy Simple Fax

Store to Folder Send from Folder Stored
Programming

1/2

If the previous settings still remain, press the <Clear All> button.

Machine Status  Power Saver

Clear All
Interrupt @ Stop
Start

Specify a folder to save the data in.

Store to
Folder

Goto
001 002 003 004
TEST1 TEST2 TEST3 TESTA4 hm
005 006 007 008 =
TESTS TEST6 TEST7 TESTS
009 010 o011 012 E D )
TEST9 TEST10 TEST11 TEST12 Preview

Color 2Sided Original Type
Scanning | A Scanning | A N
Black & White 1 Sided Photo & Text
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5 Select each tab, and configure features as necessary.

Scan to Advanced Layout Filing Options

Folder Settings j
[ Photographs... ‘ [O Image Options... ‘ [i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression
{ Soften +1 Contrast: Normal J
[ D Shadow Suppression... ‘ [‘) Color Space... ‘
No Suppression SRGB

* The following shows the reference section for each tab.
* "Store to Folder" (P.387)
* "Advanced Settings” (P.405)
* "Layout Adjustment” (P.410)
* "E-mail Options/Filing Options” (P.419)
When you use another Scan service, [Store to Folder] is replaced with [E-mail], [Network
Scanning], [Scan to PC], [Store to USB], [Store & Send Link], or [Store to WSD].

Note
* WSD stands for Web Services on Devices.

Note
* The following shows the reference section for each service.

* "E-mail” (P.332)
* "Scan to PC" (P.371)
* "Store to USB" (P.389)
* "Store & Send Link" (P.398)
* "Network Scanning” (P.368)
* "Store to WSD" (P.401)

Step 3 Starting the Scan Job

The following describes how to start a scan job.

Reference

* Forinformation on how to start a scan job on the [Store to WSD] screen, refer to "Store to WSD" (P.401).

Note

* WSD stands for Web Services on Devices.
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1 Press the <Start> button.

e\ LogIn/Out  lobstaty Machine Status  Power Saver
® 2 ©
@ @ @ Clear All
®©eo .0,
O @ _©
® 0 ®
0 ©
e ® b O Jen ©
Important
¢ If the document has been loaded in the document feeder, do not hold down the document while it is being
conveyed.
Note
* If a problem occurs, an error message appears on the touch screen. Solve the problem according to the
message.

* You can set the next job during scanning.

BIf you have more documents

If you have more documents to scan, select [Next Original] on the touch screen while the
current document is being scanned. This allows you to scan the documents as a single set of
data.

Up to 100 pages can be stored.

Note
* When an optional component is installed in the machine, up to 999 paged can be stored.

* If the number of pages scanned by the machine exceeds the maximum, the machine stops scanning. Follow
the message displayed on the screen, and either abort the operation or save the already-scanned data as a
single set of data.

Reference

* Forinformation on how to set the maximum number of pages stored for a scan document, refer to “Tools" > "Scan Service Settings”
> "Other Settings” > "Maximum Stored Pages” in the Administrator Guide.

2 While documents are being scanned, select [Next Original].

Note
* When using the document feeder, load the next document after the machine has finished scanning the first
document.

* When [Next Original] is displayed on the screen shown on the right and no operation is performed for a
certain period of time, the machine automatically assumes that there are no more documents.

* You can change the scan settings of the next document by selecting [Change Settings] that is displayed after
selecting [Next Original].

m Store to Folder File 00101 [ x

Save in: Folder 001 - TEST1

File Name: img-715164436 —

| x Delete
== Last Original
= e
7 | @J Next Original |

A4 Ql —

Black & White

200 dpi

100%
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3 Load the next document.

4 Press the <Start> button.

If you have more documents, repeat steps 3 and 4.

S LogIn/Out  JobStatus Machine Status ~ Power Saver
© @ ©
wc o
Dial Pause. Speed Dial °
00 e
— —r—
Dot B Enor [ an @

5 When all documents have been scanned, select [Last Original].

m Store to Folder File 00101 [ x ]

Save in: Folder 001 - TEST1
File Name: img-715164436

j x Delete

2 | Save |

Pages: —
? I ( (Last Original) |
Next Original
¥
=
= EE
A4 Q =l
" =
Black & White e —
200 dpi ( @ Preview... | ¢, Change
100% { | | & settings...

Step 4 Confirming the Scan Job in Job Status

The following describes how to confirm the status of a scan job.

71 Press the <Job Status> button.

: LogIn/Out Job St Machine Status  Power Saver
= & 6 e
® 66
6566 .0 .
560 6 _@®
© ® 0 @
o e
_——_J# m
S oo @ o ©
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2 Confirm the job status.

Note
* Select [ A ] to return to the previous screen or [ W ] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* From the drop-down menu, you can select [Scan, Fax, & Internet Fax Jobs] and display the desired job.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs

£ Alisbs -
L Alliobs rminal Status Progress

= )
(=) printer &Print from Folder Jobs 7 LN 55/66] -
=] Scan, Fax, & Internet Fax Jobs
=] File Tronsfer Jobs
02222 -Copy 11x22mm:3% User Action 55/66
02222-Copy 11x22mm:3% Copying 55006 ¥ |

Step 5 Saving the Scanned Data

When you used the Store to Folder service, you can use the following methods to import the
file stored in a folder of the machine to your computer:

B Import using an application

Use Network Scanner Driver.

Reference
® Refer to "Importing to a TWAIN Compatible Application” (P.529).

B Import using Stored File Manager 3
Use Stored File Manager 3 (Fuji Xerox application software).

Reference
* Refer to "Importing Using Stored File Manager 3" (P.533).

B Import using CentreWare Internet Services

Use CentreWare Internet Services.

Reference
® Refer to "Importing Using CentreWare Internet Services” (P.537).
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Operations during Scanning

The following describes the operations available during scanning.

"Stopping the Scan Job" (P.325)
"Previewing the Scanned Images during a Scan Job" (P.327)

"Changing Scan Settings” (P.331)

Stopping the Scan Job

To cancel scanning a document, use the following procedure.

T Press either the <Stop> button on the control panel or [Delete] on the touch screen.

P LogIn/Out  Jobs: Machine Status Power Saver
@ @ ©
16 ocr
o o Clear Al
Om C Wcm Interrupt C stop
Dial Pause Speed Dil °
0 ®
—_—
Data > Eror [ Men @
m Store to Folder File 00101 [ x
Save in: Folder 001 - TEST1
File Name: img-715164436 S
| x Delete
Pages: Save
¢ 2 (Last Original)
( B Next Original |
A6
Black & White
200 dpi
100%

2 Select [Delete].

m Store to Folder File 00101 [ x

Save in: Folder 001 - TEST1

File Name: img-715164436 e n T
x Delete

R 2 [ save |

| B (Last Original) |

A4 Q
Black & White
200 dpi

100%

L

[ =) start |
=2

| @ Preview...

Change
| | & settings...
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BIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

In/Out  JobStatus Machine Status  Power Saver

J

@ é MNO Clear All
et vl o Interrupt Stop
eNC)

|

:ﬁ, > O Man @

2 Select the job to cancel.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs
[f52 All Jobs |
E= h
Gl
File/ Job Type Remote Terminal Status Progress
]
g" i 00004-Store to Folder Folder 001 Scanning 444] A
=}
5 02222-Copy 1% 22mm:3% User Action 55/66
|
02222-Copy 1% 22mm:3% Copying 55/66| v J

3 Select [Delete].

m Store to Folder File 00101 [ x

Save in: Folder 001 - TEST1
File Name: img-715164436

j x Delete |

Pages: 2 ==

A4 Q
Black & White
200 dpi

100%

4  Select [Delete].

Note
* If you cancel the job, the scanned data stored in the folder will also be deleted.

m Store to Folder File 00101 [ x ]

Save in: Folder 001 - TEST1
File Name: img-715164436

j x Delete |

3 | Save |
Pages:
9 2 { E (Last Original) |
A4Q
Black & White
200 dpi ( @ Preview... | [12 Change
100% ( | | & settings..
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Previewing the Scanned Images during a Scan Job
You can preview the scanned images while scanning the document.

Note
* You cannot preview the scanned images on the touch screen of the machine for [Store to WSD]".

* :WSD stands for Web Services on Devices.

1 When a document starts to be read with [Preview..] is checked on a Scan screen, the screen
on the right is displayed.

After the document is read, select [Preview...]. A preview screen is displayed and the first
page of the lastly read document is displayed.

[ Istore to Folder i E )
Save in: Folder 001 - TEST1

File Name: img-715164436 fxl]?
Pages: 2 Save

(Last Original)

A4 % Start
Black & White
fgz ;pi [@ Preview... } [ gzm?;s }
Note
* When [Scan to Folder] or [Scan to USB] is selected, [Save (Last Original)] is displayed instead of [Send (Last
Original)].

* When this screen or the preview screen is displayed and the time of [Auto Clear] lapsed without any
operation, you can set whether or not to continue the job. For more information, refer to "Tools" > "Common
Service Settings" > "Other Settings” > "Paused Job Handling” in the Administrator Guide.

* For more information on Auto Cllear, refer to "Tools" > "Common Service Settings” > "Machine Clock/Timers" >
"Auto Clear” in the Administrator Guide.

2 Select any option.

TEELE DS ) & & reeres ] e

& cancel
o i)

Size: - N
i
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[ ] (Thumbnailed view)
A previewed image is displayed in a thumbnailed view.

I [@‘@' Rotate View ] [q?:lose ]

In the thumbnailed view, the following operations are available:
* Drag or flick the preview area up and down to switch pages.

* Tap a thumbnail to move to the entire view.

Reference
* Forinformation on how to drag or flick, refer to "Touch Screen” (P.84).

[ ] (Entire view)

An entire preview image is displayed.
* When the page switching buttons are displayed

RS e

=

(23 | Y | @ rotate page |

In the entire view, the following operations are available:

* Drag or flick the preview area side to side to switch pages.

* Double-tap a previewed image to move to the enlarged view.

* Tap the preview area to switch whether to display the page switching buttons or

thumbnailed bar.
* Tap the previous or next page displayed on the preview area to display the tapped page

on the center of the screen.
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* Drag the thumbnailed bar side to side to scroll thumbnails. Tap the desired thumbnail to
be displayed.

[ | [E] button

When an output does not match a preview image, the [[i]] button is displayed. Pressing the
[[&]] button enables you to confirm the detailed information.

When Microsoft® Word or Microsoft® Excel is selected for file format and [Auto Upright
Orientation] is set for [Page Orientation], the message regarding Auto Upright Orientation
is displayed.

When PDF, DocuWorks, or XPS is selected for file format, the items which are not reflected
in a preview image are displayed. The items are as follows:

Note
* XPS stands for XML Paper Specification.

* MRC High Compression
Displayed when [Scan File Transfer Report] is set for [MRC High Compression] on the
[File Format] screen.

* Specific Color
- Displayed when [Specific Color] is selected.

* Auto Upright Orientation
- Displayed when [PDF], [DocuWorks], or [XPS] is set for [File Format], when [Auto
Upright Orientation] is set for [Searchable - Page Orientation], and when [Searchable]
is set for [Searchable Text].

Note
* XPS stands for XML Paper Specification.

Reference

* Forinformation on how to set [Searchable - Page Orientation], refer to "Tools" > "Scan Service Settings” > "Other Settings” >
"Searchable - Page Orientation” in the Administrator Guide.

[ _(Enlarged view)

A previewed image is enlarged or reduced.

* When the slider is displayed

(B DD B 2 & rowe o S

[xc cel
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* When the thumbnailed bar is displayed

| | £4 [[a] Rotate Page | [& Close ]

‘ & cancel ’

In the enlarged view, the following operations are available:

Note
* When [Store to Folder] is selected, [TIFF] or [JPEG] is set for [File Format], or job flow sheets are used, the

[Rotate Left], [Rotate Right], and [Rotate Page] buttons are not displayed.
* Drag or flick the enlarged image side to side or up and down to move the position to be
displayed.
* Double-tap the previewed image to change the ratio of the image size.
* Tap the preview area to switch whether to display the slider or thumbnailed bar.

* Drag the slider to change the ratio of the image size.

* Drag the thumbnailed bar side to side to scroll thumbnails. Tap the desired thumbnail to
be displayed.

m ZA (Rotate Left)
Rotates the page 90 degrees left.

Note
* You cannot select [Rotate Left] in the thumbnailed view.

Ll % _(Rotate Right)
Rotates the page 90 degrees right.

Note
* You cannot select [Rotate Right] in the thumbnailed view.

] [ % Rotate Page T(Rotate Page)

Rotates all pages 90 degrees right.

Note
* You cannot select [Rotate Page] in the enlarged view.

H Cancel

Cancels the current job.

B Save/Send
When [Store to Folder] or [Store to USB] is selected, [Save] is displayed. Select [Save] to
save the current job.
When [E-mail], [Store & Send Link], or [Scan to PC] is selected, [Send] is displayed. Select
[Send] to send the current job.

Note
¢ Closing a preview screen by selecting [Close] returns to step1.

When [Store to Folder] or [Store to USB] is selected, selecting [Save (Last Original)] saves a job.
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When [E-mail], [Store & Send Link], or [Scan to PC] is selected, selecting [Send (Last Original)] sends a job.

Changing Scan Settings
You can change scan settings while scanning the document.

Note
* For [Store to WSD], you cannot change scan settings while scanning the document.

Note
* WSD stands for Web Services on Devices.

T Select [Next Original].

m Store to Folder File 00101 [ x
Save in: Folder 001 - TEST1
File Name: img-715164436 —
| x Delete
Pages: Save
9 2 | e
( B Next Original |
A4 Ql
Black & White
200 dpi
100%
m Store to Folder File 00101 [ x
Save in: Folder 001 - TEST1
File Name: img-715164436 s
| x Delete
. | Save |
Pages:
9 2 { E (Last Original) |
Next Original
5
[ start |
A4 Ql ]
Black & White =)
200 dpi ( @ Preview... | [9.2 Change
100% { | | & Settings...

3 Set[Color Scanning], [Original Typel], [Resolution], [Lighten/Darken], [Original Orientation],
[2 Sided Scanning], and [Original size].

The following shows the reference section for each feature.

Reference
* "Color Scanning (Selecting an Output Color)" (P.351)
* "Original Type (Selecting the Document Type)" (P.354)
* "Resolution (Specifying a Scanning Resolution)” (P.411)
* "Image Options (Adjusting Scan Density and Image Sharpness)” (P.406)
* "Original Orientation (Specifying the Orientation of the Loaded Documents)” (P.418)
¢ "2 Sided Scanning (Scanning Both Sides of a Document)” (P.352)

* "Original Size (Specifying a Scan Size)" (P.413)

4 Press the <Start> button.
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E-mail
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This section describes the features you can select on the [E-mail] screen. The E-mail service
allows you to scan a document and send the scanned data as an e-mail attachment.

"Address Book" (P.333)

"Address Book (Specifying a Destination Using the Address Book [Type 11)" (P.334)
"Address Book (Specifying a Destination Using the Address Book [Type 2])" (P.338)

"Add New Address (Registering a Recipient on the Address Book)" (P.342)
"Specifying a Destination Using a One Touch Button” (P.344)

“New Recipient (Specifying an E-mail Address)" (P.345)

"Add Me (Adding the Sender’s Address)" (P.347)

"Recipient(s) (Editing a Recipient)” (P.347)

"From (Setting the Sender’s Address)” (P.349)

"Subject (Setting the Subject)” (P.350)

"Message (Entering the E-mail Body)" (P.350)

"Preview (Previewing the Scanned Images during a Scan Job)" (P.351)
"Color Scanning (Selecting an Output Color)" (P.351)

"2 Sided Scanning (Scanning Both Sides of a Document)” (P.352)
"Original Type (Selecting the Document Type)" (P.354)

"File Format (Selecting a File Format for Output Data)" (P.354)

Note

* You can encrypt e-mail or send it with a digital signature by S/MIME. To use this feature, you need to register
certificates of the machine and the recipient’s device in advance. For information on certificates, refer to
"Encryption and Digital Signature Settings" > "Configuration of E-mail Encryption/Digital Signature” in the

Administrator Guide.

Reference

* You can customize the layout of the features displayed on the [E-mail] screen. For more information, refer to "Tools" > "Scan

Service Settings" > "Screen Defaults” > "1st Tab - Features Allocation” in the Administrator Guide.

* You can set [First Tab] or [Address Book] for the screen displayed when you select [E-mail] on the Services
Home screen. For more information, refer to "Tools" > "Scan Service Settings” > "Screen Default” > "Email

Screen Default” in the Administrator Guide.

1 Select [E-mail] on the Services Home screen.

Fax/ Internet Fax
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2 Select a feature on the [E-mail] screen.

@ E-mail Advanced Layout E-mail Options
Settings ji
Recipient(s) From:

(= Address ) ‘...H...p - ‘
| I oo ‘ { J
‘? subject... §
B —
[@ AddMe _—
& | e

[ e L
( Color el 2 Sided el Original Type | | FileFormat | |
e Scanning || ID Scanning - - ﬁ a
| Block & White | J [ 1sided | J [ Photo &Text | J (POF )

* You can only specify recipients registered for e-mail, but not for faxes.

* You cannot use address numbers using the numeric keypad, one touch buttons, or group numbers to specify
recipients.

* The [New Recipient] and [Add Me] may not be displayed depending on the settings in the System
Administration mode.

Note
* Depending on the settings for [Email Screen Default] in the System Administration mode, the [E-mail Address
Book] screen is displayed. For more information, refer to "Tools" > "Scan Service Settings" > "Screen Defaults" >
"Email Screen Default” in the Administrator Guide.

Address Book
The following describes the Address Book.

When you select a recipient using the Address Book, the following restrictions should be
noted.

* Only the recipients set for mail service can be used. The recipients set for fax service
cannot be used.

* You cannot use address numbers input by the numeric keypad or group numbers to
specify the recipients registered in the Address book.

* When an address contains a domain that is not permitted for use, the address cannot be
used.

* When sending an encrypted e-mail, select an e-mail address associated with a certificate
that can be encrypted, from the Address Book. To use this feature, an e-mail address
associated with a certificate for S/MIME need to be registered in the Address Book in
advance.

Reference
* For more information, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.
* To verify the validity of a certificate, prior settings are required.

Reference

* Forinformation on the settings, refer to "Tools" > "Connectivity & Network Setup” > "Security Settings” > “Certificate Revocation
Retrieval Settings" in the Administrator Guide.
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Types of the Address Book

The machine provides two different ways of displaying the Address book: [Type 1] and

[Type 2]. The Address Book [Type1] or [Type2] will be displayed depending on the setting
of [Address Book Type] in the System Administration mode.

Reference

* Forinformation on how to set the Address book type, refer to "Tools" > "Address Book Settings" > "Address Book Type” in the
Administrator Guide.

[Type 1]

[Public Entries ‘v]

gs= [P ]
Go tof ]
@ Al (0001 - 2000) C]‘
) # To h :
A

I seoer ey

0001 aaa@bbb.com

=) )

(=) AddNew |
|« Address.. |

[Type 2]

E-mail Address Book [<7 Close

Show E-mail
Address

[[IEReE—— \m\ Goto D

| publicentries.. |

0100 Mail Address Name100<ma

Recipient(s)

0101 Mail Address Name101 <ma

[ e |
0102 Mail Address Name102<ma
0103 Mail Address Name103 <ma [ Beco |

0104 Mail Address Name104<ma | v

Address Book (Specifying a Destination Using the Address Book [Type
1

The following describes how to specify a destination using the Address Book [Type 1].

71 Select [Address Book].

(@ Email Advanced Layout E-mail Options
Settings j

Recipient(s)

From:
| | —
T C

( Color el 2 Sided el Original Type | | FileFormat | |
e Scanning || ID Scanning - - ﬁ a
| Block & White | J [ 1sided | J [ Photo &Text | J (POF )
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2 Selecta recipient from the address list, and then select [To], [Cc], or [Bcc] from the drop-
down menu.

[Public Entries ‘v]

[0 Close ]
Go to ]
@ Al (0001 - 2000) [j‘
) # To h :
(A Tl
[ search
o

=) )

0001 aaa@bbb.com

0002  X@yyy.com

(=) AddNew |
|« Address.. |

Note

* The items that appear in the screen depend on the settings in the System Administration mode.
B Public Entries
Displays the local address list.
Reference
* Refer to "Address Book (Specifying a Destination Using the Address Book [Type 1])" (P.334).
B Smart Card E-mail Address
Displays addresses specified on the certificate in the Smart Card.

Note
* This item is displayed when the Smart Card Reader is connected.

When [Public Entries] is Selected

1 Selecta recipient from a list under [Name].

[Public Entries ‘v] g8 [0 Close ]
Go tof ]
el (0001 -2000)‘@‘
# To —_—
B Index 0007  9aa@bbb.com ()
[l searcn 0002 X0@yyy.com (@]
[ AddNew |
|l address.. |

* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can sort recipients in alphabetical order or registered number order.

[ § — E' .I(ListIThumbnaiI)

Allows you to switch the number of the recipients displayed from list (five items) or
thumbnail (15 items).

m#
Displays the list of speed dials.

335



Scan

B Name/E-mail Address
Lists names and their e-mail addresses.

H [[i]] button
Displays detailed information on the recipient.

H Go to
Enter an address number using the numeric keypad to display the e-mail address at the top

of the list.

B Add New Address
Allows you to add a new recipient. To add a new recipient, use the screen keyboard or

current recipients.

Reference
* For more information on how to add new recipients, refer to "Add New Address (Registering a Recipient on the Address Book)"

(P.342).

mAll
Lists all the registered recipients for E-mail.

H Alphanumeric Index
Lists the registered recipients with alphanumeric index character in alphabetical order.

N Search
Allows you to set [Simple Search] or [Advanced Search].
Searches by specified keyword for [Simple Search], or by search entries for [Advanced
Search].

Note
* For [Advanced Search], you can set multiple search entries.

When [Network Entries] is Selected

Note
* Enable filters from the [Custom Filters] screen using CentreWare Internet Services to search with keywords
([Simple Search]) without [Name], [E-mail Address], or [Custom Item]. For more information, refer to the help

of CentreWare Internet Services.

Important

* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.

Reference
* Theitems to show on the drop-down menu can be changed. For more information, refer to “Tools" > "Address Book Settings” >

"Directory Service" in the Administrator Guide.
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represents a number between 1 and 3.)

[Network Entries ‘v]

[0 Close

]

[T search

Search Entries

(Not Set)

| |
[Name [»] [cegmswitn |»
¢ IR J

I
Add Search Entries

1 Select a search target from the drop-down menu on the left.
You can select [Name], [E-mail Address], or [Custom Item X] for a search target (X

Important

* To display the online help for CentreWare Internet Services, users need to have the environment to connect

to the internet. The communication fee shall be borne by you.

Note

* Enable filters from the [Custom Filters] screen using CentreWare Internet Services to search with keywords
([Simple Search]) without [Name], [E-mail Address], or [Custom Item]. For more information, refer to the help

of CentreWare Internet Services.

Reference

* Theitems to show on the drop-down menu can be changed. For more information, refer to "Tools" > "Address Book Settings" >
"Directory Service" in the Administrator Guide.

2 Select an advanced search condition from the drop-down menu on the right.

You can select [Begins With], [Ends With], [Contains], [Equals], or [Registered] for search

entries of the Advanced Search.

[Network Entries ‘v]

[0 Close

[T search

Search Entries

| |
[Name [»] [cegmswitn |»
¢ IR =)

(Not Set)

IEY

Add Search Entries

3  When you select a button other than [Registered], select the box and enter the text.

Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

W Search Entries
Select the check boxes to enable the search condition.

B Add Search Entries
Select the check box to create a new search entry.

Note

* When you have multiple search entries, select [Match All Entries (AND)] or [Match Any Entry (OR)] from the

drop-down menu.
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B Name
Searches with a recipient name as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 32 characters are

allowed.
Example: Smith

B E-mail Address
Searches with an e-mail address as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 128 characters are
allowed.

Example: myhost@example.com

B Custom Item
Searches with a custom item as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 60 characters are

allowed.
Searches with a custom item as a keyword. After you set an advanced search condition,
select the box to display the screen for entering the keyword. Up to 60 characters (30

double-byte characters) are allowed.

Attribute names of custom items differ depending on the setting of [Attribute Name of
Custom Items 1, 2, and 3] in the System Administration mode.

The names of the custom items depend on the settings specified for [Attribute Name of
Custom Items 1, 2, and 3] in the System Administration mode.

Note

* For more information, refer to "Connectivity & Network Setup” > "Remote Authentication/Directory Service" >
"LDAP Server/Directory Service Settings" in the Administrator Guide.

W Search
The search starts. The searched results are listed on the screen.

Address Book (Specifying a Destination Using the Address Book [Type
2])

The following describes how to specify a destination using the Address Book [Type 2].

1 Select [Address Book].

@ E-mail Advanced Layout E-mail Options
Settings ji
Recipient(s) From:

[ B Address | mail@add.ress ‘
| IS Book... J ( J
(T Subject... ‘
| &} Add Me —
( ) Message...

| et L
[ @ color T | 2 Sided T | original Type | | | FileFormat | |

\_/ Scanning || ID Scanning - - E a
| Black & White | J (1 5ided | J [Photo & Text | ) |Docuworks )
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2 Selecta recipient from the address list, and then select [To], [Cc], or [Bcc].

E-mail Address Book [<7 Close

[ List all | (5] Goto Show E-mail

| publicentries.. 7| | E\ ) ‘:” Address
Narme / E-mail Address |—

Recipient(s)

0100 Mail Address Name100<ma

0101 Mail Address Name101<ma

0102 Mail Address Name102<ma

0103 Mail Address Name103<ma [ Becs |

0104 Mail Address Name104<ma | v

Note
® The items that appear in the screen depend on the settings in the System Administration mode.

H List all public entries"When [List all public entries] is Selected” (P.340)
Displays the local address list.

Reference
* Refer to "Address Book (Specifying a Destination Using the Address Book [Type 2])" (P.338).
H Retrieve entries using index

Specify a single alphanumeric index character which is set when registering speed dials to
retrieve the addresses, or specify a speed dial to display at the top of the address list.

B Search Public
Searches recipients in the local address list.

Reference
* Refer to "Address Book (Specifying a Destination Using the Address Book [Type 2])" (P.338).

B Search Network
Searches recipients in the remote address list.

Note

* Todisplay [Search Network], the prior setting is required in the System Administration mode. Refer to "When
[Search Public] or [Search Network] is Selected” (P.341).

* Enable filters from the [Custom Filters] screen using CentreWare Internet Services to search with keywords

([Simple Search]) without [Name], [E-mail Address], or [Custom Item]. For more information, refer to the help
of CentreWare Internet Services.

Important

* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.
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When [List all public entries] is Selected

340

1 Selecta recipient from a list under [Name/E-mail Address].

E-mail Address Book [ close

| Listall | (T3] Goto Show E-mail

| publicentries.. 7| | E\ ) ‘:” Address
Name / E-mail Address L — Recipient(s)

0100 Mail Address Name100<ma

0101 Mail Address Name101<ma

0102 Mail Address Name102<ma

0103 Mail Address Name103<ma [ Becs |

0104 Mail Address Name104<ma | v

Note
* Select [ A ] to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can sort recipients in alphabetical order or registered number order.

B Name/E-mail Address

Lists names and their e-mail addresses.
HTo

Sets the selected address as a recipient.
HCc

Sets the selected address as Cc.

H Bcc

Sets the selected address as Bcc.
H Go to

Enter an address number using the numeric keypad to display the e-mail address at the top
of the list.

H [[1] ] button
Displays detailed information on the selected recipient.

B Show E-mail Address

Select this check box to display only e-mail addresses in the list.
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When [Retrieve entries using index] is Selected

1 Specify a single alphanumeric index character or a speed dial.

Retrieve fax entries using index [x Cancel ][0 Save ]

Index Goto
0001 ¢ 2000

‘1”2”3”‘1” H6H7H8H9H0\ ‘[j‘

When [Search Public] or [Search Network] is Selected

T Enter keywords to search for an address.

Public E-mail Address Book < Close
| Search Public... v‘

Attribute Type Keyword

Name

(Not Set) ”

E-mail Address

(Not Set) ”

Custom Item

None -

[ M Search

Note
* The screen as shown on the right appears when [Search Public] is selected.

* When multiple keywords are used, the address is searched with the AND clause.
Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).
B Name

Searches with a recipient name as a keyword. Selecting the field for [Name] under
[Keyword] displays the screen for entering the keyword. Up to 32 characters are allowed.

Example: John Smith

B E-mail Address

Searches with an e-mail address as a keyword. Selecting the field for [E-mail Address] under
[Keyword] displays the screen for entering the keyword. Up to 128 characters are allowed.

Example: myhost@example.com

B Custom Item

Select this option to search with a keyword item other than a recipient name and e-mail
address.

Select any option from [Custom Item] and then select the box under [Keyword] to display a
screen for entering a keyword. You can enter the keyword with up to 60 characters.

Note
* You can select only one custom item.

* None
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No custom item is used for the keyword search.

* Custom Item 1 (Telephone Number)
[Telephone Number] is set by default. When selected, a telephone number is used for the
keyword search.

¢ Custom Item 2 (Office)
[Office] is set by default. When selected, an office name is used for the keyword search.

* Custom Item 3 (Department)
[Department] is set by default. When selected, a department name is used for the
keyword search.
Reference

* Attribute names of custom items differ depending on the setting of [Attribute Name of Custom Items 1, 2, and 3] in the System
Administration mode. For more information, refer to "Tools" > "Connectivity & Network Setup” > "Remote Authentication/Directory

Service" in the Administrator Guide.

B Keyword
Select a keyword item, and then enter the keyword.

N Search
The search starts. The searched results are listed on the screen.

Add New Address (Registering a Recipient on the Address Book)
You can register addresses on the Address Book. The current recipients specified on the First
Tab screen can also be registered.

Note
* [Add New Address] is not displayed depending on the settings in the System Administration mode or the

number of registered recipients. For details on the settings and the number of registered recipients, ask your

system administrator.

1 Select [Add New Address].

[Public Entries ‘v] [0 Close ]
Go tof ]
el (0001 -2000)‘@‘
# To —
B Index 0007  9aa@bbb.com ()
[l searcn 0002 X0@yyy.com (@]

(=) AddNew |
|« Address.. |

2 Select a method to register a recipient.

Cancel

] Add New Recipient

A new recipient will be added
to the Address Book.

To edit recipient details,
select Setup on the Services
Home screen.

[ Add current recipient
'8
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H New

Enter a new recipient using the keyboard.

B Add current recipient

Select a recipient to be registered from the current recipients specified on the First Tab
screen.

Note

* This item cannot be selected if no recipient is specified on the First Tab screen.

When [New] is selected

3 Use the keyboard displayed on the screen to enter an e-mail address with up to 128 single-
byte characters.

4  Select [Next].

Note

* Toreturn to the previous screen, select [Back].

When [Add current recipient] is selected

T Select arecipient to be registered.

2 Select [Next].

Note

* Toreturn to the previous screen, select [Back].

3 Select [Name], enter a name using the keyboard displayed on the screen, and then select
[Save].

Il New Address - Input Name [~ cancel H@ Back H* Wipds

Name

Index

1

. ‘0005 ‘ [ change |

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

4  To change the index, select [Index], select a new character from the keyboard displayed on
the screen, and then select [Save].

You can register a single alphanumeric index character for use as a keyword to search with
the Address Book.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

5 7o change the address number, select [Change], select a number from the list, and then
select [Save].
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6 Select [Next].

7 Select an item to set.

I New Address - Address 0005 | cancel |[4=Back || & Registered

Items Current Settings

1. Address Type E-mail

2. E-mail Address myhost@example.com

3. Name myhost

4. Index M

5. Surname (Not Set)

6. Given Name (Not Set) v

The following items appear:

Address Type
E-mail Address
Name

Index

Surname

Given Name
Custom Item 1
Custom Item 2
Custom Item 3
S/MIME Certificate

Note

* To delete the input data and return to the [E-mail Address Book] screen, select [Cancel].

Reference

* For more information on the setting items, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

8 When the settings are completed, select [Registered)].

Note

* Toreturn to the previous screen, select [Back].

Specifying a Destination Using a One Touch Button

344

You can use the one touch buttons to specify the e-mail address, the name of the user who
can decrypt an encrypted file, and other information from the Address Book.

One touch buttons correspond to the address numbers from 0001 to 0052, or 0001 to
0045.

Note

* One touch buttons can be used when the Fax service is available.

* There are two ways in which address numbers and stored programs are assigned to the one touch buttons.
Select either of the following. By default, [Type 1] is selected.
* [Type 1]
The buttons 1 to 52 are used for address numbers and they correspond to the registered address numbers

0001 to 0052, while the buttons 53 and 54 are used for stored programs and they correspond to the
registered stored programs 1 and 2.

* [Type 2]
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The buttons 1 to 45 are used for address numbers and they correspond to the registered address numbers
0001 to 0045, while the buttons 46 to 54 are used for stored programs and they correspond to the
registered stored programs 1 to 9.
* One touch button is available when the machine displays the [E-mail] screen, the [Advanced Settings] screen,
the [Layout Adjustment] screen, or the [E-mail Options] screen. The button is not available when the pop-up
menu is displayed, or when the other screen is displayed after an item is selected.

When you press a one touch button when the machine displays the [Advanced Settings] screen, the [Layout
Adjustment] screen, or the [E-mail Options] screen, the screen switches to the [E-mail] screen automatically.

T  Press a one touch button. Confirm that the recipient (e-mail address) specified with the one
touch button is displayed on the touch screen.

|

p———— One touch buttons

Important
* The one touch buttons have a sensor to detect which page of one touch buttons (1-18,19 - 36, 0r 37 - 54) is
currently opened. Before pressing a one touch button, turn over the one touch panel completely, and take off
your hand from the panel. Do not press the button while you are turning over the panel.

* Do not place any objects near the one touch buttons, nor spill any liquid over them.

Note
® Turn the one touch panel over to press the one touch buttons 19 and above.

* If you have entered an incorrect value, select the recipient (e-mail address) displayed on the touch screen,
select [Remove] on the pop-up menu, and enter the correct value.

New Recipient (Specifying an E-mail Address)

You can specify the recipient’s e-mail address using the keyboard. Enter a part of the
address and search the Address Book, or directly enter the full address.

Entering a Part of the E-mail Address

71 Select [New Recipient].

(@ Email Advanced Layout E-mail Options
Settings j

Recipient(s) From:
(= Address ) ‘...H...p - ‘
| I8 5ookc. J ———
( Subject...

New —
(S| —

| Add Me

& | e

e I

( Color el 2 Sided el Original Type | | FileFormat | |
Scanning || ID Scanning - - ﬁ a

| Black & White || | 1 Sided | ) | Photo &Text | J (pDF )
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2 Entera part of the e-mail address, and then select

Ol [<7 Close ]

Z#] Recipient List

[To:0 Cc:0 Bec:0

[To: v“t;s\ [{}:+Add ” \O<<5>DeleteText\
L LN )] W — )

EDBDnBnBnnDRE—

Shift z X c v

( More Characters

The search result appears. For information on how to select the recipient, refer to "Address
Book" (P.333).

Note
® The e-mail address will be searched in the Address Book selected for [Address Book Default - Scan]: [Public

Entries] or [Network Entries]. For more information, refer to "Tools" > "Address Book Settings” in the
Administrator Guide.

Entering the Full E-mail Address

T Select [New Recipient].

(@ Email [ Advanced I Layout IE-mailOptions_

Settings
Recipient(s) From:

(= Address ‘...H...p - ‘
B sooic. J —— J
‘? subject... §
B —
[@ AddMe _—

& | e
[ e L
( Color el 2 Sided el Original Type | | FileFormat | |
e Scanning || ID Scanning - - 'E a
| Block & White | J [ 1sided | J [ Photo &Text | J (POF )

2 Enter the full e-mail address with up to 128 characters.

Z#] Recipient List [<7 Close ]

[To:0 Cc:0 Bec:0

[7e: H [{):+Add ]

L
ERBDnRnBnnDRE—

[ Delete Text |
K ‘

a s d 1 f 9 h | i s
T G G G G G G G o
— [ | =
B To/Cc/Bcc

Allows you to switch the recipient type (To/Cc/Bcc) from the drop-down menu.

B + Add (Sending Faxes to Multiple Recipients)
Allows you to add e-mail addresses to send e-mails to multiple recipients (Broadcast).

W Delete Text
Deletes all the entered e-mail addresses.
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H Backspace
Moves the cursor back to delete one character.

B Shift

Used for switching uppercase characters and lowercase characters.

B More Characters

Displays symbols. Use this button to enter symbols for the e-mail address.
Add Me (Adding the Sender’s Address)
The sender’s address can be added to [To], [Cc], or [Bcc].

1 Select [Add Me].

@ E-mail Advance d Layout E-mail Options

Settings ji

Recipient(s) From:

(= Address ) ‘...H...p - ‘
|8 ook | [reutaw |
‘? subject... §
B —
[@ AddMe _—
& | e
[ e L
( Color el 2 Sided el Original Type | | FileFormat | |
e Scanning .|| Scanning - - ﬁ -
| Block & White | J [ 1sided | J [ Photo &Text | J (POF )

2 Select any option.

8. Addme (% cancel

L3
Bcc

.

][0 Save

HTo

Adds the sender's address to To.
mCc

Adds the sender’'s address to Cc.
H Bcc

Adds the sender's address to Bcc.

Recipient(s) (Editing a Recipient)
You can confirm, delete, or edit recipients using the pop-up menu displayed.

1

From the [Recipient(s)] list, select the recipient to be deleted, confirmed, or edited.
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2 Select any option from the pop-up menu.

(@ Email Advanced Layout E-mail Options
Settings j
ipienp- From:
[T Remove f 1
( ) Address o mail@add.ress ‘
| IS Book.. | (== 0 —
¢ Edit.. o
o N A Subject... ‘
[ AddMe ‘ )
& | Message.

[ Jprevew
( Color el 2 Sided el Original Type | | | FileFormat | |
eScanning - EScanning - @ - ﬁ -
| Black & White | J [1Sided | J [Photo &Text ) (PDF )

B Remove
Removes the selected recipient.

H Edit
Displays the [Edit Recipient] screen on which you can confirm or edit the recipient.

Note
* The recipient cannot be edited depending on the settings in the System Administration mode.

Reference
* Refer to "Recipient(s) (Editing a Recipient)" (P.347).

H Close Menu
Hides the pop-up menu.

[Edit Recipient] Screen
This screen allows you to confirm and change the settings of the recipient.

T Select the item to be changed.

2 Select [Edit].

@ E-mail Advanced Layout E-mail Options
Settings ji
ipi - From:
[ Remove ]
[ B Address G mail@add.ress ‘
| IS Book.. | [ o ( J
7€ Edit.. -
- New - Subject... ‘
[ AddMe S
& | e
| et L
( Color el 2 Sided el Original Type | | | FileFormat | |
e Scanning || ID Scanning - @ a ﬁ a
| Black & White | J [1Sided | J [Photo &Text | (PDF )

3 Select any option.

& Save

+_Edit Recipient

Items

Current Settings

mail_address100@co.jp

1. E-mail Address

2. Name

Mail Address Name100
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B E-mail Address

To change the e-mail address, select [E-mail Address] and enter a new address on the
displayed keyboard.

B Name
To change the recipient name, select [Name] and enter a new name on the displayed
keyboard.

When you specify a recipient from the Address Book and the recipient name is registered in
the Address Book, that recipient name is displayed.

B S/MIME Certificate
Certificates which is linked to the e-mail address is displayed.

If SIMIME is enabled, and a certificate is linked to the e-mail address, you can check the
contents of the S/IMIME certificate by selecting [S/MIME Certificate].

Reference

* Forinformation on S/MIME communication, refer to "Encryption and Digital Signature Settings" > "Configuration of E-mail
Encryption/Digital Signature” in the Administrator Guide.

From (Setting the Sender’s Address)
Specify a sender’s e-mail address. You can specify only one address as a sender’s address.

Note
* When [Login to Local Accounts] is selected, the e-mail address registered in user information is automatically
set as a sender’s address. For more information on user information, refer to "Tools" > "Accounting” > "Create/
View User Accounts” in the Administrator Guide.

* [From] may not be editable depending on the setting in the System Administration mode.
* When you send an e-mail with a digital signature, the items used in the signature are different depending on

the settings in the System Administration mode.

Note
* Forinformation on a digital signature, refer to "Encryption and Digital Signature Settings” > "Configuration of
E-mail Encryption/Digital Signature” in the Administrator Guide.

1 Select [From].

@ E-mail Advanced Layout E-mail Options
Settings ji
Recipient(s) From:

(= Address ) ‘...H...p - ‘
| I oo ‘ { J
‘? subject... §
B —
[@ AddMe _—
& | e

[ e L
( Color el 2 Sided el Original Type | | FileFormat | |
e Scanning .|| Scanning - - ﬁ -
| Block & White | J [ 1sided | J [ Photo &Text | J (POF )
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2 Select any option from the pop-up menu displayed.

[ Advanced I Layout IE-mailOptions_

@ E-mail
Settings
Recipient(s) From:
| = Address | [} AddressBook...
R
[ New E# Keyboard...
| = Recipient... ) —
—————— Close Menu
| &} Add Me X
[ Mesage.
[ e L
[ @@ Color [ [ 2 Sided [] [ original Type | | [¢m) FileFormat | |
\_/ Scanning || ID Scanning - - ﬁ a
| Black & White | J 11 Sided | J [ Photo & Text | J[pOF )

B Address Book
Allows you to select the sender’s e-mail address from the Address Book.

Reference
* Forinformation on the Address Book, refer to "Address Book" (P.333).

N Keyboard
Allows you to enter the sender’s e-mail address with up to 128 characters using the

displayed keyboard.
Reference
* Forinformation on how to search the Address Book by entering a part of the e-mail address, refer to "New Recipient (Specifying an

E-mail Address)" (P.345).

H Close Menu
Hides the pop-up menu.

Subject (Setting the Subject)

You can specify the e-mail subject using the following procedure.

H Auto Set
Automatically sets the subject to [Scan data from XXX] (where XXX is the host name of the

machine).

B To set a user-defined subject

1 Select [Subject].

2 Enter asubject with up to 128 characters using the displayed keyboard.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Message (Entering the E-mail Body)

You can enter the e-mail body using the following procedure.

T Select [Messagel.
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2

Enter a message with up to 512 characters using the displayed keyboard.
Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.

1 Check [Preview].

(@ Email Advanced Layout E-mail Options
Settings j

Recipient(s) From:
= |reteeen |
TN rmm Subject...
B | ‘Ji”
= v
e L ]

( Color el 2 Sided el Original Type | | | FileFormat | |
e Scanning || ID Scanning - @ - ﬁ a
| Block & White | J [ 1sided

| ) | Photo &Text | J (pDF

I

2

The message screen on the right will be displayed. Configure each settings and press the
<Start> button.

Preview is displayed after the Start button is pressed and the originalis

Confirm Local User
sconned. a
(@ Email Advanced Layout E-mail Options

Settings j

Recipient(s) From:

(= Address ) ‘...H...p - ‘
B sooic. J { J
(e Subject... ‘
[ @& AddMe —_—
& | Message.
C 1

Color M 2 Sided = Original Type | | FileFormat | |
‘ \_/ Scanning - ‘ Scanning - ‘ a ‘ﬁ a
| Black & white | J [1sided L) (Text | (POF )

3

Preview the scanned images after the document is scanned.

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.
Note

* [Color Scanning] is not displayed on the [E-mail] screen depending on the settings in the System
Administration mode. In that case, set [Color Scanning] from the [Advanced Setting] screen.

1

From the menu displayed by selecting [Color Scanning], select any option.

(@ Email Advanced Layout E-mail Options
Settings j

Recipient(s)

From:
B | o
@ o L
A black & white Message..
=ye— L

Color ( 2 Sided | Original Type | | File Format |
@]E L= R R

Black & White ) |1Sided | ) | Photo &Text | (PoF )
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M Auto Detect

The color of the document is determined automatically; the machine scans in full color
when the document is colored, otherwise scans in monochrome.

Note
* When you select [Auto Detect], the available features on the [Advanced Settings] screen are the same as
when you select [Color] in [Color Scanning] for color documents, or the same as when you select [Black &
White] in [Color Scanning] for monochrome documents.

H Color

Select this option to scan a color document.

H Black & White

Scans a document in monochrome two tones. You can select the document type in
[Original Type].

Note
* [Black & White] is not selectable when [MRC High Compression] is set to [On] on the [File Format] screen

B Grayscale

Scans a document in grayscale. Adds shades to monochrome, creating intermediate tones
that change gradually. Suited to documents containing gradations that cannot be

reproduced with monochrome (2-color tone).

2 Sided Scanning (Scanning Both Sides of a Document)
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You can scan a 1-sided or 2-sided document on one or both sides of paper.

By setting the binding style, both sides are scanned in the same orientation.

Note
* [2 Sided Scanning] is not displayed on the [E-mail] screen depending on the settings in the System

Administration mode. In that case, set [2 Sided Scanning] from the [Layout Adjustment] screen.

71  From the menu displayed by selecting [2 Sided Scanning], select any option.

(@ Email [ Advanced I Layout IE-mailOptions_

Settings

Recipient(s) From:
[ Address | ‘.L..-“..; ‘
| I oo ‘ { J
[ New | |11 sided Subfect..

| Recipient... )
R [ st et L ]
Add Me — & )
M
&}— 11 2 Sided (Heod to Toe) Message-
[ e = L
[7 more.. —
[ @ color [ 2Sided [ [@| original Type | | [&m| FileFormat | |
e Scanning | i Scanning x a ﬁ a
| Black & White | ) |1 Sided | Photo & Text | J|[pOF )
N 1 Sided

Select this option to scan only one side of the document.

M 2 Sided (Head to Head)
Select this option when both sides of the 2-sided document are in the same orientation.

B 2 Sided (Head to Toe)
Select this option when both sides of the 2-sided document are in opposite orientations.
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H More
Displays the [2 Sided Scanning] screen.

Reference
® Referto "2 Sided Scanning (Scanning Both Sides of a Document)" (P.352).

[2 Sided Scanning] Screen

This screen allows you to select the status and orientation of original documents.

T Select any option.

|7 2 Sided Scanning [x Cancel ][<7 Save ]
Originals Original Orientation
[ " 1 [ N 1
ided Head to Head Upright Images

(L m pright Imag

| | ‘ _ ‘

~ 25Sided Head to Toe Sideways
i || | G
.
B 1 Sided

Select this option to scan only one side of the document.

W 2 Sided

Select this option to scan both sides of the document.

M Originals
This option is displayed when [2 Sided] is selected.
* Head to Head

Select this option when both sides of the 2-sided document are in the same orientation.

* Head to Toe

Select this option when both sides of the 2-sided document are in opposite orientations.

H Original Orientation

Specify the orientation of the loaded document.

Note
* If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

* Upright Images

Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

* Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or the document feeder.
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Original Type (Selecting the Document Type)

You can select the scanned image type

Note

* [Original Type] is not displayed on the [E-mail] screen depending on the settings in the System
Administration mode. In that case, set [Original Type] from the [Advanced Settings] screen.

71 From the menu displayed by selecting [Original Type], select any option.

| Black & White || | 1 Sided

. | Photo &Text

(@ E-mall Advanced Layout E-mail Options
Settings ji
Recipient(s) From:
(= Address ‘ T ‘
| I oo { J
(g New Subject... ‘
| Recipient...
Add Me -
M
ety = femep.
[ e L
[ @@ Color ["] [ 25ided [ Original Type (ém| FileFormat | |
e Scanning .|| Scanning - x ﬁ a

150

L) PDF

H Photo & Text

Select this option when scanning a document that contains both text and photos. The
machine automatically identifies text and photo areas to scan each area with optimum

quality.

H Text

Select this option when scanning text clearly.

H Photo

Select this option when scanning photos.

Note

* [Photo] is not selectable when [Searchable Text] is set to [Searchable] on the [File Format] screen.

File Format (Selecting a File Format for Output Data)

You can select a file format for scanned data.

Note

¢ If the High Compression Image Kit (optional) is installed, the machine can save PDF, DocuWorks, and XPS

files with high compression.

* If the High Compression Image Kit (optional) is installed, scanned data containing a small number of colors
can be compressed with the Specific Color feature. For more information, refer to "Specific Color” (P.358).

¢ [File Format] is not displayed on the [E-mail] screen depending on the settings in the System Administration
mode. In that case, set [File Format] from the [E-mail Options] screen.

71 From the menu displayed by selecting [File Format], select any option.

@ E-mail

Advanced
Settings

I Layout IE-mailOptions

Recipient(s)

— S
@ TIFF / JPEG Auto Select

(=, Address \
| B oo
|

New
| B pecipient... J

TIFF

= | poF

| DocuWorks

[ v

=] or.

[ [[=| 25ided
A | B iy

) |1 Sided

| @ Color

\_/ Scanning
|Black &White |

[] [ original Type | |
n CEER) I

) (Text

| J (PDE

El File Format
x
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B TIFF/JPEG Auto Select
Automatically selects JPEG or TIFF. The file format is determined for each page: [JPEG] for
full-color and grayscale pages, and [TIFF] for monochrome pages.

B TIFF

Saves scanned data in TIFF format.

H JPEG
Saves scanned data in JPEG format. This option is selectable when either [Color] or
[Grayscale] is selected in [Color Scanning].

H PDF

Saves scanned data in PDF format.

Note
* The version of PDF files is Adobe® Acrobat® 4.0 (PDF 1.3).

B DocuWorks

Saves scanned data in DocuWorks format.
Note
* To browse or print DocuWorks files on a computer, one of the following software is required:
* DocuWorks 4.0 or later
* DocuWorks Viewer Light 4.0 or later
* DocuWorks Viewer Light for Web 4.0 or later

H More

Displays the [File Format] screen.

Reference
® Refer to [File Format] Screen(P.355).

[File Format] Screen

This screen allows you to select all available options for File Format.

1 Select any option.

= File Format [x Cancel ][0 Save
( 1 e : :
TIFF / JPEG PDF .7 Compression | [¢m| PDF Security... |
Auto Select | 25 Method... =
} | | Ao o
TIFF ) DocuWorls ( J
[ } |
=) 10 |
J
[ searchable |
To.
Single File for Image Only Optimize For
Each Page | | Quick Web View

Note
* XPS stands for XML Paper Specification.

B TIFF/JPEG Auto Select

Automatically selects JPEG or TIFF. The file format is determined for each page: [JPEG] for
full-color and grayscale pages, and [TIFF] for monochrome pages.
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H TIFF

Saves scanned data in TIFF format.

H JPEG

Saves scanned data in JPEG format. This option is selectable when either [Color] or
[Grayscale] is selected in [Color Scanning].

B PDF

Saves scanned data in PDF format.

Note
* The version of PDF files is Adobe® Acrobat® 4.0 (PDF 1.3).

B DocuWorks

Saves scanned data in DocuWorks format.

Note

* To browse or print DocuWorks files on a computer, one of the following software is required:

H XPS

* DocuWorks 4.0 or later
* DocuWorks Viewer Light 4.0 or later
* DocuWorks Viewer Light for Web 4.0 or later

Saves scanned data in XPS format.

Note

XPS stands for XML Paper Specification.

B Compression Method

Allows you to select a compression method for scanned image data.

Note

When you select [Auto], the following compression methods will be used:
* When [Original Type] is set to [Photo & Text] or [Text] for black-and-white images: MMR
* When [Original Type] is set to [Photo] for black-and-white images: MH

* For grayscale and color images: JPEG

When you select [TIFF], [DocuWorks], or [XPS]* and then select [Manual Select] in [Compression Method]
under [File Format], you can select a compression method from [MH] and [MMR] under [Black & White
Pages].

If you select [PDF] and then select [Manual Select] in [Compression Method] under [File Format], you can
select a compression method from [MH], [MMR], [JBIG2 Arithmetic Encoded], and [JBIG2 Huffman Encoded]
under [Black & White Pages], and one from [JPEG] and [Flate] under [Grayscale/Color Pages]. Selecting [Flate]
saves the image data with higher compression than [JPEG].

You cannot retrieve grayscale or color images in uncompressed (Raw) format.

XPS stands for XML Paper Specification.
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B MRC High Compression

Allows you to save PDF, DocuWorks, and XPS files with high compression.

Important
* If you use the E-mail or Scan to PC service to scan a document with [MRC High Compression] enabled, the
image quality of the scanned data may differ from when you use CentreWare Internet Services to retrieve
the scanned data from a folder with [MRC High Compression] enabled.

* DocuWorks 5.0.x and earlier versions (including trial version) do not support high-compressed DocuWorks
files.

Note
* XPS stands for XML Paper Specification.
* To browse or print DocuWorks files on a computer, one of the following software is required:
* DocuWorks 6.0 or later
* DocuWorks Viewer Light 5.1 or later
* DocuWorks Viewer Light for Web 5.1 or later

® This feature is available when [Color Scanning] is set to [Auto Detect], [Color], or [Grayscale], when
[Resolution] is set to [200 dpi] or [300 dpi], and when [File Format] is set to [PDF], [DocuWorks], or [XPS].

* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

B Searchable Text
Allows you to select whether to perform character recognition in PDF and DocuWorks files.

When [Searchable Text] is set to [Searchable], the following settings are available.

Reference
® Refer to"[File Format - Searchable Text] Screen” (P.360).

Setting Item When [MRC High When [MRC High
Compression] is Set to Compression] is Set to
[Off] [On]
E-mail/Store to Color Scanning | Black & White, Auto Detect, | Auto Detect, Color,
Folder/Scan to Color, Grayscale Grayscale
PC/ Store & Send —
Link/Store to USB Original Type Photo & Text, Text
Network File Format PDF, DocuWorks
Scanning
Advanced Color Space” sRGB
Settings
Layout Resolution 200 dpi, 300 dpi
Adjustment Reduce/ 100%
Enlarge*2

*1 :[Color Space] may not appear for some models, or may not appear on the screen depending on the setting in the System
Administration mode. For more information, refer to "Tools" > "Scan Service Settings" > "Other Settings" > "Color Space” in the
Administrator Guide, and "Color Space (Specifying the Color Space)” (P.408).

*2 :[Auto %] is not supported.
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B Specific Color

Allows you to scan documents and save them in a small number of colors with compression.
Selecting this check box enables the file size to be smaller than selecting [MRC High

Compression].

Note
® This feature is available when [Color Scanning] is set to [Color], when [Resolution] is set to [200 dpi] or [300

dpi], and when [File Format] is set to [PDF] or [DocuWorks].
* To browse or print DocuWorks files on a computer, one of the following software is required:
* DocuWorks 6.0 or later
* DocuWorks Viewer Light 5.1 or later
* DocuWorks Viewer Light for Web 5.1 or later

* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.

B Add Thumbnail

Allows you to attach thumbnails to DocuWorks and XPS files when [DocuWorks] or [XPS] is
selected. A thumbnail is a reduced, small file size image that helps you check the file
contents.

Note
* XPS stands for XML Paper Specification.

B Single File for Each Page
Saves each page as a single file in the specified format.

Note

* When you use the Store to Folder service, files cannot be split.

B PDF Security
Displays the [File Format - PDF Security] screen.

Allows you to configure security on the data saved as a PDF file to prevent unauthorized
access.

Note
* Refer to [File Format - PDF Security] Screen(P.361).

B PDF Signature

Displays the [File Format - PDF Signature] screen.

A visible signature added to a file enables to detect alterations in the file, or to prevent
impersonation of the sender.

* To verify the signature with Adobe Acrobat, select [Digital Signatures] under
[Preferences] on Acrobat, and then select the following option for [When Verifying].

- Acrobat 6.0.x : Windows Digital Certificate Security
- Acrobat 7.0.x : Adobe Default Security
- Acrobat 8.0.x : Adobe Default Security

* Off

No visible signature is added.

* On
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Adds a visible signature using the certificate of the machine.

Note
* Theitems used in the signature are different depending on the machine configuration and settings in the
System Administration mode.

* Signature Location

Select the position where the signature is displayed when you select [On] in [PDF
Signature].

When you select [Invisible Signature], an invisible signature is added using the certificate
of the machine.

Note
* The certificate of the machine is used for PDF digital signature. A user certificate cannot be used for the
digital signature.

B Optimize For Quick Web View
Optimizes the PDF file so that it is displayed faster on a web browser.

B DocuWorks Security
Displays [File Format - DocuWorks Security] screen.
Allows you to configure security on the data saved as a DocuWorks file to prevent
unauthorized access.

Reference
® Refer to [File Format - DocuWorks Security] Screen(P.363).

B DocuWorks Signature
Displays the [File Format - DocuWorks Signature] screen.

A visible signature added to a file enables to detect alterations in the file, or prevent
impersonation of the sender.

* Off
No visible signature is added.
* On

Adds a visible signature using the certificate of the machine.

Note
* Theitems used in the signature are different depending on the machine configuration and settings in the
System Administration mode.

* Signature Location

Select the position where the signature is displayed when you select [On] in [DocuWorks
Signature].

H XPS Signature

Displays the [File Format - XPS Signature] screen.

A visible signature added to a file enables to detect alterations in the file, or prevent
impersonation of the sender.

* Off

No visible signature is added.

* On
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Adds a visible signature using the certificate of the machine.

Note
* XPS stands for XML Paper Specification.

* Theitems used in the signature are different depending on the machine configuration and settings in the
System Administration mode.

[File Format - Searchable Text] Screen
Allows you to select whether to perform character recognition in PDF and DocuWorks files.

71 Select any option.

File Format - Searchable Text [x Cancel ][0 Save

| 9 moseonty | [ [t |

English
> Searchable l J

B Language of the Original
Allows you to select a language to identify the text on the original document.

Note
* This feature is not available for some models. An optional component is required. For more information,

contact our Customer Support Center.

B Text Compression
Allows you to select whether to compress the text areas of the document when using the
Searchable Text feature.

Important
* Note the following when [Searchable Text] is set to [Searchable].

* When the text on the document is small (10 points or smaller), scan the document with high resolution
(300 dpi).

* Color scanning is recommended when the document has outlined white text, or when it has text placed on
a dark background.

* If you use the E-mail or Scan to PC service to scan a document with both [MRC High Compression] and
[Searchable Text] enabled, the recognition rate of the scanned data may differ from that of the data
retrieved from a folder with both [MRC High Compression] and [Searchable Text] enabled, using

CentreWare Internet Services.
* Inthe following cases, the Searchable Text feature may not function properly.

* If the document is not loaded correctly and thus the text is slanted, or if the text on the document is in
different orientations
* If the text on the document is decorated (italic, hatching, strike-through, etc.)

* If the document has background patterns or noise
* If the text on the document is handwritten
Note

* This feature is not available for some models. An optional component is required. For more information,
contact our Customer Support Center.
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[File Format - PDF Security] Screen

This screen allows you to encrypt a PDF file with a password, and assign the access
privileges for the file operation.

T Select any option.

@ File Format - PDF Security [<7 Save }

Encryption Algorithm  Supported Version

| off
|

128-bit RC4

File Open
Acrobat 5.0 orlater | | ) e ‘
(Not Set)

l
|
Password J 128-bit AES

[ |
| |
[ 256-bit AES

l J

m Off

The file is not encrypted, and no access privilege is assigned.

B Password

Encrypts the file using a password.

B Encryption Algorithm

Allows you to specify the encryption method.

* 128-bit RC4
Encrypts the file by the 128-bit RC4 method. Files encrypted by this method can be
opened with Adobe® Acrobat® 5.0 or later.

Important
* When the 128-bit RC4 method is used to encrypt a file, and [PDF Signature] is selected, files can be opened

only with Adobe® Acrobat® 6.0 or later.
* 128-bit AES

Encrypts the file by the 128-bit AES method. Files encrypted by this method can be
opened with Adobe® Acrobat® 7.0 or later.

* 256-bit AES
Encrypts the file by the 256-bit AES method. Files encrypted by this method can be
opened with Adobe® Acrobat® 9.0 or later.

M Supported Version

Displays the supported versions of Adobe® Acrobat® for encryption.
H File Open Password

Displays the [PDF Security - File Open Password] screen.

If you select [On] and set a password, the password is required to open the file.

You can enter a password with up to 32 characters.
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H Permissions

Displays the [PDF Security - Permissions] screen.

Reference

* Refer to [PDF Security - Permissions] Screen(P.362).

[PDF Security - Permissions] Screen

This screen allows you to assign access privileges to a file.

1 Select [Permissions].

@ File Format - PDF Security

[ save ]

Encryption Algorithm  Supported Version

[off |

128-bit RC4

Password J [ 128-bit AES

[ 256 bit AES
l

\
|
\
J

‘ i) File Open
= password...
(Not Set)

S

s Permissions...

Acrobat 5.0 or later

No Restrictions

(

2 Select [Security Password].

PDF Security - Permissions

[x Cancel ][<7 Save

Items

Current Settings

1. Security Password

2. Printing

Not Allowed

3. Changes Allowed

Not Allowed

4. Allow Contents Copying and Extraction

Not Allowed

5. Text Editing by Screen Reader

Allowed

Select [On].

hn &HN W

6 Select any option.

B Security Password

Enter the security password, and select [Save].

Likewise, re-enter the security password, and select [Save].

Displays the [PDF Security - Security Password] screen.

[Security Password] allows to assign access privileges to files. The password is required to
change the access privileges or to perform unauthorized operations.

You can enter a password with up to 32 characters.

B Printing

Displays the [Permissions - Printing] screen.

Specify whether to allow printing the file. If allowed, select the print resolution.
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B Changes Allowed
Displays the [Permissions - Changes Allowed] screen.

Specify whether to allow changing the file contents, such as inserting pages or adding
notes.

H Allow Contents Copying and Extraction

Allow Contents Copying and Extraction
Specify whether to allow copying the file contents, such as text and images.

B Text Editing by Screen Reader
Displays the [Text Editing by Screen Reader] screen.

Select [Allowed] to use application software, such as a screen reader, that reads out PDF
documents for the visually handicapped.

[File Format - DocuWorks Security] Screen

This screen allows you to encrypt a DocuWorks file with a password, and assign the access
privileges for the file operation.

1 Select any option.

ﬂ File Format - DocuWorks Security [<7 Save ]

No File \W\
(Not Set)

[ off

Editing l

D No Printing ) Pl e ‘

Password
(V4 or later)

Password
(V5 or later)
d

Password
| (v8 or later) | Encryption Algorithm

(Not Set)

‘ 56-bit DES ‘

m Off
The file is not encrypted, and no access privilege is assigned.

B Password (V4 or later)

Encrypts the file by the 56 bit AES method using a password. Files encrypted by this method
can be opened with DocuWorks Ver. 4.0 or later.

Select [Open Password] to set a password.

B Password (V5 or later)

Encrypts the file by the 128 bit AES method using a password. Files encrypted by this
method can be opened with DocuWorks Ver. 5.0 or later.

Select [Open Password] to set a password.
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B Password (V8 or later)
Encrypts the file by the 256 bit AES method using a password. Files encrypted by this
method can be opened with DocuWorks Ver. 8.0 or later.

Select [Open Password] to set a password.

Important
* If you encrypt a file using a certificate without Basic Constraints, you cannot use DocuWorks Ver. 5.0.1 and

Ver. 6.0.1 to open the file. To use such certificates, use DocuWorks Ver. 5.0.2, or Ver. 6.0.2 or later.

Note
* When you select [Full Access Password] or [Open Password] in [Digital Certificate (V4 Incompatible)], the

same certificate name may be redundantly displayed in [Security Settings] of a DocuWorks document to be
generated, in the following conditions. However, this does not affect the operation.

* When you created a job flow on the machine, the same certificate was selected redundantly.

® The certificate data was obtained from an LDAP server, and the same certificate was selected redundantly.

W Digital Certificate (V5 or later)

Encrypts the file by the 128 bit AES method using a certificate. Files encrypted by this
method can be opened with DocuWorks Ver. 5.0 or later.

Select [Certificate] to set a certificate.

M Digital Certificate (V8 or later)

Encrypts the file by the 256 bit AES method using a certificate. Files encrypted by this
method can be opened with DocuWorks Ver. 8.0 or later.

Select [Certificate] to set a certificate.

H Encryption Algorithm
Displays the encryption methods.

M Restricted Operations
Select file operations to assign access privileges. When assigning access privileges, set [Full
Access Password].

B Open Password
Displays the [DocuWorks Security - Open Password] screen.

If you select [On] and set a password, the file is encrypted. To open the file, the password is
required. The access privileges set in [Restricted Operations] are assigned.

You can enter a password with up to 32 characters.

M Full Access Password
Displays the [DocuWorks - Full Access Password] screen.

If a password is set, the password is required to change the access privileges set in
[Restricted Operations].
You can enter a password with up to 32 characters.

[DocuWorks Security - Certificate] Screen
This screen allows you to specify parties to whom the encrypted file is disclosed, and
addresses to which privileges are assigned.

Note
* You can specify up to 50 parties to whom the encrypted file is disclosed, on the [DocuWorks Security -

Certificate] screen.
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When the Address Book Type 1 is Displayed

M List all certificates

Displays all the certificates currently configured on the machine. Select [ A] to return to the
previous screen or [ W] to move to the next screen.

# Certificate Type Name/E-mail Address

For [Certificate Type], select [Open File] to open the file, or select [Full Access] to allow all
operations such as editing the file.

When selecting a certificate, a pop-up menu appears. Select [Delete], [Change Rights],
[Certificate Details], or [Cancel].

Select [Certificate Details] to display [Certificate Details] screen. You can confirm certificate
information, such as issuer, expiration date, and persons to whom the certificate is issued
on the screen.

& Delete All

Deletes all certificates currently configured on the machine.

& Add Certificate
Select [Add Certificate] and then [Certificate Address Book] screen appears.

B [Certificate Address Book] screen

Select a certificate from the certificate address book.

Note
* To switch the Address Book entry type, select [Public Entries], [Network Entries], [Smart Card E-mail Address],
or [Device Certificate] from the drop-down menu on the [Certificate Address Book] screen.

* The methods that appear in the drop-down menu depend on the settings in the System Administration
mode.

M Public Entries
Displays the local addresses.
¢ All
Lists all the registered recipients for using SMB or FTP protocol.
4 Alphanumeric Index
Lists the registered recipients with alphanumeric index character in alphabetical order.
4 Search
Allows you to set [Simple Search] or [Advanced Search].

Searches by specified keyword for [Simple Search], or by search entries for [Advanced
Search].

Note

* For [Advanced Search], you can set multiple search entries.

¢ #/Name/E-mail Address

Displays the list of names, registered numbers, and E-mail addresses.

¢ Go to

Enter a recipient number using the numeric keypad to display the recipient at the top of the
list.
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¢ [[1] ] button
Certificate information, such as issuer, expiration date, and persons to whom the certificate

is issued, is displayed.

B Network Entries
Searches recipients in the remote address list.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect

to the internet. The communication fee shall be borne by you.

* To search for a recipient with a keyword without setting [Name], [E-mail Address], or [Custom Item],enable
the search filters on the [Custom Filters] screen of CentreWare Internet Services ([Simple Search]). For more

information, refer to the help of CentreWare Internet Services.

Note
* Todisplay [Network Entries], prior settings are required in the System Administration mode.

B Smart Card Certificate
Searches recipients in the remote address list.

Note
® This item is displayed when the Smart Card Reader is connected.

M Device Certificate
Searches recipients in the remote address list.

Note
* This item is displayed when the machine stores a certificate.

When the Address Book Type 2 is Displayed

H List all public entries
Displays the local address list.

M Retrieve entries using index
Specify a single alphanumeric index character which is set when registering speed dials to
retrieve the addresses, or specify a speed dial to display at the top of the address list.

B Search Public
Searches recipients in the local address list.

B Search Network
Searches recipients in the remote address list.

Note
* Todisplay [Search Network], prior settings are required in the System Administration mode.

H[[I] ] button
Displays the [Certificate Details] screen.
Certificate information, such as issuer, expiration date, and persons to whom the certificate

is issued, is displayed.

B Name/E-mail Address/DN
Lists names and their e-mail addresses.
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m Add

Select this button to add the certificate as one of the certificates of persons who are
allowed to open the file.

B Grant full access to this file

Configure certificates of persons who are allowed to change access privileges including
editing or operating the file (full access).
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Network Scanning

This section describes the procedure to select features on the [Network Scanning] screen.
On the [Network Scanning] screen, you can scan documents after specifying a file (job
template) saving scanning conditions, information on the forwarding destination server,

and others.

This feature creates job templates on a computer using CentreWare Internet Services.
Scanned data is converted to the format specified in a job template, and is automatically
sent to a server. The machine allows you to automatically retrieve job templates stored in a
server. The following describes features available on the [Network Scanning] tab.

Note
* If characters not supported by the machine are used in names or descriptions of job templates, the

characters will not be displayed or will be garbled on the screen. For information on characters available for
use, refer to "Appendix” > "Notes and Restrictions” > "Notes and Restrictions on the Use of the Machine” in the

Administrator Guide.
Important

* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.

1 Select [Network Scanning] on the Services Home screen.

Network Scanning Store & Send Link. Store to USB §ﬁghtness
< 5 = @

Media Print Media Print Job Flow Sheets
-Text -Photos

Store to WSD

L 22 |

Note
* WSD stands for Web Services on Devices.

2 Select a job template, and then select a feature on the [Network Scanning] screen.

Network [ Advanced Layout IFilingOptions
(3 scaming  |iiSetting i
Goto
_ 001 0 501
Y

7
003 Nome3 Template ]
Description |
004 Name4 Update
=

005 @Name5 Vel

Color [ 2 Sided [ Original Type File Format ‘
(@ [][@En, JE .| [E] »
| color | (Head to Head) | Text PDF |
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H Job Template
Select a default job template for the scan job.

The default job template is used as a base template when a new template is created on
CentreWare Internet Services. This template cannot be deleted. It can be edited and
returned to the factory-default template only by the system administrator.

Reference
* Forinformation on how to use CentreWare Internet Services, refer to the help of CentreWare Internet Services.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.

H Go to

Use the numeric keypad to enter a 3-digit job template number. The job template then
appears at the top of the list.

B Template Description

Displays the [Template Description] screen on which you can view the description of the job
template. This button is displayed only when the description has been added to a job
template.

B Update Templates

Refreshes the information. If a created job template has not been displayed, selecting
[Update Templates] will display the job template.

Preview (Previewing the Scanned Images during a Scan Job)
You can preview the scanned images while scanning the document.

Reference
* For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.351).

Color Scanning (Selecting an Output Color)
You can set the output color to scan a document.

Reference
* For more information, refer to "Color Scanning (Selecting an Output Color)" (P.351).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.

By setting the binding style, both sides are scanned in the same orientation.

Reference
* For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)” (P.352).

Original Type (Selecting the Document Type)
You can select the type of the document.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)" (P.354).
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File Format (Selecting a File Format for Output Data)

You can select a file format for output data.

Reference
* For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.354).
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Scan to PC

This section describes the procedure to select features on the [Scan to PC] screen. The Scan
to PC service allows you to scan documents and send the scanned data to a network
computer via the FTP or SMB protocol. The following describes features available on the
[Scan to PC] tab.

"Transfer Protocol (Selecting a Transfer Protocol)" (P.372)

"Address Book" (P.373)

"Address Book (Specifying a Destination Using the Address Book [Type 1])" (P.373)
"Address Book (Specifying a Destination Using the Address Book [Type 2])" (P.375)
"Add New Address (Registering a Destination PC on the Address Book)" (P.376)
"Specifying a Destination PC Using a One Touch Button” (P.380)

"Browse (Specifying a Destination PC by Browsing Your Network)" (P.381)
"Specifying a Destination (Specifying a Destination PC Using the Screen Keyboard)" (P.383)
"Preview (Previewing the Scanned Images during a Scan Job)" (P.385)

"Color Scanning (Selecting an Output Color)" (P.385)

"2 Sided Scanning (Scanning Both Sides of a Document)” (P.385)

"Original Type (Selecting the Document Type)" (P.386)

"File Format (Selecting a File Format for Output Data)” (P.386)

Note
* Before scanning, you must create a shared folder on your computer to save scanned data in. Furthermore, if
you use the FTP protocol, you must set the FTP service. For information on the computer settings, refer to the
documentation provided with your operating system. For information on how to configure the FTP settings
on Mac OS X 10.7 Lion, OS X 10.8 Mountain Lion, OS X 10.9 Mavericks, or OS X 10.10 Yosemite, refer to the
official website of Apple, Inc.. For information on supported operating systems, refer to "Appendix” >
"Specifications” in the Administrator Guide.

Reference

* You can customize the layout of the features displayed on the [Scan to PC] screen. For more information, refer to "Tools" > "Scan
Service Settings" > "Screen Defaults” > "1st Tab - Features Allocation” in the Administrator Guide.

* You can set [First Tab] or [Address Book] for the screen displayed when you select [Scan to PC] on the Service
Home screen. For more information, refer to "Tools" > "Scan Service Settings” > "Screen Defaults” > "Scan to
PC Screen Default" in the Administrator Guide.

71 Select [Scan to PC] on the Services Home screen.

B

e
Copy Faox/ Internet Fax | Brightness |

I (]

Simple Copy Simple Fax Scan to PC

R 0 P =

Store to Folder Send from Folder Stored
Programming

L 12 )}
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2 Select a feature on the [Scan to PC] screen.

ScantoPC |  Advanced Layout Filing Options
= Settings j

[, Transfer ) H ”
== Protocol... Server

= H |

Shared Name
| = AddressBook.. |
Ul ., | ”

| B |
| ”

[ Jpreview Password ( J

[ @ color ["] [ 25ided || [ original Type | | [m] FileFormat | |
Scanning || ID Scanning - - ﬁ a
| Block & White | J 11 Sided | J [ Photo & Text | J poF )]

Note

* Depending on the settings for [Save to PC Screen Default] in the System Administration mode, the [Server
Address Book] screen is displayed. For more information, refer to "Tools" > "Scan Service Settings" > "Screen
Defaults” > "Save to PC Screen Default” in the Administrator Guide.

* Fields displayed on the screen vary depending on the protocol you have selected.

Transfer Protocol (Selecting a Transfer Protocol)

You can select a transfer protocol using the following procedure.

1 Select [Transfer Protocol].

ScantoPC |  Advanced Layout Filing Options
= Settings j

[, Transfer ) H ”
== Protocol... Server

= H |

Shared Name
| = AddressBook.. |
Ul ., | ”

| B |
| ”

[ Jpreview Password ( J

[ @ color ["] [ 25ided || [ original Type | | [m] FileFormat | |
e Scanning .|| Scanning - a ﬁ a
| Block & White | J 11 Sided | J [ Photo & Text | J poF )]

2 Select any option.

~.— Transfer Protocol [x Cancel J[& Save

Changing the protocol will delete the specified

storage location in which the scanned files will
et

SMB.

SMB.

(UNC Format) J

EFTP

Transfers using the FTP protocol.

H SMB
Transfers using the SMB protocol.

B SMB (UNC Format)
Transfers using the SMB protocol (UNC Format).

UNC stands for Universal Naming Convention and its format is as follows:
\\host name\shared name\directory name
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Address Book
The following describes the Address Book.

When you select a recipient using the Address Book, the following restrictions should be
noted.

* You cannot use address numbers input by the numeric keypad or group numbers to
specify the recipients registered in the Address book.

Types of the Address Book

The machine provides two different ways of displaying the Address book: [Type 1] and
[Type 2]. The Address Book [Type1] or [Type2] will be displayed depending on the setting
of [Address Book Type] in the System Administration mode.

Reference

* Forinformation on how to set the Address book type, refer to "Tools" > "Address Book Settings" > "Address Book Type" in the
Administrator Guide.

Server Address Book J [<7 Close ]
Go tof ]
= s
\D i # 4| Name
= Index Svr Adress Nomel =
) 0001355 456,78 sve | [
Search Swr Adress Name2 )
o MY | 0002 73755679 swb | (i
Svr Adress Name3 (5|
0003 355 456,80 sve | [
Svr Adress Name (5|
0004355 65481 Fre | [
P Svr Adress Name5. (5|
( AddNew | 0005 3 Craa e [E | v J
| < Address.. | —
Server Address Book < Close ]
75| Goto
\m\ ¢ i
0001 Svr AddressNamel  FTP — ‘ ‘
[ addo | | J
0002 Svr AddressName2  SMB Address
1 User Name:
0003 Svr Address Name3 ~ FTP Protocol: SMB

Save in:

0004 Svr Address Name4  SMB

0005 Svr Address Name5  FTP o

Address Book (Specifying a Destination Using the Address Book [Type
1

The following describes how to specify a destination using the Address Book [Type 1].

1 Select [Address Book].

) ScantoPC |  Advanced Layout Filing Options
Settings j

[, Transfer ) [ )
== Protocol... See
- | J

Shared Name
| = AddressBook.. |
Ul ., | ”

| B |
| ”

[ Jpreview Password ( J

[ @ color ["] [ 25ided || [ original Type | | [&a| FileFormat | |
e Scanning .|| Scanning - a ﬁ a
| Block & White | J 11 Sided | J [ Photo & Text | J poF )]
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2 Select the destination to store the data in.

Server Address Book [<7 Close ]
@ o (0001 -ZGOOOB:kC”
‘B ) # A Name 77
‘ o001 e ! swe
|| o ()
o003 SN o
o0 Ao e (]
(e ||| ooos SRS e (@) v |
Important

* You can only use destinations configured for SMB or FTP.

Note
* Select [ A]to return to the previous screen or [ ¥ ] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* During scrolling the list, the [[#] button is not displayed. When scrolling stops, it is displayed again.

[ | eSS ..f(ListIThumbnail)

Allows you to switch the number of the recipients displayed from list (five items) or
thumbnail (15 items).

H Name

Lists recipient names and protocols.

u [[i]] button

Allows you to confirm information, such as [Name] and [Server Name/IP Address], on the
screen displayed.

H Go to
Enter a recipient number using the numeric keypad to display the recipient at the top of the
list.

B Add New Address

Allows you to add a new recipient. To add a new recipient, use the screen keyboard or
current locations.

Reference
* For more information on how to add new recipients, refer to "Add New Address (Registering a Destination PC on the Address
Book)" (P.376).

mAll
Lists all the registered recipients for using SMB or FTP protocol.

B Alphanumeric Index
Lists the registered recipients with alphanumeric index character in alphabetical order.
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W Search
Allows you to set [Simple Search] or [Advanced Search].

Searches by specified keyword for [Simple Search], or by search entries for [Advanced
Search].

Note

* For [Advanced Search], you can set multiple search entries.

Address Book (Specifying a Destination Using the Address Book [Type
2])

The following describes how to specify a destination using the Address Book [Type 2].

1 Select [Address Book].

Scan to PC Advanced Layout Filing Options

= Settings ji

[, Transfer | H ”
- Protocol... Server

SMB.

SharedName | ]

| 75 AddressBook... |

Ul ., | ”
| Browse... |

‘ [res—— ]
[ Jpreview Password ( J
[ @ color ["] [ 25ided || [ original Type | | [&a| FileFormat | |
eScanning - EScanning - - ﬁ a
| Block & White | J 11 Sided | J [ Photo & Text | J poF 1)

2 Select the destination to store the data in.

Server Address Book <7 Close ]
| Goto
\m\ ¢ i
0001 Svr AddressName1  FTP o ‘ ‘
[addo | L J
0002 Svr AddressName2  SMB Address
— User Name:
0003 Svr AddressName3 ~ FTP Protocol: SMB
Savein:
0004 Svr AddressName4  SMB
0005 SwrAddressNomes FTP | v |

* To switch the Address Book entry type, select [List all public entries], or [Retrieve entries using index] from the
drop-down menu on the [Server Address Book] screen.

3  Select [Add].

Important
* You can only use destinations configured for SMB or FTP.

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).
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H List all public entries
Displays the local address list.

Select [A] to return to the previous screen or [ W] to move to the next screen. Scroll the list
by drag or flick operation to switch the screen to be displayed. Select items you want to set
for a recipient, and select [Add].

Reference
* Forinformation on how to drag or flick, refer to "Touch Screen" (P.84).

H Retrieve entries using index

Specify an alphanumeric index character set when registering speed dials to retrieve the
addresses or a speed dial to display at the top of the address list.

B Name/Protocol

Lists recipient names and protocols.

H Add
Adds a selected recipient to the [Save in] box.

H Save in

Displays a selected recipient.

H Go to
Enter a recipient number using the numeric keypad to display the recipient at the top of the
list.

H [ {]]button
Allows you to confirm information, such as [Name] and [Server Name/IP Address], on the
screen displayed.

Add New Address (Registering a Destination PC on the Address Book)

You can register destination PC on the Address Book. The current Destination PC specified
on the First Tab screen can also be registered.

Note
* [Add New Address] is not displayed depending on the settings in the System Administration mode or
depending on the number of registered recipients. Ask your system administrator to confirm the settings and

the number of recipients.

1 Select [Add New Address].

Server Address Book g [<7 Close ]
El o SR
‘B ) # A Name 77
‘ o001 e ! swe
|| o ()
0003 SvrzﬁtsigzséName}l aB | E )
0004 Sy AdressNames re ()
(A | || coos BT fe () v
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2 Select a method to register a recipient.

] Add New Recipient

A new recipient will be added
to the Address Book.

(T e — To edit recipient details,
o] select Setup on the Services
- Home screen.

[ = Add from current
| location

H New

Enter a new recipient using the keyboard.

B Add from current location
Register the current location specified on the First Tab screen.

Select a location to be registered from the current locations specified on the First Tab
screen.

Note

* When you select this item, the location information will be displayed. This item cannot be selected if no
location is specified on the First Tab screen.

When [New] is selected

3 Select a transfer protocol.

.'ﬁ" New Recipient - Save In location ‘ Cancel HG Back H'> Next

Transfer Protocol

o H ”
SMB.

swen ”

SMB.

(UNC Format)

Grrame | ”

pusvard | ”

Reference
* For more information on Transfer Protocol, refer to "Transfer Protocol (Selecting a Transfer Protocol)” (P.372).

* For more information on [Browse], refer to "Browse (Specifying a Destination PC by Browsing Your Network)"
(P.381).

4 Select an item and set.

BWhen [FTP] is selected
The following items appear:
* Server
* Savein
* User Name

* Password

EWhen [SMB] is selected

The following items appear:
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* Server

Shared Name
* Savein
¢ User Name

* Password

EWhen [SMB (UNC Format)] is selected
The following items appear:
* Savein
* User Name
* Password
Note

* For more information on the setting items, refer to "Specifying a Destination (Specifying a Destination PC
Using the Screen Keyboard)" (P.383).

5 Select [Next].

Note

* Toreturn to the previous screen, select [Back].

When [Add from current location] is selected

3 Select an item to set and set if you change a setting.

H-}Next

.‘ﬁ" New Address - Save In Location ‘  Cancel ‘ ‘ 4= Back

Transfer Protocol

FTP Server

swen ”

Urrtame e ”

Password H H

Note
* [Transfer Protocol] cannot be changed.

Reference
* For more information on the setting items, refer to "Specifying a Destination (Specifying a Destination PC Using the Screen

Keyboard)" (P.383).
4 Enter each item using the keyboard displayed on the screen, and then select [Save].
Reference

* For more information on the setting items, refer to "Specifying a Destination (Specifying a Destination PC Using the Screen
Keyboard)" (P.383).

5  Select [Next].
Note

* Toreturn to the previous screen, select [Back].
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6 Select [Name], enter a name using the keyboard displayed on the screen, and then select
[Save].

.'ﬁ" Add New Recipient - Input Name ‘ Cancel HG Back H'> Next
Narme | |
e ]
s [ooo1 | [ Ghenee ]
Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

7 When you change the index, select [Index], select a new character from the keyboard
displayed on the screen, and then select [Save].

You can register a single alphanumeric index character for use as a keyword to search with
the Address Book.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

8 When you change the address number, select [Change], select a number from the list, and
then select [Save].

9 Select [Next].

Note
* Toreturn to the previous screen, select [Back].

10 Select an item to set and set.

I New Address - Address 0006 | cancel |[4=Back || & Registered
Items Current Settings

1. Address Type Server

2. Name myhost

3. Index M

4. Transfer Protocol SMB.

5. Server Name / IP Address 192.0.2.1

6. Shared Name (SMB Only) y v J

The following items appear:
* Address Type

* Name

* Index

* Transfer Protocol

* Server Name/IP address
* Shared Name (SMB Only)
* Savein

* User Name

* Password
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* Port Number

Note
* To delete the input data and return to the [Server Address Book] screen, select [Cancel].

Reference
* For more information on the setting items, refer to "Tools" > "Setup” > "Add Address Book Entry" in the Administrator Guide.

717 When the settings are completed, select [Registered].

Note
* To return to the previous screen, select [Back].

Specifying a Destination PC Using a One Touch Button

You can use the one touch buttons to specify the server name, the user name used for login
to the destination server or other computers, and other information from the Address Book.

One touch buttons correspond to the address numbers from 0001 to 0052, or 0001 to

0045.
For example, when the number you want to dial is registered to the address number 0001,

press one touch button <1>.

Note

* One touch buttons can be used when the Fax service is available.
* There are two ways in which address numbers and stored programs are assigned to the one touch buttons.
Select either of the following. By default, [Type 1] is selected.
* [Type 1]
The buttons 1 to 52 are used for address numbers and they correspond to the registered address numbers
0001 to 0052, while the buttons 53 and 54 are used for stored programs and they correspond to the

registered stored programs 1 and 2.

* [Type 2]
The buttons 1 to 45 are used for address numbers and they correspond to the registered address numbers
0001 to 0045, while the buttons 46 to 54 are used for stored programs and they correspond to the

registered stored programs 1 to 9.
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1 Press a one touch button. Confirm that the recipient (destination PC) specified with the one
touch button is displayed on the touch screen.

— 1 1
S $———— One touch buttons
10 mn 12

13 14 15

16 17 18
{ s s I |

Important
* The one touch buttons have a sensor to detect which page of one touch buttons (1- 18,19 - 36, and 37 - 54)
is currently opened. Before pressing a one touch button, turn over the one touch panel completely, and take
off your hand from the panel. Do not press the button while you are turning over the panel.

* Do not place any objects near the one touch buttons, nor spill any liquid over them.

Note
® Turn the one touch panel over to press the one touch buttons 19 and above.

* If you have entered an incorrect value, select the recipient (destination PC) displayed on the touch screen,
select [Remove] on the pop-up menu, and enter the correct value.

Browse (Specifying a Destination PC by Browsing Your Network)

This feature displays a hierarchy consisting of server names and folders. You can specify a
save destination by tracing the hierarchy.

1 Select [Browsel.

ScantoPC |  Advanced Layout Filing Options
= Settings j

[, Transfer ) H ”
== Protocol... Server

= H |

Shared Name
| = AddressBook.. |
Ul ., | ”

| B |
| ”

[ Jpreview Password ( J

[ @ color ["] [ 25ided || [ original Type [ | File Format
o AT e .|[E =
| Block & White | J 11 Sided | J [ Photo & Text | J poF )]
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2 Select the destination to save the data in. Select [Previous] or [Next] to move to another

level.

Browse [x Cancel ][<7 Save ]

Savein ‘ W3\ |
0 [
! |
2
g \% Previous
4 v J \ Next

Important

* You can specify recipients for SMB only.

Note
¢ Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

flick, refer to "Touch Screen” (P.84).

H Savein
Shows the current location in the hierarchy.

B Add to Address Book
Displays the [Add to Address Book] screen.

Reference
® Refer to [Add to Address Book] Screen(P.382).

B Previous
Allows you to move to the upper directory.

Note
* This button is grayed out if there is no upper directory.

B Next
Allows you to move to the lower directory.

Note
* This button is available when a folder is selected.

[Add to Address Book] Screen

This screen allows you to register the save destination specified in [Browse], in the Address
Book.

1 Select [Add to Address Book].

Browse [x Cancel ][0 Save ]
Savein ‘ W34
| Add to Address |
g |8 ook |
1
2
[ 4. Previous
2 ‘%‘ )
[ Next
4 v
I
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2 Select [Save].

% Add to Address Book [x Je— ][ & save
Address: 0001 | 9 Belt--
Name: H (NotSet) ”
Server Name: 3 _
Shared Name: 4 -

CJ
Savein:
B Address

To change the address number, select [Edit] and then the desired number.

H Name

To change the recipient name, enter a new name with the keyboard displayed by selecting
[Name].

Note
* The recipient name may not be displayed depending on the settings.

Specifying a Destination (Specifying a Destination PC Using the Screen
Keyboard)

Enter information in the fields provided for the selected protocol, to specify a forwarding
destination.

71 Select the item to be set.

ScantoPC |  Advanced Layout Filing Options
= Settings j

[, Transfer
~ Protocol...

e | n

SMB.

srarname ]
| = AddressBook.. |
Ul ., | ”
| Browse... |
| ]

[ Jpreview Password ( J

[ @ color ["] [ 25ided || [ original Type | | [&a| FileFormat | |
e Scanning .|| Scanning - a ﬁ a
| Block & White | J 11 Sided | J [ Photo & Text | J poF )]

Note
* You can also select [Address Book] to enter information.

* Fields displayed on the screen vary depending on the selected protocol.
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384

Enter information using the keyboard displayed on the screen.

Server [x Cancel ][0 Save ]

[ [ 1
‘ ‘ & Pelete Text

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Note

* To delete characters, select [Backspace].

N Server

This option is displayed when you select [FTP] or [SMB] in [Transfer Protocol]. Enter a server
name or IP address. When the save location is in the DFS hamespace on Windows, enter a
domain name or server name. Up to 64 characters are allowed.

The following are examples:

¢ For [FTP]:

Server name: myhost.example.com

(myhost: host name, example.com: domain hame)
IP address: 192.0.2.1

¢ For [SMB]:

Server name: myhost

IP address: 192.0.2.1

B Shared Name

This option is displayed when you select [SMB] in [Transfer Protocol]. Enter a shared name.
When the save location is in the DFS namespace on Windows, enter a root name. Up to 64
characters are allowed.

H Save in

This option is displayed when you select [FTP] or [SMB] in [Transfer Protocol]. Enter a
directory path. When the save location is in the DFS namespace on Windows, enter a folder
name. Up to 128 characters are allowed.

Note

* The folder name is the same as the link name for Windows Server® 2003.

& For [FTPI:

Example: mydoc/Scan

¢ For [SMB]:

Example: mydoc\Scan
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H Save in
This option is displayed when you select [SMB (UNC Format)] in [Transfer Protocol].

Enter the following directory path: "\\Host Name\Shared Name\Directory Name". When the
save location is in the DFS namespace on Windows, enter "\\Domain Name\Root
Name\Folder Name" or "\\Server Name\Root Name\Folder Name". Up to 260 characters
are allowed.

B User Name

Enter the user name of the computer you are forwarding to. When a user name is not
required for the destination, this field can be skipped.

When you select [FTP] in [Transfer Protocol], up to 97 characters are allowed.
When you select [SMB] in [Transfer Protocol], use one of the following formats:
@ For Active Directory:

User name@Domain name (user name: up to 32 characters, domain name: up to 64
characters)

Example: fuji@example.com (fuji: user name, example.com: domain name)
@ For Windows NT Domain:

Domain name\User name (domain name: up to 64 characters, user name: up to 32
characters)

Example: example\fuji (example: domain name, fuji: user name)

@ For workgroups:
Local user (up to 32 characters)

Example: Fuji-Taro

B Password

Enter the password for the user name. Up to 32 characters are allowed.

Preview (Previewing the Scanned Images during a Scan Job)
You can preview the scanned images while scanning the document.

Reference

* For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.351).

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.

Reference

* For more information, refer to "Color Scanning (Selecting an Output Color)" (P.351).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.

By setting the binding style, both sides are scanned in the same orientation.

Reference
* For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)” (P.352).
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Original Type (Selecting the Document Type)

You can select the type of the document.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)" (P.354).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.

Reference
* For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.354)
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Store to Folder

This section describes the procedure to select features on the [Store to Folder] screen. You
can scan documents and save the scanned data in a folder of the machine.

The following describes features available on the [Store to Folder] tab.

Note
* When [Store to Folder] is selected, [File Format] is disabled.

* When you use CentreWare Internet Services to retrieve a file from a folder, you can set [Searchable Text] if all
scanned images of the file in the folder are set as follows:

* Image Size: 15 x 15 mm to 309 x 432 mm
* Color Scanning: Auto Detect, Color, Grayscale, Black & White (Black & White only for some models)
* Original Type: Photo & Text, Text
¢ Color Space: sSRGB
* Resolution: 200dpi, 300dpi
* Reduce/Enlarge: 100 %
Reference

* You need to create afolder in advance. For more information on how to create a folder, refer to "Tools" > "Setup” > "Create Folder”
in the Administrator Guide.

* You can customize the layout of the features displayed on the [Store to Folder] screen. For more information,
refer to "Tools" > "Scan Service Settings" > "Screen Defaults" > "1st Tab - Features Allocation” in the

Administrator Guide.

1 Select [Store to Folder] on the Services Home screen.

Copy Fax/ Internet Fax

g

Simple Copy Simple Fax Scan to PC

Store to Folder Send from Folder
Programming

L 12 )}

2 Select a feature on the [Store to Folder] screen.

Store to [ Advanced Layout I Filing Options
Folder Setting: ji
Goto

001 002 003 004
TEST1 TEST2 TEST3 TEST4 001 < 200
005 006 007 008
TESTS TEST6 TEST7 TEST8
009 010 011 012 E D )
TEST9 TEST10 TEST11 TEST12 Preview

2 Sided Original Type
A} THE A} E .

|1 Sided (

[ Color
| Scanning
| Black & White

| Photo & Text

Note
* If a passcode is set for the folder, the passcode entry screen may appear. Enter the passcode and select
[Confirm]. If you have forgotten the passcode, set the folder passcode in the System Administration mode

again.
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B Folder
Select a folder to save the scanned data in.

Note
* Select [ & ]to return to the previous screen or [ W] to move to the next screen.

H Go to
Use the numeric keypad to enter a 3-digit folder number. The folder then appears at the

top of the list.

H File List
Select a folder and then select this button to display the [File List] screen. You can confirm

or delete files stored in the folder.

Color Scanning (Selecting an Output Color)
You can specify the output color to scan a document.

Reference
* For more information, refer to "Color Scanning (Selecting an Output Color)" (P.351).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.
By setting the binding style, both sides are scanned in the same orientation.

Reference
* For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.352).

Original Type (Selecting the Document Type)

You can select the type of the document.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)" (P.354).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.

Reference
* For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.351).
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Store to USB

This section describes the procedure to select features on the [Store to USB] screen. The
Store to USB service allows you to scan documents and save the scanned data to a USB
memory device.

“Save in (Specifying a Storage Location in the USB Memory Device)” (P.394)

"Details (Displaying the Details of a Storage Location in the USB Memory Device)" (P.396)
"Preview (Previewing the Scanned Images during a Scan Job)" (P.396)

"Color Scanning (Selecting an Output Color)" (P.397)

"2 Sided Scanning (Scanning Both Sides of a Document)” (P.397)

"Original Type (Selecting the Document Type)" (P.397)

"File Format (Selecting a File Format for Output Data)” (P.397)

Important
* Before removing the USB memory device, make sure that the screen indicating that data is being transferred
is not displayed. If you remove the USB memory device while the data is being stored, the data in the device
may be damaged. You can also view the [Job Status] screen to confirm if the data has been stored to the USB
memory device.

Note
* This feature may not be available depending on the setting in the CentreWare Internet Services. For more
information, refer to "CentreWare Internet Services Settings” > "Configuring Machine Settings Using
CentreWare Internet Services" in the Administrator Guide.

* An optional component is required to use this service. For more information, contact our Customer Support
Center.

* A USB memory device encrypted with software is not supported.
® Use the following USB memory devices:

* Aformatted USB memory device (The supported formats are FAT12, FAT16, FAT32, and VFAT. NTFS and
exFAT are not supported.)

* A USB 2.0 compliant memory device (USB 1.1 is not supported.)
* A USB memory device with a storage capacity of up to 128 GB

* Commercially available Memory Card Reader with single slot™1 can be used for Media Print feature, but its
safe performance is not guaranteed.

When a Memory Card Reader with multi-slot*2 is used, only one particular slot is available.And which slot is
available differs according to models and slot of media/Memory Card that you want to use is not always
available. Safe performance of a Memory Card Reader with multi-slot is not guaranteed, either.
*1 :Media/Memory Card that has one slot. Some allow only one type of media/Memory Card, while others allows
more than one types (ex. SD card, xD-Picture Card).
*2 :Media/Memory Card that has two or more slots.

Reference

* You can customize the layout of the features displayed on the [Store to USB] screen. For more information, refer to "Tools" > "Scan
Service Settings" > "Screen Defaults” > "1st Tab - Features Allocation” in the Administrator Guide.

T Insert the USB memory device into the USB memory slot on the control panel.

2 One of the following occurs.
* The [USB Memory Device Detected] screen appears.
* The [Store to USB] screen appears.
* The [Media Print - Text] screen appears.

* The [Media Print - Photos] screen appears.
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Note

* The screen display does not change.

The behavior depends on settings. Ask your system administrator for more information.

* When a USB memory device is inserted into the USB memory slot during the Power Saver mode, the touch

screen does not light. After exiting the Power Saver mode by pressing the <Power Saver> button, insert the
USB memory device again or select [Store to USB] on the Services Home screen. For information on other
ways to exit the Power Saver mode, refer to "Exiting the Power Saver Mode” (P.72).

* The screen status will be one of the above even when a USB memory device in which only encrypted data is

stored is inserted or USB memory device in unsupported format is inserted. In such case, a warning message
appears during operation and the operation is aborted.

* The screen status will be one of the above when a commercially available Memory Card Reader is inserted

into the USB memory slot of the machine. It is the same if no media is inserted into the Memory Card Reader.

* If a commercially available Memory Card Reader is used and it is left inserted all the time, the machine does

not detect media even when they are inserted into the slot of the Memory Card Reader.

¢ Screen display remains the same when the inserted USB memory device or Memory Card is removed. Press

the <Services Home> button or do anything else to change the screen display before starting next operation.

When the [USB Device Detected] Screen Appears

1 Select [Store to USB].

2

g USB Device Detected [<7 Close ]

| ||

=

{ Store to USB J { Me_d;c;:trint J { M-e:}i]c;tr’;?t J

The [Store to USB] screen appears.

E@srete Advanced Layout Filing Options
< uss Settings j

( Savein.. | ‘ 7 ‘
( ¥y Details.. l
i
D By Space Available: 4.5MB (Out of 5.3MB)
( Color el 2 Sided el original Type | | | FileFormat | |
eScanning - EScanning - - ﬁ a
| Black & White | J [1Sided | [Text ) (POF )

When the [Store to USB] Screen Appears
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Select a feature on the [Store to USB] screen.

E@srete Advanced Layout Filing Options
< uss Settings j

( Savein.. | ‘ 7 ‘
| D Details...
i
D By Space Available: 4.5MB (Out of 5.3MB)
( Color el 2 Sided el original Type | | | FileFormat | |
eScanning - EScanning - - ﬁ a
| Black & White | J [1Sided | [Text ) (POF )
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When the [Media Print - Text] Screen Appears

Media Print Advanced
-Text

[ Last Updated

Select From
List...

001 IMAGE_1.IPG

2011/04/8 19:02

Select Range

002 IMAGE_2.IPG

2011/04/8 19:02

003 IMAGE_3.IPG

2011/04/8 19:02

Index Print
Paper Supply 2Sided ] output Pages per

- Printing - - Side -
Auto Select 1 Sided off off

1 Press the <Services Home> button.

¢

© DO NOT remove
the USB device while
itis being accessed.

| = -

2 Select [Store to USB] on the Services Home screen.

Network Scanning

< S

Media Print
-Text

Note

Store & Send Link

Media Print
-Photos

Store to WSD

2/2

Store to USB

&

Job Flow Sheets

* WSD stands for Web Services on Devices.

3 The [Store to USB] screen appears.

Store to Advanced
= uUsB

Layout

Filing Options

s,

J

[ v

Space Available: 4.5MB (Out of 5.3MB)

Color 2Sided Original Type File Format
Scanning | A Scanning | A .| |F] -
Black & White 1 Sided Text PDF
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When the [Media Print - Photos] Screen Appears

Select Range

Index Print

Media Print Advanced
Text

[ rame

[ Last Updated

001 IMAGE_1.IPG

2009/10/8 19:02

002 IMAGE_2.IPG

2009/10/8 19:02

003 IMAGE_3.IPG

2009/10/8 19:02

= output Color Paper Supply 2Sided Pages per
- - Printing - Side -
Black & White Auto Select 1 Sided off

1 Press the <Services Home> button.

¥

@ DO NOT remove
the USB device while
its being accessed.

undg

=

ol

2 Select [Store to USB] on the Services Home screen.

Note

* WSD stands for Web Services on Devices.

0

Simple Copy

Store to Folder

B

Network Scanning

Media Print
-Text

392

Fax/ Internet Fax

g

Simple Fax

Send from Folder

1/2

=

Store & Send Link

Media Print
-Photos

=

Store to WSD

2/2

Stored
Programming

Store to USB

Job Flow Sheets
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3 The [Store to USB] screen appears.

gStete ‘Advanced Layout Filing Options
& uss
[B savein... ] [/ ]

D By Space Available: 4.5MB (Out of 5.3MB)
Color 2 Sided Original Type File Format
Scanning - Scanning - - E a

Black & White 1 Sided Text PDF

When the Screen Display Does Not Change

71 If any screen other than the Services Home screen is displayed, press the <Services Home>
button.

P
@ DONOT remove
the USB device while
itis being accessed.

2 Select [Store to USB] on the Services Home screen.

Note
* WSD stands for Web Services on Devices.

Network Scanning Store & Send Link Store to USB

< 5 A "B

Media Print Media Print Job Flow Sheets
-Text -Photos

WsD

Store to WSD

2/2
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3 The [Store to USB] screen appears.

E@srete Advanced Layout Filing Options
< uss Settings j

( Savein.. | ‘ 7 ‘

\mneT\

D By Space Available: 4.5MB (Out of 5.3MB)

( Color | 2 Sided | original Type | | | FileFormat | |

e e NI x

| Black & White | ) 15ided 1) (Text | (POF )
Important

* Data stored in a USB memory device may be lost or damaged in the following cases. Make sure to back up
the data in the device before use.
* When disconnecting/connecting the USB memory device by methods other than described in this guide.

* When receiving the effect of electrical noise or an electrical discharge

* When a fault or failure occurs during operation
* If the USB memory device receives mechanical damage

* We assume no responsibility for any direct and indirect damages arising from or caused by such data loss.

Note
¢ If you do not specify the file storage location, the scanned data is saved in the root directory.

Save in (Specifying a Storage Location in the USB Memory Device)

You can specify a file storage location in the USB memory device.

1 Select [Save in].

E@srete Advanced Layout Filing Options
< uss Settings j

( Savein.. | ‘ 7

| m Details... |

Space Available: 4.5MB (Out of 5.3MB)

[ Jprevew
( Color el 2 Sided el original Type | | | FileFormat | |
eScanning - EScanning - - ﬁ a
| Black & White | J [1Sided | [Text ) (POF L
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2 Select a folder to save the data in.

Savein [x Cancel ][<7 Save ]
' /SCAN_001/ |
Name 4 | Last Updated
SCAN_001 2009/9/4 11:32
SCAN_002 2009/9/4 11:32
SCAN_003 2009/9/411:32
SCAN_004 2009/9/4 11:32
SCAN_005 2009/9/4 11:32 [ Next
Note

* Select [ 4] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can sort the order of folders displayed in ascending or descending order by selecting [Name] or [Last
Updated].

* Up to 900 folder names can be displayed in the list of [Save in]. File names are not displayed.
* If afolder or file name has more than 170 characters long, the folder or file name is not displayed.

* Folders in the DCIM folder of digital cameras cannot be displayed. Thus, you cannot save files in these folders
either.

* Folder names which include characters that the machine does not support may not be correctly displayed. If
you specify the folders as file storage locations, an error occurs. For more information on characters that the
machine supports, refer to "Entering Text" (P.87).

ﬂ o

* The machine does not distinguish between upper and lower cases of folder and file names that are created in
Windows environment and that consist of eight characters or less. The names for these folders and files are
displayed in capital letters.

* If afull path (a string of folder and file names in all directories) of the file created exceeds 257 characters
long, an error occurs.

3 Select [Save].

Savein [x Cancel ][<7 Save ]
' /SCAN_001/ ‘
Name 4 | Last Updated
SCAN_001 2009/9/4 11:32
SCAN_002 2009/9/4 11:32
SCAN_003 2009/9/411:32
SCAN_004 2009/9/4 11:32
SCAN_005 2009/9/4 11:32 [ Next

H Previous

Allows you to move to the upper directory.

Note

® This button is grayed out if there is no upper directory.
B Next
Allows you to move to the lower directory.

Note
* This button is available when a folder is selected.
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Memory Device)

Details (Displaying the Details of a Storage Location in the USB

Selecting [Details] displays the [Details] screen.

[Details] Screen
This screen displays the folder directory in the USB memory device.

1 Specify the folder directory, and then select [Save].

[x Cancel

][0 Save

Savein

/SCAN_001/

There are no fol

2 Select [Details].

[Ad vvvvv d

@

Space Available: 4.5MB (Out of 5.3MB)

[rs i |
m Details...

[ Jprevew

[ @ Col T | 2 Sided T | original Type [ | | FileFormat | |
O sicoring W G2tng s .||l -
| Black & White | J (15ided | ) (Text | J [pOF )

3 The folder and file names in all directories to be saved are displayed.

2 Close

m Details

Savein:

/SCAN_002/image_001/2009_10/

Preview (Previewing the Scanned Images during a Scan Job)
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You can preview the scanned images while scanning the document.

Reference
* For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.351).
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Color Scanning (Selecting an Output Color)
You can set the output color to scan a document.

Reference
* For more information, refer to "Color Scanning (Selecting an Output Color)" (P.351).

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.

By setting the binding style, both sides are scanned in the same orientation.

Reference
* For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)” (P.352).

Original Type (Selecting the Document Type)
You can select the type of the document.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)" (P.354).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.

Reference
* For more information, refer to "File Format (Selecting a File Format for Output Data)” (P.354).
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Store & Send Link

If an authenticated user scans a document, the machine temporarily saves the scanned
data, and automatically obtains the user’s e-mail address that was registered in advance.
Then, the machine sends an e-mail to the user to notify of two URLs: one is for the location
to retrieve the scanned data, and the other is for the location to delete the data.

Only the authenticated user who logs in to the machine can be the recipient of an e-mail
transmission. The machine cannot send e-mail to multiple recipients.

After receiving the e-mail on a computer, the user can retrieve the scanned data using a
web browser.

The following describes features available on the [Store & Send Link] tab.

Important
* Scan files stored in the machine will be automatically deleted when the retention period expires. This

retention period can be specified in [URL File Expiration] by the System Administrator in the range of 1 to 168
hours. The default value is 3 hours. The files are to be always deleted automatically.

* Tostrengthen security, after retrieving the scanned data, access the URL to delete the scanned data stored in
the machine.

Note
® The Store & Send Link service does not provide features to manage documents, such as backing up/restoring

files, deleting all data at one time, listing files, and displaying available storage space.

* The Store & Send Link service allows you to retrieve scanned data without specifying an e-mail address from
the Address Book or a folder for each scan job. However, the size of the data and its retention period are
restricted on the machine. If you want to avoid these restrictions, use the Scan to PC or E-mail service.

Reference
* For more information, refer to "Tools" > "Scan Service Settings" > "Other Settings” > "Store & Send Link - Maximum File Size" and

"URL File Expiration” in the Administrator Guide.

* You can customize the layout of the features displayed on the [Store & Send Link] screen. For more
information, refer to "Tools" > "Scan Service Settings” > "Screen Defaults” > "1st Tab - Features Allocation” in

the Administrator Guide.

T Press the <Log In/Out> button on the control panel or select the login information field on
the touch screen.

2 Enter the user ID.

3 Select [Store & Send Link] on the Services Home screen.

B B8 B

Network Scanning Store & Send Link Store to USB

3

Job Flow Sheets

| Screen |
Brightness

<

ol
Media Print Media Print
“Text -Photos

Store to WSD

L 22 |

Note
* WSD stands for Web Services on Devices.

398



Store & Send Link

4 Select a feature on the [Store & Send Link] screen.

Store & Advance d Layout Filing Options

Send Link Settings ji
Scan To H (Not Set) ” Keep this file for

3 Hours

From | motsey ]
Subject H (Not Set) ”
Message H (Not Set) ” DP’Q"‘Q‘”
[ @ Color [ ] [ 2Sided | [ = originalType| | [¢m]| FileFormat | |
\_/ Scanning - EScanning - a ﬁ a
| Black & White | J (15ided | ) (Text | POF L

Scan To (Displaying the E-mail Address of the Authenticated User)

Automatically obtains the pre-registered e-mail address of the authenticated user.

From (Displaying the E-mail Address of the Authenticated User)

Automatically obtains the pre-registered e-mail address of the authenticated user.

Subject (Setting the Subject)

You can specify the e-mail subject using the following procedure.

H Auto Set

Automatically sets the subject to [Scan Reference from XXX] (where XXX is the host name
of the machine).

B To set a user-defined subject
T Select [Subject].

2 Enter a subject with up to 128 characters using the displayed keyboard.

Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Message (Entering the E-mail Body)

You can enter the e-mail body using the following procedure.
1 Select [Message].

2 Enter a message with up to 512 characters using the displayed keyboard.

Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Color Scanning (Selecting an Output Color)
You can set the color mode to scan a document.

Reference

* For more information, refer to "Color Scanning (Selecting an Output Color)" (P.351).
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2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.
By setting the binding style, both sides are scanned in the same orientation.

Reference
* For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)” (P.352).

Original Type (Selecting the Document Type)

You can select the type of the document.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)” (P.354).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.

Reference
* For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.351).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
The Store & Send Link service allows you to retrieve scanned data from a computer without

password authentication.
To prevent other parties from viewing your scan data, select [PDF] or [DocuWorks] in [File

Format] and set a password in [PDF Security] or [DocuWorks Security] before scanning the
document.

Reference
* For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.354).

Note
* If you select [TIFF/JPEG Auto Select] or the [Single File for Each Page] check box on the [File Format] screen
when scanning a document, a file is downloaded in zip format.
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Store to WSD

This section describes the procedure to select features on the [Store to WSD] screen. The
Store to WSD service allows you to scan documents set on the machine from a network
computer. It also allows you to save the scanned data to a network computer.

Important
® Precautions for scanning from a computer
When you are away from the machine to operate a computer with the documents left on the machine, other
user may operate the machine and there is a risk of document loss and information leakage. Use a computer
whichis as close to the machine as possible. When the scan process is complete, check that you have all pages
of the documents.

Note
* WSD stands for Web Services on Devices.

* [Store to WSD] may not appear on the Services Home screen for some models. For more information, refer to
"Scanner Environment Settings" > "Configuration of Store to WSD" in the Administrator Guide.

* This feature requires the scanner driver included as standard in Windows Vista Service Pack 2 or later. Thus,
this feature is not available for computers with older OS.

* Resolution, file format and so on cannot be specified from the control panel of the machine. Specify these
settings in [Scan Profiles] of Windows. For more information on how to specify the settings, refer to Windows
Help.

1 Select [Store to WSD] on the Services Home screen.

B B8 B

Network Scanning Store & Send Link. Store to USB §ﬁghtness
< 5 = @

Media Print Media Print Job Flow Sheets
-Text -Photos

Store to WSD

L 22 |

2 Select a feature on the [Store to WSD] screen.

Store to
@ WSD

Start Scan Job From 1. Place your originals on the scanner.

2. Select "Operate From Computer”.

3. Atyour computer, select this device and start the scan job.
= This Device ¥ e J
Note: Collect your originals fter sconning is complete.

< OperateFrom
Computer

M Start Scan Job From
Select from where to start a scan job.
4 Computer

Starts a scan job by sending a request from a network computer.

& This Device

Starts a scan job with the scan command from the machine, and save the scanned data to
a network computer.
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H List of Computers

Lists network computers and their scanning methods. Select one from this list as
destination.

Computer (Starting a Scan Job via Computer Operation)

You can scan documents set on the machine by sending a request from a network
computer.

Note

* WSD stands for Web Services on Devices.

1 Select [Computer].

Store to
WSD

Start Scan Job From 1. Place your originals on the scanner.

@ Computer 2. Select "Operate From Computer”.
Fre— 3. Atyour computer, select this device and start the scan job.

[F Note: Collect your originals after scanning is complete.

( Operate From |
| Computer

2 Load the document on the document glass or in the document feeder, and select [Operate
From Computer].

Start Scan Job From 1. Place your originals on the scanner.

@ Computer 2. Select "Operate From Computer”.
e — 3. Atyour computer, select this device and start the scan job.

Note: Collect your originals after scanning is complete.

( Operate From |
e )

3 The standby screen is displayed on the touch screen.

[1]store towsD —]

There s a scan job waiting to start via computer operation.

ﬁ Do not remove the originals placed on the scanner.
|

—— ( x Delete

Note
* Select [Delete] to exit standby mode. After exiting standby mode, [Remove Your Originals] screen is displayed
on the touch screen.
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4 Operate scan from a network computer. To operate scan from a network computer, use
application which supports image loading feature such as [Windows Fax and Scan]. The
following describes the method using [Windows Fax and Scan] with Windows 7.

Note
* This method is not available for computers with Windows Vista Home Basic or Windows Vista Home
Premium. To operate scan from such a computer, use another method, for example, selecting [From Scanner
or Camerq] in the Paint application.
1) Click the [Start] button, click [All Programs], and then click [Windows Fax and Scan].
2) Click [Scan] at the bottom of the left pane, and then click [New Scan] on the toolbar.
3) Inthe [New Scan] dialog box, click [Change...], and then select the machine.

4) Check that the machine model name is displayed to the right of [Scanner:].

Note
* If the machine model name is not displayed, click [Change] and select the machine.

5) Click the [Profile] list, and then select [Document].

6) Specify the settings as necessary, and then click [Scan].
5 After being scanned, the scanned data is forwarded to the specified computer.

6 [Store to WSD - Remove Your Originals] screen appears on the touch screen after a scan job
has been completed. Remove the originals from the document glass and then click [OK].

& Store to WSD - Remove Your Originals

Remove your originals have been removed after scanning is
complete or if the scan job has been deleted.

Note
¢ If the standby screen is not displayed, a scan job will not be started even when the network computer
recognizes the machine.

* Select [Delete] to abort an operation. After an operation is aborted, [Store to WSD - Remove Your Originals]
screen is displayed on the touch screen.

* The machine will not enter the Power Saver mode while the standby screen is displayed . For information on
Power Saver mode, refer to "Power Saver Mode" (P.72).

* When you select [Flatbed] for [Source], [Paper size] is grayed out and automatically set to the maximum
original size of the machine. To specify [Paper size], select [Feeder (Scan one side)] or [Feeder (Scan both
sides)] for [Source].

This Device (Storing Data Scanned by the Machine on a Network
Computer)

You can forward the data scanned with the command from the machine to a specified
computer on the network.

Note
* WSD stands for Web Services on Devices.
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1 Load the document on the document glass or in the document feeder, and select [This
Device].

Store to
WSD

Start Scan Job From List of Computers

@ Computer ‘ Scan to Win7enult32

EF This Device Scan for Print to Win7enult32

Scan for E-mail to Win7enult32

Scan for Fax to Win7enult32

Scan for OCR to Win7enult32

2 Computer names and 5 processing methods are displayed in the [List of Computers]. Select
destination from the list in accordance with the intended use.

Store to
WSD

Start Scan Job From List of Computers

@ Computer ‘ Scan to Win7enult32

EF This Device Scan for Print to Win7enult32

Scan for E-mail to Win7enult32

Scan for Fax to Win7enult32

Scan for OCR to Win7enult32

HList of Computers
Lists destination and URL.

Note

* Select from among 5 kinds of processing methods (Scan to PC, Scan for Print to PC, Scan for E-mail to PC,
Scan for Fax to PC, Scan for OCR to PC) in accordance with the intended use.

3 Press the <Start> button.

Y Log In/ Out Job Status. Machine Status  Power S
® @ ©
sac

oo ww Clear Al

®© 06

s o e IS %
® 06 >
DiatPause Speed Dial ‘
eXC)

Dot fror [ Man ©

4 The scanned data will be forwarded to the specified destination.

Note
* Select [Delete] button to abort scanning.

5 Check the forwarded data on the destination computer.
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Advanced Settings

This section describes the features you can select on the [Advanced Settings] screen under
[E-mail], [Store to Folder], [Network Scanning], [Scan to PC], [Store & Send Link], or [Store to
USB].

"Color Scanning (Selecting an Output Color)" (P.405)

"Original Type (Selecting the Document Type)" (P.405)

"Photographs (Scanning a Color Photograph)” (P.405)

"Image Options (Adjusting Scan Density and Image Sharpness)” (P.406)

"Image Enhancement (Erasing the Background Color of Documents/Adjusting Contrast)”
(P.407)

"Shadow Suppression (Suppressing the Document Background)” (P.408)
"Color Space (Specifying the Color Space)” (P.408)

1 Select a feature on the [Advanced Settings] screen.

@ Exmail Advanced Layout E-mail Options
Settings j

‘ @D Color Scanning | [l Original Type | | [Gg] Photographs..
Color Text off

L J J )
‘6 Image Options... ‘ ‘i Image Enhancement... ‘ ‘ D Shadow Suppression... ‘

Lighten / Darken: Normal Auto Suppression off
Sharpness: Normal Contrast: Normal

J )

[ Cotorspece.. ‘
sRGB

|

Note
* To activate [Color Space], a prior setting must be made in the System Administration mode. For information
on the setting procedure, refer to "Tools" > "Scan Service Settings" > "Other Settings” > "Color Space” in the
Administrator Guide and "Color Space (Specifying the Color Space)” (P.408).

Color Scanning (Selecting an Output Color)
You can set the output color to scan a document.

Reference
* For more information, refer to "Color Scanning (Selecting an Output Color)" (P.351).

Original Type (Selecting the Document Type)
You can select the type of the document.

Reference
* For more information, refer to "Original Type (Selecting the Document Type)" (P.354).

Photographs (Scanning a Color Photograph)

Use this feature when scanning a color photograph.

This feature is available only when [Color Scanning] is set to [Color].

Important
* You cannot use the document feeder with this feature.

* When this feature is enabled, the Shadow Suppression and Background Suppression features cannot be used.
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71 Select [Photographs].

@ Exmail Advanced Layout E-mail Options
Settings j

Color Scanning ‘ [ Original Type =5 Photographs...

@ &)

Color Text off

[O Image Options... ‘ [i Image Enhancement... ‘ [ D Shadow Suppression... ‘
Lighten / Darken: Normal Auto Suppression off

Sharpness: Normal Contrast: Normal

J\ J

[ () Color Space... ‘

SRGB

-

2 Select [Enhance Photographs].

[x Cancel ][<7 Save

Photographs

(o | ThePhotographsfeature enhances the image for files scanned from
a off originals which are photographs.

0 Shadow Suppression and Background Suppression are automatically
s set to Off when this feature s selected.
Photographs

Image Options (Adjusting Scan Density and Image Sharpness)

This feature allows you to adjust the scan density and image sharpness.

71 Select [Image Options].

406

(@ E-mail Advanced Layout E-mail Options
Settings j
[@ Color Scanning ‘ [ Original Type ‘ [ Photographs... ‘
Color Text off
( J\ J\ J
[O Image Options... ‘ [i Image Enhancement... ‘ [ D Shadow Suppression... ‘
Lighten / Darken: Normal Auto Suppression off
Sharpness: Normal Contrast: Normal Il |
Color Space...
[ \
SRGB
e
2 Select any option.
@ Image Options [x Cancel ][0 Save

Lighten / Darken

| Lighten

Ol

-

@ i

Sharpness

¢ [ | sharpen

Normal

O i

H Lighten/Darken

You can select a scan density level from seven levels between [Lighten] and [Darken].

Selecting an upper cell on the bar makes the scan density lighter, and selecting a lower cell

makes darker.
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B Sharpness
You can select a sharpness level from five levels between [Soften] and [Sharpen].

Selecting an upper cell on the bar makes the contours of images sharper, and selecting a
lower cell makes softer.

Image Enhancement (Erasing the Background Color of Documents/
Adjusting Contrast)

This feature allows you to suppress the background color of a document such as newspaper
and colored paper. In addition, when [Color Scanning] is set to [Color] or [Grayscale], you
can adjust the contrast.

1 Select [Image Enhancement].

@ Exmail Advanced Layout E-mail Options
Settings j
Color Scannin Original Type Photographs...
‘@ g ‘ ‘ ginal Typ ‘ ‘ grap
Color Text off
L J J )
‘6 Image Options... ‘ ‘i Image Enhancement... ‘ ‘ D Shadow Suppression... ‘
Lighten / Darken: Normal Auto Suppression off
Sharpness: Normal Contrast: Normal
l J U J )
, Color Space...
W
SRGB
( J

2 Set [Background Suppression] and [Contrast].

i Image Enhancement [x Cancel ][0 Save

Background Suppression Contrast

i My
-
@ Le

B Background Suppression
* Off

Scans the document backgrounds with no filtering.

* Auto Suppression

When [Color Scanning] is set to [Black & White], the background of a document printed
on colored paper, such as newspaper, will be suppressed.

When [Color Scanning] is set to [Color], the background of a document printed on white-
color paper will be suppressed.

N Contrast
Allows you to select a contrast level from five levels between [Less] and [More].

Selecting an upper cell on the bar makes the difference between light and dark areas
greater; light areas become lighter and dark areas darker. In contrast, selecting a lower cell
on the bar makes the difference between light and dark areas smaller.
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Shadow Suppression (Suppressing the Document Background)

When you scan a 2-sided document printed on thin paper, this feature allows you to
suppress the image and colors on the reverse side of each document page from appearing
in the scan image.

This feature is available only when [Color Scanning] is set to [Color] or [Grayscale].

Important
* This feature cannot be used with [Photographs].

71 Select [Shadow Suppression].

@ Exmail Advanced Layout E-mail Options
Settings j

‘ @ Color Scanning ‘ ‘ Original Type ‘ ‘ Photographs... ‘
Color Text off

L J J )
‘6 Image Options... ‘ ‘i Image Enhancement... ‘ ‘ D Shadow Suppression... ‘
Lighten / Darken: Normal Auto Suppression off

Sharpness: Normal Contrast: Normal

J )

[ () Color Space... ‘

SRGB

-

2 Select [Auto Suppression].

D Shadow Suppression [x Cancel ][0 Save

(| Shodow Suppression hides background colors and image
a off bleed-through.

This feature is unavailable when Black & White i selected in
cphue Color Scanning.
Suppression

Color Space (Specifying the Color Space)
This feature allows you to set the color space.
Note

* [Color Space] is available when [Color Scanning] is set to [Color].

* To activate [Color Space] on the [Advanced Settings] screen, a prior setting must be made in the System
Administration mode. For more information, refer to "Tools" > "Scan Service Settings" > "Other Settings” >
"Color Space” in the Administrator Guide.

* [Device Color Space] is not selectable when [Searchable Text] is set to [Searchable] on the [File Format]
screen.

71 Select [Color Space].

@ Exmail Advanced Layout E-mail Options
Settings j

‘ @ Color Scanning ‘ ‘ Original Type ‘ ‘ Photographs... ‘
Color Text off

L J J )
‘6 Image Options... ‘ ‘i Image Enhancement... ‘ ‘ D Shadow Suppression... ‘
Lighten / Darken: Normal Auto Suppression off

Sharpness: Normal Contrast: Normal

J )

[ () Color Space... ‘

SRGB

-
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2 Select either [sRGB] or [Device Color Space].

‘& Color Space [x Cancel ][<7 Save ]
This feature is only available when Color is selected in Color Scanning.
* SRGB The following features are locked in their factory default state.
~Lighten / Darken
N - Contrast
() De;"ce - Sharpness
| ¥~/ ColorSpace || _packground Suppression
- Shadow Suppression

Documents are scanned based on color representation (color space) that conforms to sYCC.

M Device Color Space

Documents are scanned based on the original color representation (color space) of the
machine. Recommended for advanced color processing using high-quality color.

Note
*® You can find ICC profile data for Device Color Space in the Media (Software/ Product Manual). ICC profile is

useful when using color processing application and performing special processing of data scanned based on
Device Color Space.

* When [Device Color Space] is selected, the following image quality features are changed to their defaults:
Lighten/Darken, Sharpness, Shadow Suppression, Contrast, Background Suppression

* When [Color Scanning] is set to [Auto Detect], [sSRGB] is applied to color pages of the documents.
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen under
[E-mail], [Store to Folder], [Network Scanning], [Scan to PC], [Store & Send Link], or [Store to

USB].

"Resolution (Specifying a Scanning Resolution)” (P.411)

"2 Sided Scanning (Scanning Both Sides of a Document)” (P.411)

"Book Scanning (Scanning Facing Pages on Separate Sheets)" (P.411)

"Original Size (Specifying a Scan Size)" (P.413)

"Mixed Size Originals (Scanning Different Size Documents Simultaneously)” (P.414)
"Edge Erase (Erasing Edges and Margin Shadows in the Document)” (P.415)
"Reduce/Enlarge (Specifying a Scanning Ratio)" (P.417)

"Original Orientation (Specifying the Orientation of the Loaded Documents)” (P.418)

T On the Services Home screen, select [E-mail], [Store to Folder], [Network Scanning], [Scan to

PC], [Store & Send Link], or [Store to USB].

Fax/ Internet Fax E-mail

3 >

Simple Fax Scan to PC

N ~
= ﬁ

Send from Folder Stored
Programming

Note
* WSD stands for Web Services on Devices.

2 Select a feature on the [Layout Adjustment] screen.

Auto Detect

off

T/B: 2mm
L/R: 2mm
Ctr: Omm

L] Reduce /Enlarge...

100%

Original Orientation...

Sideways Images

”En Scan to PC I Advances d Layout [ Filing Options
Setting: ji
Resolution... 7 2 Sided Scanning... (aj5) Book Scanning..
200 dpi 1 Sided off
) Original Sze.. [ Mixed size Originls.. Edge Erase...
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Resolution (Specifying a Scanning Resolution)

This feature allows you to set the resolution to scan a document.

As the value increases, the scan becomes more detailed, but the data size also increases.
The scanning and transfer time increases as well.

1 Select [Resolution].

E ScantoPC |  Advanced Layout Filing Options
Settings j
[ @] Resolution... I 4 2 Sided Scanning... | | .8) Book Scaning.. ‘
200 dpi 1 Sided off
( J J J
( Jj Original Size.. | ([ Mixed Size originals.. | 521 Edge Erase.. ‘
Auto Detect off T/B: 2mm
L/R: 2mm
| J 1 J | ctr:omm )
( L] Reduce /Enlarge... | [ jgeg Original orientation... |
100% Sideways Images
( J J

2 Select any option.

Resolution [x Cancel ][0 Save

| (@ 200 dpi

300 dpi
400 dpi
m

Note
* Select either [200 dpi] or [300 dpi] when [MRC High Compression] is set to [On] for PDF, DocuWorks or XPS*
files on the [File Format] screen. *: XPS stands for XML Paper Specification.

* Select either [200 dpi] or [300 dpi] when [Searchable Text] is set to [Searchable] for PDF or DocuWorks files
on the [File Format] screen.

* Select either [200 dpi] or [300 dpi] when the [Specific Color] check box is selected for PDF or DocuWorks files
on the [File Format] screen.

2 Sided Scanning (Scanning Both Sides of a Document)

You can automatically scan both sides of a 2-sided document.

By setting the binding style, both sides are scanned in the same orientation.

Reference
* For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)” (P.352).

Book Scanning (Scanning Facing Pages on Separate Sheets)

This feature allows you to scan facing pages of a document onto separate sheets of paper
in page order.

It is useful if you want to separately scan facing pages of a bound document such as a
booklet.

Note
* You cannot use the document feeder with this feature.

* A non-standard size document or undetectable-size document may not be separated into two accurately.
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71 Select [Book Scanning].

| gSeantopc I ‘Advanced ] Layout [ Filing Options _

Settings
( Resolution... ‘ ( W 2 Sided Scanning... ‘ HﬁJ Book Scannin g...
200 dpi 1 Sided off
( ) ) J
( EE Original Size... ‘ ( =1 Mixed Size Originals... ‘ ( Edge Erase... ‘
Auto Detect off T/B: 2mm
L/R: 2mm
L J L J | ctr: omm J
( E Reduce /Enlarge... ‘ ‘ Original Orientation...
100% Sideways Images
( ) J

2 Select any option.

[42/Book Scanning

(s Leftpage Only

~ LeftPage
L thenRight
Right Page
| et
=] Top Page

| = thenBottom

off |2 Both Pages w HfJ
|
|
|
J

|
|
‘L.BJ Right Page Only | |
L

|
|
J

m Off
Does not scan as a bound document.

N Left Page then Right
Scans the left page and then the right page of facing pages.

H Right Page then Left
Scans the right page and then the left page of facing pages.

B Top Page then Bottom
Scans the top page and then the bottom page of facing pages.

M Both Pages
Scans both pages in page order.

M Left Page Only
Scans the left page only in page order. You can select this option when [Left Page then

Right] or [Right Page then Left] is selected.

H Right Page Only
Scans the right page only in page order. You can select this option when [Left Page then

Right] or [Right Page then Left] is selected.

H Top Page Only
Scans the top page only in page order. You can select this option when [Top Page then

Bottom] is selected.

H Bottom Page Only
Scans the bottom page only in page order. You can select this option when [Top Page then

Bottom] is selected.
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H Binding Edge Erase

Erases the shadow from the center section of the document. You can specify the binding
erase width in the range from 0 to 50 mm in 1 mm increments.

Original Size (Specifying a Scan Size)
This feature allows you to set the scan size for a document.

Use this feature when a document is a non-standard size, or when you want to scan a
document at a size different from the original size. You can also add margins, or delete
unnecessary margins using this feature.

1 Select [Original Size].

@ Scan to PC Advanced Layout Filing Options
Settings j
[ Resolution... ‘ [ W 2 Sided Scanning... ‘ hﬁl Book Scanning... ‘
200 dpi 1 Sided off
{ J\ J\ J
[ EE Original Size... ‘ [@ Mixed Size Originals... ‘ [ Edge Erase... ‘
Auto Detect off T/B: 2mm
L/R: 2mm
L )L J | ctr: omm )
[ E Reduce /Enlarge... ‘ [ Original Orientation... ‘
100% Sideways Images
( J\ J

2 Select any option.

When you select a non-standard size, specify values for the X and Y directions.

5 Original Size [x Cancel ][0 Save ]
156297mm

Auto Detect A6 0 [1x7a | I
‘ | I i )
A3a B4a 85x 14" @ +

| | | | 150432mm =
[naa lB500 lg5x137a [ ]

‘ | | | Auto

(a4 leka [g5x1170 | [ +1

| | | | ()

[asa [16k a [sx7a |

L | | J

B Auto Detect

Detects the document size automatically. The following table shows the document sizes
that can be detected automatically.

Document feeder Document glass
det tAETOb BS, BS(7], B4, AS, AS(], A4, A4fT], A3, | B6, B5, B5(], B4, A6, AS,
crectabielocim | o 5 x 11", 8.5x 11°€1, 11 x 17", 16K(1, | ASE], A4, A4f], A3
ent Sizes
8K
Note

* If the document size cannot be detected automatically, a screen to enter the document size appears.

Reference

* The standard document sizes that can be detected automatically depend on [Paper Size Settings] in the System Administration
mode. For information on [Paper Size Settings], refer to "Tools" > "Common Service Settings” > "Other Settings” > "Paper Size
Settings” in the Administrator Guide.
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B Standard Size

Allows you to select from preset sizes.

M Variable Size

Allows you to enter the desired scan size when scanning a non-standard size document or
when scanning at a size different from the original document size. You can specify a value
in the range from 15 to 432 mm for the scan width (X), and a value in the range from 15 to
297 mm for the scan length (Y), in 1 mm increments. The scales attached on the upper and
left edges of the document glass are helpful for you to specify values.

Note

When [MRC High Compression] is set [On] for PDF, DocuWorks, and XPS* files on the [File Format] screen, or
when the [Specific Color] check box is selected, the variable ranges are 50 to 432 mm for the scan width (X)
and 50 to 297 mm for the scan length (Y), in 1 mm increments.

*: XPS stands for XML Paper Specification.

Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

You can scan documents of various sizes simultaneously of the corresponding sizes or of
one selected size. To use this feature, load the documents in the document feeder.

Important

When you select [Color] in [Color Scanning], and [2 Sided] in [2 Sided Scanning], set [Resolution] to [400dpi]
or lower.

When you select [2 Sided] in [2 Sided Scanning] to scan A3 documents, set [Resolution] to [400 dpi] or lower.
Selecting [600 dpi] will cause an error message to be displayed.

Always load A5 documents in portrait orientation.

When loading B5 documents together with A3 documents loaded in landscape orientation or A4 documents
loaded in portrait orientation, load the B5 documents in portrait orientation.

When loading documents, align the top left corners of the documents properly. Otherwise, a paper jam may
occur.

The recommended document size combinations are A4 portrait and A3 landscape, or B5 portrait and B4
landscape. If another combination of document sizes is used, the documents can be fed at an angle and may
not be scanned properly.

Note

When you select [Enter Output Size] in [Reduce/Enlarge] and specify the output size in [Output Size], the
scanned data is automatically reduced/enlarged to the specified size. However, since the scanned image is
not rotated, the image will be reduced/enlarged to fit the specified size while keeping its orientation. For
example, when an A3 landscape original is loaded and the output size is set to A4 portrait, the scanned image
is reduced to A5 landscape and printed on A4 portrait paper.

If the document size cannot be detected automatically, a screen to enter the document size appears.

T Select [Mixed Size Originals].

E ScantoPC |  Advanced Layout Filing Options
Settings j
[ @] Resolution... I 4 2 Sided Scanning... | | .8) Book Scaning.. ‘
200 dpi 1 Sided off
( J J J
( Jj Original Size.. | ([ Mixed Size originals.. | 521 Edge Erase.. ‘
Auto Detect off T/B: 2mm
L/R: 2mm
L J L J | Ctr: omm J
( L] Reduce /Enlarge... | [ jgeg Original orientation... |
100% Sideways Images
( J J
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2 Select any option.

I Mixed Size Originals [x Cancel ][0 Save ]

- Align the top-left comers of your Originals Original Orientation
| and load them in the Document Feeder

‘ ® off as shown. | 40 Upright Images |

Adjust the Guides to just touch the
oo largest size paper. < S
-Load 5.5 x 8.5" and A5 originals in portrait eigles
orientation.
%

m Off

Select this option when all documents are of the same size.

HOn

When scanning documents of different sizes, the machine automatically detects the size of
each document.

M Original Orientation

Specify the orientation of the loaded document.
Note

¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not
detect the top of the document correctly.

4 Upright Images

Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).

Edge Erase (Erasing Edges and Margin Shadows in the Document)

When you scan a document with the document cover open or when you scan a book, the
edges and center margin of the document may be scanned as black shadows. The Edge
Erase feature allows you to erase such shadows.

Note
* For 2-sided originals, the same edge erase amounts are set for the front and back sides.

* If you set [Reduce/Enlarge], the edge erase amounts will be reduced or enlarged in proportion to the ratio you
specified.

T Select [Edge Erase].

= ScantoPC |  Advanced Layout Filing Options
Settings j
(@] Resolution... I 7 2 Sided Scanning... | [ a.3) Book scanning.. ‘
200 dpi 1 Sided off
( J { J { J
( ) Original Sze.. | [y Mixedsize Originals... | (5 Edge Erase... ‘
Auto Detect off T/B: 2mm
L/R: 2mm
L J J | ctr: omm J
( 2 Reduce/ Enlarge... | ([ Originat Orientation... |
100% Sideways Images
( J { J
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416

2 Select any option.

Edge Erase [x Cancel ][0 Save

Erase Value 0e50mm Original Orientation

| = All Edges | [E} @ Ea] | 40 Upright Images
ideways

Parallel Edges Top &Bottom Left &Right  Center
L2 [ 2] o]
( I 1 [ I )
e +

If you select [Parallel Edges], use [+] and [-] to specify the erase widths of top and bottom,
left and right, and center of the document.

4 Select [Original Orientation].

H All Edges

The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

M Parallel Edges

Allows you to adjust the edge erase amounts.

& Top & Bottom

Erases the shadows of top and bottom edges of the document according to the orientation
of the loaded document. You can specify the edge width to erase in the range from 0 to 50

mm in T mm increments.

# Left & Right

Erases the shadows of left and right edges of the document according to the orientation of
the loaded document. You can specify the edge width to erase in the range from 0 to 50

mm in T mm increments.

& Center

Erases the shadow in the center of facing pages of a bound document. You can specify the
center erase width in the range from 0 to 50 mm in 1 mm increments.

H Original Orientation

Specify the orientation of the loaded document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.
@ Upright Images
Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder. Always select [Sideways Images] when the top of the
document is placed facing the left side (horizontal text).
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Reduce/Enlarge (Specifying a Scanning Ratio)
This feature allows you to set the scanning ratio for the document to be scanned.

Note

* When [Searchable Text] is set to [Searchable] and the [Specific Color] check box is selected on the [File
Format] screen, [Reduce/Enlarge] is [100 %] and cannot be changed.

1 Select [Reduce/Enlarge].

E ScantoPC |  Advanced Layout Filing Options
Settings j

[ Resolution... ‘ [ W 2 Sided Scanning... ‘ hﬁl Book Scanning... ‘
200 dpi 1 Sided off
{ J\ J\ J
H;E Original Size... ‘ [@ Mixed Size Originals... ‘ [ Edge Erase... ‘
Auto Detect off T/B: 2mm

L/R: 2mm
L )L J | ctr: omm )
[ E Reduce /Enlarge... ‘ [ Original Orientation... ‘
100% Sideways Images

( J\ J

2 Select any option.

7 Reduce /Enlarge [x Cancel ][<7 Save ]
Variable % Preset %
[ Proportienal 1| 25 - 400% [~ ) 100% 86% A3-B4, |
f i A4-B5 |
[ 100 |1 | |
Enter [ ey 50% A3-AS, 115% B4->A3,
Output Size | B>B6 |B5AG |
[61% A3-B5 [122% a4>B4, ‘
‘ | AS-BS |
[70% A3pa, [141% A4A3, ‘
| Bi>BS |B5~B4 |
[81% Ba>ns, [ 200% A5A3, ‘
|B5AS |B6~Ba J

H Proportional %

Allows you to select a preset ratio, or enter a value in the range from 25 to 400% in 1%
increments.

Use the numeric keypad or [+] and [-] to enter a value.
* Variable %

Enter the scanning ratio. Specifying "100 % " scans at the same image size as the original
document.

* Preset %

Select from preset ratios.

Reference

* You can change the default values of scan ratios other than [100%]. For information on the settings, refer to "Tools" > "Scan
Service Settings” > "Reduce/Enlarge Presets” in the Administrator Guide.
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M Enter Output Size
In [Output Size], select the output size of the scanned document. The machine
automatically calculates the scanning ratio based on the selected output size and the

original document size.

|7 Reduce / Enlarge [x Cancel ][0 Save

Output Size

A Proportional % | | A4D

Enter 85x14"D

Output Size

85x11"D

7.25x105"'D

I

|

|

|

A5 D lg5x13°0

|

|

|

|

|

Note
* Selecting [Enter Output Size] may generate blank margin areas.

Original Orientation (Specifying the Orientation of the Loaded

Documents)
This feature allows you specify the orientation of the loaded document.

Note
¢ If the [Original Orientation] setting differs from the actual document orientation, the machine may not

detect the top of the document correctly.

@ Upright Images

Select this option when placing the top edge of the document against the top side of the
document glass or document feeder.

¢ Sideways Images

Select this option when placing the top edge of the document against the left side of the
document glass or document feeder.
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E-mail Options/Filing Options

This section describes the features you can select on the [E-mail Options]/[Filing Options]
screen under [E-mail], [Store to Folder], [Network Scanning], [Scan to PC], [Store & Send
Link], or [Store to USB].

"Quality/File Size (Specifying an Image Compression Ratio When Scanning)” (P.420)
"File Format (Selecting a File Format for Output Data)” (P.421)

"Split Send (Sending in Sections)” (P.422)

"File Name (Specifying a Name for the File to be Sent)" (P.422)

"Reply To (Specifying a Reply Address)" (P.423)

“File Name Conflict (Setting the Action to be Taken for File Name Conflict)" (P.424)
“File Name (Specifying a Name for the File to be Saved)” (P.425)

"Encryption (Sending E-mail Encrypted by S/MIME)" (P.425)

"Digital Signature (Sending E-mail with a Digital Signature by S/MIME)" (P.425)
“Login Name" (P.426)

"Password” (P.426)

“Meta Data" (P.426)

T Onthe Services Home screen, select [E-mail], [Store to Folder], [Network Scanning], [Scan to
PC], [Store & Send Link], or [Store to USB].

Fax/ Internet Fax E-mail

Note
* WSD stands for Web Services on Devices.
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2 Select a feature on the [E-mail Options]/[Filing Options] screen.

@ Exmail Advanced Layout E-mail Options
Settings j

‘@ Quality / File Size... ‘ ‘E File Format... ‘ ‘ . Read Receipts... ‘

Quality: Higher +2 TIFF / JPEG Auto Select off
File Size: Larger +2
J J J
Split Send... File Name... Reply To...
=k |[E | [ ey Py |
split by Page Auto Name

L J J )

Note

* The features displayed on the screen depend on the Scan service selected on the Services Home screen. The
screen as shown on the right appears when [E-mail] is selected.

Quality/File Size (Specifying an Image Compression Ratio When

Scanning)
This feature allows you to select an image compression level when [Color Scanning] is set to

[Color] or [Grayscale].

1 Select [Quality/File Size].

@ Exmail Advanced Layout E-mail Options
Settings j

‘@ Quality / File Size... ‘ ‘E File Format... ‘ ‘ . Read Receipts... ‘

Quality: Higher +2 TIFF / JPEG Auto Select off
File Size: Larger +2
L J J )
Split Send... File Name... Reply To...
‘m plit Sen: HE;‘;IIe ame. Hc: eply To. ‘
Auto Name

split by Page

L J J )

2 Select any button.

A% Quality / File Size (#cancel [ save

) _ This feature is
High Quality unavailable when
Black & White s

A selected.
Only 3 levels of
compression are
available when a

Normal Quality

High Compression
' @@ ) setting is selected.

Large File Size

Small File Size

Note
¢ If the High Compression Image Kit (optional) is installed, and when [MRC High Compression] is set [On] on

the [File Format] screen, three image compression levels are available.

B Normal Quality
The image is saved with high compression. Image quality degrades, but the file size

decreases.

H High Quality
The image is saved with low compression. Image quality improves, but the file size

increases.
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File Format (Selecting a File Format for Output Data)
You can select a file format for output data.

Reference

* For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.354).

Read Receipts (Specifying Read Receipts)

When using the E-mail service, you can receive read receipts from e-mail recipients. This
feature is available only when recipients support the MDN feature.

Note

* [Read Receipts] is displayed only when [Tools] > [System Settings] > [E-mail/Internet Fax Settings] > [E-mail
Control] > [Read Receipts] is set to [On].

* When multiple e-mails are sent using [Split Send], a read receipt is requested for each e-mail.

* Read receipts are returned to the address specified in [Reply To], or they are returned to the address specified
in [From] on the [E-mail] screen if [Reply To] is not set.

*® This feature is only available when the recipient also sets to return read receipts.

71 Select [Read Receipts].

@ Exmail Advanced Layout E-mail Options
Settings j

‘ @ Quality / File Size... ‘ ‘ E File Format... ‘ ‘ . Read Receipts... ‘

Quality: Higher +2 TIFF / JPEG Auto Select off

File Size: Larger +2

L J J )

‘m Split Send... ‘ ‘E‘ File Name... ‘ ‘ & ReplyTo... ‘
Ep

split by Page Auto Name

L J J )

2 Select [On].

" Read Receipts [x Cancel ][0 Save

This feature is used to request the recipient to send
(i o= | aconfimationmailto the sender indicating the mail
a off delivery status.

Support for MDN must be provided by the recipient.

u Off

Select this option when you do not request read receipts.

HOn

Select this option when you request read receipts.
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Split Send (Sending in Sections)

When using the E-mail service, and the size of the data to be attached is large, you can split
the data at page breaks or by a certain data size and then send the data.

Reference
* Forinformation on [Split Send], refer to "Tools" > "E-mail/Internet Fax Service Settings" > "E-mail Control" > "Split Send Method" in

the Administrator Guide.

T Select [Split Send].

] Advanced ] Layout ]E-mailOptions_

Settings
‘ ‘ . Read Receipts...

@ Exmail
‘ @ Quality / File Size... ‘ ‘ E File Format...

TIFF / JPEG Auto Select

\

off

\

Quality: Higher +2
File Size: Larger +2
L J J )
‘m Split Send... ‘ ‘E‘ File Name... ‘ ‘ & ReplyTo...
split by Page Auto Name
L J J )

2 Select any option.

[x Cancel ][<7 Save

[ Split Send

When the file size of an outgoing E-mailis too big,

@ Split by Page thefile can be split into files of specific data size
to be sent separately as E-mails.
splitby

Data Size

B Split by Page
The data is split at page breaks.

Note
* [Split by Page] is available only when [File Format] on the [E-mail] screen is set to [PDF], [DocuWorks], or
[XPS]*, or when [File Format] is set to [TIFF] with [Single File for Each Page] check box not selected.

*: XPS stands for XML Paper Specification.

M Split by Data Size
The data is split by a certain data size.

Note
* Select this option if your e-mail application supports message/partial.

File Name (Specifying a Name for the File to be Sent)

When using the E-mail, Scan to PC, Network Scanning, or Store & Send Link service, you can

specify a name for the file to be sent.
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Auto Name

When you select the E-mail, Scan to PC, or Store & Send Link service, the file name is set by
the System Administrator. When you select the Network Scanning service, the file name is
"DOC".

The extension depends on the setting in [File Format].
* When [TIFF] is selected in [File Format]: tif

* When [JPEG] is selected in [File Format]: jpg

* When [PDF] is selected in [File Format]: pdf

* When [XPS] is selected in [File Format]: xps

* When [DocuWorks] is selected in [File Format]: xdw

Note
* XPS stands for XML Paper Specification.

* Forinformation on the file name automatically generated when you select E-mail, Scan to PC, and Store &
Send Link service, refer to "Tools" > "Scan Service Settings” > "Other Settings” > "Filename Format” and "Add
Date to E-mail Attachment Name” in the Administrator Guide.

To set the file name

1 Select [File Name].

2 Enter afile name using the displayed keyboard.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

N‘otlvehen each page is saved as one file, the page number is added to the end of each file name.
* Up to 128 characters can be entered as a file name for the Scan to PC service.
* Up to 28 characters can be entered as a file name for the E-mail service.
* Up to 28 characters can be entered as a file name for the Store & Send Link service.

* Up to 40 characters can be entered as a file name for the Network Scanning service.

Reply To (Specifying a Reply Address)

When using the E-mail service, you can specify the address for reply.

T Select [Reply To.

@ Exmail Advanced Layout E-mail Options
Settings j

‘@ Quality / File Size... ‘ ‘E File Format... ‘ ‘ . Read Receipts... ‘

Quality: Higher +2 TIFF / JPEG Auto Select off
File Size: Larger +2

J J )
‘m Split Send... ‘ ‘E‘ File Name... ‘ ‘ & ReplyTo... ‘

split by Page Auto Name

L J J )
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2 Enter an address for reply.

[x Cancel ][<7 Save

5% Reply To
Reply To

[ 8 Reply To Me

T Address Book |

H Reply To
Select the [Reply To] box to display the keyboard screen on which you can enter an address

for reply.

Note
* Forinformation on how to search the Address Book by entering a part of the e-mail address, refer to "New

Recipient (Specifying an E-mail Address)" (P.345).

H Clear
Deletes the address entered in [Reply To].

H Reply To Me
Uses the address specified in [From] on the [E-mail] screen as a reply address.

Note
* [Reply To Me] is selectable only when an address is specified in [From] on the [E-mail] screen.

B Address Book
Allows you to select a reply address from the Address Book.

Note
* For more information, refer to "Address Book" (P.333).

File Name Conflict (Setting the Action to be Taken for File Name

Conflict)
When using the Scan to PC service, you can set the action to be taken when the file name

conflicts with another file stored in the destination.

1 Select [File Name Conflict].

E ScantoPC [  Advanced
Settings
Quality / File Size... File Name... File Name Conflict...
[y o I= |2 \
Quality: Higher +2 Auto Name Rename New File
File Size: Larger +2 ) ) J
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2 Select any option.

=L File Name Conflict (#cancel [ save

The newfile is not saved if there is an existing file
Do Not Save with the same file name in the same directory.

Renam:

H Do Not Save
Cancels the job without saving the file.

B Rename New File

Automatically changes the file name by appending a number (0001 - 9999) to the file
name, and saves the file.

B Overwrite Existing File

Replaces the existing file with the new one.

File Name (Specifying a Name for the File to be Saved)

When using the Store to Folder service, you can specify a name for the file to be saved.

Encryption (Sending E-mail Encrypted by S/MIME)

When using the E-mail service, you can send e-mail encrypted by S/MIME.

When sending encrypted e-mail, select an e-mail address associated with a certificate that
can be encrypted, from the Address Book.

Note

* You can change the default value of [E-mail Encryption] in the System Administration mode. For information

on how to change the default value, refer to "Tools" > "Scan Service Settings” > "Scan Defaults” > "E-mail
Encryption” in the Administrator Guide.

m Off
Sends e-mail without encryption.
EOn

Sends e-mail with encryption.

Digital Signature (Sending E-mail with a Digital Signature by S/MIME)

When using the E-mail service, you can send e-mail with a digital signature by S/MIME.

Digital Signature allows a recipient to confirm whether contents of the e-mail are changed,
or whether the e-mail is sent from the proper sender.

To use this feature, the machine's mail address must be linked to a certificate.
Reference

* Forinformation on how to link a certificate to the machine’s e-mail address, refer to "Encryption and Digital Signature Settings” >
"Configuration of E-mail Encryption/Digital Signature” in the Administrator Guide.
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m Off
Sends e-mail without a digital signature.
HOn
Sends e-mail with a digital signature.
Login Name

You can enter the login name for a destination server.

Note
* This feature is displayed only when [Network Scanning] is selected on the Services Home screen.

1 Select [Login Name].
Enter the login name using the keyboard displayed on the screen.

2

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

g Password
=}
You can enter the password for a destination server.

Note
* This feature is displayed only when [Network Scanning] is selected on the Services Home screen

u

1 Select [Password].
Enter the password using the keyboard displayed on the screen.

2

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

Meta Data
You can change the values of the DMF if they are specified for a selected job template.

Note
* This feature is displayed only when [Network Scanning] is selected on the Services Home screen.
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Send from Folder

Folder Operating Procedure

This section describes the basic procedure to operate files in folders.

You can store print files submitted by a computer, scan files, and fax files in folders on the
machine.

These files stored in a folder can be sent by e-mail and be retrieved from a network
computer.

You can also automate routine tasks, or register private folders and shared folders
separately.

"Step 1 Opening the [Send from Folder] Screen” (P.428)
"Step 2 Selecting a Folder” (P.429)

"Step 3 Checking/Selecting Files in a Folder" (P.429)
"Step 4 Operating Files in a Folder” (P.430)

Step 1 Opening the [Send from Folder] Screen

428

The following describes how to select features on the [Send from Folder] screen.

Note
* The features displayed on the screen depend on your machine configuration.

1 Press the <Services Home> button.

¥

@ DO NOT remove
the

2 Select [Send from Folder].




Folder Operating Procedure

Step 2 Selecting a Folder

Access to some folders may be restricted, depending on the settings of the Authentication
feature.

Reference

* Forinformation on selectable folders depending on the Authentication feature, refer to "Authentication and Accounting Features”
> "Authentication for Job Flow Sheets and Folders" in the Administrator Guide.

1 Select a folder on the [Send from Folder] screen.

ﬁ. Send from Folder
(001 \2— (002 \(4— (003 (24— (004 (2— Goto
TEST2 TEST3 TEST4

TEST1 001 © 200

TESTS

\ JU JU JU J ‘C”
(005 \4— (006 {4 (007 [#— [008 {7— —
TEST6 TEST7 TEST8

{ JL JL JL J
(009 N4— (010 N4 (011 4 (012 {4— —
TEST9 TEST10 TEST11 TEST12 v

\ J{ J{ J{ ) —
(013 \[2— (014 \[#—

TEST13 TEST14

) )

Note

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Drag or flick the screen vertically to switch the screen to be displayed. For information on how to drag or flick,
refer to "Touch Screen” (P.84).

2 If apasscode is set for the folder, enter the passcode and select [Confirm].
Step 3 Checking/Selecting Files in a Folder

1 Select the display style from [List] and [Thumbnail].

" Folder 001 - File List (@refresh  |[7 close
|Thumbnail . Number of Files: 3 | select All |
List
o ST 2119 2119
Ll 2011 2011
- 19:39 19:39
img-921183836 img-921183857 img-921183904

[ Job Flow
| Settings.. J

2 Select a file to send by e-mail or to print.

I Folder 001 - File List (@reresn [Fctose |
Thumbnal || Number of Files: 3 Selectall |
2119 2119 2119
2011 2011 2011
19:38 19:39 19:39
img-921183836 img-921183857 img-921183904
Job Flow |
| settings... )

* Forinformation on the [File List] screen, refer to "Checking/Operating Files in a Folder" (P.432).
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Step 4 Operating Files in a Folder

The following shows the reference sections for operations available on the [Send from
Folder] screen.

“Selecting a Folder” (P.431)
"Checking/Operating Files in a Folder” (P.432)
"Checking File Details” (P.435)

"Printing Files in a Folder" (P.438)
"Configuring/Starting Job Flow" (P.442)
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Selecting a Folder

The following describes how to select a folder.

Access to some folders may be restricted, depending on the settings of the Authentication
feature.

Reference

* Forinformation on selectable folders depending on the Authentication feature being used, refer to "Authentication and
Accounting Features” > "Authentication for Job Flow Sheets and Folders" in the Administrator Guide.

1 Select a folder on the [Send from Folder] screen.

ﬁ. Send from Folder
(001 \2— (002 \(4— (003 (24— (004 (2— Go'to
TEST1 TEST2 TEST3 TEST4 001 « 200

\ JU JU JU J ‘C”
(005 \4— (006 {4 (007 [#— [008 {7— —
TESTS TEST6 TEST7 TEST8

L I I I

J
(009 N4— (010 N4 (011 4 (012 {4— —
TEST10 TEST11 v
J

TEST9 TEST12
L I I I
(013 4 (014 (2

J

TEST13 TEST14
Ay W)
Note

* Select [ A]toreturn to the previous screen or [ W] to move to the next screen.

* Drag or flick the screen vertically to switch the screen to be displayed. For information on how to drag or flick,
refer to "Touch Screen” (P.84).

* An arrow is displayed next to each folder which has a link to a job flow sheet and for which the auto start is
set.

* If the passcode entry screen appears, enter the passcode and select [Confirm].

H Go to

Displays a folder at the top when you enter the 3-digit folder number with the numeric
keypad.
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Checking/Operating Files in a Folder

You can check or operate files stored in a folder.

Note
* When selecting print files, [Job Flow Settings] cannot be selected for some models.

1 Select a folder on the [Send from Folder] screen.

ﬁ. Send from Folder
(001 \2— (002 \(4— (003 (24— (004 (2— Goto
TEST2 TEST3 TEST4

TEST1 001 © 200

\ JU JU JU J ‘C”
(005 \4— (006 {4 (007 [#— [008 {7— —
TEST6 TEST7 TEST8

TESTS

{ JL JL JL J
(009 N4— (010 N4 (011 4 (012 {4— —
TEST9 TEST10 TEST11 TEST12 v

\ J{ J{ J{ ) —
(013 \[2— (014 \[#—

TEST13 TEST14

) )

Note

* Select [ A] to return to the previous screen or [ W] to move to the next screen.

* Drag or flick the screen vertically to switch the screen to be displayed. For information on how to drag or flick,
refer to "Touch Screen” (P.84).
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2 Select afile.

" Folder 001 - File List (@refresh  |[7 close
Thumbnail : Number of Files: 3 | select All |
List
o 2119 2119
SR 2011 2011
- 19:39 19:39
img-921183836 img-921183857 img-921183904 P ——
[ Job Flow
| Settings... J

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to"Touch Screen” (P.84) .

® You can also switch to list view as shown below.

| Folder 001 -File List [@refresn [ close
: Number of Files: 12 | Select All |
order [File Name A [Date &Time |Pages | Delete
1 % DocName101 2011/6/23 7:33PM 11 ————
= | File Details...
@ Doc Name102 2011/6/23 7:33PM 12 b
——1 [ Job Flow
¥g DocName103 2011/6/23 7:33PM 13 | Settings.. )
| Print...
% Doc Name104 2011/6/23 7:33PM 14
[€& DocName105 2011/6/23 7:33PM 15( v J

* You can sort files in ascending or descending order by selecting either [File Name] or [Date & Time].
* Inthe list view, an icon is displayed at the left of each file name to show the file type.

° : Scan file

: Print file

: File for Secure Polling
: IP Fax (SIP) file

: Internet Fax file

© & & W ME

You can select up to 100 files separately, or select all files at a time. If you select files separately, a number
appears to the left of the icon indicating the order in which it was selected. Files are processed in this order.

3 Select any option.

N Refresh

Displays the updated information.

H List

Lists the files stored in the folder, with their stored dates and pages.
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B Thumbnail

Displays the images and names of the files stored in the folder.

Important
* If the power is cut off immediately after a scanned file is stored in a folder, or if the hard disk space is
insufficient to display thumbnails, files in the folder may not be displayed in thumbnail view. In that case,
display them in list view.

* Characters and images in thumbnail view may not be correctly displayed because they are scaled down from
the actual sizes.

Note

* The orientation of an image displayed in thumbnail view depends on which orientation the document was
stored in.

B Number of Files

Displays the number of files stored in the selected folder.

H Select All

Selects all the files in the folder. To deselect all the files, select this button again while all
the files are being selected.

H Delete

Deletes the selected files in the folder.

M File Details (Preview)

Previews the selected file to allow you to check its details.
Reference
* Refer to Checking File Details(P.435).
H Job Flow Settings

Displays the [Job Flow Settings] screen on which you can create, link, and execute job flows.

Reference
® Refer to "Configuring/Starting Job Flow" (P.442)".

Note
* Files stored in a folder by specifying [Store in Remote Folder] on a print driver are called "print files". Job flows
are not available for print files. If print files are included in the selected files, a job flow can be executed for
the files other than the print files.

M Print
Allows you to print the selected files separately.

Reference
® Referto "Print" (P.438).

H Batch Print
Allows you to print the selected multiple files as one file.

Reference
® Refer to"Batch Print" (P.439) .
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Checking File Details

You can preview the selected file to check its details.

Note
* Monochrome images with high gradation levels may appear bluish when previewed.

1 Select a file on the [Folder - File List] screen.

7 Folder 001 - File List (@reresn [[Fctose |

Thumbnail v Number of Files: 6 Select All

L J

Job Flow

Settings..

Doc Name104 Doc Name105 Doc Name106

2 Click [File Details (Preview)...].

7 Folder 001 - File List (@reresn [[Fctose |

Thumbnail : Number of Files: 6 Select All

L J

Delete

«

File Details

(Preview)...

Job Flow

Settings..

Print...

«

Batch Print...

L J
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Doc Name104 Doc Name105 Doc Name106

3 When you select multiple files, select a file to check details.

[~ Folder 001 - File Details <7 Close
File Number - File Name Date & Time
[©) 00001-Doc Nome101 24/8/2012 15:49
££ 00002-Doc Name102 24/8/2012 1555
[€ 00003-Doc Nome103 24/8/2012 1555
[€ 00004-Doc Nome104 24/8/2012 1555
[©) 00005-Doc Name105 24/8/2012 1555

4  Select any option.
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| R (Thumbnailed view)

A previewed image is displayed in a thumbnailed view.

B = e

& concel

i
|

In the thumbnailed view, the following operations are available:
* Drag or flick the preview area up and down to switch pages.

* Tap a thumbnail to move to the page view.

Note
* Forinformation on how to drag or flick, refer to "Touch Screen” (P.84).

[ ] (Entire view)

An entire previewed image is displayed.

* When the page switching buttons are displayed

—
[@‘& Rotate View ] [q? Close ]
1806201317321
18/6/13 17:33
Delete
Change
2 File Name..
)~ Change
Print Settings..

* When the thumbnailed bar is displayed

e
[@‘& Rotate View ] [q? Close

1806201317321

18/6/1317:33

Delete
__ Change

File Name...

)~ Change
Print Settings..

Ll

In the entire view, the following operations are available:
* Drag or flick the preview area side to side to switch pages.
* Double-tap a previewed image to move to the enlarged view.

* Tap the preview area to switch whether to display the page switching buttons or
thumbnailed bar.

* Tap the previous or next page displayed on the preview area to display the tapped page
on the center of the screen.

Drag the thumbnailed bar side to side to scroll thumbnails. Tap the desired thumbnail to
be displayed.
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[ | (Enlarged view)

A previewed image is enlarged or reduced.

* When the slider is displayed

%. @RttVew

[& _ ]

1806201317321
18/6/13 17:33
i Delete
=
Change
2 File Name..
% Change
Print Settings..

* When the thumbnailed bar is displayed

I
Gl o G

[& _ ]

1806201317321

18/6/1317:33
Delete
.

Change
2 File Name..

)~ Change
Print Settings..

In the enlarged view, the following operations are available:

* Drag or flick the enlarged image side to side or up and down to move the position to be

displayed.

* Double-tap the previewed image to change the ratio of the image size.

* Tap the preview area to switch whether to display the slider or thumbnailed bar.

* Drag the slider to change the ratio of the image size.

* Drag the thumbnailed bar side to side to scroll thumbnails. Tap the desired thumbnail to

be displayed.

| [‘e} Rotate View ](Rotute VieW)

Rotates all previewed images 90 degrees right from the currently displayed angle.

H Delete

Deletes the selected files in the folder.

B Change File Name

Allows you to change the file name. Use the displayed keyboard to enter a new name.

B Change Print Settings

Allows you to change the print settings of the file previewed on the screen.

H Print

Prints the selected files.
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Printing Files in a Folder

You can print selected files in a folder.

1 Select files on the [Folder - File List] screen.

I Folder 001 - File List (@refresh ][ close
Thumbnail - Nurmber of Files: 3 [ select ll |
2119 2119 2119
2011 2011 2011
19:38 19:39 19:39
img-921183836 img-921183857 img-921183904 e

[ Job Flow
| settings... J

2 Select [Print] or [Batch Print].

I Folder 001 - File List (@refresh ][ close
Thumbnail - Nurmber of Files: 3 [ select ll |
2119 2119 2119
2011 2011 2011
19:38 19:39 19:39
img-921183836 img-921183857 img-921183904 e

[ Job Flow
| settings... J

* When multiple files are selected, [Batch Print] allows you to print the selected files as a single file, while [Print]
allows you to print them as separate files.

Reference

® Forinformation on [Print] and [Batch Print], refer to "Print" (P.438) and "Batch Print" (P.439).

3 Select any option. Enter the number of print sets using the numeric keypad, if necessary.

" Folder 001 - Print Settings [P ]
[ Paper Supply... ‘ [ W 2 Sided Printing... ‘
Auto Select 1 Sided T
File Details...
t I & ‘
[ Output... ‘
Print Quantit;
Sihenlle O 16999 Sty
Hole Punch: Off 12999 5ets
Center Tray ‘
e —

4 Select [Print].

Note

* When afile stored by [Store in Remote Folder] of a print driver is printed, the settings specified on the control
panel or CentreWare Internet Services will override the settings specified on the print driver except the [Pages
Per Sheet (N-Up)], [Skip Blank Page], and [Print Position] settings.

Print

Allows you to set printing.
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B Paper Supply

Allows you to select paper.

M 2 Sided Printing
Allows you to set 2-sided printing.

H Output

Allows you to set stapling, punching, and a tray where the output is delivered.

Note
*® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

Reference
* For examples of the settings of stapling and hole punching, refer toWhen stapling/punching holes(P.440).
H File Details

Displays the [File Details] screen. Select a file from the list to check its preview image.

Reference
* Forinformation on how to preview a file, refer to "Checking File Details” (P.435).

M Print Quantity

Specify the number of print sets.

H Print

Prints the selected file.

Batch Print
Allows you to set batch printing.

You can print multiple files as one file. Up to 100 files can be bound in the selected order.

Note
® For 2-sided printing, the last page becomes blank when the total number of printed pages is odd. For printing
of multiple files, a blank page is inserted after the final page of each file.

¢ If a different size document is included in multiple files, it may be printed in improper orientation.
* [Batch Print] is not available while interrupting another job.

* [Batch Print] is not available for files received by fax or Internet Fax, or files for Secure Polling. When the
selected files contain fax or Internet Fax files, the machine will not print the fax or Internet Fax files but only
the scan and print files.

H Paper Supply

Allows you to select paper.

B 2 Sided Printing
Allows you to set 2-sided printing.
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H Output
Allows you to set stapling and punching, and a tray where the output is delivered.
The number of sheets that can be stapled is 2 - 50 (when 80gsm paper is use).

Note

* This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

Reference
* For examples of the settings of stapling and hole punching, refer to When stapling/punching holes(P.440).

H File Details

Displays the [File Details] screen. Select a file from the list to check its preview image.

Reference

* Forinformation on how to preview a file, refer to "Checking File Details" (P.435).

H Print Quantity

Specify the number of print sets.

H Print

Prints the selected file.

When stapling/punching holes

The following table shows the stapling/punching positions for print files stored in a folder
by specifying [Store in Remote Folder] on a print driver, and for scan files. The following
uses the example of [1 Staple] for stapling and [2 Holes] for punching.

B For print files in a folder stored by specifying [Store in Remote Folder] on a print driver

Original
Report 'E
=1
()]
22
Stapling Position
7/ ’
Report 'g
o
()
o
Punching Position
oReport ol5
=1
o o\
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B For scan files stored in a folder

Important

* Ensure that the actual orientation of the original document matches the [Original Orientation] setting in
[Edge Erase] orin [2 Sided Scanning] on the [Layout Adjustment] screen.

Original
Report Report Report Report
Original
Orientation B B
[
hoqefl & hogerd %
2 g
Stapling
Position % % 4 N
Report Report r Report
kS B
I =1
Punching
Position Ro B
oReport oReport o g eport
(e} (e} O %

ﬁ 19p]04 woiy puag

441



! 19p]04 woiy puag

Send from Folder

Configuring/Starting Job Flow

442

Job Flow is a feature that allows you to register transfer settings of scan data, such as a
transfer method and destination, to simplify data-transfer tasks.You can register a
maximum of 200 job flows.

Job flow sheets are categorized into two types according to the target. One type of job flow
sheet targets files stored in folders, and the other type targets scan files. This section
describes the first type of job flow sheet, targeting files stored in folders.

A job flow operates files stored in a folder, and starts in either of the following ways: 1)
automatically start a job flow when a file is stored in a folder, or 2) select a job flow to
manually operate files stored in a folder.

To automatically start a job flow, you must make a link with a folder and a job flow sheet in
advance. Files are automatically processed with the job flow sheet when they are stored in
the linked folder.

Note
* When the Authentication feature is disabled, a job flow created in [Send from Folder] can only be used/
edited/duplicated/deleted through the folder where the job flow is created. This type of job flow is not
displayed on the [Create Job Flow Sheet] screen. When the Authentication feature is enabled, job flows
whose owners are authenticated are displayed on the [Create Job Flow Sheet] screen.

* When you use the HDD Extension Kit (optional), you can register job flows up to 1000.
You can register the following features:
* Forward
* E-mail Notification
* Print

Reference

* Forinformation on the restrictions on the combination of features, refer to "Tools" > "Setup” > "Create Job Flow Sheet" in the
Administrator Guide.

H Forward

Multiple forwarding recipients can be configured for each forwarding method.

¢ FTP

Forwards via FTP. Up to 2 recipients can be specified.

4 SMB

Forwards via SMB. Up to 2 recipients can be specified.

€ Mail

Forwards via E-mail. Up to 100 recipients can be specified.
@ Fax

Forwards via fax. Up to 100 recipients can be specified.

4 Internet Fax

Forwards via Internet Fax. Up to 100 recipients can be specified.
¢ IP Fax (SIP)

Forwards via IP Fax. Up to 100 recipients can be specified.
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B E-mail Notification
You can receive the job results by e-mail.
Reference

* For more information, refer to "Tools" > "Setup” > "Create Job Flow Sheet" > "Create New Job Flow Sheet" in the Administrator
Guide.

H Print

Files in a folder can be printed.

1 Select files on the [Folder - File List] screen.

I Folder 001 - File List (@refresh ][ close
Thumbnail - Nurmber of Files: 3 [ select ll |
2119 2119 2119
2011 2011 2011
19:38 19:39 19:39
img-921183836 img-921183857 img-921183904 e

[ Job Flow
| settings... J

2 Select [Job Flow Settings].

I Folder 001 - File List (@refresh ][ close
Thumbnail - Nurmber of Files: 3 [ select ll |
2119 2119 2119
2011 2011 2011
19:38 19:39 19:39
img-921183836 img-921183857 img-921183904 e

[ Job Flow
| settings... J

3 Select any option.

| & Folder 001 - Job Flow Settings [ close
[nacutlink |
Job Flow Sheet that has been linked to this folder: g Cuttink
Name1 \ J
| Create/
| ®® changelink.. |
Description:
Comment1
Auto Start \\ JE—
| 121 Job Flow ) [ Select Job
B — |8 Flowsheet.. |

This sets auto start of the job flow for files stored in the folder. The job flow automatically
starts when a file is stored.

B Start Current Job Flow

Select files in the folder, and then select this button to start the job flow linked to this folder.
Important

* After executing the job flow, confirm the [Job Status] screen or print a Job History Report to check the result.

For information on the Job History Report, refer to "Tools" > "Common Service Settings" > "Reports” > "Job
History Report” in the Administrator Guide.
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B Cut Link

Cancels the link between a folder and the linked job flow sheet.

B Create/Change Link
Displays the [Link Job Flow Sheet to Folder] screen.

Reference

® Refer to"[Link Job Flow Sheet to Folder] Screen" (P.444) .

B Select Job Flow Sheet

Select this button while files are selected to display the [Select Job Flow Sheet] screen.

Reference

* Refer to"[Select Job Flow Sheet] Screen” (P.446) ".

[Link Job Flow Sheet to Folder] Screen

You can change the link between the folder and its job flow sheet.

Note

* Linking, delinking, and auto start settings can be also performed when you create a folder.

T Select ajob flow sheet to link to.

" Folder 001 - File List (@refresn ][ close
: Number of Files: 12 | Select All |
order [File Name A [Date &Time |Pages | Delete
1 & DocName101 2009/6/26 2:20PM 1 —————
= [ File Details...
[©) DocName102 2009/6/26 2:20PM 12 S
[ Job Flow
¥g DocName103 2009/6/26 2:20PM 13 Settings.
[ print...
g DocName104 2009/6/26 2:20PM 14
[© DocName105 2009/6/26 2:20PM 15 v J

Important

* Selecting [Save] without selecting a job flow sheet does not set a link. If the selected job flow sheet is already
linked, the link is canceled.

Note

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can sort the list in ascending or descending order by selecting either [Name] or [Updated].

2 Select [Job Flow Settings).

[~ Folder 001 - File List

[@ Refresh

][0 -

Thumbnail v

Number of Files: 3

| Select All |

2119
2011
19:38

img-921183836

2119
2011
19:39

img-921183857

2119
2011
19:39

img-921183904

[ Job Flow
| Settings..
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3 Select [Create/Change Link].

| & Folder 001 - Job Flow Settings

[0 Close

Job Flow Sheet that has been linked to this folder:
Name1

Description:
Comment1

Auto Start [ . Start Current
| Job Flow )

T g Cuttink

[
e Create/

| 7 changelink... |

[ Select Job

|8 Flowsheet.. |

4 Select any option.

]

©2 Link Job Flow Sheet to Folder 001 [@ Refresh ][0 Save
Search by N
Name a1 updated earchiby/iaime S
)
" Name1 2009/1/29 A ‘ ‘
Search by Keyword
— = B[]
7 Name 3 2009/1/29 e —
[ Select |
Keyword...
7 Name4 2009/1/29 (S Rewere- )
| Sheet Filtering... |
7 Name 5 2009/1/29 @
J |None
[ | [rs i
@ Create... | m Edit / Delete... |

H Refresh

Displays the updated information.

H Create

Displays the [Create New Job Flow Sheet] screen.

Reference

* For more information, refer to "Tools" > "Setup” > "Create Job Flow Sheet" > "Create New Job Flow Sheet” in the Administrator

Guide.

H Edit/Delete

Displays the [Details] screen.

Reference

* For more information, refer to "Tools" > "Setup” > "Create Job Flow Sheet" > "Edit/Delete" in the Administrator Guide.

B Search by Name

Searches for job flows that partially match the entry. The machine searches through job
flow names that were registered upon each job flow creation. The entry can be up to 128

characters long.

Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

B Search by Keyword

Searches for job flows that fully match the entry. The machine searches through keywords
that were registered upon each job flow creation. The entry can be up to 12 characters
long. You can select from preset keywords if they have been registered in the System

Administration mode.

Reference

* Forinformation on how to enter characters, refer to "Entering Text" (P.87).
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M Select Keyword

Displays the [Select Keyword] screen. Select a keyword registered in the System
Administration mode to search for job flows. Job flows that fully match the entry are

searched. The machine searches through keywords that were registered upon each job flow
creation.

M Sheet Filtering
Displays the [Sheet Filtering] screen.

Reference
® Refer to [Sheet Filtering] Screen(P.446).

[Sheet Filtering] Screen

This screen allows you to filter the job flow sheets displayed.

Reference

* Displayed job flow sheets may vary depending on the Authentication feature. For more information, refer to "Authentication and
Accounting Features" > "Authentication for Job Flow Sheets and Folders" in the Administrator Guide.

1 Select the filtering conditions, and select [Save].

@ Sheet Filtering [x Cancel ][0 Save ]

Owner Target

System Folder
P |Nensystem
Administrator

Note
* The job flows that can be displayed on [Send from Folder] are those whose [Target] is [Folder], and those
stored in the machine.

H Owner

Select the owner of job flow sheets to filter.

H Target
Select the target of job flow sheets to filter.

[Select Job Flow Sheet] Screen

This screen allows you to select and execute a job flow for the selected files.
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1 Selecta job flow, and select [Start].

| i Folder 001 - Select Job Flow Sheet (@refren  J[Pctose ]
Name | Updated SearchbyName
1
 Name1 2009/1/29 A ‘ ‘
Search by Keyword
) Name2 2009/1/29 ‘ ‘
= Name 3 2009/1/29 ————————
[ Select |
— | 38 keyword.. J
Name4 2009/1/29 et
| Sheet Filtering... |
= Name 5 2009/1/29 [
) |None J
| 37 Details... [ Start
(& | ‘ |

* Select [ A]toreturn to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can sort the list in ascending or descending order by selecting either [Name] or [Updated].

N Start

Executes the selected job flow sheet.

B Refresh
Displays the updated information.

H Details

Displays the [Details] screen.

Reference
* For more information, refer to "Tools" > "Setup” > "Create Job Flow Sheet" > "Edit/Delete" in the Administrator Guide.

B Change Settings
If the selected job flow sheet setting is editable, the [Change Settings] screen appears. You
can temporarily change the settings.

B Search by Name

Searches for job flows that partially match the entry. The machine searches through job
flow names that were registered upon each job flow creation. The entry can be up to 128
characters long.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

B Search by Keyword

Searches for job flows that fully match the entry. The machine searches through keywords
that were registered upon each job flow creation. The entry can be up to 12 characters
long. You can select from preset keywords if they have been registered in the System
Administration mode.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

M Select Keyword

Displays the [Select Keyword] screen. Select a keyword registered in the System
Administration mode to search for job flows. Job flows that fully match the entry are
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searched. The machine searches through keywords that were registered upon each job flow
creation.

M Sheet Filtering
Displays the [Sheet Filtering] screen.

Reference
® Refer to [Sheet Filtering] Screen(P.446).
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Job Flow Procedure

Job flow sheets are categorized into two types according to the target. One type of job flow
sheets targets scanned documents, and the other type targets files stored in folders. This
section describes the first type of job flow sheets, targeting scanned documents.

Reference
* Forinformation on job flow sheets that target files stored in folders, refer to"Configuring/Starting Job Flow" (P.442) .
To create and register a job flow sheet, use a computer.
"Step 1 Opening the [Job Flow Sheets] Screen” (P.450)
"Step 2 Selecting a Job Flow Sheet” (P.451)
"Step 3 Confirming/Changing the Job Flow Sheet” (P.451)
"Step 4 Starting the Job Flow Sheet” (P.451)

Note

* To create a job flow sheet, use Device Setup Tool. You can download Device Setup Tool from our official web
site.

Step 1 Opening the [Job Flow Sheets] Screen

1

2

450

The following describes how to open the [Job Flow Sheets] screen.

Press the <Services Home> button.

Select [Job Flow Sheets].

Note
* WSD stands for Web Services on Devices.
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Step 2 Selecting a Job Flow Sheet

71 Select ajob flow sheet.

[E Job Flow Sheets

o 2 Updates Searchby Name..
Nome1 2009/1/29 ‘ ‘
Name2 2009/1/29 ‘ ‘
Name3 2009/1/29 TR

| Select |
Name4 2009/1/29 =" Kepword. . )
[@ Sheet Filtering... |
Name5 20091729 | VY
J |Options Selected |
| @3, Refresh
L84 ‘

* For more information on the [Job Flow Sheets] screen, refer to"Selecting/Changing a Job Flow Sheet” (P.452) .
Step 3 Confirming/Changing the Job Flow Sheet

1 To confirm the details, select [Details]. To change the settings, select [Change Settings].

[E Job Flow Sheets

[ Name a7 Updated: | eaichbyiiame T
Name1 2009/1/29 ‘ ‘
" Search by Keyword...
& Name2 200911729 | ‘ 7‘
Name3 2009/1/29 —
[ Select |
Nome4 20004029 ‘%‘
| [@ Sheet Filtering... |
Nomes 20091729 | v
J |Options Selected |
| @3, Refresh | [[5] Details.. | [, Change |
L34 (L | Cakron s

* Forinformation on how to check or change job flow settings, refer to "Selecting/Changing a Job Flow Sheet" (P.452).
Step 4 Starting the Job Flow Sheet

1 Load a document.

Note
* Ajob flow with an application linked does not require you to load a document.

2 Press the <Start> button.

Important

* After executing the job flow, be sure to print a Job History Report to check the result. For information on the
Job History Report, refer to "Tools" > "Common Service Settings" > "Reports” > "Job History Report” in the
Administrator Guide.

451

ﬂ $193yS Mo|4 qof



! $193ys Mo|4 qof

Job Flow Sheets

Selecting/Changing a Job Flow Sheet

This section describes how to select or edit a job flow sheet created on a network computer
with EasyOperator or Device Setup Tool.

Important
* If characters not supported by the machine are used in the name or description of a job flow sheet, the
characters will not be displayed or will be garbled on the screen. For information on characters that can be
used in the names or descriptions of job flow sheets, refer to "Appendix” > "Notes and Restrictions" > "Notes
and Restrictions on the Use of the Machine” in the Administrator Guide.

Note
* To communicate with network computers, enable the SOAP port on the machine.
* Ajob flow sheet created on a network computer can be deleted, but cannot be changed or duplicated.

However, you can temporarily change some items that are permitted to be changed.

Reference

* Forinformation on how to enable the port, refer to "Tools" > "Connectivity & Network Setup” > "Port Settings" in the Administrator
Guide.

1 Select ajob flow sheet.

[E Job Flow Sheets
T 2 Updates Searchby Name..
Name1 2009/1/29 ‘ ‘
Search by Keyword...
Name2 2009/1/29 ‘ ‘
Name3 2009/1/29 TR
| Select |
Namet 2009/1/29 |- Keyword. | )
[@ Sheet Filtering... |
Name5 20091729 |V
J |Options Selected |
| Refresh | [ 5] Details... | [ ¢, Change |
& |t J| K scmee. |

* Displayed job flow sheets may vary depending on the settings of the Authentication feature. For more
information, refer to "Authentication and Accounting Features" > "Authentication for Job Flow Sheets and
Folders” > "Creating/Using Job Flow Sheet".

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can sort the list in ascending or descending order by selecting either [Name] or [Updated].
B Refresh

Displays refreshed information.

H Details

Displays the [Details] screen. You can confirm the details of a job flow such as the name,
last updated date, target, owner, and save location. When you select the [[1]] button, the
whole text of the description which was registered when creating the job flow sheet is
displayed.

B Change Settings

Displays the [Change Settings] screen. You can change the job flow settings.

Reference
® Refer to "[Change Settings] Screen” (P.453).
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B Search by Name

Searches for job flows that partially match the entry. The machine searches through job
flow names that were registered upon each job flow creation. The entry can be up to 128

characters long.

B Search by Keyword

Searches for job flows that fully match the entry. The machine searches through keywords
that were registered upon each job flow creation. The entry can be up to 12 characters
long. You can select from preset keywords if they have been registered in the System

Administration mode.

M Select Keyword

Displays the [Select Keyword] screen. Select a keyword registered in the System
Administration mode to search for job flows. Job flows that fully match the entry are
searched. The machine searches through keywords that were registered upon each job flow

creation.

M Sheet Filtering

Displays the [Sheet Filtering] screen on which you can filter the job flow sheets displayed.

Reference

® Refer to"[Sheet Filtering] Screen" (P.454) .

[Change Settings] Screen

1 Select [Change Settings].

[E Job Flow Sheets
e 2 Updates Searchby Name..
Name1 2009/1/29 ‘:”
Search by Keyword...
Name3 2009/1/29 ———
| Select |
Name4 20091729 L Keywords
[@ Sheet Filtering... |
Nome5 20091729 | ¥
J |Options Selected |
| Refresh | [ 5] Details... | [ ¢, Change |
[ (¢4 i (i RS Settir?gs...

2 Select a group to be changed from [Group of Items].

% Change Settings

[0 Close ]

Group of Items

1. Name2-Grpl

Name2-Grp2

Name2-Grp3

2.

3.

4. Nome2Grpa
5. Name2-Grp5
6.

Name2-Grp6

Note

* The screen as shown on the right does not appear if only one group is registered.
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3 Select the item to be changed.

Name2-Grp1 <7 Close
Items Current Settings

D 1. TypeSTR 12345

P 2. TypePwn e

D 3. TypeINT 3

[ Next Group |

) 4 TypesSEL 1234567890123456789012345 |

D 5 TypeDESTISMTP hogehoge.jp

) 6. TypeDESTISMTPSEC hogehoge.jp ¥ | [ AddE-mail

)| Recipient

* Atriangle icon appears at the left of each mandatory item.
4  Select any option.

H Items

Displays the items set for the job flow sheet.

B Current Settings

Displays the values set for the job flow sheet.

M Previous Group

Displays the items of the previous group.

B Next Group
Displays the items of the next group.

B Add E-mail Recipient

Adds recipients for the e-mail.

[Sheet Filtering] Screen
This screen allows you to filter the job flow sheets displayed.

Reference

* Job flow sheets displayed vary depending on the settings of the Authentication feature. For more information, refer to
"Authentication and Accounting Features” > "Authentication for Job Flow Sheets and Folders" > "Creating/Using Job Flow Sheet".

T Select [Sheet Filtering].

[E Job Flow Sheets

[ Name a7 Updated: | eaichbyiiame T
Name1 2009/1/29 ‘ ‘
" Search by Keyword...
& Name2 200911729 | ‘ 7‘
Name3 2009/1/29 R
elect
Named 2009/1/29 WLASIEEE
| [@ Sheet Filtering... |
Nome5 20091729 | ¥
J |Options Selected |
[ A Refresh | (7 Details... | [, Change |
L84 j K .
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2 Select the filtering conditions, and select [Save].

@ Sheet Filtering [x Cancel ][0 Save ]

Owner Target

System Scan Jobs
(P2t e
o [Nonsystem o |Prtemal Apptcation
Administrator
Dcopy Jobs

B Owner

Select the owner of job flow sheets to filter.

B Target
Select the target of job flow sheets to filter.

Note
* Job flow sheets whose [Target] is [Folder] can be used only from [Send from Folder].
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Stored Programming

Stored Programming Overview

458

The Stored Programming service allows you to store settings that you expect to use
frequently and call them with a single button operation. You can also assign a screen to a
stored program button, to use the button as a short-cut to the screen.

A stored program can store not only settings of a feature, but a flow of settings configured
on multiple screens.

For example, this service is available when you want to record a procedure starting from
pressing the <Machine Status> button, to displaying the screen under [Print Reports] to
print a Job History Report.

In addition, while Build Job is running, this service can be used for the remaining document
stacks.

Reference
* Forinformation on Build Job, refer to "Build Job (Processing Documents Scanned with Different Settings as One Job)" (P.181).

Note
* Drag and flick operation cannot be registered to the stored program.

The following shows the reference section for each feature.
"Registering/Deleting/Renaming Stored Programs” (P.459)
"Calling a Stored Program” (P.466)
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Registering/Deleting/Renaming Stored Programs

You can register and delete stored programs on the [Stored Programming] screen.

1 Press the <Services Home> button.

¥

© DO NOT remove
the USB device while
itis being accessed.

Copy
‘D
Simple Copy

Store to Folder Send from Folder Stored
Programming

1/2

3 Select [Stored Programming].

X Setup ‘ « Close

oCreale Folder...

Stored Programming... %

Create Job Flow
oSheel...

Add Address Book
Oknry...

(Create Fax Group
Recipients...

oAdd Fax Comment...

4  Select afeature.

X Job Store ‘4; Close

Store Build Job 2. <Avdilable>

3. <Available>
Delete

4. <Avdilable>

Enter / Change
Name 5. <Available>

Assign /

Change Icon 6. <Available>
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M Store
Register a stored program.

Reference
* Refer to "Registering Stored Programs” (P.460).

M Store Build Job
Register a stored program for Build Job.

Reference
* Refer to"Registering Stored Programs for Build Job" (P.462) .

H Delete
Deletes a stored program. Select the stored program number to be deleted.

Reference
* Refer to"Deleting Stored Programs” (P.463) .

H Enter/Change Name
Enter or change the name of a stored program.

Reference
* Refer to "Entering/Changing a Stored Program Name” (P.464).

B Assign/Change Icon
Specify an icon for a registered stored program.

Reference
* Refer to "Assigning/Changing Icons for Stored Programs” (P.465).

n Registering Stored Programs

Up to 100 actions can be registered with one stored program. Up to 40 stored programs
can be registered in the machine.

Actions registered in stored programs No.1 and 2, or No.1 to 9 can also be performed by
using one touch buttons <53> and <54>, or <46> to <54>. (This feature is available only
when the optional Fax service is installed.)

Bbuiwwniboid paiols

The following describes how to register actions with stored programs.

Important
* If registered settings such as tray paper size and comments, or default values in the System Settings are
changed after a stored program is registered, the program's content also changes.

Note

* Services using System Settings, Job Flow Sheet, Network Scanning, or Address Book cannot be registered.

* The registering procedure for a stored program is canceled when the <Interrupt> button is pressed, the Auto
Clear feature causes a time-out, or a pop-up window (paper jam, etc.) appears.

® There are two ways in which address numbers and stored programs are assigned to the one touch buttons.
Select either of the following. By default, [Type 1] is selected. For information on how to change the settings
registered to the one touch buttons, refer to " Tools" > "Common Service Settings” > "Screen/Button Settings”
in the Administrator Guide.
* [Type 1]
The buttons 1 to 52 are used for address numbers and they correspond to the registered address numbers
0001 to 0052, while the buttons53 and 54 are used for stored programs and they correspond to the
registered stored programs 1 and 2.

* [Type 2]
The buttons 1 to 45 are used for address numbers and they correspond to the registered address numbers
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0001 to 0045, while the buttons 46 to 54 are used for stored programs and they correspond to the
registered stored programs 1 to 9.

1 Select [Store].

X Job Store "v Close }

Store Build Job 2. <Available>

}—{ 3. <Available>
Delete

}—{ 4. <Available>
Enter / Change

Name 5. <Available>
Assign /

| Change Tcon |6 vollable v

2 Select a number to register a stored program.

Note
* Once ajob is stored to a button, it cannot be overwritten.

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

3 Set the feature you want to register.

Note
* The machine sounds an audible tone while a stored program is being registered.

* Press the <Interrupt> button to cancel registration.

Reference

* You can change the volume of the sound that notifies that a stored program is being registered. For information on the setting,
refer to "Tools" > "Common Service Settings" > "Audio Tones" > "Stored Programming Tone" in the Administrator Guide.

4 Press the <Start> or <Clear All> button.

Note
* If no name is entered for a registered stored program, the name becomes "(No Name)

Reference
* Forinformation on how to name a registered stored program, refer to “Entering/Changing a Stored Program Name" (P.464)

Notes and Restrictions on Registering Stored Programs

The following notes and restrictions apply when you register stored programs.

* When registering a stored program to select a paper size or type loaded on the bypass
tray, register both the paper size and the paper type. If only the paper size or type is
registered, the stored program may not be called properly.

* If any of the following operations is performed while a stored program is being
registered, the stored program may not be registered or may not work correctly.
- Removing or inserting a paper tray
- Loading or reloading paper in the bypass tray

* If any of the following operations is performed after a stored program is registered, the
registered stored program may not be called properly.

- If the stored program has the Watermark feature and the default values of that
feature are changed.
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- If the stored program has an operation for a folder and the folder passcode is

changed.

- If the settings of the control panel are changed.
- If the services assigned to the <Custom> buttons are changed.
- If any setting is changed under [Tools] > [System Settings] > [Copy Service Settings] >

[Preset Buttons].

- If the selection is made from a list of the Address Book or Job Flow Sheet.
- If any optional components installed on the machine, such as a finisher, are changed,

and thereby the associated buttons become no longer available.

- If the measurement unit, millimeters or inches, is changed.
- If ajob is selected from the list of the stored jobs in [Secure Print Jobs & More] under

Job Status.

- Selecting items using the scroll bar

* The following features and operations cannot be registered in Stored Programming.
- Registration and call of a stored program
- EP Diagnostic Request
- System Settings
- The [Media Print - Text] and [Media Print - Photos] buttons on the Services Home

screen

- The [Store to USB] button on the Services Home screen
- The [Network Scanning] and [Job Flow Sheets] on the Services Home screen
- The <Custom> button to which the Network Scanning or Job Flow Sheets service is

assigned.(ApeosPort Series Models only)

- The Address Book for the Fax/Internet Fax, E-mail, and Scan to PC services
- Unselectable buttons

- The [Language] button on the Services Home screen

- The [Screen Brightness] button on the Services Home screen

- Scrolling operation while previewing

- Drag and flick operation

- The [Browse] button for the Scan to PC service

- Operations to edit e-mail addresses for the E-mail service (the pop-up menu

[Keyboard], [Remove], and [Edit] displayed by selecting [Recipient(s)] or [From])

- The <Power Saver> button

* A

stored program registration is canceled when the <Interrupt> button is pressed, the

Auto Clear feature causes a time-out, or a pop-up window (such as a paper jam window)
appears.

* If the Fax service is available, one touch buttons can be used.

Registering Stored Programs for Build Job

Up to 100 actions can be registered with one stored program for Build Job. Up to 40 stored
programs can be registered in the machine.

The

following describes how to register actions with stored programs.

Note
* This feature may not be available depending on the model or your machine configuration. For information,
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1 Select [Store Build Job].

X Job Store ‘ « Close

( Store

Store Build Job 2. <Avdilable>

3. <Available>

Delete

}—{ 4. <Available>
Enter / Change

Name 5. <Available>
Assign /

| Change Tcon |6 vollable v

2 Select a number to register a stored program.

Note
* Once ajob is stored to a button, it cannot be overwritten.

* Select [ A] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

3 Set the feature you want to register.

Note
* The machine sounds an audible tone while a stored program is being registered.

* Press the <Interrupt> button to cancel registration.

Reference

* You can change the volume of the sound that notifies that a stored program is being registered. For information on the settings,
refer to "Tools" > "Common Service Settings" > "Audio Tones" > "Stored Programming Tone" in the Administrator Guide.

4 Press the <Start> or <Clear All> button.

Note
* Anicon is displayed to the left of each registered stored program for Build Job.

* If no name is entered for a registered stored program, the name becomes “(No Name)”.

Reference

* Forinformation on how to name a registered stored program, refer to "Entering/Changing a Stored Program Name" (P.464).

Deleting Stored Programs

The following describes how to delete stored programs.

1 Select [Delete].

X Job Store o Close

[ store ‘i 1. (NoName) l

Store Build Job

Delete

Enter / Change
Name
Assign /

v
| Change icon J J
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2 Select the number to be deleted.

Note
* Select [ A] to return to the previous screen or [ W] to move to the next screen.

* Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

3 Select [Delete].

. & Delete Stored Programming

Are you sure you want to delete the stored settings?

@
@ |

Job Number: 1
Job Name: (No Name)

»[zm o %]

| 0 Delete | [ ‘g‘ Cancel

o

H Delete

Deletes the stored program.

Note
* Deleted stored programs cannot be restored.

H Cancel

Cancels deleting the stored program.

Entering/Changing a Stored Program Name

The following describes how to enter or change the name of a stored program.

Up to 36 characters are allowed for a stored program’s name.

Reference
* Forinformation on how to enter characters, refer to "Entering Text" (P.87).

1 Select [Enter/Change Name].

X Job Store | & close J

[ store |

Store Build Job
Delete

Enter / Change
Name
Assign /

| Change icon J J

i 1. (NoName) l

2 Select the number to register or change a name.

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).
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3  Enter a name, and select [Save].

##| Change Name [x Cancel ][0 Save ]

[ [ Delete Text|
\ |[® |

EnDoonoonnos

Shift Iz X cHt] v b n m i " e

Assigning/Changing Icons for Stored Programs

The following describes how to assign or change an icon of a stored program.

You can select from 12 icons.

1 Select [Assign/Change Icon].

X Job Store ‘ « Close

[ store |

Store Build Job
Delete
Enter / Change

Name
Assign /
Change Icon i J

2 Select the number to assign or change an icon.

i 1. (NoName) l

Note
* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84) .

3 Select an icon, and select [Save].

Assign / Change Icon - Job Number 1 [x Cancel ][0 Save
[ |
No Icon @ ‘ ‘
[ I |
| | | = |
[ I I |
T
| e | = |
[ I |
g
2 I J
B No Icon

No icon is assigned to a registered stored program.

HIcon
Select an icon according to the content of the registered stored program.
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Calling a Stored Program

The following describes how to call a stored program.

When you call a specified stored program, the last screen shown when you registered the
stored program appears.

1 Press the <Services Home> button.

¢

@ DO NOT remove
the USB device while
itis being accessed.

2 Select [Stored Programming].

Copy Fax/ Internet Fax E-mail

g o = >

Simple Copy Simple Fax Scan to PC

Store to Folder Send from Folder Stored
Programming

1/2

3 Select a number of a stored program containing the features you want to use.

E} Stored Programming

1. (NoName)

2. <Avdilable>

3. <Available>

4. <Available>

5. <Available>

6. <Available> o

Note
* You can only select registered numbers.

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scrollthe list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* After the stored program has been called, the machine sounds an audible tone. If a failure occurs, the

machine sounds a fault tone.

Reference

* Forinformation on how to change the volume of the sound that notifies that a stored program has been called, refer to "Tools" >
"Common Service Settings” > "Audio Tones" > "Stored Programming Complete Tone" in the Administrator Guide.
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4 After the stored program is called, select other features if necessary.

5 Press the <Start> button.

 — LogIn/Out  JobStatus Machine Status ~ Power Saver
© @ ©
ojoNo!
s T e “C:g‘ %
il pause SpecdDia
O ®
C:s‘m,» fror (1 Man ©

Calling a Stored Program for Build Job

You can call a stored program for Build Job on the [Copy] screen displayed while Build Job is
running.

Note
® This feature may not be available depending on the model or your machine configuration. For information,
contact out Customer Support Center.

T Select [Change Settings].

[T copy File 00096 [ x
Quantity: 20/300 @ Sample Job
Pages  40/50 | 9 Dot
originals: 50

(A4 d) Last Original
Black & White = 4
=1 A4D L{}, et Origing)
100%, 200% —
Collated [ B |
| =I5 Chapter Start... | [} Insert | [ =] change | [ ¢, Change
Q‘;ﬂ | ‘D:m Separators.. | | g8 Quantity... || 2% settings...

2 Select the [Job Assembly] tab.
3  Select [Stored Programming].

4  Select a number of a stored program containing the features you want to use.

Note
* You can only select registered numbers.

* After the stored program has been called, the machine sounds an audible tone. If a failure occurs, the
machine sounds a fault tone.
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Overview of Media Print

470

If a USB memory device is connected to the machine, the data stored in the USB memory
device can also be printed. You can also print scanned data stored with the Store to USB
service.

The installation of commercially available Memory Card Reader allows the machine to
retrieve and print image data (DCF1.0-compliant JPEG and TIFF) taken with a digital
camera as well as document files (PDF, TIFF, XPS, XDW, XBD and JPEG (JFIF)).

Important
* Data stored in USB memory device may be lost or damaged in the following cases. Make sure to back up data
in media before use.

* When disconnecting/connecting the USB memory device by methods other than described in this guide.
* When receiving the effect of electrical noise or an electrical discharge
* When a fault or failure occurs during operation
* If the USB memory device receives mechanical damage
* We assume no responsibility for any direct and indirect damages arising from or caused by such data loss.

* For Media Print - Photos, images can be displayed in thumbnail view, but cannot be previewed. For Media
Print - Text, files cannot be displayed in thumbnail view and cannot be previewed either.

Note
* XPS stands for XML Paper Specification.

* Commercially available Memory Card Reader with single slot "1 can be used for Media Print feature (text/

photo), but its safe performance is not guaranteed. When a Memory Card Reader with multi-slot s used,
only one particular slot is available. And which slot is available differs according to models and slot of
media\Memory Card that you want to use is not always available. Safe performance of a Memory Card
Reader with multi-slot is not guaranteed, either.

T Media/Memory Card that has one slot. Some allow only one type of media/Memory Card, while others allow
more than one type (ex. SD card, xD-Picture Card).

*2; Media/Memory Card that has two or more slots.

* This feature may not be available depending on the setting in the CentreWare Internet Services. For more
information, refer to "CentreWare Internet Services Settings” > "Configuring Machine Settings Using
CentreWare Internet Services” in the Administrator Guide.

* "Exif" is a file format that embeds information required to print the image data taken with a digital camera.
The machine supports Exif 2.0 to 2.2.

® The Store to USB service is not available for some models. An optional component is required. For more
information, contact our Customer Support Center.

The Media Print feature comprises two modes: Media Print - Photos and Media Print - Text.
The Media Print - Photo mode prints data stored in the standard digital camera format,
while the Media Print - Text mode prints data stored in text format. The feature also
includes Index Printing that prints a list of files retrieved in the both modes.



Overview of Media Print

Supported Media and File Formats

The machine supports USB memory devices.

Supported media and file formats are as follows.

Supported Media Supported File Format
Media Print - Photos Media Print - Text
USB 2.0 memory * JPEG files * PDF files
* TIFF files Extension: pdf, PDF 1.3 or
Supports DCF1.0- later

compliant JPEG/TIFF files |* TIFF files

(Exif2.0, Exif2.1, Exif2.2) Extension: tif, Grayscale 4-
bit/8-bit uncompressed, 8-
bit/24-bit JPEG
compressed, MH/MMR
compressed

* XPS files
Extension: xps, oxps

* DocuWorks files
Extension: xdw

* DocuWorks binder files
Extension: xbd

* JPEG (JFIF) files
Extension: jpg

Important

When you specify the save location, only folder names are displayed in the list. File names and shortcuts
(symbolic link or alias) are not displayed.

Folders that comply with the Design rule for Camera File system (DCF) standard used for digital cameras are
not displayed.

If a full path (a string of folder and file names in all directories) of the file created exceeds 257 characters
long, an error occurs.

If the medium contains more than 900 folders, the machine may not be able to recognize the medium
correctly.

If a file name contains characters that are not supported by the machine, the file name will not be displayed
on the screen.

Note

XPS stands for XML Paper Specification.

In the Media Print - Photos mode, only 8 characters can be recognized as a file name. In the Media Print -
Text mode, up to 255 characters can be recognized.

Up to 900 files can be processed with Media Print.
Use media formatted with digital cameras or computers (FAT12, FAT16, FAT32 only).

Use USB 2.0 compliant memory devices with the size up to 128GB only. (USB 1.1 compliant memory devices
are not supported.)

If a file name contains machine-dependent codes, the file may not be recognized or displayed on the screen
correctly.

Notes and Restrictions on Media Print

The following notes and restrictions apply on the use of the Media Print service.

¢ Use the Media Print - Photos service with a medium inserted. Otherwise, an error code
(016-794/116-212) is displayed on the screen.
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472

Image files other than files in Exif format (JPEG/TIFF files created on computers) cannot
be printed.

Once an image file in Exif format is edited or saved on a computer, the file format is no
longer the Exif format.

If the medium fails, the process is terminated within a few minutes, and an error
message is displayed.

Eject the medium before switching off the power.

Be sure to wait until printing is completed and then eject the medium by following the
procedure described in this chapter.

Always back up data in a medium before use.

Printing data may take from a few minutes to several tens of minutes, depending on the
size and number of files in the medium.

Before storing document files, format the USB memory with a computer (FAT12, FAT16,
FAT32 only).

When you print a PDF file using Media Print, [PDF Bridge] is selected regardless of the
[Print Processing Mode] setting in [PDF Direct Print].

Reference
* For more information on [Print Processing Mode], refer to "Appendix” > "PDF Direct Print" in the Administrator Guide.

You can use a USB host adapter to print from your USB memory device or via your USB
cable (as necessary), but the operation is not guaranteed.

Multiple USB memory devices cannot be used simultaneously.

Use USB 2.0 compliant memory devices only. USB 1.1 compliant memory devices are not
supported.

The following USB memory devices are not supported:

- A USB memory device with multiple media partitions that require other utilities to
access to the contents therein.

- A USB memory device connected via an external hub.
Do not use a medium if it stores data that cannot be backed up, such as music data with

the copyright protection function. We assume no responsibility for any direct and
indirect damages arising from or caused by such data loss.

The machine does not display a menu to prevent you from removing a USB memory
device while it is being accessed.



Inserting USB Memory Device

Inserting USB Memory Device

1

Insert the USB memory device into the USB memory slot.

One of the following occurs.

* The [USB Device Detected] screen appears.
* The [Store to USB] screen appears.

* The [Media Print - Text] screen appears.

* The [Media Print - Photos] screen appears.

* The screen display does not change.

Note
* The behavior depends on the settings. Ask your system administrator for more information.

* When a USB memory device is inserted into the USB memory slot in the Power Saver mode, the touch screen
does not light. After exiting the Power Saver mode by pressing the <Power Saver> button, insert the USB
memory device again or select [Store to USB] on the Services Home screen. For information on other ways to
exit the Power Saver mode, refer to "Exiting the Power Saver Mode" (P.72).

® The screen status will be one of the above even when a USB memory device in which only encrypted data is
stored is inserted or USB memory device in unsupported format is inserted. In such case, a warning message
appears during operation and the operation is aborted.

* The screen status will be one of the above when a commercially available Memory Card Reader is inserted
into the USB memory slot of the machine. It is the same if no media is inserted into the Memory Card Reader.

* If a commercially available Memory Card Reader is used and is left inserted all the time, the machine does
not detect media even when they are inserted into the slot of the Memory Card Reader.

* The screen display remains the same when the inserted USB memory device or Memory Card is removed.
Press the <Services Home> button or do anything else to change the screen display before starting next
operation.

When the [USB Device Detected] Screen Appears

1

2

Select [Media Print - Text] or [Media Print - Photos].

g USB Device Detected [<7 Close ]

!H

{ Store to USB J {

Media Print Media Print
- Text J { - Photos J

The [Media Print - Text] screen or the [Media Print - Photos] screen appears.

Media Print Advanced
-Text Settings

SelectAll X Name [Last Updated
001 IMAGE_1.JPG 200911078 19:02
Select From —
List...
}—‘ 002 IMAGE_2.IPG 2009/10/8 19:02
Select Range
003 IMAGE_3.JPG 200911078 19:02
(@ output Color | | [PaperSupply | | [ | 25ided 7] [ Pagesper | |
9 a .| B Printing .||0 Side -

| Black & White | ) [Auto Select L) [1sided L) off )
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When the [Media Print - Text] Screen Appears

Select a feature on the [Media Print - Text] screen.

Media Print Advanced
-Text
001 IMAGE_1.JPG 200911078 19:02
Select From —
List...
002 IMAGE_2.JPG 2009/10/8 19:02
Select Range
003 IMAGE_3.JPG 200911078 19:02
Index Print
9 Output Color Paper Supply 2 Sided Pages per
- - Printing - Side -
Black & White Auto Select 1 Sided off

When the [Media Print - Photos] Screen Appears

Select a feature on the [Media Print - Photos] screen.

Media Print Advanced
-Photos

Select All

Select From
List...

Select Range

D Index Print

-, Output Color Paper Supply 2Sided Output Photo
(% - N Printing - Size -
Color 1244 0 1 Sided Full Page Print

When the Screen Display Does Not Change

1 If any screen other than the Services Home screen is displayed, press the <Services Home>
button.

7__!

¥

@ DO NOT remove
the USB device while
itis being accessed.

3
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Inserting USB Memory Device

2 Select [Media Print - Text] or [Media Print - Photos] on the Services Home screen.

3

B B8 B

Network Scanning Store & Send Link Store to USB

< 5 ® B

Media Print Media Print Job Flow Sheets
-Text -Photos

l,A ?’.?
Store to WSD

| 22 |

Note
* WSD stands for Web Services on Devices.

The [Media Print - Text] screen or the [Media Print - Photos] screen appears.

Media Print Advanced
-Text s

[ & Name Last Updated
001 IMAGE_1.IPG 2009/10/8 19:02
Select From =
List...
002 IMAGE_2.IPG 2009/10/8 19:02
Select Range
003 IMAGE_3.IPG 2009/10/8 19:02
[e Output Color [Paper Supply [ 2 Sided [ Pages per
[ all | | L/ printing o L side -
| Black & White | Auto Select |1 Sided | off

Media Print
-Photos

Select All

Select From
List...

Select Range

D Index Print

{9 Output Color

| color

[Paper Supply

[ 2Sided
| all Printing
1=A4 [1 ) L 15Sided

-

A} { lsiil;;put Photo

| Full Page Print

:

Important
* Data stored in a USB memory device may be lost or damaged in the following cases. Make sure to back up
the data in the device before use.

* When disconnecting/connecting the USB memory device by methods other than described in this guide.
* When receiving the effect of electrical noise or an electrical discharge
* When a fault or failure occurs during operation

* We assume no responsibility for any direct and indirect damages arising from or caused by such data loss.

If you do not specify the file storage location, the scanned data is saved in the root
directory.
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Media Print - Text

Selecting Files
You can select files using any of the following three methods:
* Selecting all files
* Selecting the desired files on the [Select From List] screen
* Selecting one file or a range of files with index numbers
Note

* You can select up to 32 files simultaneously.

1 Select either [Select All] or [Select From List] to specify files.

Media Print Advanced
-Text Settings

SelectAll X Name [Last Updated
001 IMAGE_1.JPG 200911078 19:02
Select From -
List...
}—‘ 002 IMAGE_2.IPG 2009/10/8 19:02
Select Range
003 IMAGE_3.JPG 200911078 19:02
(@ output Color | | [PaperSupply | | [ | 25ided 7] [ Pagesper | |
9 - - D Printing - D Side -
| Black & White | ) [Auto Select L) [1sided L) off )

2  After selecting the files to be printed, set the printing options.
Reference

* For more information on the printing options, refer to "Selecting the Printing Options” (P.481).

Note

* On the pop-up menu displayed when selecting files, you can cancel the selection or display the details.

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

H Select All
Selects all files to be printed.

Note

* Depending on the types of files stored on the USB memory device or the directory configuration, some files
may not be printed.

Ml Select From List

Displays the [Select From List] screen.

Reference
® Refer to "[Select From List] Screen" (P.477).
H Select Range
Use [+] and [-] to specify the range of files to be printed in [First File] and [Last File].

Note

* Select [Select From List] to display a list of files, and reference the list when selecting the range of files to be
printed.
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B Index Print

Prints a list of the selected files with the index numbers automatically assigned.

Reference

[Select From

For more information on Index Print, refer to Index Print(P.483).

List] Screen

This screen displays a list of files with their folder and file names and stored dates and
times.

You can select the desired files from a list of files.

1 Select the desired files from a list of files.

Select From List [x Cancel ][0 Save ]
IFolder1/ ‘
S [# A]Name Last Updated [Select all files |

| in this level
<001 IMAGE_1JPG 200910/819:02 —
= | Details...
002 IMAGE_2.JPG 200910/819:02
003 IMAGE_3.JPG 200910/819:02
[ Previous

Select [ A] to return to the previous screen or [ W] to move to the next screen.

Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

You can sort the list in ascending or descending order by selecting [# & ], [Name], or [Last Updated].

A check mark is placed in the check box for each file selected. To deselect the file, select the file again while
the file is selected (highlighted).

If a folder or file name has more than 170 characters long, the folder or file name is not displayed.

Folder names which include characters that the machine does not support may not be correctly displayed. If
you specify the folders as file storage locations, an error occurs. For more information on characters that the
machine supports, refer to "Entering Text" (P.87).

The machine does not distinguish between upper and lower cases of folder and file names that are created in
Windows environment and that consist of eight characters or less. The names for these folders and files are
displayed in capital letters.

H Select all files in this level

Selects all files in the current folder.

H Details

Displays detailed information on the selected (highlighted) file. To print the file, select the
[Print] check box on the [Details] screen.

H Previous

Allows you to move to the upper directory.

Note

This button is grayed out if there is no upper directory.

477

ﬁ (s0l0yd pup 1X31) UL DIPAW



! (sol0yd pup 1X31) Ul DIPA

Media Print (Text and Photos)

H Next

Allows you to move to the lower directory.

Note
* This button is available when a folder is selected.
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Media Print - Photos

Media Print - Photos

Selecting Files

You can select files using any of the following three methods:
* Selecting all files

* Selecting the desired files on the [Select From List] screen. You can select up to 100 files
simultaneously

* Selecting one file or a range of files with index numbers

1 Select either [Select All], [Select From List], or [Select Range] to specify files.

Media Print Advanced
- Photos Settings
[ select All |
Select From
List...
Select Range

D Index Print

( output Color | | (Paper Supply el 2 Sided el Output Photo| |
@ - - D Printing - Size -
| Color A=Y [ J [ 1sided | | FullPage Print )

2 After selecting the files to be printed, set the printing options.

Reference
* For more information on the printing options, refer to "Selecting the Printing Options” (P.481).

Note
* On the pop-up menu displayed when selecting files, you can cancel the selection or display the details.

* Select [ A] to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

H Select All
Selects all files to be printed.

Note
* Depending on the types of files stored on the USB memory device or the directory configuration, some files
may not be printed.

B Select From List
Displays the [Select From List] screen.

Reference
® Refer to [Select From List] Screen(P.480).

M Select Range

Use [+] and [-] to specify the range of files to be printed in [First picture] and [Last picture]
under [Media Print - Photos].

Note

* Select [Select From List] to display a list of files, and reference the list when selecting the range.
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B Index Print

Prints a list of the selected files with the index numbers automatically assigned.

Reference

* For more information on Index Print, refer to "Index Print" (P.483).

[Select From List] Screen

You can select the desired files from a list of files.

"2 Select From List [x Cancel ][<7 Save ]
Thumbnail vJ
001 002 003
FNAME10
20091172 3:04AM 20097273 :05AM 20097374 5:06AM
004 005 006
FNAME13 FNAME14 FNAMETS v | [selectall
20097475 6:07AM 2009/5/6 7:08AM 2009/6/7 BO9AM ||

* Select [ A]to return to the previous screen or [ ¥ ] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* A check mark is placed in the check box for each file selected. To deselect the file, select the file again while
the file is selected (highlighted).

M List
Display a list of files with their names and stored dates and times.

Note

* You can sort the list in ascending or descending order by selecting [# A1, [Name], or [Date & Time]. The
number of files selected appears on the top on the screen.

B Thumbnail
Displays a list of the images and names of the files.

Important

* The thumbnail view may not be available for some files. If a file is not displayed in thumbnail view, display it
in list view or in Index Print.

* Characters and images may not be correctly displayed in thumbnail view because they are reduced in size.

Note
* Animage is displayed in thumbnail view in the orientation with which the file was stored.

H Details

Displays detailed information on the selected (highlighted) file. To print the file, select the
[Print] check box on the [Details] screen.

H Deselect All

Deselects all selected files.

H Select All

Selects all files.
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Selecting the Printing Options

You can set the printing options on the [Media Print - Text] or [Media Print - Photos], and
[Advanced Settings] tabs.

By default, pressing the <Custom 3> (Review) button on the control panel allows you to
view a list of the setting values.
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Media Print Photos

Tab Item Setting Value
Quantity Specify the number of print sets in the range of 1 -
999, using the numeric keypad.
Media Print Output Color Color, Black & White
Photos
Paper Supply Trays1-5
Note

* Trays 2, 3, and 4 are optional for some models.
* Select the tray in which any of the following sizes of

paper is loaded: A3, B4, A4, A4, B5, B5[), 8.5 x

11",8.5 x11"D, 100 x 148 mm
* When the desired tray is not displayed, select [More],
and on the screen displayed, select the tray.
When you select [More] and then [Bypass], you can
set [Paper Size] and [Paper Type].
* Paper Size
Select the paper size to be used from the list: A3,

B4, A4, A4[J,B5,B5[J,8.5x11",8.5x11"[l), 100
x 148 mm

* Paper Type
Select the paper type to be used from the list.

2 Sided Printing | Off, Long Edge Flip, Short Edge Flip

Output Photo * Full Page Print

Size 5x7"

When you select [Output Size] on the screen
displayed after selecting [More], the following
sizes are selectable:A4, 8.5 x 11", 100 x 148 mm,
3.5x5%,5x7"

Note
* According to the size selected here and the paper
size, only the photos fitting on one sheet of paper are
aligned and printed. If you select [1 Picture per Page],
one sheet of paper is used for one file and printed.
* 3 Pictures per Page (Center)

When you select [Pictures per Page] on the screen

displayed after selecting [More], the following

options are available:

2 Pictures, 3 Pictures (Center), 3 Pictures (Left), 4

Pictures, 6 Pictures, 8 Pictures

Advanced Bitmap Off, On
Settings Smoothing
Note

* When you select a paper size smaller than the image size, the image is automatically reduced. When you
select a paper size larger than the image size, the image is printed at its original size.

* The features displayed on the [Media Print - Photos] and [Advanced Settings] screens may vary depending on
the combination of the optional components installed on the machine.
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Media Print - Text

Tab Item Setting Value

- Quantity Specify the number of print sets in the range of 1 -
999, using the numeric keypad.

Media Print Output Color Color, Black & White
Text

Paper Supply Trays1-5

Note

* Trays 2, 3, and 4 are optional for some models.
* Select [Auto Select] or the tray in which any of the

following sizes of paper is loaded: A3, B4, A4, A4 D

B5,B5[J, A5 A5[), 85x 11" 85x11"[), 85x 14",
T x17"

* When you select [Auto Select], the machine
automatically selects a tray that contains the same
size of paper as the document, and prints the
document at its original size.

* When the desired tray is not displayed, select [More],
and on the screen displayed, select the tray.

When you select [More] and then [Bypass], you can
set [Paper Size] and [Paper Type].
* Paper Size

Select the paper size to be used from the list:A3,

B4, A4, A4[J), B5, B5[J), A5, A5[J), 8.5x 11", 8.5 x

11", 85x14",11x17"
* Paper Type
Select the paper type to be used from the list.

2 Sided Printing | Off, Long Edge Flip, Short Edge Flip

Staple Punch Specify the stapling/punching positions.
When the desired stapling/punching positions are
not displayed, select [More].

Important
* If you select and print multiple documents, all of the
documents are stapled together. To staple only one
document, print only that document.

Advanced Pages per Side Off, 2 Pages, 4 Pages
Settings

Bitmap Off, On
Smoothing

Note
* When you select a paper size smaller than the document size, the document image is automatically reduced.
When you select a paper size larger than the document size, the document is printed at its original size.

* The features displayed on the [Media Print - Text] and [Advanced Settings] screens may vary depending on
the combination of the optional components installed on the machine.

Index Print

* Inthe Media Print - Photos mode, a list of 30 x 40 mm reduced images, plus index
numbers, file names, and dates when images were stored in the medium are printed.
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¢ In the Media Print - Text mode, names (up to 2 lines and 100 characters), dates when

files were stored in the medium, and the total number of files are printed.

You can specify only the number of print sets for Index Print, in the range from 1 - 999 sets
in 1 set increments. For other printing options, the settings you have specified for Media
Print - Text or Media Print - Photos before selecting the [Index Print] check box will be
effective. To change these settings, deselect the [Index Print] check box, change the print
settings, and then perform Index Print. The setting values return to the defaults if the

machine is rebooted.

The following setting items are restricted when you select Index Print.

Setting Item Value
Output Color In the Media Print - Photos mode
* Color only
In the Media Print - Text mode
* Black & White only
Paper Supply Trays1-5
Note
* Trays 2, 3, and 4 are optional for some
models.
* Select the tray in which any of the following
sizes of paper is loaded: A3, A4, A4,85x 11",
8.5x 11"
2 Sided Printing Not available
Staple Not available
Pages per Side Not available
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Job Status

Job Status Overview

The Job Status feature allows you to check current, pending, and completed jobs.

You can also cancel printing and print jobs that are waiting to be output or resumed.

1 Press the <Job Status> button.

P\ Login/Out Job Status Machine Status  Power Saver
© ® ©
e o
GHI KL MNO Clear All
c c O Intertupt O o
s T we ‘é é
Dial Pause Speed Dial a
0 ®
Data > Eror [ Man ©

You can operate the following on the [Job Status] screen.

B Checking current/pending jobs

Lists current and pending jobs, and displays their details. Also allows you to cancel current
or pending jobs.

Reference
* For more information, refer to "Checking Current/Pending Jobs" (P.487).

B Checking completed jobs
Displays the status of completed jobs, and their details.

Reference
* For more information, refer to "Checking Completed Jobs" (P.489).

B Checking stored jobs

Prints or deletes jobs stored using the Charge Print, Secure Print, Private Charge Print,
Sample Set, and Delayed Print features.

Reference
* For more information, refer to "Printing and Deleting Stored Jobs" (P.491).

H Printing pending jobs

Prints jobs that are waiting to be output or resumed.

Reference
* For more information, refer to "Printing Pending Jobs" (P.516).
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Checking Current/Pending Jobs

This section describes how to check current or pending jobs. On the status screen, you can
cancel or preferentially execute jobs.

1 Press the <Job Status> button.

=
=
=

5
5606 .6 .
5606 6 0
000 (o)

—_J 00

2 Select the job to be canceled or preferentially executed.

Note
* Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* From the drop-down menu, you can select and display the desired type of jobs.

Active Jobs Completed Secure Print Print Close
Jobs Jobs & More Waiting Jobs

| All Jobs |

=5 h
| —
File / Job Type Remote Terminal Status Progress
]
02222-Copy 11x22mm:3% Copying 55/66| A
02223 - Print 11x22mm:3% Print Wait 66

3 Select [Delete] or [Promote Job].

@ Print Job File 12345 [@ Close
2: user name

& (NetWare) e e

& document name (8¢

Quantity: 2/10
Pages: 15/30

T ‘} Promote Job

Black & White
=1 200x100mm

M Print Waiting Jobs
Prints the jobs that are waiting to be output or resumed.

Reference

* For more information, refer to "Printing Pending Jobs" (P.516).
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H Delete
Cancels the current or pending job.

H Promote Job
Preferentially executes the selected job.

If you select this button, [#] appears under the [Status] of the selected job.

H Delete
Stops processing the job.

M Last Original
Select this button to end scanning of documents. The job is then executed.

B Next Original
Select this button when you have another document to scan.

N Start
Resumes the suspended job.

B Change Quantity
Displays the [Change Quantity] screen on which you can change the number of copies
entered before. Enter a new quantity using the numeric keypad.
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Checking Completed Jobs

This section describes how to check completed jobs.

You can check whether a job has been completed successfully. Selecting a job allows you to

see its details.

71 Press the <Job Status> button.

=
2
=

®©O6 . O,

OO ® @

228 %@
—— e

2 Select the [Completed Jobs] tab.

Note

* Select [ A] to return to the previous screen or [ ] to move to the next screen.

flick, refer to "Touch Screen” (P.84).

* From the drop-down menu, you can select and display the desired type of jobs.

Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or

* Deselect the [Group Parent Jobs] check box to display child jobs of completed Broadcast Sends. Select a child

job from the list to show the details.

When the [Group Parent Jobs] check box is selected, you can display child jobs by selecting a parent job.

Then, select a child job from the list to show the details.

Active Jobs Completed Secure Print
Jobs Jobs & More

Close

[ B All Jobs | Group Parent Jobs
File/ Job Type Remote Terminal Status Result
00005-Store to Folder  Folder 001 Completed 1

- -Copy A4:100% Completed 7
- -Copy A4:100% Completed 7

3 Select a job to see the details.

The values under [Result] show quantity, pages, and percentage. The value type depends on the job type.
Select a job and switch to the job status screen to check the value type.
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4 Select [Close] after the confirmation.

[:=| Copy <7 Close

Reduce/ Enlarge : 100%

Status : Completed Time Completed :2011/5/19 2:50 PM

Quantity 11
5 [ Print thisJob | | Print this
Pages BUA = History Report | | [E Report

Paper 1=1B5

B Group Parent Jobs
Allows you to check the list or history of related jobs (such as job flow jobs).

B Show Child Jobs
Displays a job list.

H Print this Job History Report
Prints the Job History Report.

H Print this Job Report
Prints the Job Report.
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Printing and Deleting Stored Jobs

This section describes how to print or delete jobs stored with the Secure Print or Sample Set
feature, or stored with the [Receive Control] setting of the Charge Print feature. The [Secure
Print Jobs & More] screen allows you to print or delete stored jobs.

"Secure Print" (P.492)
"Sample Set" (P.496)
"Delayed Print" (P.500)
"Charge Print" (P.503)
"Private Charge Print" (P.508)
"Public Folder” (P.512)
"Undelivered Faxes" (P.513)

71 Press the <Job Status> button.

P\ Login/Out  Jobst Machine Status  Power S
C] ©
® 006
et "o Clear All
PaRs  Tw wez '"‘:e"“’" Si“’"
DiatPause Speed Dial °
eXC)
—
q::,, Vo
D Eror (0 Man @

2 Select the [Secure Print Jobs & More] tab.

Active Jobs Completed Secure Print Close
Jobs Jobs & More
| Private Charge Print... | | Sample Set... | Delayed Print... |
E} || B || = ‘
( =y Charge Print... | [ PublicFolder.. | 2 Undelivered Faxes...

® [Secure Print] and [Private Charge Print] are not displayed simultaneously on the screen. For more information on the settings,
refer to "Tools" > "Authentication/Security Settings” > "Authentication” > "Charge/Private Print Settings" in the Administrator
Guide.
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Secure Print

492

1
2

3

This feature allows you to temporarily store print data in the machine to print it with the
print command from the machine. The feature also enables you to set a passcode, which is

helpful to print confidential documents.
The following describes how to print or delete jobs stored with the Secure Print feature.

Note
* This feature does not appear when [Receive Control] in [Charge/Private Print Settings] is set to either of the

following:
* Select [According to Print Auditron], and then select [Save as Private Charge Print Job] in [Job Login
Success].

* Select [Save as Private Charge Print Job].

Reference
* When [Save as Private Charge Print Job] or [Save as Charge Print Job] is selected in [Receive Control] under [Charge/Private Print
Settings], jobs will not be saved in [Secure Print] under [Secure Print Jobs & More] even if you select [Secure Print] on the print
driver. For more information, refer to "Tools" > "Authentication/Security Settings" > "Authentication” > "Charge/Private Print
Settings" in the Administrator Guide.

* Forinformation on how to operate a Secure Print job, refer to the print driver's help.

Select [Secure Print].

Select the user to be checked, and select [Job List].

@5 Secure Print [@ Refresh ][0 Close ]

Goto
001 & 200

001 User Namel 002 User Name2 ‘ ‘

003 User Name3 004 User Name# o

005 User Name5 006 User Name6

007 User Name7 008 User Names

009 User Name9 010 User Name10

011 UserName11 012 User Name12 7 ‘@ JobList...

Note

* Select [Refresh] to display the updated information.

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can enter a user ID in [Go to] using the numeric keypad to display the user ID at the top of the list.

Enter the passcode, and select [Confirm].

=4 User Name1 [x Cancel ][0 Confirm

Passcode

E.

Note
* If the passcode is not set, the passcode entry screen does not appear.
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4 Select the job to be printed or deleted.

C;L.'-}A User 1 [@ Refresh ][(7 Close ]
List | 7] Numberselected: 0/3

’uzw/s/zms 11:41:36 1Pgs 1 Pavo [Paret [H]off ‘
Dzwé/zows 11:41:221 1Pgs 1 P auto [ Biet (W] off ‘

|

Dzwﬁ/zou 11:41:03 1Pgs 1 P avto [F15ided 0] off ‘

| Select All

]

.

You can select up to 100 files simultaneously to print or delete the files. If you select multiple files, they are
printed in the selected order.

* Stored files can be displayed in a list or thumbnailed view. You can also preview the files.
* The image of a direct print job from the USB port is not previewed.

* You can set whether or not to display detailed information in the list screen of the stored files. For more
information, refer to "Tools" > "Stored File Settings” > "Display Details of Stored Print Job" in the Administrator

Guide.

* When the booklet layout is set using a printer driver,the icon for booklet is displayed.
5 Select any option.
6 When printing, specify the number of print sets using the numeric keypad.

H Select All
Selects all jobs. To deselect all the jobs, select this button again.

H Delete
Deletes the Secure Print job.

Note
* If jobs with the same Billing ID are all deleted, the Billing ID will be deleted.

Reference
® Refer to When [Delete] is Selected(P.494).

H Preview
Displays the previewed image on the first page of the selected job.

Note
* If you select multiple documents, [Preview] cannot be selected.

*® This feature may not be available depending on the model or your machine configuration. For information,
contact out Customer Support Center.

Reference
® Refer to When [Preview] is Selected(P.494).

H Print Quantity
Specify the number of print sets.
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When [Delete] is Selected

1 Select [Delete].

(@ pateac e

"

fifsar
[~ & Delete Secure Print Job(s)

Are you sure you want to delete the selected job?

User ID: User Name1
Job Name: Doc Name1--0123456789012345678901234567890123456789
Stored Date: 2009/4/16 11:35 AM

EDED)

[<7 Delete } [‘g‘ Cancel ]

(oo ls v~

@ Delete
Deletes the job.

Important
* Once the job is deleted, it cannot be restored.

4 Cancel
Cancels deleting the job.

When [Preview] is Selected

494

1 Select any option.

Note
* A previewed image cannot be rotated on the [Secure Print] screen.

L 2 (Entire view)

An entire preview image is displayed.

In the entire view, the file name, registration date, number of pages, and setting values of
staple and punch is displayed on the right side of the preview area.

Double-tap the preview area to move to the enlarged view.

Bl E) [x Cancel ]

Print Quantity

o

Output Color:
Color

@ (Auto Detect)

Booklet Creation:

P Left/ Top Bind

(Only First Pageis displayed)
* (Enlarged view)

A previewed image is enlarged or reduced.

In the enlarged view, the following operations are available:
* Drag or flick the enlarged image to move the position to be displayed.

* Double-tap the previewed image to change the ratio of the image size.



Printing and Deleting Stored Jobs

* Drag the slider to change the ratio of the image size.

aEs
I S +I

H Print Quantity

[8 Cancel ]

Print Quantity

Output Color:
Color
@ (Auto Detect)

Booklet Creation:
8 Left/ Top Bind

Set(s)

Specifies the number of print sets.

B Output Color

Displays the output color of the document to be printed.
M 2 Sided Printing
Displays 1 Sided, Flip on Short Edge, and Flip on Long Edge.

Note
* When the booklet layout is set using a printer driver, [2 Sided Printing] is not displayed on the screen.

H Booklet Creation
Displays Left/Top Bind and Right/Bottom Bind.

Note
* Thisitem is displayed when the booklet layout is set using a printer driver.

* When the orientation of booklet creation cannot be detected, "Booklet Creation” is displayed only.

H Print

Prints the Secure Print job.

Reference
® Refer to "When [Print] is Selected” (P.495).

When [Print] is Selected

T Specify how to process the job after printing.

A [@oatrach [ oe
- & Secure Print

i

The selected job will be printed.

User ID: User Name1
Job Name: Doc Name1--0123456789012345678901234567890123456789
Stored Date: 2009/4/16 11:35 AM

EDED)

Select to delete or save the job after printing.

[Print and | [Print and Save | [cancel ]
| Delete J 1 J 1 J

| J T J

Note
* The screen as shown on the right does not appear if [Print Job Confirmation Screen] is set to [Disabled] in the
System Administration mode. If [Disabled] is selected, the machine automatically deletes the job after
printing without displaying the confirmation screen. For more information, refer to "Tools" > "Stored File
Settings” > "Print Job Confirmation Screen” in the Administrator Guide.
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@ Print and Delete
Starts printing the job. After printing, the job is deleted.

@ Print and Save
Starts printing the job. After printing, the job remains undeleted.

4 Cancel

Cancels printing the job.

Sample Set

Before printing multiple sets of a document, you can first print one set for trial, and then
print the remaining sets from the machine.

The following describes how to print or delete jobs stored with the Sample Set feature.

496

Reference

* Forinformation on how to operate a Sample Set job, refer to the print driver's help.

Note

* When [Save as Private Charge Print Job] or [Save as Charge Print Job] is selected in [Receive Control] under
[Charge/Private Print Settings], jobs will not be saved in [Sample Set] under [Secure Print Jobs & More] even if
you select [Sample Set] on the print driver.For more information, refer to "Tools" > "Authentication/Security
Settings” > "Authentication” > "Charge/Private Print Settings” in the Administrator Guide.

1 Select [Sample Set].

2 Select the user you want to check, and select [Job List].

EE,'J Sample Set [@ Refresh ][0 Close ]

Goto
001 & 200

001 User Namel 002 User Name2 ‘ ‘

003 User Name3 004 User Name# o

005 User Name5 006 User Name6

007 User Name7 008 User Names

009 User Name9 010 User Name10

011 UserName11 012 User Name12 7 ‘@ JobList...

Note

* Select [Refresh] to display the updated information.

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

* You can enter a user ID in [Go to] using the numeric keypad to display the user ID at the top of the list.
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3 Select the job to be printed or deleted.

C:L.'-}A User 1 [@Refresh ][(7 Close ]
List | 7]  Numberselected: 0/3
’uzw/s/zms 11:41:36 1Pgs 1 Pavo [Paret [H]off ‘
’Dzwmowa 114121 1Pgs 1 @Pauo [Pedet [Hoff ‘

|
’Dzws/zou 11:41:03 1Pgs 1 P avto [F15ided 0] off ‘
‘W ‘Select Al
.

You can select up to 100 files simultaneously to print or delete the files. If you select multiple files, they are
printed in the selected order.

* The files in a folder can be displayed in a list or thumbnail view. You can also preview the files.
* The image of a direct print job from the USB port is not previewed.

* You can set whether or not to display detailed information in the list screen of the stored files. For more
information, refer to "Tools" > "Stored File Settings” > "Display Details of Stored Print Job" in the Administrator
Guide.

* When the booklet layout is set using a printer driver, the icon for booklet is displayed.
4 Select any option.

5 When printing, specify the number of print sets using the numeric keypad.

H Select All

Selects all jobs. To deselect all the jobs, select this button again.

H Delete
Deletes the Sample Set job.

Reference
® Refer to When [Delete] is Selected(P.498).
H Preview

Displays the previewed image on the first page of the selected job.

Note
* If you select multiple documents, [Preview] cannot be selected.

* This feature may not be available depending on the model or your machine configuration. For information,
contact out Customer Support Center.

Reference
® Refer to When [Preview] is Selected(P.498).

M Print Quantity

Specify the number of print sets using the numeric keypad.

H Print
Prints the Sample Set job. After printing the remaining sets of the job, the job is deleted.

Reference
® Refer to When [Print] is Selected(P.499).
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When [Delete] is Selected

1 Select [Delete].

(@ pateac e

"

s
& Delete Sample Set Job(s)

Are you sure you want to delete the selected job?

User ID: User Name1
Job Name: Doc Name1--0123456789012345678901234567890123456789
Stored Date: 2009/6/26 3:51 PM

EDED)

[<7 Delete } [‘g‘ Cancel }
| J T J
@ Delete
Deletes the job.
Important
* Once the job is deleted, it cannot be restored.
4 Cancel

Cancels deleting the job.
When [Preview] is Selected

1 Select any option.

Note
* A previewed image cannot be rotated on the [Sample Set] screen.

0! (Entire view)

An entire preview image is displayed.

In the entire view, the file name, registration date, number of pages, and setting values of
staple and punch is displayed on the right side of the preview area.

Double-tap the preview area to move to the enlarged view.

Bl E) [x Cancel ]

Print Quantity

o

Output Color:
Color

@ (Auto Detect)

Booklet Creation:

P Left/ Top Bind

(Only First Pageis displayed)
* (Enlarged view)

A previewed image is enlarged or reduced.

In the enlarged view, the following operations are available:
* Drag or flick the enlarged image to move the position to be displayed.

* Double-tap the previewed image to change the ratio of the image size.
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* Drag the slider to change the ratio of the image size.

{ [E] NE‘ [8 Cancel ]
o
O
P e T
-+
@ Print Quantity
Specifies the number of print sets.
4 Output Color
Displays the output color of the document to be printed.
@ 2 Sided Printing

Displays 1 Sided, Flip on Short Edge, and Flip on Long Edge.
4 Booklet Creation
Displays Left/Top Bind and Right/Bottom Bind.

Note
* Thisitem is displayed when the booklet layout is set using a printer driver.

* When the orientation of booklet creation cannot be detected, "Booklet Creation” is displayed only.

@ Print
Prints the Sample Set job.

Reference
® Refer to When [Print] is Selected(P.499) .

When [Print] is Selected

1 Select [Yes].

L e Rt (A oateach o J
& Sample Set
The selected job will be deleted after printing. (]
User ID: User Name1 =
Job Name: Doc Name1--0123456789012345678901234567890123456789 i
Stored Date: 2009/6/26 3:51 PM
(52
Do you still want to print?
@ (%"
.- )

| J T J

Note
® The screen as shown on the right does not appear if [Print Job Confirmation Screen] is set to [Disabled] in the
System Administration mode. If [Disabled] is selected, the machine automatically deletes the job after
printing without displaying the confirmation screen. For more information, refer to "Tools" > "Stored File
Settings" > "Print Job Confirmation Screen" in the Administrator Guide.
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¢ Yes
Starts printing the job. After printing, the job is deleted.

Note
* After a sample set is output, the remaining sets will automatically be output if the machine is not instructed

for the period specified in [Auto Job Release]. To prevent the remaining sets from being output automatically,
set [Auto Job Release] to [Off]. For information on how to set [Auto Job Release], refer to "Tools" > "Common
Service Settings” > "Machine Clock/Timers" > "Auto Job Release” in the Administrator Guide.

4 No
Cancels printing the job.

Delayed Print

This feature allows you to temporarily store print data on the machine to print it at
specified time.
Up to 100 jobs can be stored (queued) simultaneously for the Delayed Print feature. If the

power is switched off when jobs are in queue (before the specified print time), the jobs
whose print time has elapsed will automatically be printed immediately after the power is

switched on again.
The following describes how to print or delete jobs stored with the Delayed Print feature.

Reference
* Forinformation on how to operate a Delayed Print job, refer to the print driver's help.

Note
* When [Save as Private Charge Print Job] or [Save as Charge Print Job] is selected in [Receive Control] under

[Charge/Private Print Settings], jobs will not be saved in [Delayed Print] under [Secure Print Jobs & More] even
if you select [Delayed Print] on the print driver. For more information, refer to "Tools" > "Authentication/
Security Settings” > "Authentication” > "Charge/Private Print Settings” in the Administrator Guide.

H Delete
Deletes the Delayed Print job.

Reference
® Referto "When [Delete] is Selected" (P.501).

M Preview
Displays the previewed image on the first page of the selected job.

Note

* This feature may not be available depending on the model or your machine configuration. For information,
contact out Customer Support Center.

Reference
® Refer to When [Preview] is Selected(P.501).

H Print
Prints the Delayed Print job. After printing, the job is deleted. If printed manually, the job
will not be printed at the specified time.

Reference
® Refer to When [Print] is Selected(P.502).
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When [Delete] is Selected

1 Select [Delete].

Palind Duts (@ pateac e

- & Delayed Print - Delete

1

Are you sure you want to delete the selected job?

Job Name: Doc Name1--01234567890123456789012345678901234567890
Print Time: 3:55 PM (Stored Date: 2009/6/26 3:55 PM)

User Name: Toyoda1.1666666666666667

Host Name: Miffy1.1666666666666667

ED

[<7 Delete } [‘g‘ Cancel ]

@ Delete
Deletes the job.

Important
* Once the job is deleted, it cannot be restored.

4 Cancel
Cancels deleting the job.

When [Preview] is Selected

1 Select any option.

Note
* Only the first page is displayed for the preview screen.

* A previewed image cannot be rotated on the [Delayed Print] screen.

48

An entire preview image is displayed.

(Entire view)

In the entire view, the file name, registration date, number of pages, and setting values of
staple and punch is displayed on the right side of the preview area.

Double-tap the preview area to move to the enlarged view.

|

=] [xmncel ]

Print Quantity

o

Output Color:
3 Color
(Auto Detect)

Stored Date:
21/6/2013

Booklet Creation:
P Left/ Top Bind

(Only First Pageis displayed)
* (Enlarged view)

A previewed image is enlarged or reduced.

In the enlarged view, the following operations are available:
* Drag or flick the enlarged image to move the position to be displayed.

* Double-tap the previewed image to change the ratio of the image size.
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* Drag the slider to change the ratio of the image size.

[& Cancel ]

Print Quantity

Output Color:

Color
@ (Auto Detect)
Booklet Creation:
8 Left/ Top Bind

Set(s)

H Print Quantity

Specifies the number of print sets.

B Output Color

Displays the output color of the document to be printed.
M 2 Sided Printing
Displays 1 Sided, Flip on Short Edge, and Flip on Long Edge.

Note
* When the booklet layout is set using a printer driver, [2 Sided Printing] is not displayed on the screen.

B Booklet Creation
Displays Left/Top Bind and Right/Bottom Bind.

Note
* This item is displayed when the booklet layout is set using a printer driver.

* When the orientation of booklet creation cannot be detected, "Booklet Creation” is displayed only.

H Print

Prints the Delayed Print job. After printing, the job is deleted. If printed manually, the job
will not be printed at the specified time.

Reference
® Refer to When [Print] is Selected(P.502).

When [Print] is Selected

1 Select [Yes].

Palind Duts [Aoatrac o

N & Delayed Print - Print

L

The selected job will be deleted after printing and
will no longer print at the programmed time.

Job Name: Document3.txt -1l il
[ Print Time: 3:00 (Stored Date: 1/9/2011 17:08)
User Name: =<5 1 n

[ Host Name: I T5-#rs 3 7
Do you want to print now?
Yes & No
& 3

Uiy

Note
® The screen as shown on the right does not appear if [Print Job Confirmation Screen] is set to [Disabled] in the
System Administration mode. If [Disabled] is selected, the machine automatically deletes the job after
printing without displaying the confirmation screen. For more information, refer to "Tools" > "Stored File
Settings" > "Print Job Confirmation Screen” in the Administrator Guide.
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HYes
Starts printing the job. After printing, the job is deleted.

H No

Cancels printing the job.

Charge Print

This feature authenticates users on the machine to prevent unauthorized users from
operating print jobs. When this feature is enabled, the machine prints only the jobs of
authenticated users. You can also configure the machine to store print jobs temporarily,
and then print them from the machine’s control panel.

If received print jobs are set to be saved as Charge Print under [Tools] > [Authentication/
Security Settings] > [Authentication] > [Charge/Private Print Settings] > [Receive Control],
the jobs are saved for each Billing ID. Any jobs that were not given a Billing ID on the print
driver are saved in [No User ID].

Reference

* For more information on how to register user IDs on the machine, refer to "Tools" > "Accounting” > "Create/View User Accounts” in
the Administrator Guide.

Note
* Unlike the Private Charge Print feature, the Charge Print feature can store jobs without a user ID, such as e-
mail printing and print jobs sent from ContentsBridge or CentreWare Internet Services, and can print the jobs
after authenticating users.

* [Charge Print] appears when [Save as Charge Print Job] is selected by using one of the following procedures in
the System Administration mode:

* Select [Save as Charge Print Job] in [Receive Control].

* Select [According to Print Auditron] in [Receive Control], and then select [Save as Charge Print Job] in [Job
Login Failure].

¢ Select [According to Print Auditron] or [Save as Private Charge Print Job] in [Receive Control], and then
select [Save as Charge Print Job] in [Job without User ID].

Reference

* Forinformation on how to set Charge Print, refer to "Tools" > "Authentication/Security Settings" > "Authentication” > "Charge/
Private Print Settings” in the Administrator Guide.

The following describes how to print and delete a job stored with the Charge Print feature.

T Press the <Log In/Out> button on the control panel, or select the login information field on
the touch screen.
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2 Enter the user ID, and select [Enter].

& Login [<7 Enter ]

|| [ 4 DeleteText|
19 )

UserlD:|

BRBEDEBORDONDE

G LT [
[ — szwchwvwbwnwmw w_\,w shift |
[ MeodEs | Space [ e | = |
Note

* When the passcode is set, enter the user ID and select [Next]. Then, enter the passcode and select [Enter].
* While a user is authenticated, the <Log In/Out> button lights up on the control panel.

* To log out of the machine, press the <Log In/Out> button on the control panel.

3 Select [Charge Print].

4 Select the user to be checked, and select [Job List].

@, Charge Print [@ Refresh ][0 Close ]

Go to
001 & 200

001 (No User ID) 002 User Name2 ‘ ‘

003 User Name3 004 User Name4 P00

005 User Name5 006 User Name6

007 User Name7 008 User Names

009 User Name9 010 User Name10

011 UserName11 012 User Name12 7 ‘@ goblst)

Note

* Select [Refresh] to display the updated information.

* Select [ A] to return to the previous screen or [ W] to move to the next screen.

® You can enter a user ID in [Go to] using the numeric keypad to display the user ID at the top of the list.

5 Enter the passcode, and select [Confirm].

=4 User Name1 [x Cancel ][0 Confirm

Passcode

E

Note
* If the passcode is not set, the passcode entry screen does not appear.
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6 Select the job to be printed or deleted.

C:L.'-}A User 1 [@Refresh ][(7 Close ]
List | 7]  Numberselected: 0/3
’uzw/s/zms 11:41:36 1Pgs 1 Pavo [Paret [H]off ‘
’Dzwmowa 114121 1Pgs 1 @Pauo [Pedet [Hoff ‘

|
’Dzws/zou 11:41:03 1Pgs 1 P avto [F15ided 0] off ‘
‘W ‘Select Al

* You can select up to 100 files simultaneously to print or delete the files. If you select multiple files, they are
printed in the selected order.

* The files in a folder can be displayed in a list or thumbnail view. You can also preview the files.
* The image of a direct print job from the USB port is not previewed.

* You can set whether or not to display detailed information in the list screen of the stored files. For more
information, refer to "Tools" > "Stored File Settings” > "Display Details of Stored Print Job" in the Administrator
Guide.

* When the booklet layout is set using a printer driver, the icon for booklet is displayed.
7 Select any option.

8 When printing, specify the number of print sets using the numeric keypad.

H Select All
Selects all jobs. To deselect all the jobs, select this button again.

H Delete
Deletes the Charge Print job.

Reference
* Refer to When [Delete] is Selected(P.506).

H Preview

Displays the previewed image on the first page of the selected job.

Note

* If you select multiple documents, [Preview] cannot be selected.

® This feature may not be available depending on the model or your machine configuration. For information,
contact out Customer Support Center.

Reference
® Refer to When [Preview] is Selected(P.506).

H Print Quantity

Specify the number of print sets using the numeric keypad.

M Print
Prints the Charge Print job. After printing, the job is deleted.

Reference
® Refer to When [Print] is Selected(P.507).

505

SEEN snjp3s qor
o



—
(a3 snI0]S qoOr

Job Status

When [Delete] is Selected

1 Select [Delete].

T LY e
- & Delete Charge Print Jobs L
Are you sure you want to delete the selected job?
User ID: User Name2
Job Name: Doc Name1--0123456789012345678901234567890123456789 T
Stored Date: 2009/6/26 4:06 PM L)
[ Delete | [ 4| Cancel ]
ty J A‘E‘ J i
| J T J
@ Delete
Deletes the job.
Important
* Once the job is deleted, it cannot be restored.
4 Cancel

Cancels deleting the job.

When [Preview] is Selected

506

1 Select any option.

Note
* Only the first page is displayed for the preview screen.

Note
* A previewed image cannot be rotated on the [Charge Print] screen.

* @(Entire view)

An entire preview image is displayed.

In the entire view, the file name, registeration date, number of pages, and setting values of
staple and punch is displayed on the right side of the preview area.

Double-tap the preview area to move to the enlarged view.

=3 [ﬁ Cancel ]

Print Quantity

o

Output Color:

Color
["
@ (Auto Detect)
Booklet Creation:
] Left/ Top Bind

2 (Enlarged view)

A previewed image is enlarged or reduced.

In the enlarged view, the following operations are available:
* Drag or flick the enlarged image to move the position to be displayed.

* Double-tap the previewed image to change the ratio of the image size.
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* Drag the slider to change the ratio of the image size.

[&Cancel ]

Print Quantity

o

O

P e T
@ Print Quantity
Specifies the number of print sets.
4 Output Color
Displays the output color of the document to be printed.
@ 2 Sided Printing

Displays 1 Sided, Flip on Short Edge, and Flip on Long Edge.

Note
* When the booklet layout is set using a printer driver, [2 Sided Printing] is not displayed on the screen.

@ Booklet Creation
Displays Left/Top Bind and Right/Bottom Bind.

Note
* This item is displayed when the booklet layout is set using a printer driver.

* When the orientation of booklet creation cannot be detected, "Booklet Creation” is displayed only.

@ Print
Prints the Charge Print job. After printing, the job is deleted.

Reference
® Refer to When [Print] is Selected(P.507).

When [Print] is Selected

T Specify how to process the job after printing.

et [@oatrach  [om J
N & Charge Print |

The selected job will be printed.

User ID: (No User ID)
Job Name: Document3.txt - I il
Stored Date: 2011/9/7 10:06 AM "

Select to delete or save the job after printing.

[Print and | [Print and Save | [cancel ]
J L J L

| Delete J
[ J L Jj T

Note
* The screen as shown on the right does not appear if [Print Job Confirmation Screen] is set to [Disabled] in the
System Administration mode. If [Disabled] is selected, the machine automatically deletes the job after
printing without displaying the confirmation screen. For more information, refer to "Tools" > "Stored File
Settings” > "Print Job Confirmation Screen” in the Administrator Guide.

4 Print and Delete
Starts printing the job. After printing, the job is deleted.
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@ Print and Save
Starts printing the job. After printing, the job remains undeleted.

4 Cancel
Cancels printing the job.

Private Charge Print

508

This feature allows you to temporarily store print data in the machine for each
authentication user ID, and request on the machine’s control panel to print the data. As the
feature enables you to select and print only necessary jobs, you can avoid printing
unnecessary jobs. Furthermore, the machine displays only the jobs of authenticated users
to securely protect the privacy of the users.The Private Print feature is suitable for
authenticating and managing specific users managed by the system administrator.

Reference

* The Private Charge Print feature restricts the use of the machine through either user ID authentication or card authentication
(only the IC Card Reader (optional) is available), or the combination of both. For information on the types of authentication, refer
to " Authentication and Accounting Features” > "Overview of Authentication and Accounting Feature"> "Types of Authentication”
in the Administrator Guide.

* Todelete aprint job instructed with an invalid user ID, display the list of print jobs after logging in as a system
administrator, and then select the job to be deleted. For more information, refer to "Maintenance” > "Deleting
a Private Charge Print Job with an Invalid User ID" in the Administrator Guide. For information on how to set
a User ID, refer to "Tools" > "Authentication/Security Settings” > "Authentication” > "Charge/Private Print
Settings” in the Administrator Guide.

The following describes how to print or delete a job stored with the Private Charge Print
feature.

Press the <Log In/Out> button on the control panel, or select the login information field on
the touch screen.

Enter the user ID, and select [Enter].

& Login [<7 Enter

( )
‘ 0((5‘7) Delete Text

UserID:|

1 2 3 4 5 6 b7 8 9 0 - Backspace
I I I I I I I I I I ]
A q w e r t y u i o P
( I I I I I I I I ] I )
a s d f g h j k § @
I I I I I I I I I I I
Shift z X c v b n m " " / Shift
I I I ]
More Characters Space | )
L

Note
* When the passcode is set, enter the user ID and select [Next]. Then, enter the passcode and select [Enter].

* While the user is authenticated, the <Log In/Out> button lights up on the control panel.

* To log out of the machine, press the <Log In/Out> button on the control panel.

3 Select [Private Charge Print].

Note
* If you are authenticated as a system administrator, selecting [Private Charge Print] will display a list of
authentication user IDs. Select a user ID from the list, and then select [Job List] to display a list of jobs stored

for the selected user.
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4 Select the job to be printed or deleted.

(= Private Charge Print [@Reﬁ'esh ][(7 Close ]
List | 7] Numberselected: 0/3
’uzws/zms 114136 1Pgs 1 Pauo [Pecet [Hoff ‘
’Dzws/zowa 11:41:21 1Pgs 1 Pauo [Pecet [Hoff ‘

|
’Dzws/zou 114103 1Pgs 1 Pauo [F15ided [{] off ‘
[ [ Select AUl
]
.

You can select up to 100 files simultaneously to print or delete the files. If you select multiple files, they are

printed in the selected order.
* The files in a folder can be displayed in a list or thumbnail view. You can also preview the files.

* The image of a direct print job from the USB port is not previewed.

* You can set whether or not to display detailed information in the list screen of the stored files. For more
information, refer to "Tools" > "Stored File Settings” > "Display Details of Stored Print Job" in the Administrator

Guide.

* When the booklet layout is set using a printer driver, the icon for booklet is displayed.
5 Select any option.

6 When printing, specify the number of print sets using the numeric keypad.

H Select All

Selects all jobs. To deselect all the jobs, select this button again.

H Delete
Deletes the Private Charge Print job.

Note
* If jobs with the same user ID are all deleted, the user ID will be deleted.

Reference
* Refer to "When [Delete] is Selected" (P.510).

H Preview

Displays the previewed image on the first page of the selected job.

Note
* If you select multiple documents, [Preview] cannot be selected.

*® This feature may not be available depending on the model or your machine configuration. For information,

contact out Customer Support Center.
Reference

® Referto "When [Preview] is Selected" (P.510).
H Print Quantity

Specify the number of print sets using the numeric keypad.
M Print
Prints the Private Charge Print job. After printing, the job is deleted.

Reference
® Refer to When [Print] is Selected(P.511).
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When [Delete] is Selected

1 Select [Delete].

frembn Pl mn D (@ pateac e

n. i
- & Delete Private Charge Print Jobs

"

Are you sure you want to delete the selected job?

User ID: User Name1
Job Name: Doc Name1--0123456789012345678901234567890123456789

Stored Date: 2009/6/26 4:10 PM

EDED)

[<7 Delete } [‘g‘ Cancel ]

@ Delete
Deletes the job.

Important
* Once the job is deleted, it cannot be restored.

4 Cancel
Cancels deleting the job.

When [Preview] is Selected

510

1 Select any option.

Note
* Only the first page is displayed for the preview screen.

Note
* A previewed image cannot be rotated on the [Private Charge Print] screen.

L 2 (Entire view)

An entire preview image is displayed.

In the entire view, the file name, registeration date, number of pages, and setting values of
staple and punch is displayed on the right side of the preview area.

Double-tap the preview area to move to the enlarged view.

=3 [ﬁ Cancel ]

Print Quantity

o

Output Color:

Color
["
@ (Auto Detect)
Booklet Creation:
] Left/ Top Bind

2 (Enlarged view)

A previewed image is enlarged or reduced.

In the enlarged view, the following operations are available:
* Drag or flick the enlarged image to move the position to be displayed.

* Double-tap the previewed image to change the ratio of the image size.
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* Drag the slider to change the ratio of the image size.

[& Cancel ]

Print Quantity

Output Color:

Color
@ (Auto Detect)
Booklet Creation:
8 Left/ Top Bind

Set(s)

@ Print Quantity

Specifies the number of print sets.

4 Output Color

Displays the output color of the document to be printed.

@ 2 Sided Printing

Displays 1 Sided, Flip on Short Edge, and Flip on Long Edge.
4 Booklet Creation

Displays Left/Top Bind and Right/Bottom Bind.

Note
* Thisitem is displayed when the booklet layout is set using a printer driver.

* When the orientation of booklet creation cannot be detected, "Booklet Creation” is displayed only.

@ Print
Prints the Private Charge Print job. After printing, the job is deleted.

Reference
® Refer to When [Print] is Selected(P.511).

When [Print] is Selected

T Specify how to process the job after printing.

e [@oatrach [ oe
- & Private Charge Print

i

The selected job will be printed.

User ID: User Name1
Job Name: Doc Name1--0123456789012345678901234567890123456789
Stored Date: 2009/6/26 4:10 PM

EDED)

Select to delete or save the job after printing.

[Print and | [Print and Save | [cancel ]
| Delete J 1 J 1 J

| J T J

Note
® The screen as shown on the right does not appear if [Print Job Confirmation Screen] is set to [Disabled] in the
System Administration mode. If [Disabled] is selected, the machine automatically deletes the job after
printing without displaying the confirmation screen. For more information, refer to "Tools" > "Stored File
Settings” > "Print Job Confirmation Screen” in the Administrator Guide.

4 Print and Delete
Starts printing the job. After printing, the job is deleted.
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@ Print and Save

Starts printing the job. After printing, the job remains undeleted.
4 Cancel

Cancels printing the job.

Public Folder

This feature allows you to store data in the machine and send the data by operating on a
remote machine.

The following describes how to print or delete a job stored in a public folder.
Reference

* Forinformation on how to operate public folders, refer to "Store for Polling (Storing Files on the Machine that a Remote Machine
can Retrieve)" (P.293).

Note
* This feature does not appear for some models. An optional component is required. For more information,

contact our Customer Support Center.

1 Select [Public Folder].

Active Jobs Completed Secure Print Close
Jobs Jobs & More

| @ Private Charge Print... | | @ Sample Set... | | % Delayed Print... |

[ =Y Charge Print... [ PublicFolder.. | o Undelivered Faxes...

2 Select the job to be printed or deleted.

" Public Folder (@refresn ][ close

Number - Type Stored Date Pages ;‘;'"bef of Files:

1. 00001 -Store for Polling 2000/4/16 11:55 A 9999 [selectall |

2. 00002 - Store for Polling 2009/411611:55 A 9999 ; Delere

3. 00003 - Store for Polling 2009/411611:55 A 9999

4. 00004 - Store for Polling 2009/411611:55 A 9999

5. 00005 - Store for Polling 2009/411611:55 A 9999

6. 00006 - Store for Polling 2009/4/16 11:55 A 9999 | v J | print

Note

* Select [Refresh] to display the updated information.

* Select [ A]to return to the previous screen or [ W] to move to the next screen.

* Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

3 Select any option.

H Select All
Selects all jobs. To deselect all the jobs, select this button again.
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H Delete
Deletes the selected job stored in the public folder.

Reference
® Refer to When [Delete] is Selected(P.513).

M Print
Prints the selected job stored in the public folder.

Reference
® Refer to When [Print] is Selected(P.513).

When [Delete] is Selected

1 Select [Delete].

T CYwsr— r—
— /i) Delete File —1
Are you sure you want to delete the selected file?

File 00001 / Type: File for Free Polling
Stored Date: 2009/4/16 11:55 AM =

[ & Delete || X Cancel

(o [w s Twl~IF50

H Delete
Deletes the job.

Important
® Once the job is deleted, it cannot be restored.

H Cancel

Cancels deleting the job.

When [Print] is Selected
Starts printing the job.

Undelivered Faxes
The following describes how to re-send or delete an undelivered fax job.

Note

*® This feature may not appear depending on the settings in the System Administration mode.
® This feature does not appear for some models. An optional component is required. For more information,
contact our Customer Support Center.

1 Select [Undelivered Faxes].
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2 Select the job to be re-sent or deleted.

) Undelivered Faxes [@ Refresh ][0 Close
Job Type Recipient
Send Fax 123456789012345678901234567890123456789012345678
Send Fax 123456789012345678901234567890123456789012345678

Broadcast Fax 123456789012345678901234567890123456789012345678

Broadcast Fax 123456789012345678901234567890123456789012345678

Send Fax / Internet Fax 123456789012345678901234567890123456789012345678

Send Fax / Internet Fax 123456789012345678901234567890123456789012345678 | ¥

Note
* Select [Refresh] to display the updated information.

* Select [ A] to return to the previous screen or [ W] to move to the next screen.

¢ Scroll the list by drag or flick operation to switch the screen to be displayed. For information on how to drag or
flick, refer to "Touch Screen” (P.84).

3 Select any option.
To re-send to the previously specified fax number, press the <Start> button.

) Undelivered Faxes :File 00012 [<7 Close ]
& OutsideLine ~ : 127478190
Job Type : Send Fox

# of Recipients  : 1000

Time Submitted  : 2009/4/16 11:48 AM
Time Completed :2010/12/31 12:00 PM

Pages 4
o | &= Delete || Change
Storting Rate  :Forced 4800 bps T This Fexc it

H Delete This Fax
Deletes the undelivered fax job.

Reference
® Referto "When [Delete This Fax] is Selected" (P.514).

B Change Recipients
Allows you to change the fax recipient and re-send the undelivered fax job.

Reference
* Refer to When [Change Recipients] is Selected(P.515).

When [Delete This Fax] is Selected

1 Select [Delete].

- Eilannnas [ Flnea

Are you sure you want to delete the selected fax?

{0 Ittt B
= & Delete Undelivered Fax
1

| Job 00012
Recipient: 12178190
Fax Undelivered to 1000 Recipient(s)
Job Type: Send Fax
Time Submitted: 2009/4/16:11:48 AM

F Time Completed: 2010/12/31:12:00 PM L
Pages: 4

[ & Delete || X Cancel
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H Delete
Deletes the undelivered fax job.

B Cancel
Cancels deleting the undelivered fax job.

When [Change Recipients] is Selected
Specify a fax recipient for the undelivered fax job.
Besides the fax recipient, the following features can be changed on the control panel:
* Fax type
* Starting Rate

Important
* If the fax recipient has been changed, header information will not be added even if [Transmission Header

Text] is set to [Display Header].

Reference
* Forinformation on how to specify fax recipients, refer to "Step 3 Specifying Destinations” (P.199).
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Printing Pending Jobs

After the last user operation on the control panel of the machine, a job is waiting to be
printed until the period of time specified in [Auto Print] elapses, instead of being printed
immediately. You can forcibly print this pending job without waiting for this time period to
elapse.

If a job is paused by the <Stop> button and is waiting to be resumed, you can also resume
the job. If there are multiple jobs, subsequent jobs are printed after the paused job has
been printed.

Note
* If there are no pending jobs, the [Print Waiting Jobs] button is disabled.

Reference

* Forinformation on how to set [Auto Print], refer to "Tools" > "Common Service Settings" > "Machine Clock/Timers" > "Auto Print" in
the Administrator Guide.

1 Press the <Job Status> button.

— LogIn/Out  JobSt Machine Status  Power S

© ©
we o

® 60 ®
razs o woz '"‘C;’)"‘ 6
Dial Pause Speed Dial
0 ®

— [m——TT

Do D Enor [ Yo ©

2 Select [Print Waiting Jobs).

Active Jobs Completed Secure Print Print l Close
Jobs Jobs & More Waiting Jobs
[ B All Jobs 2l
e
File/ Job Type

Remote Terminal Status Progress
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Handling Error Terminations

Handling Error Terminations

This section describes how to handle error terminations.

B For a Print Job
Select a job shown as an error termination on the [Completed Jobs] tab to check the error
code. Follow the instructions of the error code to solve the problem.

If an error occurs during a print job, the machine can be configured either to pause the print
job until the error is confirmed by the user, or to automatically cancel the error job so that
subsequent jobs can be printed.

Reference
* For more information on the setting, refer to "Tools" > "Print Service Settings" in the Administrator Guide.

* For information on error codes, refer to "Problem Solving” > "Error Code" in the Administrator Guide.

M For a Fax Job
A Transmission Report - Job Undelivered is printed.

Reference
* For more information on the Transmission Report - Job Undelivered, refer to "Machine Status” > "Machine Information” >
"Automatically Printed Reports/Lists” > "Transmission Report - Job Undelivered” in the Administrator Guide. For more information
on how to print the Transmission Report - Job Undelivered automatically, refer to "Tools" > "Common Service Settings” > "Reports"
> "Transmission Report - Job Undelivered" in the Administrator Guide.

M For a Scan Job
A Transmission Report - Job Undelivered is printed.
Reference

* For more information on the Transmission Report - Job Undelivered, refer to "Machine Status” > "Machine Information” >
"Automatically Printed Reports/Lists” > "Transmission Report - Job Undelivered” in the Administrator Guide. For more information

on how to print the Transmission Report - Job Undelivered automatically, refer to "Tools" > "Common Service Settings” > "Reports"

> "Transmission Report - Job Undelivered" in the Administrator Guide.

B For Other Jobs
Print a Job History Report, and check the execution results.

Reference
* Forinformation on the Job History Report, refer to "Tools" > "Common Service Settings" > "Reports" > "Job History Report" in the
Administrator Guide.
* When an error code is listed in the Transmission Report - Job Undelivered or the Job History Report, refer to
"Problem Solving” > "Error Code" in the Administrator Guide.
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Features Overview

520

This section describes an overview of features you can perform from a computer.

M Printing
Submits a print job to the machine from a computer.

Reference
® For more information, refer to "Print" (P.521).

M E-mail Printing

Submits a print job to the machine from a computer by sending e-mail attached with a
document. The received e-mail is automatically printed from the machine according to the
settings on the machine.

Reference
* For more information, refer to "E-mail Printing" (P.525).

B Sending Fax

Sends a fax directly from a computer.

Reference
* For more information, refer to "Sending Fax" (P.527).

B Importing Scanned Data
Imports files stored in a folder of the machine to a computer.

Reference
* For more information, refer to "Importing Scanned Data" (P.529).

H CentreWare Internet Services

Displays the machine status and job status. The feature also allows you to change settings
as well as to import files stored in a folder.

Reference
* For more information, refer to"CentreWare Internet Services" (P.540).

* Forinformation on how to import scanned data stored in a folder, refer to "Importing Using CentreWare
Internet Services” (P.537).
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Print

This section describes how to print with the machine by operating on a computer.

Print Features

The main print features of the machine are as follows:

Printing Using a Print Driver

Reference

* For more information on print features, click [Help] on the print driver screen to view the print driver's help. For information on
printing, refer to "Printing” (P.523).

Note
* Some features become available after you make option settings on the [Configuration] tab. The unavailable
features are grayed out.

B Pages Per Sheet (N-Up)

Prints multiple pages onto one sheet of paper.

B 2-Sided Print

Prints data on both sides of paper.

H Poster
Splits one page of print data into multiple sheets of paper and enlarges the printed image
to fit the size of each sheet. Used to create large posters.

H Booklet Creation

Performs 2-sided printing and page allocation for printing a booklet in the correct page
order.

B Watermark

Prints preset text, such as "Confidential®, over the print data.

Note
* This feature may not be available depending on the model or your machine configuration. For information,
contact out Customer Support Center.

B Secure Print

Temporarily stores the print data on the machine, to print it with the print command from
the machine. This feature allows you to set a passcode, which is helpful to print confidential
documents.

Reference
* Forinformation on how to print a Secure Print job, refer to "Secure Print" (P.492).

B Sample Set

Before printing multiple sets of a document, you can first print one set for trial, and then
print the remaining sets from the machine.

Reference
* Forinformation on how to print a Sample Set job, refer to "Sample Set" (P.496).
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M Delayed Print

Temporarily stores the print data on the machine to print it at specified time.

Reference
* Forinformation on how to print a Delayed Print job, refer to "Delayed Print" (P.500).

H Store in Remote Folder

Temporarily stores the print data in a registered folder, to print the data with the print
command from the machine.

Important
® The print result of the Store in Remote Folder feature may be inferior to the other print results in quality.

Reference
* Forinformation on how to print files in a folder, refer to "Printing Files in a Folder" (P.438).

B Universal Emphasis Print
Detects the original document to find the text in red, then applies shaded or underlined
style for printing.

Note
* This feature enables the people with color vision deficiency to enhance the readability of the color
documents. The Color Universal Design Organization (CUDO) gave its design certification to this feature.

Direct Printing

Allows you to directly send TIFF, PDF, JPEG, XPS (Microsoft XPS Format, Open XPS Format),
XDW (DocuWorks), or XBD (DocuWorks binder) format files from a computer to the
machine without using a print driver.

Note
* XPS stands for XML Paper Specification.

Reference
* Forinformation on Direct Printing, refer to "Print">"Job Submission” in the help of CentreWare Internet Services.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.

E-mail Printing

Allows you to send e-mail with the TIFF, PDF, JPEG (JFIF), XPS (Microsoft XPS Format, Open
XPS Format), XDW (DocuWorks), or XBD (DocuWorks binder) format documents attached
from a computer to the machine. The received e-mail is automatically printed from the
machine.

Note
* XPS stands for XML Paper Specification.

* If the Authentication feature is enabled, received e-mails are not printed automatically.

Reference
* Forinformation on how to use E-mail Printing, refer to "E-mail Printing” (P.525).

Print Features Using Authentication Information

B Charge Print

This feature authenticates users on the machine to prevent unauthorized users from
operating print jobs. When this feature is enabled, the machine prints only the jobs of
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authenticated users. The machine can also be configured to store multiple print jobs
temporarily until the user requests to print them on the control panel.

In addition, by registering an authentication user ID and passcode on the machine in
advance, only the registered user can print the jobs.

Note

* To prohibit other users from operating jobs, register a passcode for your Billing ID on the print driver.

Reference

* Forinformation on how to set Charge Print, refer to "Tools" > "Authentication/Security Settings" > "Authentication” > "Charge/
Private Print Settings” in the Administrator Guide. For information on how to print a Charge Print job, refer to "Charge Print"
(P.503).

M Private Charge Print

This feature allows you to temporarily store print data in the machine for each
authentication user ID, and request on the machine’s control panel to print the data. As the
feature enables you to select and print only necessary jobs, you can avoid printing
unnecessary jobs. Furthermore, the machine displays only the jobs of authenticated users
to securely protect the privacy of the users. This feature is suitable for authenticating and
managing specific users managed by the system administrator.

Note
* If you do not want to store unnecessary jobs, you can configure the machine to store only the jobs whose
authentication succeeded.

Reference

* Forinformation on how to set Private Charge Print, refer to "Tools" > "Authentication/Security Settings” > "Authentication” >
"Charge/Private Print Settings” in the Administrator Guide. For information on how to print a Private Charge Print job, refer to
"Private Charge Print" (P.508).

Setup
To print from your computer, your computer must have a print driver installed.

Reference
* Forinformation on how to install the print driver, refer to the manual included in the Media(Software/Product Manual).

Note
* When printing using authentication information, you must configure the printer settings on your computer.
Make the necessary settings on the [Configuration] tab of the printer’s properties. For more information,
refer to the print driver's help.

Printing
This following describes how to print documents.

The printing procedure depends on the application software you use. For more information,
refer to the documentation provided with the application.

Reference
* For more information on print features, click [Help] on the print driver screen to view the print driver's help.

T Select [Print] from the [File] menu on the application.

2 Confirm the printer name to be used and click [Preferences] if necessary.
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3 Set the properties if necessary.

(%=1 Printing Preferences @

Paper /Cuiput |Image Options | Golor Options I Layout/Water mark | Advanced I Fax |

Job Type: 2-Sided Print:
. Mormal Print - 1-Sided Print -

Setup

Paper: = Select Finishing:

Size: dd (210 297 mm) P gﬂ Uncallated =
’7 Color: White
§  Tipe: Automatioally Selest 7 v
Output Color:
DR .

Output Method:

[\/"\ i (] Automatically Select -
SN i
i Saved Settings:
A @ Load Saue
—
[ Status | [ Defurs | | Default Al ][ Hel ]

Note
* You can change the print feature in [Job Type].

4 Click [OK].

5 Click [OK] in the [Print] dialog box.

Note
¢ If the document monitor is installed and set to monitor the machine, the notification screen is displayed
when printing has been completed. The document monitor is available in the Media(Software/Product
Manual). For information how to install the document monitor, refer to the manual included in the
Media(Software/Product Manual).

* Environment-friendliness level is indicated on the notification screen with leaves & This information is
provided only when [Normal Print] or [Sample Print] is selected in the [Job Type].
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E-mail Printing

You can send e-mail with documents attached from a computer to the machine. The
received e-mail is automatically printed from the machine according to the settings on the
machine.

This feature is called "E-mail Printing".

Note
¢ If the Authentication feature is enabled, received e-mails are not printed automatically.

Note
* The following file formats can be used: TIFF, PDF, JPEG (JFIF), XPS*, XDW (DocuWorks), or XBD (DocuWorks
binder).

*: XPS stands for XML Paper Specification.

Setup

To use the E-mail Printing feature, the following settings are required. Check with your
system administrator or network administrator whether these settings have been
completed.

E-mail Account Registration

Registering an e-mail account in advance.

Configuration on the Machine
Configuring the required settings on the machine.

Reference
* Forinformation on E-mail Environment Settings, refer to "E-mail Environment Settings" in the Administrator Guide.

Receiving E-Mail

The following describes how to receive e-mails on the machine.

T Use your e-mail software to create an e-mail body, and then attach a document to the e-
mail if necessary.

Important
* Only plain text is available for the e-mail body. Change the body text format to plain text on your e-mail
application.

* Any forwarded e-mail (that is attached to another e-mail) cannot be printed.

Note
* If the extension of the attached file is other than "tif", "tiff", ".pdf", ".jpeg", ".jpg", ".jpe", "jfif", "xps™, ".oxps",
"xdw", and ".xbd", the file may not be printed correctly.

* Upto 31 documents can be attached.
*: XPS stands for XML Paper Specification.

2 Enter the machine's e-mail address as a recipient.

Example: print@device1.example.com
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3 Send the e-mail.

Note
* The machine prints the e-mail body and the attached documents according to the following settings. The

offset output setting is disabled in all cases.

* E-mail body:
Default values of the PCL print driver for this machine which is installed on the computer

* TIFF or JPEG formatted attached file:
Default values of the logical printer set in [Memory Settings] of [TIFF/JPEG] in [Language Emulations] of
CentreWare Internet Services.

* PDF formatted attached file:

Settings of PDF Direct Print when [Print Processing Mode] is set to [PDF Bridge] in PDF Direct Print.
Default values of the logical printer configured under [Language Emulations] > [PostScript 3] > [Logical
Printer Number] in CentreWare Internet Services when [Print Processing Mode] is set to [PS] in PDF Direct
Print.
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Sending Fax

This section describes how to send a fax using the Direct Fax feature. The following
procedure uses Windows 7 WordPad as an example.

The Direct Fax procedure depends on the application you use. For more information, refer
to the documentation provided with the application.

Reference
* For more information on the Direct Fax feature, click [Help] on the print driver screen to view the print driver's help.

Note
* This feature does not appear for some models. To use the feature, an optional component is required. For
more information, contact our Customer Support Center.

Registering Destinations

The following describes how to register fax destinations from the machine to another
machine (DocuCentre-V C2265/C2263) in a single operation through a computer.

You can use the same procedure to register fax destinations from another machine
(DocuCentre-V C2265/C2263) to this machine.

Use CentreWare Internet Services to register fax destinations.

Reference
* Forinformation on CentreWare Internet Services, refer to "CentreWare Internet Services Settings” > "Configuring Machine Settings
Using CentreWare Internet Services" in the Administrator Guide.

* You can register fax destinations separately on the control panel. For more information, refer to "Tools" >
"Setup” > "Add Address Book Entry" in the Administrator Guide.

Important
* Afilein CSV format exported by CentreWare Internet Services (address book data) is not designed to be
edited or changed by editing software. Such a file cannot be imported into the machine. Therefore, do not

edit or change the file in CSV format (address book data) with software such as Microsoft® Excel®.

* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the Internet. The communication fee shall be borne by you.

Note
* Using CentreWare Internet Services, you can import a CSV format file which is created by other than the
machine to the Address Book of the machine. For more information, refer to the help of CentreWare Internet
Services.

This feature is not available depending on the version of the CSV format file or the model of the machine.

* Using CentreWare Internet Services, you can download a blank form of the Address Book (CSV format file) to
a computer. After completing the form on a computer, batch registration of it (a CSV format file) on the
machine is available via CentreWare Internet Services. For more information, refer to the help of CentreWare
Internet Services.

71 Start up the computer, and a web browser.
2 Enter the machine's IP address or Internet address in the browser address field, and press
the <Enter> key.
Note

* If your network uses DNS (Domain Name System) and the machine's host name is registered in the domain
name server, you can access the machine using the URL with the combination of the host name and the
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domain name. For example, if the host name is "myhost”, and the domain name is "example.com”, then the
URL is "myhost.example.com”.

* Ask your system administrator for the IP address or Internet address.

* When specifying a port number, add ":" and the port number after the address. The default port number is
"80".

* When the Authentication feature is enabled on the machine, enter a user ID and passcode in the [User
Name] and [Password] fields respectively. Ask your system administrator for the user ID and passcode.

* If communications are encrypted, you must specify an address that starts with "https” instead of "http” to
access CentreWare Internet Services.

Click the [Properties] tab, and select [Services] > [E-mail] > [Public Address Book] in the left
frame on the screen.

CentreWare
Internet Services

Public Address Book

You can copy the Address exported from [Export Public
Address Book] feature.

Note: Exported files cannot be imported after they have been edited.

Address Book File:

Browse.
Import

You can export the Address Book data

You can copy the data of this device by imp [import
Public Address Book] feature.

Note: Exported files cannot be imported after they have been edited.

Export

FUJIXEroX @)

CentreWare Intemet Services for N s i 4 Version 1.3
‘©Fuji Xerox Co.,Ltd. 2011

Click [Export] in [Data Export (Export Public Address Book)].
Click [Save] in the Security Warning dialog box.
Specify the destination to save the file in.

Enter the IP address or Internet address of another machine (DocuCentre-V C2265/C2263)
in the browser address field, and press the <Enter> key.

Click the [Properties] tab, and select [Public Address Book] in the left frame on the screen.

Note
* [Data Import (Import Public Address Book)] on the [Properties] tab is not available for the Address Book data
created based on a CSV file which is downloaded from the [Export File with Column Headings only] or
[Download Template] on [Address Book] tab. For the Address Book data, perform [Import] on the [Address
Book] tab.

Click [Browse] in [Data Import (Import Public Address Book)] to specify the file saved in
step 6.

70 Click [Import].
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Importing Scanned Data

This section describes how to import files from a machine’s folder to your computer. The
following methods are available.

“Importing to a TWAIN Compatible Application” (P.529)
“Importing Using Stored File Manager 3" (P.533)
“Importing Using CentreWare Internet Services" (P.537)

Importing to a TWAIN Compatible Application

The following describes how to import files from a machine’s folder to application software.
Network Scanner Driver is used to import stored files.

Network Scanner Driver is software that allows a client-side application to import stored
files (scan data) from a machine’s folder via a network.

To use Network Scanner Driver, you must have Network Scanner Utility 3 installed on your
computer.

Note
* Network Scanner Utility 3 is included in the Media(Software/Product Manual).

* When Secondary Ethernet (optional) is installed on the machine and the IP address of Ethernet?2 is specified,
Network Scanner Utility 3 cannot operate. For more information, refer to "Tools" > "Connectivity & Network
Setup” > "Protocol Setup” >"TCP/IP - Network Settings (Ethernet 2)" in the Administrator Guide.

Reference

* Toimport files stored in a folder, prior settings are required, such as enabling ports. For more information, refer to "Scanner
Environment Settings” > "Configuration of Store to Folder" in the Administrator Guide. For information on the operation of the
application, refer to the documentation provided with the application.

* Forinformation on how to install Network Scanner Driver, refer to "Documentation” >"Product Information
(HTML)" included in the Media(Software/Product Manual).

* To learn about fields in the displayed dialog box, click [Help] to view the Network Scanner Driver's help.

-—)

Launch application software to which files are imported.

Important
* The application must support TWAIN. TWAIN is a standard for scanners and other input devices.

Note
* For notes and restrictions on the use of application software, refer to "Documentation” > "Product
Information (HTML)" included in the Media(Software/Product Manual).

2 From the [File] menu, select the command for selecting the scanner (source).

3 Select [FX Network Scanner 3 TWAIN], and click [Select].

Select Source

FXMScam3TWAII17 3237

Cancel

Sorces

4 From the [File] menu, select the command for importing the image from the scanner.
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5 Fromthe displayed list, click the scanner name of the machine, and click [Next].

6

7

530

2 Specify Scanner

e

Specify Scanner

Start network scanner settings.
Either enter the scanner IF address or select it from the scanners detected

IF Address or FODN
1k

Example

1820204

200 1DEE 111111
hestname examplenet
Scanners Detected

Seanner Name IP Address / FQDM  Tnstalled Location

[ Search Again | [ Search / Display Settines_. |

[ Hext> | [ Gancel | [ Help

J

Note

* If no scanners are shown in the list, click [Search Again]. The application searches for scanners.

* To change the display of scanner names, use the dialog box that appears by clicking [Search/Display
Settings]. For more information, refer to "Changing the display of scanner names” (P.532).

* Only scanners on the network are automatically listed. To view a scanner on another network, click [Search/
Display Settings], and register the IP Address and scanner name. For information on how to register a
scanner, refer to "Changing the display of scanner names” (P.532).

In the [Folder Number] field, enter the number of the folder (001 - 200) that contains the
file to be imported. In the [Passcode] field, enter a passcode (up to 20 digits).

B2 Specify Folder @
Specify Folder
Enter the folder number and passcods
Scanner Name:
IP Address: 1L
Folder Number: 9 [] Set to Often-Used Folders
Passcode: [T T 1]
Besistered Folders
Folder No Folder Name e
3
7 | 3
8 =
[ Temp
< Select Scanner | [ Canfirm ] [ Gancel | [ Help

* You can also select a folder number from [Registered Folders].

* Clicking [Select Scanner] returns to step 5, where you can reselect a scanner.

Click [Confirm].
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8 Select afile to be imported from the list, and click [Import].

I 009:Temp - B [ |

File Edit View Help
Import Refresh Delete [ETE] . . Select Scanner Screen . Select F
R S S =N

g
770] 04 . 66 .

File can be imported by double-clicking. IP Address: Bl Model: ks

Note
* You can select multiple files.

* [Import], [Refresh], and [Delete] are available from the menu that appears when you right-click on the list.
When the import starts, the scan data is forwarded from the folder to the computer.

After being forwarded, the data is loaded onto the application software and is deleted from
the folder.

Note
* Anicon is displayed next to a file that is scanned in pages and whose forwarding operation has not been
completed.

* For most applications except DocuWorks, Network Scanner Driver expands the compressed data and
transfers the data to the applications in BMP format. For DocuWorks, on the other hand, Network Scanner
Driver transfers the data without data expansion processing. For this reason, it does not take much time for
data transfer.

* The machine can be configured not to delete files from a folder after forwarding them. For information on
the setting, refer to "Tools" > "Setup” > "Create Folder" in the Administrator Guide.

Changing Network Scanner Driver Settings

Reference
* To learn about fields in the displayed dialog box, click [Help] to view the Network Scanner Driver's help.
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B Changing the display of scanner names
You can change the display of scanner names listed.

To change the display of scanner names, use the dialog box that appears by clicking
[Search/Display Settings] in the scanner selection dialog box.

Under [Scanner Name Display], you can change the method in which scanner names are
displayed in [Scanners Detected].

Specify scanners to search for under [Search Target Settings].

Note

* If you click [Add] and then register a scanner, you can display scanners from other networks.

Search / Display Settings [i_E-J

Scanner Mame Display

Display by:

Froduct Name -

i i Browsze:

Search Targst Settings

Seanners for Searching

Network Scanners -

Display Registersd Scanners

Scanner Name & TP Address / FODN

Add Edit. Delete

Community Name (Read Only}:

OK ] [ Gancel || Help

B Import method for scanned files
You can change the display and the import settings for files scanned from a folder.

To change the import method, click [Import Settings] from [File] menu in the file selection
dialog box, and configure the settings in the dialog box that appears.

Import Settings lﬂhj

Invert Megative/Positive Image for Imported File

Temporary Save it
Ci¥Users¥iem a8 | ¥AppData¥Roaming¥Fuiji Xerox¥Network S

Browse.

OK | [ Gancel | [ Heb |
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Importing Using Stored File Manager 3

The following describes how to use Stored File Manager 3 to import files from a machine's
folder.

Stored File Manager 3 is software to import files from a machine's folder to a computer
without using any client-side application.

To use Stored File Manager 3, your computer must have Network Scanner Utility 3 installed.
Note
* Network Scanner Utility 3 is included in the Media(Software/Product Manual).

* When Secondary Ethernet (optional) is installed on the machine and the IP address of Ethernet?2 is specified,
Network Scanner Utility 3 cannot operate. For more information, refer to "Tools" > "Connectivity & Network
Setup” > "Protocol Setup” >"TCP/IP - Network Settings (Ethernet 2)" in the Administrator Guide.

Reference

* Toimport files stored in a folder, prior settings are required, such as enabling ports. For more information, refer to “Scanner
Environment Settings" > "Configuration of Store to Folder" in the Administrator Guide. For information on the operation of the
application, refer to the documentation provided with the application.

* For information on how to install Stored File Manager 3, refer to "Documentation” > "Product Information
(HTML)" included in the Media(Software/Product Manual).

* To learn about fields in the displayed dialog box, click [Help] to view the Stored File Manager 3 help.

1 Click [Start] and select [Programs] > [Fuji Xerox] > [Network Scanner Utility 3] > [Stored File
Manager 3].

Note
* If you used another directory for installation, specify the directory instead.

2 From the displayed list, click the scanner name of the machine, and click [Next].

. Specify Scanner @

Specify Scanner

Start netwark scanner settings
Either enter the scanner IP address or select it from the scanners detected

TP Address or FODN Example

‘ 1820204
200 1DEE 111111
hestname examplenet
Scanners Detected

IP Address / FQDM

Scanner Name Installed Location

Search Again | Search / Display Settings... |

Hext > Close Helb |

About

Note
* If no scanners are shown in the list, click [Search Again]. The application searches for scanners.

* To change the display of scanner names, use the dialog box that appears by clicking [Search/Display
Settings]. For more information, refer to "Changing the display of scanner names” (P.536).

* Only when the machine is connected to the network, the scanner name is automatically listed. To view the
machine connected to another network, click [Search/Display Settings] and register the IP address and
scanner name. For information on how to change the settings, refer to "Changing the display of scanner
names" (P.536).
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3 Inthe [Folder Number] field, enter the number of the folder (001 - 200) that contains the
file to be imported. In the [Passcode] field, enter a passcode (up to 20 digits).

£ Speafy Folder =

Specify Folder

Enter the folder number and passcode.

Scarner Mame:

TP Address.

Eolder Number: 9 [~ Set to Dften-Used Folders

Passcode O
Registered Foldsrs:
Folder Mo. | Folder Name ~

m

Temp -

< Select Scanner | [_confirm Glose Help

Note
* You can also select a folder number from [Registered Folders].

* Clicking [Select Scanner] returns to step 2, where you can reselect a scanner.

4 Click [Confirm].

5 Select afile to be imported from the list. To import a file, there are two ways as follows:

BImporting a file by clicking [Import].
Click [Import].

The file is extracted and saved the specified save location.

L. 009:Temp - Stored File Manager 3 = | El S

File Edit View Help

ﬁ Import @Reﬁ'esh Empy “De\ete Se\ectScannerScreen E
1

haa

| 770] 69 765

File can be imported by double-clicking. IP Address: Mode: Spmmyiers.

Note

® You can select multiple files.

* When [File Saving Options] is set to [Set Destination for Each File] under the import settings, a dialog box for
specifying a save destination is displayed. When the dialog box appears, specify a save destination, and click
[OK].

For information on the import settings, refer to "Import settings for scanned files” (P.537).
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EImporting a file by drag and drop operation
Drag and drop the file to the save location such as the desktop.

The file to be dropped remains in the folder.

. 009:Temp - Stored File Manager 3
| Ble Edit view Help

[ ===

File can be importea Slicking.

760

[P Address:AFLI" 1 B

% Import. @Rﬂra» D‘jcﬂw xDeleLE @ _§| Seiectfp\:umrScrEe\ r

I
A

765

Note

* The file can be imported by copy and paste operation. The file to be pasted remains in the folder.

* To delete the file in the folder, click [Delete] on the toolbar.

6 Thefile is imported to the specified directory.

Note

* When [File Saving Options] is set to [Save in Fixed Destination] under the import settings, a file is saved in the
specified directory.

* For information on the import settings, refer to "Import settings for scanned files" (P.537).

Changing Stored File Manager 3 Settings

Reference

* Tolearn about fields in the displayed dialog box, click [Help] to view the Stored File Manager 3 help.
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B Changing the display of scanner names

You can change the display of scanner names listed.

To change the display of scanner names, use the dialog box that appears by clicking
[Search/Display Settings] in the scanner selection dialog box.

Under [Scanner Name Display], you can change the method in which scanner names are
displayed in [Scanners Detected].

Specify scanners to search for under [Search Target Settings].

Note

* If click [Add] and then register a scanner, you can display scanners from other networks.

Search / Display Settings

[

Scanner Mame Display

Display by:

|Product Name

=

CWindows¥system3 ¥ drivers¥ete¥hosts

Search Tareet Settines

Scanners for Searching

[ rovee. |

[Metwork Scanrers

v Display Hegistered Soanners)

=

Add Edit

[ Scanner Name & TP Address / FODON_ |

Delete

Community Name (Read Only)

OK Gancel

Help
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B Import settings for scanned files

You can change the display and the import settings for files scanned from a folder.

To change the import method, click [Details] from [File] menu in the file selection dialog

box, and configure the settings in the dialog box that appears.

Details
Display / Import Settings | Save As | Other settings |
Interval{mins):

g 3: Minis)

File Saving Options
[ Set Destination for Each File -

Notification

|C #Users¥ DEC3G¥Documents¥Fuji Xerox¥Netwe

==

Details
Display / Import Settings  Save As | Other settings |

Save Options

" Save File for Each Page

‘TIFF {*1if) / MMR, or MH compression

‘TIFF ("1if) / JPEG compression

[ TIFF 1) / JPEG compression

Naming

™ Custom

K Cancel

Help

Display / Import Settings | Save As  Other ssttings |

Temporary Save in:

Data¥Ro

W Animation
™ Sound
¥ Animation Display When Importing
oK Carcl | Hep |
Details @

K Cancel

Help

Importing Using CentreWare Internet Services

This following describes how to import files stored in a machine’s folder using CentreWare

Internet Services.

When the machine is installed in a TCP/IP environment, CentreWare Internet Services
allows you to import files stored in a machine’s folder by accessing the machine from a
computer via a web browser. You can also use a Macintosh computer to import files via a

web browser.

Note

* You can retrieve scanned data in DocuWorks or PDF format, but cannot encrypt the DocuWorks or PDF files
and cannot attach a signature to the files when retrieving them.

Reference

* Forinformation on an overview of CentreWare Internet Services, refer to "CentreWare Internet Services" (P.540).

* For more information on this operation, click [Help] in the top frame to view the help.

Important

* To display the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.

71 Start up the computer, and a web browser.
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2 Enter the machine's IP address or Internet address in the browser address field, and press
the <Enter> key.

Note
* If your network uses DNS (Domain Name System) and the machine's host name is registered in the domain
name server, you can access the machine using the Internet address with the combination of the host name
and the domain name. For example, if the host name is “myhost”, and the domain name is "example.com”,
then the Internet address is "myhost.example.com”.
* Ask your system administrator for the IP address or Internet address.

* When specifying a port number, add ":" and the port number after the IP address or the Internet address.

* If the authentication feature is enabled on the machine, enter a user ID and passcode in the [User Name]
and [Password] fields. Ask your system administrator for the user ID and passcode.

¢ If communications are encrypted, you must specify an address that starts with "https” instead of "http” to
access CentreWare Internet Services.

3 Select [Folder] on the [Scan] tab.

CentreWare —— 28 System Adninistrator - Logout Help.

Internet Services
G T T

Address Book Properties Support
Folder ‘f
Tob Flow Sheets Go to (001-200) ) [‘
Folder Number Folder Name
0 [ File List | [ Delete |

03 <Available> Create
004 <Available>

<Available [(Create |
06 <Avaizble [Create |
07 <Availzble [Create |

008 <Avaisble>
09 Temp Delete | (Edt]| ~

FUJIXEroX @)

D ODCPOODODODOD D@
&

CentreWare Intemet Services for igasium | 111" Version 1.3
©Fuji Xerox Co. Ltd 2013

4 Click [File List] of the folder that contains the files to be imported.

Note
* If a passcode is set, enter the passcode in the [Passcode] field (up to 20 digits).

5 Place a check mark next to each file to be imported, set the necessary items, and then click
[Retrieve].

CentreWare
Internet Services

s ot Cr—, (e e
Status. Jobs Print | o

5 System Adniistrator -Logout Help

Sen Properties Support
Folder : List of Files .
Sean
———————] Select All Delete | |
Folder
Tot Flow Sheets Folder Number: 009
Folder Name:  Temp
File Nunber FileName  Date& Time ¥ Compression Fermat Page Count Trpe MRC High Compression Specifis olor
B u 2013022410828 20130524 1148 MMR 1 Scan OFf Discbled F
Retrers Page: [Jensbied 1
Page Number:
Retrieving Format: TIFF /JPEG A
| Add Thumbnail: Enabled
'MRC High Compression: Enabled
Quality: Nomal
FUJI XEroX @)
o .,
(CertreWare Intemet Services for Agmuiam | " Version 1.3
‘SFji Xerox Co. Lid. 2013

* When you import files in PDF format from a folder, they cannot be optimized for web view.
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Importing Scanned Data

6

7

Click a file name and save a file.

CentreWare
Internet Services

Administrator - Logout Help.

:‘;‘37 Retrieve Files from Folder - Folder Number: 9
File Nunber: u
Link to: 2013052410828

FUJIXEroX @)

CentreWare Intemet Services for g« 1 1 Version 1.8
©Fuji Xerox Co. Lte. 013

Note
* In[Internet Services Settings] in the [Properties] tab, when [Name of File(s) When Retrieved From Folder] is
set to [File Name], the file name may be changed automatically when retrieving a file from the folder,
depending on the file name. For more information, refer to the online help for CentreWare Internet Services.

Important
* To display the online help for CentreWare Internet Services, users need to have the environment to connect
to the Internet. The communication fee shall be borne by you.

Click [Save].
File Download ==
Do you want to open or save this file?
MName: 20130524110828.tif
&
|| Type: TIFF image, 811 bytes
From: [alia. el s 0
open | [ save | [ cancel |

{5 Whie fles from the Intemet can be useful, some fles can potentialy
@ ham your computer. If you do not trust the source, do not open or
= save this file. What's the risk?
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CentreWare Internet Services

CentreWare Internet Services requires a TCP/IP environment, and enables you to view the
status of the machine and its jobs, as well as change settings via a web browser.

You can also import files stored in a folder.

Reference
* Forinformation on how to import files, refer to "Importing Using CentreWare Internet Services" (P.537).

* Forinformation on the settings of CentreWare Internet Services, refer to "CentreWare Internet Services
Settings” in the Administrator Guide.

CentreWare Internet Services Screen

The [CentreWare Internet Services] screen consists of five frames (divided windows). The
information displayed in each frame depends on the selected category: [Status], [Jobs],
[Print], [Scan], [Address Book], [Properties], or [Support].

Note
¢ Clicking [Help] in the top frame displays the help for CentreWare Internet Services.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.

CentreWare
Internet Services

b Local User | Halp.

~— Top frame

Active Jobs

Tob Name Ovner Status Trpe Quanity

Upper left frame  —Jpme T wejbs ~f— Upper right frame

Lower left frame ~ ——Jp
Name! W'
R FUJI XEroX g,) ]
. L2 ~—Lower right frame
Status:
CentsaWare Interet Sarvices for Ml % ! Version 1.8
w ‘©Fuji Xerox Co., Ltd. 2013
Top Frame

Displays the model of the machine, user information, a link to the online help, and the tabs
(links) to go to each category.

[Logout] is displayed on the right of the user information when you log in as the
authenticated user using the Authentication feature or as the System Administrator.

Click [Logout] to cancel the Authentication mode or log out of the System Administrator
mode.

Reference

* Forinformation on each feature provided by CentreWare Internet Services, click [Help] in this frame to view the help.

Important
* Todisplay the online help for CentreWare Internet Services, users need to have the environment to connect
to the internet. The communication fee shall be borne by you.
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CentreWare Internet Services

Upper Left Frame

Displays the menu tree (list of the setting items) of the selected category. The item selected
from the menu tree is displayed on the upper right frame.

For the [Print] and [Support] tabs, the machine information and status, and the [Refresh]
button are displayed on this frame instead of the menu tree. Click the [Refresh] button to
update the displayed information.

Upper Right Frame

Displays the screens to display or configure the setting of the item selected on the category
tab or the menu tree.

Lower Left Frame

This frame is displayed on the [Jobs] and [Scan] tabs only.

For the [Jobs] tab, the machine status and information, and the [Refresh] button are
displayed. Click the [Refresh] button to update the displayed information.

For the [Scan] tab, the button to add a job template and the list of the job templates are
displayed.
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Lower Right Frame

The Fuji Xerox logo and the version information of CentreWare Internet Services are
displayed. When you click the logo, our website appears in a new window.

Main features of CentreWare Internet Services are listed below.

Tab Name Main Features

Status * Displaying the machine status
Displays the status of the paper trays, output trays, and consumables such as
toner cartridges.

* Usage Counters
Displays the total number of pages used for each feature and cumulative
numbers.

* Total Runtime
Displays [Output Device Runtime], [Scanner Runtime], [Standby Time], [Low
Power Time], [Sleep Time], [Warm-up Time], and [Power Off Time] by minutes.

Jobs * Listing active jobs and allowing you to delete the jobs, and displaying
completed jobs and error information

Print * Job Submission
Allows you to specify and print a file stored on your computer.

Scan * Job Templates
Allows you to create, edit, copy, and delete job templates.
* Folder
Allows you to create and set folders. You can also delete and import files in a
folder.
¢ Job Flow Sheets
Allows you to create, edit, and delete job flow sheets.

Address Book | * Adding, editing, and deleting recipients in the Address Book.

¢ Address Book
Allows you to view a list of the Address Book, delete the Address Book data, and
restrict users to access to the Address Book.

* CSVfile
Allows you to import a CSV file which is created by other than the machine, and
download the sample CSV file and a blank CSV file.

Properties ¢ Displaying and setting the items such as Machine configuration, Interface, and
Emulation settings.

Support ¢ Displaying support information

Note

* Some field settings take effect after a reboot (after switching the power off and then on again, or after
changing the System Settings from the control panel).

* During operation on the control panel, settings cannot be changed by CentreWare Internet Services.

* To change the settings of items set by the system administrator, you need to enter a system administrator ID
and passcode. Ask your system administrator for the user ID and passcode.

Browser Settings
Before using this service, ensure the following settings on your browser.
The following describes the setting procedure for Internet Explorer 8.0.

Note

* Depending on the web browser used on your computer, CentreWare Internet Services may not work
normally.
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1 Select [Internet Options] from the [Tools] menu.
2 On the [General] tab, click [Settings] for [Browsing History].

3 Inthe [Settings] dialog box, select [Every time I visit the webpage] or [Every time I start
Internet Explorer] for [Temporary Internet Files and History Settings].

4 Click [OK].

Proxy Server and Port Number

The following describes proxy server settings and a port number required for this service.

Proxy Server
We recommend that you access this service directly, not through a proxy server.

Note
* If using a proxy server, specifying the machine's IP address in the browser results in slower responses, and
could prevent some screens from appearing. In this case, set the machine’s IP address on the browser not to
use a proxy server. For information on the setting instructions, refer to the documentation provided with your
browser.

Port Number

The default port number of this service is "80". The port number can be changed in
[Properties] > [Connectivity] > [Protocols] > [HTTP]. Usable ports are "1" to "65535".

If you set the port to a number other than 80, you must add ":" and the port number after
the IP address or the Internet address when entering the address into your browser.

For example, if the port number is 8080, the URL is:
http://[the machine's IP address]:8080/

or

http://[the machine's Internet address]:8080/

Reference

* You can check the port number in a Configuration Report. For information on the Configuration Report, refer to "Machine Status" >
"Machine Information” > "Print Reports" in the Administrator Guide.

Note

* If communications are encrypted, you must specify an address that starts with "https” instead of "http" to
access CentreWare Internet Services.

Starting CentreWare Internet Services

To use this service, perform the following procedure on your computer.

71 Start up the computer, and a web browser.
2 Enter the machine's IP address or Internet address in the browser address field, and press
the <Enter> key.

Note
¢ If your network uses DNS (Domain Name System) and the machine's host name is registered in the domain
name server, you can access the machine using the URL with the combination of the host name and the
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domain name. For example, if the host name is "myhost”, and the domain name is "example.com”, then the
Internet address is "myhost.example.com”.

Ask your system administrator for the IP address or Internet address.
When specifying a port number, add ":" and the port number after the IP address or the Internet address.

If the Authentication feature is enabled on the machine, enter a user ID and passcode in the [User Name]
and [Password] fields. Ask your system administrator for the user ID and passcode.

If communications are encrypted, you must specify an address that starts with "https" instead of "http” to
access CentreWare Internet Services.

If authentication of the system administrator fails, the following message is displayed in the right frame of
web browser:

"Login failed.”

If the number of times that authentication fails exceeds the specified number, the following message is
displayed in the right frame of web browser:

"Switch the machine Off and then On for System Administrator login.”
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Glossary

Term Description
A3 420 x 297 mm paper
A4 297 x 210 mm paper
A5 210 x 148 mm paper
Alias An alternative name of the machine’s e-mail address.

For example, when the e-mail address for the machine is
internet_fax@mb1.abc.example.com, you can use
internet_fax@example.com (alias) to reach the same
location.

Auto Center

A feature that automatically moves an image to the center
of paper when copying.

Auto Clear A feature that automatically returns the touch screen to its
default display when the machine is inactive for a certain
period of time.

Auto Select Based on the document loaded and the magnification

selected, the machine automatically selects an appropriate
paper size.

Auto Tray Switching

When paper runs out during copying or printing, another
tray of identical paper size and orientation automatically
begins supplying paper.

B4 364 x 257 mm paper
B5 257 x 182 mm paper
Binding Shift When creating a booklet, this feature adds margins to the

center binding area of documents.

Book Scanning

A feature that copies the left and right pages of an
unfolded document onto two separate sheets of paper.

Border Limit
(Page split threshold value)

One more sheet is used when the length of the transmitted
document exceeds the length of paper installed on the
receiving terminal. A margin at the bottom of a received
document can be eliminated so that the data can be
printed on one page.

The amount of space that can be removed from the
bottom of a document is the border limit. When the border
limit value is small, the data can be printed on the next
page. But when it is large, a larger space can be cut so that
data can be printed on one page.

Calibration

This refers to smoothness of colors. Calibration levels are
shown in gradation steps. The greater the step, the
smoother the color will be.

CMS

An abbreviation of Color Management System. It corrects
device-dependent color differences to match the colors
printed on your output with the colors displayed on your
screen.

Collate

A feature where each copy set is delivered in the same
order the documents were copied.
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Term

Description

Communication(s)

A communications network that can offer voice data
(telephone), image data (fax), video data (videotex) and
PC data (PC communication service) over the same
channel.

In this guide, it is mostly referred to as transmitting/
receiving images as well as speaking with a remote user.

CSV File CSV (Comma Separated Values) is a file format that is
often used for saving data by spreadsheets and database
programs.

Cut Paper Standard paper sizes, such as A4 and B5.

Default Screen

A screen displayed on the touch screen immediately after
switching the power on, or pressing the <Clear All> button.
The screen is also displayed when the Auto Clear feature is
used.

Default Value

A factory default value, or a value set in the System
Administration mode.

Dial

In this guide, it refers to entering a recipient’s fax number.
The methods of dialing provided by the machine include:
manual dialing using the numeric keypad, speed dialing,
one touch dialing, and using the address book, etc.

Dial Tone

A tone generated from the telephone line. It indicates that
you are connected to the line.

Dial Type

The dial type of connected line. The machine offers two
dial types: Tone (push circuit) and 10PPS (dial circuit /
10PPS).

Direct Internet Fax

Allows you to send e-mail directly to the Internet Fax-
compatible machines without going through the SMTP
server, while Internet Fax uses the SMTP server to send e-
mail.

Document Image

An image of a document scanned by the machine.

DPI

An abbreviation of Dots Per Inch. A unit used to describe
printing resolution in terms of the number of dots printed in
one inch. Used as a unit to describe resolution.

ECM

An abbreviation of Error Correction Mode.

A type of G3 transmission. ECM transmission sends the
document image data in segments and retransmits
segments that the remote machine receives incorrectly.
"ECM" described on the Activity Report shows that the
communication was processed using ECM.

Edge Erase

A feature that erases the top/bottom, left/right or center
edge of a document image when copying.

Emulation

This refers to operating the printer to achieve the same
print results as when printing with other manufacturers’
printers. This mode is called the Emulation Mode.

547

RN xipuaddy
N



TN
[\ ) xipuaddy

Appendix

Term

Description

Power Saver Feature

A feature that switches the machine status to standby
after a period of inactivity.

The following Power Saver features can be set for the
machine.

Low Power Mode: The power to the fusing unit and motor is
lowered when the machine is left unused for a fixed
amount of time. The touch screen goes out, and the <Power
Saver> button lights up.

Sleep Mode: Most of the units in the machine are in
standby status. The machine consumes the least power.

Error Code

A code is displayed on the touch screen or a report when a
problem occurs.

F Code

A transmission method defined by Communications and
Information Network Association of Japan (CIAJ) for use of
T.30* sub-addresses standardized by ITU-T. Between the
machines with the F Code feature, including those
manufactured by other companies, various features
making use of F Code can be used. (*: Communication
standard)

With IP Fax (SIP) communication and the Internet Fax
feature of the machine, you can use F Code to forward fax
documents received in folders by e-mail.

F4800

This refers to communicating with a remote terminal
outside the country.

It is also one of the Transmission Mode selections that
reduces transmission speed to enable reliable
communications even under poor line conditions.

Fax Gateway

Connects the Internet network to regular telephone lines,
enabling e-mail documents to be sent as fax documents to
regular fax machines.

Fax Server

A feature that transfers image data received by the
machine to a Server Fax server and transfers image data
received by a Server Fax server to the machine via a
network based on the settings you made.

Using this feature enables you to manage multiple
machines.

G3

A facsimile communication system standardized by the
advisory committee for International Telecommunications
(CCITT, now the ITU-T).

Header

A record of the sender. It is printed on the top edge of a
received document.

Image Enhancement

A feature which makes the border between black and white
smooth, with rough edges reduced, giving the appearance
of a higher resolution.

Image Rotation

This feature rotates a document image by 90 degrees
when the document orientation is not the same as the
paper supply orientation.

Independent X - Y %

A feature that transforms a document image horizontally
or vertically.

Internet

A worldwide communications network that combine
miscellaneous networks.
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Term

Description

Internet Fax

Unlike a regular fax machine, Internet Fax uses corporate
networks or the Internet to send or receive e-mail (TIFF
attachments).

Job Offset This feature outputs sheets in alternating offsets to make
each set easier to recognize.
Line Monitor Allows you to audibly monitor a transmission through the

speaker after dialing and until you are connected.

Low Toner Alert Tone

A tone the device sounds when the drum/toner cartridge
needs to be replaced.

Machine Ready Tone

A tone produced when the status of the machine changes
from standby to ready, such as when the power is switched
on.

MIME Type

Multipurpose Internet Mail Extension.
A method for determining what kind of data was received
by e-mail. A MIME type refers to the type of data.

NAT/NAPT

NAT (Network Address Translation) converts private IP
addresses to global IP addresses.

NAPT (Network Address Port Translation) also converts IP
addresses to global addresses. It modifies port numbers as
well.

NV Memory

A non-volatile memory, which stores the settings
information of the printer even when the power is switched
off.

Off-hook Dialing

Dialing with the receiver off the hook.

On-hook Dialing

Dialing with the receiver on the cradle.

Optional component

This refers to a product that is sold separately. In addition
to the machine's basic configuration, various optional
features are available as separately-sold optional
components. (For more information on optional
components, contact our Customer Support Center.)

Pages per Side

A feature that copies two or four documents onto one
sheet of paper.

PCL

An abbreviation of Printer Control Language.
A page description language developed by Hewlett
Packard.

PIL

An abbreviation of Printer Job Language.
A command language for controlling printers developed by
Hewlett Packard.

Polling

A feature that allows you to retrieve a file from a remote
machine.

POP3

An abbreviation of Post Office Protocol Version 3.0ne of
the commonly used communications protocols used for
receiving e-mail.

It sets up a private mailbox on a provider's e-mail server,
and receives messages when a communication is made.
POP3 is for receiving only. SMTP is used for sending e-mail.

Print Page Buffer

The memory area where printing images are stored.

Printable Area

The actual area on paper which can be printed.
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Term

Description

Profile

A protocol controlling image resolution, paper size, and
other attributes when sending or receiving faxes using
Internet Fax. The profiles that can be used vary with the
Internet Fax of the remote terminal. When specifying a
profile, check that it can be handled by the other party's
Internet Fax-compatible machine.

QoS

QoS (Quality of Service) is a technology to ensure a certain-
level speed for specific network communications.

RAM

An abbreviation of Random Access Memory. It is a storage
device (memory) where information can be retrieved as
well as stored.

Receive Buffer

The area in the machine's memory or hard disk drive. Data
sent from client computers is stored in this area.

Receiving Paper Size

A feature that specifies the output paper size for received
fax documents. The specified paper size will be declared to
recipients from the sender.

Recipient

The person or terminal you send a document to. "Dialing”
indicates the operation of entering a recipient’s telephone
number.

For Internet Fax, this refers to the recipient’s e-mail
address.

Remote Terminal

A terminal with which you want to communicate. This is a
general term for terminals such as telephones, facsimile
machines and personal computers.

Resolution

Represents a fineness of detail that can be distinguished on
an image. It is usually described in terms of the number of
dots per square inch (dpi), and a higher value indicates a
higher resolution (finely represented).

ROM

An abbreviation of Read Only Memory. It is a storage
device (memory) specific for the retrieval of information.

ROS

An abbreviation of Raster Output Scanner. It is a device for
writing image signals to a drum (light sensitive). A ROS is
often referred to as a laser beam scanner.

Scan

Sensing or reading a paper document and converting the
optical image of the document to an electronic image.
The machine offers two scanning devices: document glass
and document feeder.

Screen

The screen that is displayed on the touch screen. It displays
messages and feature buttons.

Select

In this document, "Select” refers to highlighting a feature
selection by touching the feature button on the touch
screen with your finger.

Send Password

This feature requires to enter an "S" and the ID of a remote
terminal after entering its fax number. This prevents
transmission errors.

Sender Originator of a communication. It is used as opposed to
“recipient”.
Separator A blank, colored, or copied paper inserted between two

copy sets.




Glossary

Term Description
SIP SIP (Session Initiation Protocol) is a signalling protocol call
control protocol which is necessary to communicate in IP
netrowork.
SIP Server Servers such as SIP proxy server, SIP register server, and

others.

SIP proxy server

SIP proxy server forwards requests from SIP terminals to
other SIP terminals and SIP servers.

SIP user name

In SIP communication, user names are specified in
"xxx@yyyy" format. (example: 1111@192.0.2.1) The part
before "@" ("1111" in the example) is SIP user name.

SIP register server

The SIP register server receives registration request from
SIP terminals and registers the information.

SMTP

An abbreviation of Simple Mail Transfer Protocol.

A communications protocol (an agreement governing the
way data is transmitted) commonly used for sending and
receiving e-mail.

Start Reservation

In this guide, this refers to loading a document, selecting
features, and pressing the <Start> button immediately
after switching the power on. Once the machine is warmed
up and ready, it will automatically start copying.

Status Display Code A code that indicates the machine status. When an error
occurs on the machine, a status display code appears on
the touch screen.

Store In this guide, it is referred to as scanning an image of a

document and saving the image on the machine.

Stored Programming

By registering a series of operations, the machine executes
the operations with just one press of [Stored Programming]
on the touch screen.

T.38

T.38 is a protocol for timely fax communication over IP
network. The protocol is also necessary for fax
communication between existing public phone lines and IP
network.

Transmission Interval

The period between transmissions.

UNC

An abbreviation of Universal Naming Convention. UNCis a
way to specify a path describing the location of a network
resource, such as shared folders, or shared printers, on a
network, Microsoft Network (SMB).

The UNC syntax uses "\\" before the hostname, hostname
and resource name are delimited by "\".

If the hostname is "myhost” and its shared folder name is
"sharefolder”, the path is described as
follows:\\myhost\sharefolder

VoIP Gateway

The device that relays voice signals including fax
communication between IP network and public phone
lines. It has a feature to convert the communication using
VoIP and G3 fax communication in public phone lines.
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Index

Index

Symbols
# 335
#/Name/E-mail Address 365
% Full 115

+ Add (Sending Faxes to Multiple Recipients). 234, 346

Numerics

1 Set 277
1 Sided 232, 253, 254, 352, 353
1 Sided Covers Print Outside 154
1 Sided Side 1 Only 186
1 Sided Side 2 Only 186
1 Staple 108
-1-,-2-,-3- 165
1,23 165
-1/N-, -2/N-, -3/N- 166
1/N, 2/N, 3/N 165
100 % 105, 110, 111, 262
2 holes* 178
2 Pages 158
2 Pages per Side (Copying Two Pages onto One Sheet)

107
2 Sided 232
2 Sided (Head to Head) 253, 352
2 Sided (Head to Toe) 253, 352
2 Sided (Skip Blank Pages) 232
2 Sided Book Copying (Making 2 Sided Copies of Facing
Pages) 138

2 Sided Copying (Making 2 Sided Copies)

106, 123, 134,152
2 Sided Original - Side 2 144
2 Sided Printing......cc..c....... 439, 495, 499, 502, 507, 511
2 Sided Scanning (Scanning Both Sides of a Document)
352, 369, 385, 388, 397, 400, 411
2 Sided Scanning (Transmitting 2-sided Originals)

231, 253, 257
2 Sided Separators 186
2 Times 174
2-Sided Print 521
3 holes 178
4 holes 178
4 Pages 158

4 Times 174
8 Pages 158
8 Times 174
A

Acknowledgement Report (Confirming Transmission

Results) 265
Activity Report 83
Add 367
Add Certificate 365
Add Comment 276
Add current recipient 243, 343
Add E-mail Recipient 454
Add from current location 377
Add From Redial 243
Add Me (Adding the Sender’s Address) .......cccoeccenneeeen. 347
Add New Address 237, 336, 374

Add New Address (Registering a Destination on the

Address Book) 243
Add New Address (Registering a Destination PC on the
Address Book) 376
Add New Address (Registering a Recipient on the

Address Book) 342
Add Search Entries 239, 337
Add Thumbnail 358
Add to Address Book 382
Additional Feature Buttons 82
Address 383
Address Book 333, 350, 373, 424
Address types 236
Adjust Fold Position 116
Adjust Paper Curl 116
Administrator Guide 15
Advanced Color 131
Advanced Settings 405
Alignment Adjustment 116
All customer equipment (fail safe requirements)......... 34
All Edges 143, 416
Allow Contents Copying and Extraction............cce...... 363
Alphanumeric IndeX........ccoovverrreernnreenn. 237, 336, 365, 374
Annotations 183

Annotations (Adding a Comment/a Date/Page
Numbers to Copies) 162
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Apply To 164, 165, 166, 168
Area Settings 191

Assigning Services to the Custom Buttons............c......... 78

Assigning/Changing Icons for Stored Programs........ 465

Auto % 105, 110, 111, 262
Auto Center 145, 146, 147
Auto Contrast 129
Auto Detect......o.ccoomreernreeenn. 118, 119, 140, 259, 352, 413
Auto Name 423
Auto Receive 308
Auto Repeat 161
Auto Select 104,114
Auto Send (Transmitting without picking up the
receiver) 299, 303
Auto Set 350, 399
Auto Start 443
Auto X-Y % 112
Auto/Color/Black & White (Selecting the Color for
Copying) 106
B
Back Cover 157
Back Cover Quantity 157
Back Cover Tray 157
Background Suppression 407
Backspace 347
Basic Color 131
Batch Print 434, 439
Bates Stamp 163
Bcc 340, 347
Binding Edge Erase 138, 139, 413
Binding Shift 154
Black & White 107,118, 119, 352
Blank Cover 154,156, 157
Blank Separators 185
Book Copying (Copying Facing Pages onto Separate
Sheets) 136
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Print Features Using Authentication Information....522
Print Mode 83
Print on Both 154, 156, 157
Print on Side 1 156, 157
Print on Side 2 156, 157
Print Quantity .......cccooeeenveceurnecens 439, 440, 493, 495, 497,

499, 502, 505, 507, 509, 511
Print this Job History Report 490
Print this Job Report 490
Print Waiting Jobs 487
Printed Original 126
Printing 362, 520, 523
Printing and Deleting Stored Jobs.........convenrrerrrrnrennee 491




Printing Files in a Folder 438
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Reduce/Enlarge (Making Enlarged/Reduced Copies)
105, 109
Reduce/Enlarge (Specifying a Scan Ratio)........c.......... 262
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Reply To Me 424
Resolution (Specifying a Scanning Resolution).......... 411
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Secure Print 492, 521
Security Function Supplementary Guide...........cccoueveunnnne. 15
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Select Job Flow Sheet 444
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Selecting Files 476, 479
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Sending Fax 520, 527
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SMB 372, 442
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380
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247
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TIFF 355, 356
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