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1 Before Using the Machine

This chapter describes how to use this guide, as well as safety notes and legal
notice you should read before using the machine.
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1 Before Using the Machine

Preface

Thank you for selecting the D125/D110/D95 (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 component.

Use the FreeFlow Print Server to make use of the print functions. For the functions and
operation of the FreeFlow Print Server, refer to the FreeFlow Print Server's manual.

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.
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Types of Manuals

Types of Manuals

The following guides are provided with the machine.

Accompanying Manuals

mUser Guide (this guide) (Document CD-ROM)
The guide describes all the necessary steps for copy, print, and scan.

mAdministrator Guide (Document CD-ROM)
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 also
describes daily maintenance and the System Settings procedures.

BQuick Reference Guide (Booklet)
The guide describes the basic operations of the machine, as well as daily management
and maintenance.

mSafety Notes
This guide provides instructions you should follow for safe operation of the machine.

EManual (HTML)
The manual describes installation and configuration procedures for print drivers and
the printer environment. This manual is included in the Driver CD Kit.

EPrint Driver Help
The help describes print features and operations.

ECentreWare 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 ¢ 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.

Manuals Provided with FreeFlow Print Server

The FreeFlow Print Server to be connected to the machine comes with manuals. The
manuals describe the features, operations, and configuration procedures for the
FreeFlow Print Server.

Guides for Optional Components

Optional components are available for this machine. Some of them come with user
guides. The guides for optional components describe all the necessary steps for using
the optional components and installing the software.

13
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1 Before Using the Machine

Using This Guide

This guide is intended for first time users of the machine. It describes the basic
operations for the Copy, Print, and Scan services.

Organization of This Guide

This guide consists of the following chapters:

H1 Before Using the Machine

Describes how to use this guide, as well as legal notices, and other important
information you should read before using the machine.

B2 Product Overview

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
Energy Saver mode.

m3 Copy
Describes the basic operations and features for the Copy service.

E4 Scan

Describes the basic operations and features for the Scan services.

m5 Send from Folder
Describes the basic operations and features to use folders.

H6 Job Flow Sheets
Describes the operations to use a job flow created on a remote system.

B7 Stored Programming

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

H8 Web Applications
Describes the operations to connect to web applications.

B9 Media Print - Text

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

m10 Job Status
Describes how to check job status and how to delete jobs.

E11 Computer Operations

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

H12 Appendix
Contains a glossary of terms used in this guide.
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Using 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 CD-ROM, features, and 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.
> : « Pathto 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] > [All files and folders]",
this means that you need to click [Start], click [Search], and
then click [All files and folders] to search for files and folders.

» Cross-reference
For example: "Refer to "5 Tools" > "Common Service
Settings" > "Audio Tones" in the Administrator Guide."
The sentence above means that you need to refer to the
section "Audio Tones", which can be found under "Common
Service Settings" in chapter 5 Tools of the Administrator
Guide.

15
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* Orientation of documents or paper is described in this guide as follows:

1,[J,Long Edge Feed (LEF): Loading documents or paper in portrait orientation
when you view the machine from the front.

¢1,[7,Short Edge Feed (SEF): Loading documents or paper in landscape orientation
when you view the machine from the front.

LEF Orientation SEF Orientation
’ I <
<
—>
Paper feed direction Paper feed direction

16



About License

About License

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

RSA BSAFE

Heimdal

//
=

V4
This product includes RSA® BSAFE ™ Cryptographic software from RSA Security Inc.

Copyright (¢)2000 Kungliga Tekniska Hogskolan (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.

17
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Libcurl

FreeBSD

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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About License

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. Informa-
tion concerning this software is available at <http://www.umich.edu/~dirsvcs/Idap/
Idap.html>.

This work also contains materials derived from public sources.

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 software without specific prior written permission. This software is
provided "as is" without express or implied warranty.

19
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DES

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 I1S" AND ANY EXPRESSED OR IMPLIED WARRANTIES,
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANT-
ABILITY 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 DAM-
AGES (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 NEGLI-
GENCE 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.

OpenLDAP 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)
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AES

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.

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

XPS (XML Paper Specification)

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/?Linkld=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 searchable PDF kit option
of Fuji Xerox.

These Japanese-English dictionary files are licensed to customers under the terms and
conditions of a Creative Commons Attribution-ShareAlike 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
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* 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

Cyrus SASL

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.
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Legal Notice

Legal Notice

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.
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2 Product Overview

This chapter describes the basic information of the machine, such as machine
components, how to switch the machine on and off, and how to use the touch

screen.
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® Energy Saver MOAE ........ooii ettt 39
® CoNtrol PAn@l........ooiiiiii e 41
* About the [Services HOME] SCreen...........uuveceiiiiiiiiiiieeeeeeeeeeeeeeeeee 45

ENEriNg TeXt ...t 48



2 Product Overview

Machine Components

This following describes machine components and their functions.

B Main Body and A4 High Capacity Feeder (optional)

l"*%'# —7—,:-’1‘&‘-;';-

=

,'.\‘{E‘LJ
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This view varies
depending on
optional components.

R
A SS——
T
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14 \ g
13 \ S
No. Component Function
1 | Document cover Holds the document down.
2 | Control panel Consists of operation buttons, LED indicators, and a touch screen.
Refer to "Control Panel" (P.41).
3 | Document glass Load documents here.
4 | Power switch Switches the power of the machine on and off.
Refer to "Power Source" (P.35).
5 | USB memory slot Insert a USB 2.0 memory device here.
Note * This feature is not available for some models. An optional component is
required. For more information, contact our Customer Support Center.
6 | Paper clip tray Used for placing paper clips and staples.
7 | Front cover Open this cover to access the insides of the machine to clear paper jams or
replace consumables.
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Machine Components

No. Component Function
8 | Toner cover Open this cover to replace the toner cartridge.
9 |Tray1,2,3,4 Load paper here.
10 | Locking casters Used for locking the wheels of the machine. Lock these casters after moving
the machine to its installation site.
11 | Bottom left cover Open this cover to access the inside of the machine to remove jammed
paper.
12 | Front cover for high Open this cover to access the bottom left cover of the machine to remove
capacity tray unit jammed paper.
13 | Tray 6, 7 (optional) Load paper here.
14 | Tray 5 (Bypass) Used for loading non-standard paper (thick-stock paper, and other special
media) that cannot be loaded in Trays 1to 4, 6, 7.
15 | Gigabit Ethernet Board | Connected to a network cable.
(optional)
16 | 10BASE-T / 100BASE- | Connected to a network cable. This connector is not available when the
TX connector Gigabit Ethernet Board (optional) is installed.
17 | USB 2.0 interface Connected to a USB cable.
connector
18 | Stylus pen Used for touching the touch screen on the control panel to configure
settings.
Note * You can directly touch the touch screen not only with the stylus pen but
also with a finger.
19 | Stylus pen holder Stores the stylus pen.
20 | Ground fault interrupter | Automatically turns the machine off when a current leakage is detected.

27
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Hinside

i

| g o
rr-ﬁ,|

=~ ‘E- \

No. Component Function

1 Left cover Opens slightly when the top cover is opened. Open this cover widely
when removing jammed paper.

2 | Top cover Open this cover to remove jammed paper.

3 | Confirmation indicator This indicator lights when a document is loaded correctly.

4 | Document guides Use these guides to align the edges of documents.

5 | Document feeder tray Load documents here.

6 | Document output tray Delivers scanned documents.

7 | Document stopper Holds large document such as A3 in place. Pull this out to the right when
using.

8 | Main power switch Switches the main power of the machine on and off. Always follow the
instructions of the system administrator.
Important ¢ Always switch the power off before switching the main power off.
For details, refer to "Power Source" (P.35).

9 | Waste toner container Open this cover when removing the waste toner container.

cover

10 | Waste toner container Collects used toner.

11 | Fusing unit Fuses toner on paper.
Important ¢ This is extremely hot, so do not touch it.

12 | Handle Use this handle when pulling out the transfer module.
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Machine Components

No. Component Function
13 | Transfer module Transfers an image on the drum to paper. Open this when removing
jammed paper.
14 | Toner cartridge Contains toner (image forming powder).

BFinisher D4 (optional)/Finisher D4 with Booklet (optional)

15 14 13 12 11 10 9 8
No. Component Function

1 Tray 8 (Inserter) Load paper or transparencies for covers or separators. The machine
does not copy on paper or transparencies loaded in this tray.

2 | De-curl button Fixes the curl of output copies.

3 | Output tray Outputs are delivered here when normal copy, [Auto], [Collated],
[Uncollated], or [Uncollated with Separators] is selected.

4 | Finisher tray Outputs are delivered here when [Staple], [Hole Punch], or [Z Fold Half
Sheet] is selected.

5 | Ground fault interrupter Automatically shuts off electricity in the event of current leakage.
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No. Component Function
6 | Booklet output tray Outputs are delivered here when [Fold Only] or [Fold & Staple] is
(Only available when the selected.
Finisher D4 with Booklet
(optional) is installed.)
7 | Booklet output tray button Press this button to move booklets that have been delivered to a
(Only available when the position where they can be removed.
Finisher D4 with Booklet
(optional) is installed.)
8 | Right cover Open this cover to clear paper jams; replace staples or clear jammed
staples; or remove scraps from the hole punch waste container.
9 | Staple cartridges for booklet | Two staple cartridges for booklet. Remove these cartridges when
(Only available when the replacing them with new ones, or when clearing staple jams.
Finisher D4 with Booklet
(optional) is installed.)
10 | Staple waste container Collects scraps from the stapler. Remove this cartridge to replace the
staple waste container.
11 | Staple cartridge Contains staples. Take this cartridge out when replacing the cartridge
with a new one, or when clearing staple jams.
12 | Hole punch waste container | Collects scraps from the puncher. Remove this when discarding
scraps.
13 | Tri-Fold output tray Outputs are delivered here when [C Fold] or [Z Fold] is selected in
(Only available when the D4 | [Folding].
Folder Unit (optional) is
installed.)
14 | Tri-Fold output tray button Press this button to open the Tri-Fold output tray.
(Only available when the D4
Folder Unit (optional) is
installed.)
15 | Left cover Open this cover to access the inside of the machine to clear paper
jams.
Note * The Finisher D4 and Finisher D4 with Booklet are optional. In this manual, the Finisher D4

and Finisher D4 with Booklet are both referred to as the "Finisher".
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Machine Components

m A3 High Capacity Feeder (optional)

No. Component Function

1 Ground fault interrupter Automatically shuts off electricity in the event of current leakage.

2 | Tray 5 (Bypass) Use this when copying or printing on paper that cannot be loaded in
Trays 1 - 4, 6 such as heavyweight paper or other special media.

3 | Tray 5 (Bypass) top cover Open this cover to clear paper jams.

4 | Front cover for the High This unit delivers paper fed through Tray 6 or Tray 5 (Bypass) to the

Capacity Tray unit main unit. Open the front cover of this unit when clearing paper jams.
5 |Tray6 Load paper here. If you close the tray after loading paper, the tray

automatically adjusts the its front and rear positions based on the
center of the paper.

3
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mHigh Capacity Feeder C2-DS (optional)

No. Component Function

1 Ground fault interrupter Automatically shuts off electricity in the event of current leakage.

2 | Tray 5 (Bypass) Use this when copying or printing on paper that cannot be loaded in
Trays 1 - 4, 6-7, such as heavyweight paper or other special media.

3 | Tray 5 (Bypass) top cover Open this cover to clear paper jams.

4 | Front cover for the High This unit delivers paper fed through the Tray 6, Tray 7, or Tray 5

Capacity Tray unit (Bypass) to the main unit. Open the front cover of this unit when

clearing paper jams.

5 |Tray6,7 Load paper here. If you close the tray after loading paper, the tray
automatically adjusts the its front and rear positions based on the
center of the paper.
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Machine Components

mHigh Capacity Stacker (optional)
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No. Component Function
1 De-curl button Fixes the curl of output copies if they are curled when they were
delivered.
2 | Error lamp If a paper jam occurs, the lamp of the jammed location lights up.
3 | Sample button Press this button to output a sample page onto the stacker output tray.
4 | Paper eject button Press this button when removing copied outputs.
5 | Stacker output tray Copied outputs are delivered here. A sample page or sample set of a
document is delivered in this tray.
6 | Ground fault interrupter Automatically shuts off electricity in the event of current leakage.
(Interface module)
7 | Ground fault interrupter Automatically shuts off electricity in the event of current leakage.
(High capacity stacker)
8 | Stacker top cover Open this cover when clearing paper jams.
9 | Stacker tray (Stacker cart) Copied outputs are delivered here.
10 | Stacker front cover Open this cover when removing copied outputs.
11 | Interface module front cover | Open this cover when clearing paper jams.

3
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mSquarefold Trimmer Module (optional)

No. Component Function
1 Left cover of the Trimmer Open this cover when clearing paper jams.
unit
2 | Right cover of the Trimmer | Open this cover when clearing paper jams.
unit
3 | Ground fault interrupter Automatically shuts off electricity in the event of current leakage.
4 | Booklet output tray Outputs are delivered here when [Fold Only], [Fold & Staple], or
[Trimming/Pressing] is selected.
5 | Square-fold setting button Use this button to adjust the amount of pressure applied to the spine of
booklets when the spine is flattened.
6 | Error lamp If a paper jam occurs, the lamp of the jammed location lights up.
7 | Trimmer waste container Collects scraps from the trimmer. Pull this container out when
discarding the scraps.
8 | Booklet output tray button Press this button to move booklets delivered on the booklet output tray
to a position where they can be removed.
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Power Source

Power Source

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

EMain 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.

EPower switch

To use the machine, press the power switch to
the [ | ] position to switch its power on. You can
start operations after the machine warms up.

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.

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

2 Open the front cover.

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.

When using D125 or D110, the machine takes approximately 5 minutes to warm up and
to be ready to copy or print after switching the power on. This may take more time
depending on your machine configuration.

When using D95, the machine takes approximately 6 minutes to warm up and to be
ready to copy or print after switching the power on. This may take more time depending
on your machine configuration.
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Switch the power off at the end of the day or when not using the machine for an
extended period of time.

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

For information on the Energy Saver feature, refer to "Energy Saver Mode" (P.39).

1 Press the power switch to the [ | ] position to
switch the power on. %

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

« If the machine is not powered on, check the
following:

* The power cord is plugged in.
* The main power is switched on.

Teé\t button

r 0
Ground fault /
o interrupter
NS/
&

* The ground fault interrupter is in the On ("I")
position.

Switching the Power Off

The following describes how to switch the power off.

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 is not blinking.
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 data is being sent (FTP/SMB/e-mail)
* While a job is being printed
* While a job is being copied
* While a job is being scanned
* While data is being imported from a computer
* When switching the power off, wait 5 seconds or more after outputs have been delivered.
2 Press the power switch to the [(D] position.

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 15 seconds or more
after the touch screen has gone dark.
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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.

1 Make sure that the power is switched off.

Make sure that the touch screen is blank and the <Energy Saver> button is not
blinking.

3 Open the front cover. — ===

e —

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

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

5 Close the front cover.
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2 Product Overview

Ground Fault Interrupter

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.

If the ground fault interrupter does not work properly, contact our Customer Support
Center.
For information on how to check if the ground fault interrupter are working, refer to Safety Notes.
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Energy Saver Mode

The machine is equipped with the Energy Saver mode that reduces the power
consumption by saving the electricity to the machine when no copy or print data is
received for a specified time.

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

The machine enters the Low Power mode after the preset time has elapsed if the
machine is left unused for a fixed period of time.
The machine then enters the Sleep mode if a further preset time elapses.

To enter the Energy Saver mode, press the <Energy Saver> button on the control
panel.

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

The touch screen goes out, and the <Energy Saver> button on the control panel lights
up. To use the machine, press the <Energy Saver> button. The <Energy Saver> button
goes out to indicate that the Low Power mode is exited.

ESleep 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.

The touch screen goes out, and the <Energy Saver> button on the control panel lights
up. To use the machine, press the <Energy Saver> button. The <Energy Saver> button
goes out to indicate that the Sleep mode is exited.

The Sleep mode requires more time for the machine to exit and to be ready for use than
the Low Power mode.

Note * When the following device is connected to the machine and a user performs the following
operation, the Low Power mode can be deactivated without pressing the <Energy Saver>
button. If the machine is in the Sleep mode, however, the Sleep mode will not be deactivated
by the operation. By setting longer time to elapse until the machine enters the Sleep mode,
you can make the machine exit the Energy Saver mode without pressing the <Energy
Saver> button. For more information on how to change the time to elapse until the machine
enters the Sleep mode, refer to "1 Before Using the Machine"> "Energy Saver Mode" >
"Changing the Interval for Entering Energy Saver Mode" in the Administrator Guide.

* Touch the card to IC Card Reader (sold separately).
* When the machine enters the Low Power mode while a user is authenticated, the machine
exits the authentication mode.

Entering the Energy Saver Mode

The following describes how to enter the Energy Saver mode.

Note * To enter the Energy Saver mode by pressing the <Energy Saver> button, specify a longer
time period in [From Last Operation to Sleep Mode] than in [From Last Operation to Low
Power Mode] under [Energy Saver Timers]. For information on [Energy Saver Timers], refer
to "5 Tools" > "Common Service Settings" > "Machine Clock/Timers" > "Energy Saver
Timers" in the Administrator Guide.
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2 Product Overview

1 Press the <Energy Saver> button.

Note * The machine will not enter the Energy
Saver mode while a job is being
processed. Press the <Energy Saver>
button after the job is completed.

<Energy Saver> button

Exiting the Energy Saver Mode

The following describes how to exit the Energy Saver mode.

1 Press the <Energy Saver> button.

The Energy Saver mode is exited in the
following instances:

* Receiving a job

¢ Selecting [Apply] in CentreWare Internet
Services

<Energy Saver> button
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Control Panel

Control Panel

The following describes the names and functions of components on the control panel.

L
— |

19 (6 AN 11
(s, 12
18 — i SR ()
-
H [-—
17 16 15 14 13
No. Component Function
1 | 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.
2 | <Data> indicator Blinks when the machine is sending or receiving data. This indicator

lights up when data is stored in the machine’s memory.

You can check stored scan files in a Folder List. For information on the Folder
List, refer to "4 Machine Status" > "Machine Information" > "Print Reports" >
“Folder List” in the Administrator Guide.

You can change the blink pattern of the <Data> indicator. For more
information, refer to "5 Tools" > "Common Service Settings" > "Other

Settings" > "Data Indicator" in the Administrator Guide.

H
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No.

Component

Function

<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.

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

If the <Error> indicator lights up, refer to "12 Problem Solving" > "Machine
Trouble" in the Administrator Guide.

<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.

<Custom 1> (Copy) button

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

For information on how to assign a service to the button, refer to "1 Before
Using the Machine"> "Customizing the Control Panel" > "Assigning Services
to the Custom Buttons" in the Administrator Guide.

<Custom 2> button

Press this button to call its associated service.
To the button, you can assign [Language] or any service displayed on
the [Services Home] screen.

For information on how to assign a service to the button, refer to "1 Before
Using the Machine" > "Customizing the Control Panel" > "Assigning Services
to the Custom Buttons" in the Administrator Guide.

<Custom 3> (Review)
button

"Review" is assigned to this button by default.
On the [Review] screen, you can check a list of the status of Copy, and
Scan services whose settings have been changed from the defaults.

For information on how to assign a service to the button, refer to "1 Before
Using the Machine" > "Customizing the Control Panel" > "Assigning Services
to the Custom Buttons" in the Administrator Guide.

<Log In/Out> button

Lights up when a user is authenticated in the System Administration
mode, the Authentication mode, or the Accounting mode. Press this
button to display the User ID entry screen for entering the System
Administration mode, the Authentication mode, or the Accounting mode.
Also press this button to exit these modes.

<Clear All> button

Resets to the default values. The machine returns to the same state as
when it is powered on.

10

<Energy Saver> button

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

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

11

<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.

Some types of jobs cannot be executed in the Interrupt mode. Refer to "13
Appendix" > "Notes and Restrictions" > "Notes and Restrictions on the
Interrupt Mode" in the Administrator Guide.

12

<Stop> button

Press this button to pause the current job or communications.

13

<Start> button

Press this button to start scanning a document.

14

Numeric keypad

Use the numeric buttons on the keypad to enter the number of copies,
passwords, and other numerical values.

15

<Speed Dial> button

This button is not to be used.
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No. Component Function
16 | <C (Clear)> button Press this button to cancel the numerical value you have entered with
the numeric keypad.
Important « When the machine is connected to the FreeFlow Print Server, do
not press <C (Clear)> to cancel a print job from the FreeFlow Print
Server.
17 | <Dial Pause> button This button is not to be used.
18 | <Machine Status> button Press this button to check the machine status and meters, to check the
status of the consumables, and to print reports.
19 | <Job Status> button Press this button to check or cancel the current job, to check or print
stored jobs, or to check completed jobs.
20 | <Services Home> button Press this button to display the [Services Home] screen.

You can change the services displayed on the [Services Home] screen. For
more information, refer to "1 Before Using the Machine" > "Customizing the
Control Panel" > "Customizing the Button Layout” > “Services Home" in the
Administrator Guide.

43

i MB3IAIBAQ }2NpoId



! MBIAIBAQ }9NpOoId

2 Product Overview

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 Energy
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 1> button, and "Review" is assigned to the
<Custom 3> button. No service is assigned to the <Custom 2> button.

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.
For information on how to customize the [Services Home] screen, refer to "1 Before Using the Machine'
> "Customizing the Control Panel" > "Customizing the Button Layout” > “Services Home" in the
Administrator Guide.




About the [Services Home] Screen

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.

M ge field Login information field

Language

Screen
Brightness

Setup

Additional feature buttons
Service buttons

Stored
Programming

Print Mode

]

Screen
Brightness

Note ¢ WSD stands for Web Services on Devices.

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.

For information on the Authentication or Accounting mode, refer to "11 Authentication and Accounting
Features" in the Administrator Guide.

Service Buttons
Allows you to set the features for each service.

ECopy
You can set the features for the Copy service.

For more information, refer to "Copy" (P.49).

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

For more information, refer to "E-mail" (P.147).
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ESimple 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.

For more information, refer to "Simple Copy" (P.62).

EScan to PC

You can scan documents and send the scanned data to a network computer via the
FTP or SMB protocol.

For more information, refer to "Scan to PC" (P.168).

mStore to Folder

You can scan documents and save the scanned data in a folder of the machine.
For more information, refer to "Store to Folder" (P.174).

ESend from Folder

You can operate files stored in a folder on the machine.
For more information, refer to "Send from Folder" (P.209).

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.

For more information, refer to "Stored Programming" (P.271).

ENetwork Scanning
You can scan documents after specifying a file (job template) which saves scanning
conditions, information on the forwarding destination server, and so on.
For more information, refer to "Network Scanning" (P.166).

EStore & Send Link

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

For more information, refer to "Store & Send Link" (P.182).
Note * This service appears on the screen when the Authentication feature is enabled.

For information on how to display [Store & Send Link] on the [Services Home] screen, refer to "1
Before Using the Machine" > "Customizing the Control Panel" in the Administrator Guide.

EStore to USB
You can scan documents and save the scanned data to a USB memory device.
For more information, refer to "Store to USB" (P.176).

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

For more information, refer to "Job Flow Sheets" (P.265).

46



About the [Services Home] Screen

BMedia Print - Text

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

For more information, refer to "Media Print - Text" (P.294).

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

mStore 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.

For more information, refer to "Store to WSD" (P.185).

Note ¢ WSD stands for Web Services on Devices.

EWeb Applications
You can access web applications via a network using the browser on the machine in
order to display and store data.
For more information, refer to "Web Applications" (P.281).

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

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

HLanguage
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.

*: 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 "5 Tools" > "Common Service
Settings" > "Screen/Button Settings" > "Default Language" in the Administrator Guide.

EScreen Brightness
You can adjust the screen brightness of the touch screen.

ESetup

You can create or update folders, job flows, and the Address Book.
For more information, refer to "S5 Tools" > "Setup" in the Administrator Guide.

EPrint Mode

You can register a print mode and change its settings.
For more information, refer to "4 Machine Status" > "Machine Information" > "Print Mode" in the
Administrator Guide.
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Entering Text

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

describes how to enter text.

“|Folder Name [ € cancel H < Save

‘ 5 Delete Text |

Shift z X c! v b n | m " “ J Shift

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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3 Copy

This chapter describes the basic operation and features for the Copy service.
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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 DOCUMENLS .......ccueiiruieieieeetieiieie ettt se st e see st seense s e eseenaeseesseenneneens 50
Step 2 SeleCtiNg FEATUIES ......ecuieuieiieeiieiieiectieeete ettt ettt ettt eae e e eeeae et esesseeseens 52
Step 3 Entering @ QUANTILY ........oovuicieiiiiiieiiieieienieicete ettt s 54
Step 4 Starting the COPY JOD....oouiiiiiiieeeee ettt et eae e 54
Step 5 Confirming the Copy Job in JOD Status .........couevueererieiiiniirieieesieeeeiesteeeee e 55

Step 1 Loading Documents

The following two methods are available to load documents:

EDocument Feeder
* Single sheet

* Multiple sheets

EDocument Glass
* Single sheet
* Bound documents, such as books

Document Feeder
The document feeder supports single and multiple sheet documents with sizes from
139.7 x 139.7 mm (Standard size: A5, A5(1, 5.5 x 8.5", 5.5 x 8.5"(1) 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.
For information 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.81).

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 "5 Tools" > "Common
Service Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

The document feeder accepts the following number of sheets.

weight Numoer o
38 -80 gsm 250 sheets
81-128 gsm 150 sheets
129 - 200 gsm 100 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 - 48 gsm) is not supported.
For information on how to copy mixed sized documents, refer to "Mixed Size Originals (Scanning
Different Size Documents Simultaneously)" (P.82).
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1

2

Remove any paper clips and staples before
loading a document.

Adjust the document guides to match the

size of the document loaded.

Note * When loading a large size document such
as A3, lift up the document feeder tray,

and open the document stopper
rightward.

Document stopper
AS AN Sl

Load the document face up (when the Confirmation indicator
document is 2-sided, load the front side up)
in the center of the document feeder.

Note * The Confirmation indicator lights up when
the document is loaded correctly.

* When the documents is loaded in the
document feeder, the document feeder
tray lifts up. You can set the timing of the
lift. For more information, refer to "5
Tools" > "Common Service Settings" >
"Other Settings" > "Document Feeder
Tray Elevation" in the Administrator
Guide.

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.

For information 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.81).
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 "5 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.

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

3 Close the document cover.

Note * When a standard size document is loaded on the document glass, the size of the document
is displayed in the message field. For information on the message field, refer to "Message

Field" (P.45).

Step 2 Selecting Features

The following two services are available to copy documents.

ESimple Copy
Allows you to only select basic features to copy documents.

ECopy
Allows you to make detailed settings to copy documents.

The following procedure uses [Copy] to describe how to select features.

The following describes how to copy a document and how to store scanned documents
as data in a folder on the machine.

For information on Simple Copy, refer to "Simple Copy" (P.62).

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.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Copy]. ‘ -
= |

g EI
Simple Copy Scan to PC

Screen
Brightness

red
Store to Folder Send from Folder

52



Copying Procedure

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

<Clear All> button

4 Select one from [Copy], [Copy & Store File] [focm | messoin | poen

Adjustment | OutPutFormat | lobAssembly |

Reduce / Enlarge Paper Supply 2 Sided Copying

. (72 onemal \
or [Store File Only]. o] - |+ ) R CEE @ o ne
) )
[ 1=A4 = 12 Sided =
L AT
[ [ 23n4 | [ e 122 51deq, | (AUt
| 1 Ao || Plain | BB eatsToe ;w—sgke"“’ e ‘
[ [ = | . ["’ Pagesper Side |
70% A3-A, 3= A5 225ided | | B Pagesp:
|27 BasBs | ‘D Plain | P eactead | [oft
g 1% aasns, | [ 5=m4 [ o= 2015ided J
| B5Ba |1 Pin | |3~ Head>Head | Dorken Lighten
i -
‘ B More... | : @ More... ‘ T2 More.. N ﬂ >

f Copy&StoreFile

E StoreFile Only

ECopy
Copies scanned documents.

ECopy & Store File

Copies scanned documents and then saves them as data in a folder on the machine.
You can print the data or change the settings on the [Send from Folder] screen.

mStore File Only

Saves scanned documents as data in a folder on the machine. You can print the data
or change the settings on the [Send from Folder] screen.

For information on [Copy & Store File] and [Store File Only], refer to "Saving Scanned Documents"
(P.59). For more information on how to operate folders, refer to "Send from Folder" (P.209).

Note * The features displayed on the screen depend on your machine configuration.

* When the Authentication or Accounting feature is enabled, the machine may prompt you to
enter the system administrator's ID, or both the system administrator's ID and the passcode.
Ask your system administrator for the ID and passcode.

5 Select each tab, and configure features as  [mocw | meseauin | aoei | ouproma: | ssensly

Paper Supply

Reduce / Enlarge 2 Sided Copying &) orginal Type
necessary. 100%)[ = [ + ] {@msw ] BE - I
[ 1384 | | [=,a8 122 Sided L—\
[ e | [ Plain | E?% Head—>Head | | ¢ | Copy Output |
[ [ 2384 | [=omm 12 5ided, | |Auto
| I Auto% || O fan | EPR ey | lstocker-TopTray |
| 70% A35A4, ‘\j 3=As | o 2o2sded B8 Pagesperside |
| 7 BaBs ||~ Plain || =75 Head-Head | off
[ [ = |
141% A4->A3, 5=A4 = 2->1 Sided

| B5->B4 || u Plain | i‘:>: Head—>Head = Darken Lighten
[ I3 |
1A wore.. ‘@, More.. | By  wore. i< iEB
0 J\= L - )

=i
ﬁ[g& Copy & Store File E Store File Only

The following shows the reference section for each tab.
"Copy" (P.66)

"Image Quality" (P.73)

"Layout Adjustment" (P.76)

"Output Format" (P.90)

"Job Assembly" (P.123)
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Step 3 Entering a Quantity

The following describes how to enter the number of copy sets. You can enter up to
9999 sets.

1 Enter the number of copies using the numeric

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

Numeric keypad

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

<C (Clear)> button

Step 4 Starting the Copy Job

The following describes how to start a copy job.

1 Press the <Start> button.

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

» Copies cannot be made if a copy protection
code is detected. For information on copy
protection codes, refer to "Secure Watermark
(Managing Document Security)" (P.109).

HIf 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.

<Start> button

2 Select [Next Original] while scanning is in

rogress. Quantity:  20/300
prog Pages  40/50 b S

Note * When using the document feeder, load orginals. 10 é
the next document after the machine has (He j — E
finished scanning the first document. - ~ = [@
* When [Next Original] is displayed on the | uncotiatea —= P

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].
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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, ] copy ] ]
select [Last Original]. T
Quantity: (074 \ J

Originals: 1 — [ Lastoriginal |

(A4 0) I G )

el

86% |
Collated

f@ Start

[=) Change
g Quantity...

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.

1 Press the <Job Status> button.

<Job Status> button

Close

Active Jobs Completed Secure Print

2 Confirm the job status.

Note  Select [ A] to return to the previous _ﬂ - - S —
i atus rogress
screen or [ ¥] to move to the next screen. )
% Print Wait 55/66] A

(=) Printer &Print from Folder Jobs

£ scan, Fax, & Intemet Fax Jobs

Job Flow &File Transfer Jobs

| A\
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Operations during Copying

This section describes available operations during copying. The following shows the
reference section for each operation.

StopPIng the COPY JOD ..ottt sttt eseesteeseeneeseeens 56

Changing the NUmMbBEr Of COPIES......ccieuirierieeiriereee ettt sttt sse e ese s e naeseeeeeas 57

Interrupting the COPY JOD ...ooveuieiiiiiieicietee ettt sttt st ne e 58
Stopping the Copy Job

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

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

<Stop> button

| 4] copy 'l['@ )
Quantity: 20/300 S
o
Pages 40/50 b 4
originals: 10 : %
ol
= | ( D Next Original
100% =! L_—‘
Uncollated — ‘LM Start |
= - -
2 Select [Delete]. [ilcory =
Quantity:  20/300 —
Pages: 40/50 2 |
Originals: 10
(A4 ) [
Black & White I
w1 A4 = |
100%, 200% .éi!
S
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Operations during Copying

mIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

2 Select the job to cancel.

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

3 Select [Delete].

4 Select [Delete].

Changing the Number of Copies

<Job Status> button

Active Jobs Completed Secure Print wdz’:;tjobs Close
File/ Job Type Remote Terminal Status Progress
02222-Copy 11x22mm:3% Copying 55/66| A ]
02223 - Print 11x22mm:3% Print Wait 66

Get Information OO

Get Information  XXXXX

Get Information  XXXXX v J

Quantity:  20/300 Delet
- 10120 SRET—

originals: 10

100%
Uncollated

Quantity:  20/300 Delet
— 0730

Originals: 10

(A4 0)
Black & White
=1 A4D
100%, 200% STat
Collated B

=) Change
= Quantity...

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.

<Stop> button
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i ] copy = :
Quantity:  20/300 [ Delet: ]
Pages: 40/50 wi ‘
Originals: 10 7 ’
= \'W}
= = o=
e 1. J
2 Select [Change Quantity]. == - ' .
Quantity:  20/300 Del
Pages: 40/50 m
Originals: 10
(a4 ) —
Black & White l
S i
w1 A4D Si
100%, 200% .5'! s B
Collated == (===
Sl )
Slamy.

)

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.
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.

Interrupting the Copy Job

A A N

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.

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

<Interrupt> button

Load a document and set features if necessary.
Specify the number of copy sets with the numeric keypad.
Press the <Start> button.

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.

Press the <Start> button.
The suspended copy job is resumed.
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Saving Scanned Documents

You can save scanned documents as data in a folder on the machine.

To use a folder, select [Copy & Store File] or [Store File Only]. You also need to create

a folder in advance.

For information on how to create a folder, refer to "5 Tools" > "Setup" > "Create Folder" in the

Administrator Guide.

For information on how to operate folders, refer to "Send from Folder" (P.209).

* The maximum number of pages that can be stored in the machine is about 2000 pages per
file. This value is for reference only, and varies depending on the type, size, and orientation

of the document.
* Once a copy file has been saved, you cannot create a file that exceeds a total of 10000
pages by merging files, inserting files, or inserting separators.

Note

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

Select each tab, and configure features as necessary.

Select [Copy & Store File] or [Store File ocory | magecuatty | a2 | ouputromr | o sty |
Reduce/Enlarge Paper Supply 2 Sided Copying ( & orignal Type
Only] ’IOO%“ T+ J ‘D,Amosaem "Q, 11 Sided ‘ Text
‘ ) 100% | T | EFE ::Z;diﬁgad ‘ T Copy Output
- [ —
|2 Autoss | e |E Ep :,e:didfode | ‘\Slacker Top Tray
™ = [ = Pages per Side
e (I [ ] |
141% A4-A3, 5= A4 ‘_FQ: 2-1 Sided ‘~
B5-B4 Plain ‘ HeudaHeud Darken nghlen
\
M More... [} More.. |G ore. mTIT )
4 Specify a folder to save data in. | StoreFilein Folder [Reaa [oswe )
. 001 002 | 003 =1 kil
Note « If a passcode is set for the folder, the m TR | B
L L
passcode entry screen may appear. Enter
the passcode and select [Confirm]. If you Goto
have forgotten the passcode, set the D

folder passcode in the System o
Administration mode again. J 7

b FileList..

5 Press the <Start> button.

mFolder

A folder to save scanned data in.
Note * Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.

HFile Name
Specify the file name for saving.

Using the displayed keyboard and the numeric keypad, you can enter up to 28

characters.
For information on how to enter characters, refer to "Entering Text" (P.48).

EGo to
Displays a folder at the top when you enter the 3-digit folder number with the numeric
keypad.
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B Number of Files
Displays the number of files stored in the selected folder.

EFile List
Select a folder and then select this button to check or delete files stored in the folder.

File List

You can check or delete files stored in a folder.

1 Select a folder.

2 Select [File List]. _ StoreFile in Folder [cancel  [[7save
@:ﬁ gz ga | i=h File Name
L J L L Auto Name
(S
v | Al
o
o FlleList..
3 Select the file you want to check or delete. Folder 001 - File List [@reresn || ocose |
. . List Thumbnail A= ;
If the scanned data is not displayed, select e — 7]
Refresh] Order | File Name Date & Time ¥ |Pages g
[ ) i g img-704134843 4/7/2011 1348 1 | SRR AT
Note * Select [ A] to display the previous screen || &mg7omsisas w01 1348 1
or [ ¥] to display the next screen. [ Ha img704134827 472011 1348 1|
* You can sort files in ascending or T L i
descending order by selecting either [File | Smg7omsiers e 1 '
Name] or [Date & Time]. | S myroursarsy e 13 i
i r-ﬁ; img-704134708 4712011 13:47 ‘|J

HList
Lists the files stored in the folder, with their stored dates and pages.

EThumbnail
Displays the images and names of the files stored in the folder.

Important e« 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.

* The thumbnail view may not be available for long documents. If a long document is not
displayed in thumbnail view, display it 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 may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.
B Number of Files
Displays the number of files stored in the selected folder.

ESelect All

Selects all the files in the folder. If you select [Select All] again, all the files are
deselected.
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EDelete
Deletes the selected files in the folder.

HFile Details
Previews the selected file to allow you to check its details.

i .
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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 COPYINE).......ccveueiereririiereeieieie et eeeseeieee e 62
Reduce/Enlarge (Making Enlarged/Reduced COpies)........ceceevirverieieienieieirienieieeseereeseeeenesiens 63
2 Sided Copying (Making 2 Sided COPIES).......ccuereeuierieriieieiirteeeeriesieeteeiesiesieeseeseeeeeeee e eeeens 64
Lighten/Darken (Adjusting the Copy DEnSity) ......ccecueuerieririeieeeeieiesee et 64
2 Pages per Side (Copying Two Pages onto One Sheet).........cecveevereeirenieienenienieieesesieneeeenns 65
LI 1) (TSROSOt 65
1 Select [Simple Copy] on the [Services ] (rm— e
Home] screen. —— —— o

Store to Folder -
. - Print Mode
% Simple Copy

2 Select a feature on the [Simple Copy]

screen. ‘ ; Paper Supply ‘ » [%*‘3% 1-1 Sided
|Auto Select

T[T 1+2Sided

m Reduce/
‘ 1;0;""‘"—“ || SoT7 2525ided

Darken Lighten

i -

{D 1 Staple

2 Pages per
[fE°

Paper Supply (Selecting the Paper for Copying)

This feature allows you to select the paper tray for copying.

1 Select [Paper Supply]

‘ ; Paper Supply ) %9% 1-1 Sided
| Auto Select
T4 1-25ided
B Reduce/
}1&,;"""99 P | £ 22 5ided
Darken Lighten
P ji—ﬂ , | |AEesz gi::'-”s per [U 1 Staple w
L A
2 Select a paper tray to be used. % Simple Copy
| ; Paper Supply 4 AutoSelect OJ :E.’nm
Auto Select
U 1= A4 1 5= A4
"B Reduce/ Plain ~— Plain
~ Enlarge > = =
2|= A4 6/=/A3
(1000 ’_‘ Plain 0 Plain
Darken Lighten 3|=/A5 71=)A3 —
[ [ [ [
/ﬁ Plain Plain
< mlin - b m
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BAuto Select

Automatically determines the tray holding the appropriate paper, based on the
document size and the specified copy ratio.

Note * If you select [Auto Select], an option other than [Auto %] is selected in [Reduce/Enlarge].

ETrays 1 to 5, and Trays 6 and 7 (optional)
Allows you to directly select the desired tray.

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

2 Paper Supply Auto Select ] :Eﬁ”
Auto Select
QH 0 &

B Reduce/ Puain Plain

— Enlarge =
2(=A4 O 6/=/A3
100% ’7 Plain Plain

You can view the icons to check the
remaining amount of paper in a tray.

Darken

|:7L§_JA3

Plain

Lighten O] 3|=A5

< mfn > L

= = = : Indicates that the remaining amount of paper is 25 to 100%.
25 : Indicates that the remaining amount of paper is 25% or less.
L1 : 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.

% Simple Copy

p r—
‘ | 4 Paper Supply ‘ N =0= 11 Sided
|Auto Select |

=o7 1-2Sided

L] Reduce / 1 };‘
Enlarge || §.= o

100% ! ‘ 97 2-2 Sided

1 Select [Reduce/Enlarge].

J
Darken Lighten

[—‘mm {T IZPugesper HT1Stuple ‘

% Simple Copy

2 Select a copy ratio.

{@PuperSupply "‘ "l 100% ;l 86% A3-B4
A4-B5
| Auto Select |
B4-A3
1 Reduce/ 2 Auto% Js% g
Enlarge X
100% Gl A3-A4L A4-B4
| 2 70% gates | 122% g
Darken Lighten BioAL R —
2 o81% 2 141%
< m > B5-A5 B5-B4
Ll JASHED,

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

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 * If you select [Auto %], an option other than [Auto Select] is selected in [Paper Supply].

HRatios
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.

1 Select any option.

‘ % Paper Supply ) ‘ E\f&a 1-1 Sided
| Auto Select

® Reduce/
»

| Enlarge
| 100% J

[Z14[7 12 Sided

£ 2+2Sided

Darken Lighten

] ol =g 2P =
< mm/ > | [EERED G | i1Staple
| ‘ ‘

H1 - 1 Sided
Makes a copy of a 1-sided document on one side of the paper.

H1 - 2 Sided
Makes a copy of a 1-sided document on both sides of the paper.

H2 - 2 Sided
Makes a copy of a 2-sided document on both sides of the paper.

Lighten/Darken (Adjusting the Copy Density)

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

1 Use [4]and [»]to set a density level.

‘ % Paper Supply ) ‘ E\f&a 1-1 Sided
| Auto Select

[Z14[7 12 Sided
M Reduce/ }—{
| Enlarge | s.= o
| L;<>L/ 252 Sided

1100% J

Darken Lighten

] ol e 2P =
< mm/ > | [ERED G | i1Staple
| ‘ ‘
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2 Pages per Side (Copying Two Pages onto One Sheet)

1 Staple

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 "5 Tools"
> "Copy Service Settings" > "Copy Control" > "Auto Paper Off" in the Administrator Guide.

For information 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.97).

Select [2 Pages per Side].
== 11 Sided |

Auto Select |
=7 1-2Sided

[ ‘ q Reduce / N |

Enlarge
100% W |

‘ [ } Paper Supply ‘ N

#9722 Sided

Darken Lighten ( ‘ ‘

2Pagesper | [ -
o mTIT p | |EBPEBG . |1 Staple
L A b

1 Select[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 - 100 (when 80 gsm paper is used).
Available paper types are: Plain (64 - 105 gsm), Pre-Printed (64-105 gsm), Plain -
Special 1 (64 - 105 gsm), Pre-Printed SP1 (64-105 gsm), Recycled (64 - 105 gsm),
Recycled - Special 1 (64 - 105 gsm), Plain Reload (64 - 105 gsm), Plain ReloadSP1
(64 - 105 gsm), Punched (64 - 105 gsm), Lightweight (52 - 63 gsm), LW Pre-Printed
(52 - 63 gsm), Heavyweight (106 - 216 gsm), HW Pre-Printed (106 - 216 gsm),
Heavyweight SP1 (106 - 216 gsm), HW Pre-Printed SP1 (106 - 216 gsm), Tab Stock
(106 - 216 gsm), and Custom Paper 1 to 5. If paper heavier than 90 gsm is used,
outputs may not be stapled correctly even if the number of sheets is 100 or less.

Note * The feature does not appear for some modeles. An optional component is required. For
more information, contact our Customer Support Center.

[ i ——

| 4 Paper Supply ‘, =4= 11 Sided
Auto Select |
‘M Reduce / | ‘4{

Enlarge [ ARNONC a
100% | @7 2-2 Sided |

=7 1-2Sided

Darken Lighten

[ 2 | | 52w 2 Pages per ‘ ‘ —
o mm s AERE g e |1 Staple
) i i 1 \
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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. The following
shows the reference section for each feature.

Reduce/Enlarge (Making Enlarged/Reduced COpies) ........cocereeeririeieririirienieeeenienieisesenienene 66
Paper Supply (Selecting the Paper for COPYING) ....cceeeeveriiuieieriiieeieie e 70
2 Sided Copying (Making 2 Sided COPIES) .....cccereeuerererierieiriisieieresiiieieeeerestenseeeseesesseseeneenes 72
Original Type (Selecting the Document TYPE)......ccecveueruiriiierieneieeieie e 72
Copy Output (Specifying Finishing OPtions) ........cccceecuerieeiieieriieieeeiesie e 72
Pages per Side (Copying Multiple Pages onto One Sheet).... .72
Lighten/Darken (Adjusting the Copy DEnSity)......cccueruerieieiierieeieieie et 72

You can customize the layout of the features displayed on the [Copy] screen. For more information,
refer to "5 Tools" > "Copy Service Settings" > "Copy Tab - Features Allocation" in the Administrator

Guide.

Select [Copy] on the [Services Home] B
screen. —— ; .

Simple Copy

Store to Folder Send from Folder .
ELSEEOEEY oy

Select a feature on the [Copy] screen. ocory | imageauaty | L@t | oupuerormar | sab assembiy
Reduce/ Enlarge Paper Supply 2 Sided Copying W

[100% f;j |} AutoSelect == 151 Sided LT;xl

1=A4 =, &= 1>25ded | [
{ B 100% Plain =19 feadoread | | [ copyoutput
= Auto
2ol Sy [o2sided g0 qeer Top Tray

|
} # ruiox L/ Ptain =¥ Head-Toe
[ B8] Pages per side

70% A3->A4, 3=AS 2-2 Sided
‘ E B4-B5 [ ] Plain fﬂ}\f Head-Head |off
= - ) (
141% A4->A3, 5=A4 2>1sided | -
} B5-B4 Plain ‘f@r Head-Head | Darken nghlen
;,! More.. [ More.. More... i

S 1 & |

e % Copy &StoreFile ?J Store File Only

Reduce/Enlarge (Making Enlarged/Reduced Copies)

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

Specify a copy ratio. You can use the cwcory | magecualty | Lot | outputFom | sob Assembly
numeric keypad to specify a value, or [+] and |5, \PTP;:.ZZM ZS'Tj[Tz':gs.ded b

[-] to specify reduction/enlargement ratios i e =g pasiet
Auto

d|reCt|Y- | 2 auto% { Jrémioa EpT 28 | [stacker -TopTray
- Pagesper Side

¢ | Copy Output

| m 70% A3-A4 3=A5 . o 22 Sided

| ! Gisss C brain B i e

[ 151% A4oR3, 5=A4 Ty 221 sided

| © BsoBa L/ Ptain g Head->Head | Darken nghlen
[ [

‘ A more.. [ more.. T More. 1) » \

== 1} Copy &Store File Store File Only

m100%
Copies at the same image size as the original document.
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mAuto %

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 * If you select [Auto %], an option other than [Auto Select] is selected in [Paper Supply].

ERatios (3rd and 4th buttons)

Displays preset copy ratios.

You can change the copy ratio associated with each button. For information on the settings, refer to "5
Tools" > "Copy Service Settings" > "Preset Buttons" > "Reduce/Enlarge - Button 3 - 4" in the
Administrator Guide.

EMore

Displays the [Reduce/Enlarge] screen on which you can set [Proportional %],
[Independent X - Y%], and [Calculator %].

For information on the settings on the [Reduce/Enlarge] screen, refer to "When [Proportional %] is
Selected" (P.67), "When [Independent X - Y%] is Selected" (P.68), or "When [Calculator %] is
Selected" (P.69).

When [Proportional %] is Selected

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

1 Select a copy ratio, or specify a value. | Reduce / Enlarge Kool | Poeve

Variable % Preset %

2 proportionalze | 25 400% [ | ‘100% 86% 43584,
| 100 |—

78 Independent 115% B4-A3,
B ) [Auto® BS-A4

50% A3-AS5, 122% A4-B4,

B caleulator % B4sB6 A55B5

70% A3-A4, 141% A4-A3,
B4-B5 B5-B4

SlightReduction  81% B4-A4, 200% A5-A3,
(Improves Fit) BS-AS B6-B4

mVariable %

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 Ad B4 A3
Original

A6 100% 122% 141% 173% 200% 245% 283%
B6 82% 100% 116% 142% 164% 200% 232%
A5 71% 86% 100% 122% 141% 174% 200%
B5 58% 70% 81% 100% 115% 141% 163%
A4 50% 61% 70% 86% 100% 122% 141%
B4 41% 50% 58% 70% 81% 100% 115%
A3 35% 43% 50% 61% 70% 86% 100%
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EPreset %
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 * If you select [Auto %], an option other than [Auto Select] is selected in [Paper Supply].
* Preset ratios
Select from the preset ratios.

You can change the copy ratio associated with each button. For information on the settings, refer to "5
Tools" > "Copy Service Settings" > "Reduce/Enlarge Presets" in the Administrator Guide.

mSlight Reduction (Improves Fit)

Select this check box to slightly reduce the specified copy ratio to copy the complete

image onto the paper.

Important e If you select [SlightReduction (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 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.83).

When [Independent X - Y%] is Selected
You can specify reduction/enlargement ratios for the width and length individually.

1 Select any option. LT Mo Joom ]
Variable % T Length-Y% Preset %
25 & 400% f
P Proportional % v + w‘
e | x> 100 Length: 100%
| t| Independent | =
| B ‘ Width - X% [ Auto X-Y%
25 & 400% \F ;
7] it Image to
2 calculator % ‘ T ‘ S ]
‘Width: 50%
il Length: 100%
' Width: 70%
| Length: 100%

EVariable %
* 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.
HLock X - Y%
f_\llows you to make the same ratio adjustment for the width and length at the same
ime.
HPreset %
* Width: 100% /Length: 100%
Copies at the same image size as the original document.
* Auto X-Y%

Automatically determines the reduction/enlargement ratios for the width and length
so that the document image fits in the paper.
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¢ 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.

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.

For information on how to specify a scan size for the document, refer to "Original Size (Specifying the

Scan Size for the Document)" (P.81). For information on how to select a paper tray, refer to "Paper

Supply (Selecting the Paper for Copying)" (P.70).

i .

1 Enter the width of the original document in [T Reduce/Entarge [Heand e ]
[Original Size] of [Width - X%] using the 2ok 5o
numeric keypad. i -
n )l(",di!y:e"dem Original Size Original Size
B calculator % :]mm ‘ ‘mm
Copy Size Copy Size
T e [ e

2 Enter the width of the output copy in [Copy Size] of [Width - X%)] using the numeric
keypad.

3 In the same way, enter the length for [Original Size] and [Copy Size] of [Length - Y%].

EWidth - X% / Length - Y%
Displays the ratios that are automatically calculated using the values set in [Original
Size] and [Copy Size].

BOriginal Size
Allows you to enter the width and length of the original document, in the range from 1
to 999 mm in 1 mm increments.

ECopy Size

Allows you to enter the width and length of output copies, in the range from 1 to 999
mm in 1 mm increments.
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Paper Supply (Selecting the Paper for Copying)

This feature allows you to select the tray that holds the paper you want to use.

1 Confirm paper size and type, and select a oCory | imagequaity | Lot [ ouputromat | Job Assembly
Reduce /Enlarge Paper Supply 2Sided Copying (B orgnal
il | )| original Type
paper tray ‘ 100%| =  + ‘  Auto Select ‘ ‘ =B= 1515ided | Text
L J |
= !
1= A4 = | 12 Sided
‘ B 100% ‘ | ptain & PE H:ad—ersad‘ { | CopyOutput
I T 1= |
| A auto % I 2 I == :‘:aﬂi‘#eude | ;S‘l:mltker TopTray |
1= 1 = | Pages per Side
70% A3-A4, 3= A5 2-2Sided | | [B3 Pagesp
| 7 BaoBs || Plain | ‘{w{ Head-Head | |off
[T 151% assp3, | [ 5584 | "fé- 2>15ided | -
| © BsoBa || Plain || P"= Head>Head | Darken Lighten
I il e g B
\£ More... ) | B More J \'LT‘ wore. | « ﬁ' >

mAuto Select

Automatically determines the tray holding the appropriate paper, based on the
document size and the specified copy ratio.
Note * If you select [Auto Select], an option other than [Auto %] is selected in [Reduce/Enlarge].

ETrays (2nd to 5th buttons)

Allows you to directly select the desired tray.
You can change the paper tray associated with each button on the [Copy] screen. For information on the
settings, refer to "5 Tools" > "Copy Service Settings" > "Preset Buttons" > "Paper Supply - Button 2 - 5"

in the Administrator Guide.

EMore

Displays the [Paper Supply] screen.
Refer to "[Paper Supply] Screen" (P.71).

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.
5 copy [ Image Quality I Layout IOutput Fommtl Job Assembly -
‘Reduce/Enlarge‘ Paper Supply 2 Sided Copying (I originat ype ]
[100%|| = + ‘ @Amosalecl ‘ “ L= 1>15ided | Text
J
B 100% ExE szi'ded d \ CopyOutput | . .
‘ Heod=tead || | You can view the icons to check the
| B aueoe T e | Suder Tt remaining amount of paper in a tray.
) 70% A3-AG, 3= e 225ided 5] Pagesper side
B4-B5 ' Plain Head-Head | off
141% A4->A3, 5=A4 i = 2-1 Sided
lagrent Plain EPE feadHead | Darten Lighten
1A wore.. [ More... 7 More. « mﬁ 1] »

E‘Q Copy & Store File

- storeFile Only

: Indicates that the remaining amount of paper is 25 to 100%.

= = =
125 : Indicates that the remaining amount of paper is 25% or less.
E | : Indicates that the tray has run out of paper, or no paper is loaded in

the tray.
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[Paper Supply] Screen

This screen allows you to select a paper tray.

1 Se|eCt a paper tray | Paper Supply [xc‘l"ce[ ][05""9
Tray  %Full Size Type Color Size Detection
| 3= 100% A5 IPlain White Auto Detect | A
4= 100% A3 [IPlain White Auto Detect
5= Bypass A4 [ Plain
| 6= 100% A3 IPlain White Auto Detect |
7= 100% A3 IPlain White Auto Detect
Auto Select
ETray
Allows you to select a paper tray.
Note * Trays 6 and 7 are optional.
®% Full

Displays the remaining amounts of paper loaded in trays.

mSize

Displays paper sizes.
EType

Displays paper types.

EColor
Displays paper colors.

i .

For information on how to set [Paper Color], refer to "5 Tools" > "Common Service Settings" > "Paper

Tray Settings" > "Paper Tray Attributes" in the Administrator Guide.

HSize Detection
Displays how the machine detects a paper size.

For information on how to set [Size Detection], refer to "5 Tools" > "Common Service Settings" >

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

[Tray 5] Screen

The [Tray 5] screen appears when you load paper.

For information on paper that can be loaded in Tray 5, refer to "2 Paper and Other Media" > "Paper

Types" in the Administrator Guide.

Make sure the paper size and type match i Tray5

[ cancel  |[< confirm

the paper loaded in the tray. 0

When the paper size and type match the — | == e
paper loaded in the tray, select [Confirm].

When you change the paper size and type,
go to step 2.

Select Confirm if Paper Size and
Type are correct.

. Change
& Settings...

A
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2 Select a paper size and a paper type. S Tray5 [l Jrsme |
Note * Select [ A ] to return to the previous Foerbee oS \
Plain (64-105 gsm) A4 D ‘ A
screen or [ ¥] to move to the next screen.
Recycled (64-105 gsm) — ‘ASD I
Plain Reload (64-105 gsm) | A6 O Ji
J i

Punched (64-105 gsm) e B4

EPaper Type
Select a paper type.

EPaper Size
Select a paper size.

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen.
For more information, refer to "2 Sided Copying (Making 2 Sided Copies)" (P.76).

Original Type (Selecting the Document Type)

This feature is the same as [Original Type] on the [Image Quality] screen.
For more information, refer to "Original Type (Selecting the Document Type)" (P.73).

Copy Output (Specifying Finishing Options)

This feature is the same as [Copy Output] on the [Output Format] screen.
For more information, refer to "Copy Output (Specifying Finishing Options)" (P.118).

Pages per Side (Copying Multiple Pages onto One Sheet)

This feature is the same as [Pages per Side] on the [Output Format] screen.
For more information, refer to "Pages per Side (Copying Multiple Pages onto One Sheet)" (P.97).

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.

1 Use [<4] and [»] to select from seven Eocory | magequatty [ ket T output porme [ sob Assambly
. Reduce/Enlarge Paper Supply 25ided Copying =
: Neuce Slaedc ] Original Type
denSIty IeVeIS ‘100%‘ -+ j‘jAuloSelecl ‘:w:namdeﬂ ‘ Text
4 {
= od |
1= A4 =, &= 1-2Sided )
[ B 100% Plain P H:ad«eread‘ | £ copyoutput
= A
2 auto% 254 o) 122 5lded, \Slu(::ker-Top Tray

G 202 Sided || B pagesperside
% Head-Head | |off
Pl |
E Heud%Head‘ Darken Wi
( e

2 | 77 More. S “ﬂm =

7 I
= = - 2l .
E Copy \E&‘} Copy & Store File ‘ - Store File Only

70% A3-A4,
B4-B5

3[=AS
— Plain

5=/ A4
L Plain

|
|

} 141% A4-A3,
£ B5-B4

| [
L ||
[ [
| Plain = Head-Toe |
[ [
| N
[ [
J |
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Image Quality

following shows the reference section for each feature.

Original Type (Selecting the Document Type)

Image Options (Adjusting Copy Density/Sharpness of Images)
Background Suppression (Erasing the Background Color of Documents)

1 Select [Copy] on the [Services Home]

screen.

2 Select a feature on the [Image Quality]

screen.

The section describes the features you can select on the [Image Quality] screen. The

Screen
Brightness

Setup

Scan to PC

Stored

5 Copy I Image Quality

| & original Type...

Text

Layout
Adjustment

€ 1mage options..
Lighten / Darken: Normal Auto Suppression
Sharpness: Normal

Output Format | Job Assembly

| Background
"~ Suppression...

i .

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.

5 Copy I Image Quality

|| € 1mage options...

1 Select [Original Type].

2 Select the original type.

iy original Type...
Text

kayout Output Format | lob Assembly

Adjustment
‘ ‘ = Background

~ Suppression...

Lighten / Darken: Normal Auto Suppression

Sharpness: Normal J|

[x Cancel ][q? Save

Fﬁ\ Original Type

[ photo & Text

B
(&) photo
|| tightText

Text on See-

2 Through Paper

EPhoto & Text
Select this option to make copies of documents containing 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.
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EText
Select this option to make sharp copies of text. This option is suitable for graphs and
illustrations.

HPhoto
Select this option to make copies of photos.

HLight Text
Select this option for text that requires enhancement, such as handwritten pencil text.

B Text on See-Through Paper

Select this option to reduce blurs of tracing paper documents or to suppress
background shadows of lightweight documents.

Image Options (Adjusting Copy Density/Sharpness of Images)

This feature allows you to adjust the copy density and sharpness levels.

Note * [Lighten/Darken] under [Image Options] is the same as [Lighten/Darken] on the [Copy]
screen.

1 Select [Image Options]. R P T e prvw—

&) original Type. € 1mage Options... E ::;;g::::

Text Lighten / Darken: Normal Auto Suppression
Sharpness: Normal

2 Adjust the copy density, and sharpness. € Image Options EE

ELighten/Darken
Allows you to select from seven copy density
levels between [Lighten] and [Darken].

Moving the arrow mark to the upper position
makes the copy density lighter, and moving
to the lower position makes darker.

ESharpness
Allows you to select from five sharpness
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.
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Background Suppression (Erasing the Background Color of Documents)

This feature allows you to suppress the background color of documents, such as

newspaper and colored paper.

Note

1 Select [Background Suppression].

2 Select [Auto Suppression].

mOff
Scans the document backgrounds with no

filtering.

HAuto Suppression
Suppresses the background of a document
printed on colored paper, such as
newspaper.

* [Background Suppression] is not available when [Original Type] is set to [Photo].

T . Layout
5/ Copy I Image Quality |, @50 | OutputFormat | Job Assembly
[ Buckground

i original Type... € 1mage options.. oA
Lighten / Darken: Normal Auto Suppression

Text
Sharpness: Normal

= Background Suppression [x Cancel H <7 Save

Auto Suppression hides background colors and image bleed-through.

Background Suppression does not work when

off
b Photo is selected as the Original Type.

o Ao
Suppression

i .
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Layout Adjustment

This section describes the features you can select on the [Layout Adjustment] screen.
The following shows the reference section for each feature.

2 Sided Copying (Making 2 Sided COPIES) .....erveeieuerieerieieienieeeeriesteeteesiesieesee e eesseeneeseeseeeneas
Book Copying (Copying Facing Pages onto Separate Sheets)
2 Sided Book Copying (Making 2 Sided Copies of Facing Pages)
Original Size (Specifying the Scan Size for the Document)
Mixed Size Originals (Scanning Different Size Documents Simultaneously)

Edge Erase (Erasing Edges and Margin Shadows of the Document)

Image Shift (Adjusting the Image POSItION) ........cccovieieiiiiiiieieee e

Invert Image (Making Reversed Copies of Images)

Original Orientation (Specifying the Orientation of Loaded Documents)
Image Rotation (Changing the Orientation of Images)

1 Select [Copy] on the [Services Home]
screen.

2 Select a feature on the [Layout Adjustment]
screen.

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

2 Sided Copying (Making 2 Sided Copies)

Simple Copy

Language

Screen
Brightness

\ Copy l Image Quality ] IT"y"ut [output Format I Job Assembly -

2 2 2 2Sided )
5 25idedCopying.. | ((82) Book Copying.. pREES |
11 Sided off off
L L L J
I original size... | [ (1] Mixed Size Originals... Edge Erase.. \
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm
J U | | Center: Omm )| v
7] tmage shift... ‘ ‘ ﬁ Invert Image... Original Crientation... ‘
Side 1: Off Normal Image Upright Images
Side 2: Off tPosmve Image |
) )

5 Copy l lmogoquality] jravouy [Output Format[ Job Assembly -

= ImageRotation.. |
On during Auto

| Staple Position
)

2/2

This feature allows you to copy 1-sided and 2-sided documents on one side or both

sides of paper.

Important ¢ Ensure that the actual orientation of the original document matches the [Original Orientation]

setting on the [Layout Adjustment] screen.
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1 Select [2 Sided Copying]. cocory | imagecuatny | L9t T ouputroman | o Asambly -
%> 25ided Copying... 28] Book Copying... o ;f;‘fgopym . |
1-1 Sided off off

)
i1 original size... || Mixed Size Originals... EdgeErase...
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm
| | Center: Omm IR 4

] tmage shift... 4 irvert mage.. [ original Orientation...
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

2 Select any option. 2 5vded Comyng (RN

Originals ) Copies Original Orientation
- i =P=] 151 Sided " HeadtoHead | | =T Head to Head Vi |
H1 - 1 Sided 7 v !
{
[
. =07 1>25ided | | T Headto Toe = Head to Toe [ Sideways
Makes a copy of a 1-sided documentonone | /| ‘ =
H 077 252 Sided
side of the paper. | |
#15/=] 21 Sided
H1 - 2 Sided

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

H2 - 2 Sided
Makes a copy of a 2-sided document on both sides of the paper.

H2 - 1 Sided
Makes a copy of a 2-sided document on one side of the paper.

EOriginals
* Head to Head

Select this option when the front and back sides of the document are of the same
orientation.

This option is displayed when you select [2 = 2 Sided] or [2 = 1 Sided].
* Headto Toe

Select this option when the front and back sides of the document are of the opposite
orientation.

ECopies
* Head to Head

Select this option when you want the orientation of the first and second sides of the
copy to be the same as that of the document.
This option is displayed when you select [1 = 2 Sided] or [2 = 2 Sided].

* Head to Toe

Select this option when you want the orientation of the first and second sides of the

copy to be the opposite of that of the document.
This option is displayed when [1 = 2 Sided] or [2 = 2 Sided] is selected.

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 of the document facing the inner side of the
document glass or document feeder.

7
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* Sideways Images

Select this option when placing the top of the document facing the left side of the

document glass or document feeder.

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.
* A non-standard size document or undetectable-size document may not be separated into

two accurately.

* Select [Face Down] in [Face Up/Down Output] on the [Output Format] tab when outputting
sheets sorted into sets that are arranged in page order.

&/ Copy IlmageQuulity] Loyort IOutputFormutI Job Assembly -

1 Select [Book Copying].

2 Select any option.

mOff

Does not copy as a bound document.

HLeft Page then Right

Copies the left page and then the right page

of facing pages.

ERight Page then Left

Copies the right page and then the left page

of facing pages.

| 7= 25sided copying..
11 Sided

L

2Sided |
[ (48] Book Copying... MREEES
off off

[ ‘;I? Original Size... ‘ [T Mixed Size Originals... EdgeErase... |
Auto Detect off Top /Bottom: 2mm/2mm | 1/2
Left /Right: 2mm / 2mm —
L ) Center: Omm )| v
| 85 tmage shife.. [ I irvert mage.. 6= original Orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
( )
|43/ Book Copying [x Cancel H<7 Save
Book Copying allows scanning of facing pages.
off Both Pages copies the left and right pages of a book with a single press
of Start. Left Page Only copies only the left page.
E3 tﬁgnpbggﬁ‘ Select Left Page then Right, etc. to control reading order.
Right Page
I
L ten et
=] Top Page

then Bottom

[AB] & Aj)

| =} then Bottom

45 Book Copying [®cancel || save
Binding Edge Erase Place original on the
\ :: Document Glass
off \ |2 2] Both Pages ‘ ‘ = J as shown.
Bl [2_] LeftPageonty | 0SOmm
. 0 (g
[ fgh'l_’;?f‘e 2] Right Page Only S
i 1 +
=] Top Page Lz

| = thenBottom

|42/ Book Copying [x Cancel ”(7 Save ]
BindingEdgeErase | pigce original on the
| g3 Document Glass
off 2 4] Both Pages. ‘ ‘,» J as shown.
| |
i 1
2 tﬁg‘np';’i‘gﬁl [2_] LeftPageonty | 9<S0mm
: 0 W
Right Page s
mm ) Right Page Only .
=] Top Page o)
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ETop Page then Bottom e (Rt || ome
Copies the top page and then the bottom , 5‘"*?“?“9““’* Pocsorighaln e
page of facing pages. o B e

(52 o oot ‘] ez
i | 0 S

EBoth Pages e R ij @j

Copies both pages in page order. e ‘

HLeft Page Only

Copies the left page only. You can select this option when [Left Page then Right] or
[Right Page then Left] is selected.

ERight Page Only

Copies the right page only. You can select this option when [Left Page then Right] or
[Right Page then Left] is selected.

ETop Page Only

Copies the top page only. You can select this option when [Top Page then Bottom] is
selected.

EBottom Page Only

Copies the bottom page only. You can select this option when [Top Page then Bottom]
is selected.

EBinding 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]. cocony | imageauaity | 3ot [ ouputromar | oo asentty [N

2Sided |
LJ Book copying..
off

T 2Sided Copying... 48] Book Copying...
11 Sided off

i1 original size... ]| Mixed size Originals.. | | (3] Edge Erase..

Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/ Right: 2mm / 2mm
| | Center: Omm /v

5] 1mage shift... B3 tnvert image... [EE3) original Orientation...

Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
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2 Select any option. |__J2 Sided Book Copying [cancel |7 save

Binding Edge Erase
Starting & :
off = Ending Page... ‘ !
) TErrage
|_ | Leftpage Right Page 0650mm
then Right 7
Right Page J
| L‘J then Left
Top Page
then Bottom |

+

mOff
Disables this feature.

HLeft Page then Right

Scans the left page and then the right page of facing pages, to make 2-sided copies.

ERight Page then Left

Scans the right page and then the left page of facing pages, to make 2-sided copies.

ETop Page then Bottom
Scans the top page and then the bottom page of facing pages, to make 2-sided copies.
mStarting & Ending Page
Displays the [Starting & Ending Page] screen.
Refer to "[Starting & Ending Page] Screen" (P.80).
EBinding 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 Keas JFswe )

Starting Page ©Ending Page

Place original on the
Document Glass
|=>| LeftPage & | LeftPage as shown.

L

[ Right Page | =1/ Right Page

EStarting 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.

BEnding 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.
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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.

1 Select [Original Size].

2 Select the size of the document.
If you select a non-standard size, specify
values for the X and Y directions.

EAuto Detect

S|Copy

[ Image Quality I ol lnmpm Formull Job Assembly -

= 25Sided Copying...
1-1 Sided

i} original size...
Auto Detect

48] Book Copying...
off

1]) Mixed Size Originals...
off

2Sided |
LJ Book copying..
off

59 edgeErase.. |
Top / Bottom: 2mm / 2mm 172
Left/ Right: 2mm / 2mm

Center: Omm | v

7] tmage shift...

Side 1: Off
Side 2: Off

ﬂ Invert Image...

Normal Image
Positive Image

[ original Orientation... |

Upright Images

|}/ Original Size

{x Cancel ”«) Save }

15©297mm

Auto Detect

A6 O 35x5'a

Auto

!
Hxi—)

B4 100x148mm &

+

156432mm

B5a Mx17"a

BS O 85x11"a

‘ Auto T
T
i e

J

by 85x11"a

Detects the document size automatically. The following table shows the document
sizes that can be detected automatically.

Document Feeder

Document Glass

Auto-detectable
Document Size

B5, B5(J, B4, A5, A5(1, A4,
A4fl, A3, 8.5 x 11",
8.5x 111, 11 x 17", 16K(1,

B6, B6(J, B5, B5(], B4, A6,
A5, A5(1, A4, A4(], A3

8K

« If the document size cannot be detected automatically, a screen to enter the document size
appears.

The document sizes that can be automatically detected depend on [Paper Size Settings] in the System

Administration mode. For more information, refer to "5 Tools" > "Common Service Settings" > "Other

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

Note

EStandard Size

Select a document size from preset options.

You can change the sizes displayed on the screen. For information on the settings, refer to "5 Tools" >
"Copy Service Settings" > "Original Size Defaults" in the Administrator Guide.

BVariable 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 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.
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Mixed Size Originals (Scanning Different Size Documents
Simultaneously)

You can scan documents of various sizes simultaneously and make copies on each

size or a single size of paper. 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.

* This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.

lxmugezzuomy] Ad']t:gt‘::;“ [Ou(putFormutl Job Assembly -

2Sided
LJ Book copying...

e Copy

1 Select [Mixed Size Originals].

3 (
' 2Sided Copying... [4 8] Book Copying...

1-1 Sided off off
( )
[H o [
riginal Size... | Mixed Size Originals.. | | 3] EdgeErase..
Auto Detect off Top /Bottom: 2mm/2mm | 1/2
Left/ Right: 2mm / 2mm
{ L Center: Omm I 4
| @ ( m L
7] tmage shift... 4 irvert mage.. [E5 original Orientation...

Normal Image Upright Images.

Positive Image

Side 1: Off
Side 2: Off
L

I Mixed Size Originals [x Cancel Hc) Save }

2 Select [On].

- Align the top-left corners of your Originals Original Orientation

and load them in the Document Feeder

@i as shown. Upright Images
‘x Adjust the Guides to just touch the (] upright imag
| l L si; -
o largest size paper. =pr—
-Load 5.5x8.5" and AS originals in portrait Images

orientation.

.

mOff
Select this option when copying documents of the same size.

EOn

When documents of different sizes are copied, the machine automatically detects the
size of each 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 » 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.
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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 original is 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.

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 "13 Appendix" > "Printable Area" in the Administrator
Guide.

Ilmqgeﬂualityl Ad'}ji’t‘::;m lOutputFormutl Job Assembly -

2Sided
LJ Book copying..

1 Select [Edge Erase].

=s/Copy

=7 25ided Copying.. |A ] Book Copying...

1-1 Sided off off
) )
i1 original size... ]| Mixed Size Originals... Edge Erase... |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/ Right: 2mm / 2mm
| | Center: Omm )| v
] tmage shift... 4 irvert mage.. [ original Orientation...

Side 1: Off
Side 2: Off

Normal Image
Positive Image

Upright Images

[x Cancel ”<7 Save ]

2 Select any option.

Erase Value 0 & 50mm

Original Orientation

| 48] upright mages ‘

|
. AllEd, cent i
(4] AlEdges | ‘,7“; ‘ senter 0 ] o
+

'

571 Individuol
2] Eges -

[®] ParallelEdges

ENormal
The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

HAIl 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.

Hindividual 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.

HParallel 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.
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HErase 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 1 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 1 mm increments.

* 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 1mm increments.

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.

* Sideways Images
Select this option when placing the top edge of the document against the left side of
the document glass or document feeder.
m2 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.

* 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)

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].

84



Layout Adjustment

1 Select [Image Shift].

2 Select any option.

mOff

= Copy [ Image Quality I Ad'}ji’t‘::;m lcutput Formutl Job Assembly -

25Sided |

7 2 Sided Copying... 48] Book Copying... AmjEb
1-1 Sided off off
)
i1 original size... ]| Mixed Size Originals... Edge Erase... |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/ Right: 2mm / 2mm
L ) | Center: omm J| v
] tmage shift... 4 irvert mage.. [ original Orientation...
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
E% Image Shift (x Cancel H<7 Save ]
Original Orientation
off 5 |side1... 2! Side 2. \@] Upright Images
Sideways
Auto Center ‘ k2] T
Margin Shift J
| |Mirror side 1

Does not shift the position of document images.

mAuto Center

Shifts document images so that they are placed in the center of paper.

EMargin 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.

* Side 1

Displays the [Image Shift - Side 1] screen.
Refer to "[Image Shift - Side 1] Screen" (P.86).

* Side 2

Displays the [Image Shift - Side 2] screen.
Refer to "[Image Shift - Side 2] Screen" (P.86).

* Mirror Side 1

Select this check box when you want the positioning of Side 2 to match the

positioning of Side 1.

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.

* 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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[Image Shift - Side 1] Screen
This screen allows you to set the image shift for Side 1.

1 Select any option. " Tmage Shfeside Wema Joome
Up /Down
SOQOHSOmm
B & & [
Auto Center = ek
L I -
comersit < € S .
Margin Shift ‘ 0 ‘
e (M_ -
X ¥ o

mOff
Does not shift the position of document image.

HAuto 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.

ECorner 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.

EMargin 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.

[Image Shift - Side 2] Screen
This screen allows you to set the image shift for Side 2.

1 Select any option. | mage Shift_side 1 (T
50 ¢ 0 «© 50mm
off 0 ‘

Comer Shift 50 &0 & 50mm

Margin Shift w
-+

mOff
Does not shift the position of document image.

HAuto 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.
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ECorner 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.

EMargin 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
reverse the density (contrast) of the document image when making copies.

Note * When [Negative Image] and [Edge Erase] are set simultaneously, the edge erase area turns o
to white. o
T
<
1 Select [Invert Image]. PP ) o (o gy |
= 25Sided Copying... A B] Book Copying... (R éfliegopying | 3
1-1 Sided off off
4»{ Original Size... || Mixed Size Originals... L‘-f] EdgeErase... |

Top /Bottom: 2mm /2mm | 1/2
Left/ Right: 2mm / 2mm
| | Center: Omm )| v

Auto Detect off

[E53 original Orientation...

5] 1mage shift... B3 tnvert image...

Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

E Invert Image [x Cancel ”d) Save

2 Select any option.

EMirror Image

Mirror Image

|B] Normal image

Mirror Image ‘

Negative Image

@ Positive Image

Negative
Image

Reverses the left and right sides of the document image.

ENegative Image
Reverses the density (contrast) of the document image.

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.
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1 Select [Original Orientation].

2 Select [Upright Images] or [Sideways
Images] according to the orientation of the

document loaded.

BUpright Images

= Copy lxmug.zzuomy] e [Ou(putFormutl Job Assembly -

| 7= 25sided Copying..

25Sided |

| (43 Book Copying.. PREES
off

11 Sided off
L )
[ ] origina size... [ =1 Mixed Size originats... Edge Erase... |
Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left/ Right: 2mm / 2mm
( | Center: Omm J| v

L

| 59 tmage shife..
Side 1: Off
Side 2: Off

L

[ 4 irvert mage.. [E5 original Orientation...

Normal Image Upright Images.
Positive Image

[ Original Orientation

[x Cancel H(? Save

¥ @ Upright Images | | Paper as you load it in the Document Feeder
= or place it on the Document Glass.

i ]
H Sideways This information is used by the system to make
Images decisions about how to accurately place

Original Orientation is used to inform the
system of your original's orientation on the

images on paper when using features such as
Image Shift, Edge Erase, Pages per Side,
Repeat Image, Annotation, and Booklet
Creation.

Select this option when placing the top edge of the document against the top side of

the document glass or document feeder.

ESideways Images

Select this option when placing the top edge of the document against the left side of

the document glass or document feeder.

Image Rotation (Changing the Orientation of Images)

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.

1 Select [Image Rotation].

2 Select any option.

[ = ! Image Rotation...
On during Auto
Staple Position

L

= Copy lxmug.zzuomy] e [Ou(putFormutl Job Assembly -

2/2

= Image Rotation

[x Cancel H(? Save

off
|

Aways On
| —

| on during Auto

On during Auto provides automatic rotation

of the image on your original to fit correctly [

on your selected copy paper when Auto Select 3] D

or Auto %15 selected. A0
Staple Position

== EkE
N

When Auto is selected When Auto
is not selected
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mOff
Copies documents as they are, even if the orientation of the images does not match
that of the paper.
EAlways On
Automatically rotates document images so that the orientation of the images matches
that of the paper.

BOn 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].

HRotation Direction
Displays the [Image Rotation - Rotation Direction] screen.

Refer to "[Image Rotation - Rotation Direction] Screen" (P.89).

i .

[Image Rotation - Rotation Direction] Screen

]

This screen allows you to set the reference position for rotation.
1 Se IeCt a ny Opt|on . Mia Image Rotation - Rotation Direction [x Cancel H < Save
Staple Position rotates the image to match the stapling edge when
originals of different sizes are placed in the Document Feeder.
Staple Position
Portrait Original
-LeftEdge
Portrait Original
| -Right Edge |
gy —
Kt
L

EStaple 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.
EPortrait 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.

EPortrait 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. The
following shows the reference section for each feature.

2 Sided Copying (Making 2 Sided COPIES) .....erveeieuerieerieieienieeeeriesteeteesiesieesee e eesseeneeseeseeeneas 90
Booklet Creation (Creating @ BOOKIEt) .......ccooiruieierieiiiieiee s 91
Covers (Attaching CoVers t0 COPIES) ....evveeverririerieieieeieeieieste ettt ettt sttt ebe e b e nieen 95
Pages per Side (Copying Multiple Pages onto One Sheet)..........ccevererierenenieieerceeeeee 97
Poster (Making Enlarged Copies Spread over Multiple Sheets)...........coovevrinenereeenerierineennne 98
Repeat Image (Making Multiple Copies on One Sheet).........cooevevirerriienieinineieeeereeeeen 99
Annotations (Adding a Comment/a Date/Page Numbers to COPIes).......cceceeveervereiereerieneeneeenenn 100
Watermark (Printing Control Numbers on the Background of Copies) ........c.ccceererveeecnnenne. 106
Secure Watermark (Managing Document SECUTILY) .......ccereririerereiieienesieieseeseeeieeee e 109
Tab Margin Shift (Copying on Tab Stock Paper)........ccoceeviererieienierinieieeeeee e 111
Face Up/Down Output (Specifying Face Up or DOWN)......cccccevuivieiriirinirenieiniiiesieieeieeieine 113
Folding (Outputting Bi-Folded/Tri-Folded Paper) .........ccceeeveiieieniiinieeeceeeee e 113
Preset Repeat Image (Making Multiple Copies on a Single Sheet).........coceevereerenecninienen. 115
Transparency Options (Inserting Blank Sheets between Transparencies)..........coceeeeeverveeenee 116
Copy Output (Specifying Finishing OPtions) .........ccccevireerierenieienieseseerie e 118
ID Card Copy (Copying Both Sides of an ID Card) ..........cccecveverieeiiiinieeieieieeeeeiesieee e 121
1 Select [Copy] on the [Services Home] B

screen. e ; . pm ; e

Store to Folder Send from Folder m:::m"r‘:‘m
2 Select a feature on the [Output Format] [ e T T P—, prowe—
screen. 5 2sudedcopyng.. | [ §) Bookietcreation.. | [ [ covers.. |
1-1 Sided off off
Note * Select [ A] to return to the previous L JL J
screen or [ V] to move to the next screen. || B resspersie. || 55 poster. || [ Repeatimage..
off off off 172
J1 \ [v]
[ 4] Annotations... \ ( | Watermark. || 1% securewatermark |
off off off
J1 J\ J
5 Copy I Image Quality I Layout ] Output Format [ Job Assembly -
[} Tab Margin Shift... ‘ (i@ z:::zp/l)own | (] Fotding.. |
off Auto off
J | Jg
Preset Repeat Image... ‘ ‘D E':‘"i‘::'e"‘y || £ | copy output... ‘\;
off off Auto 212
Stacker - Top Tray
{ J1 \ J
T ID Card Copy...
off
J

2 Sided Copying (Making 2 Sided Copies)

This feature is the same as [2 Sided Copying] on the [Layout Adjustment] screen.
For more information, refer to "2 Sided Copying (Making 2 Sided Copies)" (P.76).
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Booklet Creation (Creating a 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 Finisher D4 with Booklet (optional) is installed, you can also fold the output
sheets in half, or staple the folded output sheets.

Important ¢ Ensure that the actual orientation of the original document matches the [Original Orientation]
setting on the [Layout Adjustment] screen.

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 "5 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.

1 Specify the orientation of the document in ccony | magoauatny | 4 oupurromet | s sty [N
1t H H = . 7 2 Sided
[Original Orientation] on the [Layout 7 25idedCopying.. | |(43] Book Copying. e |
. 1-1 Sided off off
Adjustment] screen. | |
:ﬂ Original Size... [L1]] Mixed Size Originals... EdgeErase... |
Auto Detect off Top / Bottom: 2mm / 2mm 172
Left / Right: 2mm / 2mm
L ) ) | Center: Omm IR
] tmage shift... 4 irvert mage.. 53 original Orientation... |
Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image
2 Select [Booklet Creation] on the [Output oo | masecuatty | pgelot | oupurromar | obasersiy IO
Format] screen. 57 25etcopyng.. || 1) Bookletcreation. | I Covers. \
1-1 Sided off off
J 1 J
@ Pages per Side... 2% poster... | | Repeat Image...
off off off 172
1
) )| v
[ Annotations.. | Watermark... |2 securewatermark |
off off off
J J |
3 Select any option.  Bookiet Creatin Wems Joom ]
( | [Omm
off | off | '
! ‘§ roldastaple.. | | [¢f] Auto Image
oy = | P Positioning...
T Soundbonti | | 1]/ pankcover | {of J Lot
= C Right 31
B tmndsoiiet | 3 [ printonoth ‘= Paper Supply...
= &2 1Sided Ce -
‘j‘ CRERE [ ¥ Pfi"'?’"';i)‘;:m J Co;ef)\mo Detect Plain
Last Page Main Body:
on Back Cover 185 D Plain

mOff
Disables this feature.

HCreate Left/Top Bound Booklet
Copies are made to enable left binding or top binding.

ECreate Right Bound Booklet
Copies are made to enable right binding.
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ECopy 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.

ECovers
You can attach covers to a booklet.
* Off
No cover is attached.

* 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.

* 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.

EBinding Shift
Displays the [Booklet Creation - Binding Shift] screen.
Refer to "[Booklet Creation - Binding Shift] Screen" (P.93).

EDivide Output

Displays the [Booklet Creation - Divide Output] screen.
Refer to "[Booklet Creation - Divide Output] Screen" (P.93).

EFold & Staple

Displays the [Booklet Creation - Fold & Staple] screen.
Refer to "[Booklet Creation - Fold & Staple] Screen" (P.93).

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

HAuto Image Positioning

This option is displayed if you select [Create Left/Top Bound Booklet] or [Create Right
Bound Booklet].

Auto Image Positioning is a feature that adjusts the image position. Image shifting may
occur, for example, when you print and create booklets that contain a large number of
pages due to their thicknesses. This feature adjusts images so that the printing position
from the edge of each page remains consistent between the inner and outer pages of
a booklet.

Based on the image position on the sheet in the middle of a booklet, the whole image
on each page will be slightly shifted from the inner to the outer side.
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Note * You can set [Auto Image Positioning] in the System Administration mode. For more
information, refer to "5 Tools" > "Copy Service Settings" > "Copy Control" > "Auto Image
Positioning - Below 105 gsm" or "Auto Image Positioning - Above 106 gsm" in the

Administrator Guide.

EPaper 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 (7).

[Booklet Creation - Binding Shift] Screen

This screen allows you to specify the binding shift value in the range from 0 to 50 mm
in 1 mm increments.

1 Use [+] and [-] or the numeric keypad to L Booklet Creation - Binding Shift K Joswe ]
specify a binding shift value.

0o50mm

Mg

[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 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 folding feature, specify the dividing number of sheets in the range
from 1 to 25.
1 Se'eCt [On] H*' Booklet Creation - Divide Output \x Cancel ”«) Save
Sheets per Subset
Ror |
on |

2 Specify the number of sheets using [+] and [-] or the numeric keypad.

[Booklet Creation - Fold & Staple] Screen

When the Finisher D4 with Booklet (optional) is installed, [Fold Only] and [Fold &
Staple] become available.

1 Se|eCt any Opt'on i>| Booklet Creation - Fold & Staple | 8 cancel ”<7 Save

Output will be delivered at the arrow shown.

NS
off N

&
| [ ‘.
Fold Only (
{Fold&smple ~¥
) _
i in
ssing
imming: Off
o
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mOff

No finishing is carried out.
EFold Only

The copies are folded in half. The number of copies that can be folded is up to 5. When
the number is more than 5, the document is divided by every 5 sheet.

EFold & Staple

The copies are folded in half and stapled at the center. The number of copies that can
be folded and stapled is 2 to 25.

ETrimming/Pressing

This option is displayed if you select [Fold Only] or [Fold & Staple] when the Squarefold
Trimmer Module (optional) is installed.

You can specify whether to trim the fore edge of a booklet, and whether to press the
booklet spine.

Refer to "[Booklet Trimming/Pressing] Screen" (P.94).

[Booklet Trimming/Pressing] Screen

1 Select any option.

When the Squarefold Trimmer Module (optional) is installed, [Trimming] and [Book

Pressing] become available if you select [Fold Only] or [Fold & Staple] on the [Booklet
Creation - Fold & Staple] screen.

Trimming is a feature that trims the fore edge of a booklet, which is opposite of the
booklet spine, in order to finish the edge neatly.

—
¥
—
Trimming

Book Pressing is a feature that presses the spine of a booklet to flatten the spine.

—

Booklet Pressing

Important « If outputs are not stapled, or if a finished booklet is four pages or less,
paper may be jammed or wrinkled, resulting in a poor shaped spine.

[I”JBooklet Trimming / Pressing [ ¥ cancel ] 9
Trimming Cut to Size Book Pressing Pressure Applied
o e S|
to the size you want I
& i to cut. {@ e ‘ Ej] - 1
=] Normal
[ 2 Paper Supply | S) Low
Tray 1 1
\:331.'.]. J \E Lower |
ETrimming
* Off
Does not trim the fore edge of booklets.
* On

Trims the fore edge of booklets.
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* Paper Supply
Displays [Paper Supply] screen.
Select the paper tray with paper loaded in landscape orientation ().

* Cut to Size
Displays the width of a finished booklet after being trimmed by the amount specified
in [Default Trim Margin]. Change the value as necessary.

Note * You can set [Default Trim Margin] in the System Administration mode. For more information,
refer to "5 Tools" > "Copy Service Settings" > "Copy Control" > "Default Trim Margin" in the

Administrator Guide.

EBook Pressing
e Off
Does not press the booklet spine to flatten the spine.

* On
Presses the booklet spine to flatten the spine.

EPressure Applied

Adjusts the amount of pressure applied to the spine of a booklet when the spine is
flattened. Select from five levels between [Higher] and [Lower].

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.

Important « When you select this feature, if the number of pages scanned by the machine exceeds the
maximum, the machine will not print the already-scanned data. In that case, follow the
instructions of the message displayed on the screen to cancel the job. The maximum
number of pages that the machine can scan is 2000 pages per job.

« If you use tab stock paper, select [Face Down] in [Face Up/Down Output] on the [Output

Format] screen.

1 Select [Covers]. ooy | mageauay [, kX0t [ outputFormat | sob assembly -
%> 25ided Copying... 8/ Booktet creation.. | | [ covers..
1-1 Sided off off
J |
5 Pagesperside... 55 poster.. | Repeat Image...
off off off 172
.
J J 1 )| v
4] Annotations... 7| watermark... || 5 secure watermark
off off off

2 Select any option. o (s

Front Cover Back Cover

(=2 Paper Supply...

e @i Front Cover:
5=/Auto Detect Plain

|| Blank cover Blank Cover Back Cover:
L || 5=Auto Detect Plain
7 PrintonSide1 | | 77 PrintonSide1 | MdnBody:
185 D Plain
|
|7 Printon side2 7 Printon Side 2 Load back cover original.
| |
— ‘
= PrintonBoth = PrintonBoth @ *®
J

L
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EFront 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.

mBack Cover
Attaches a back cover to the copies.

Off

No back cover is attached.

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.

Print on Both

The first and second pages of the document are copied on the front and back sides
of the back cover.

EPaper 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.

* Main Body Tray

Select the tray used for the body pages of the document.

EFront 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.
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mBack 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.

Pages per Side (Copying Multiple Pages onto One Sheet)

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 "5 Tools" >
"Copy Service Settings" > "Copy Control" > "Auto Paper Off" in the Administrator Guide.

1 Select [Pages per Side]. ooy | messauay | pofot | ouputromar | sobasensyy [N
%> 25ided Copying... 8/ Booktet creation.. | | [ covers..
1-1 Sided off off
J |
5 Pagesperside... 55 poster.. | Repeat Image...
off off off 172
‘
J J 1 |
[ 4] Annotations... ” watermark... || T8 securewatermark |
off off off
J L
2 Select any option. T Pagespor e (TR
Reading Order Original Orientation
O ot l1]2] 2 I{-Zf;j';i‘?::;r/“ Upright Images
| 1 g
(Bl Righttet | @i‘::;’:gs

‘ [C0/ 2 Pages

|| 4pages

41 8 Pages

mOff
Disables this feature.

N2 Pages
Copies two document pages onto one side of a single sheet of paper.

B4 Pages
Copies four document pages onto one side of a single sheet of paper.

H38 Pages
Copies eight document pages onto one side of a single sheet of paper.

EReading Order
Allows you to select how to layout images on a page.
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mOriginal 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.

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]. cocory | mageuaity |yttt [ ouputrom [ sob assembly -
| 5 25ided Copying... | B Booktet creation... [ covers..
1-1 Sided off off

J L

| B Pagesperside... [ 25 Poster.. | Repeat Image...
off off off 172
{ J L { v
(4] Annotations... | 7 watermark... & secureWatermark |
off off off

2 Select any option. 5 Ponter Mmoo

i ofr 80 B0 -] Paper Supply...
| Tray 1
| A4 D
1 output size A0 A2 | Plain J

H Enlargement% | B1 B3

Al

mOff
No enlarged copies are made.

EOutput Size
Allows you to select the paper size.

EEnlargement %
Refer to "When [Enlargement %] is Selected" (P.99).

EPaper Supply
Displays the [Paper Supply] screen.
Select the paper tray to be used.
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When [Enlargement %] is Selected
This screen allows you to specify a different ratio for the width and length.

1 Use [+] and [-] to specify the copy ratios for  [Hre= [Reaea P 5me
the width and length. ot 00k
B oft 7 ‘ 100 ‘ ) Paper Supply...
! 1 X = Tray 1
H output size D i pltd
“J‘:{ Enlorgement 5% J \j';igt-a)gg%
‘ 100 JLockXVV%
+

EWidth - X%/Length - Y%
Allows you to specify the copy ratios for the width and length in the range from 100 to
400% in 1% increments.

HLock X - Y%

Allows you to make the same ratio adjustment for the width and length at the same
time.

i .

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 "5 Tools" > "Copy Service Settings" > "Copy Control" > "Auto Paper Off" in the
Administrator Guide.

1 Select [Repeat Imagel]. i ornu [imogs it [t T oot Formet [yao i -
%> 25ided Copying... 5 Booklet creation.. | Covers...
1-1 Sided off off
J 1
Pages per Side... 2% poster.. | { %] Repect image...
off off off 172
1
J L v
[ Annotations.. [ 7] watermark.. % Secure Watermark '
off off off
J L
2 Select any option. T W Joome ]
Columns Rows Image Layout
1633 1023
L] off 1| Evenly Spaced:
‘ e
[ AutoRepeat + + S side by Side
Variabl |
’_‘ R:;Ieudle ‘ ‘ “ ” ~ |
Il
:
—x—p>
mOff

Disables this feature.
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HAuto 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.

EVariable 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.
Eimage 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.

Important « When you select this feature, if the number of pages scanned by the machine exceeds the
maximum, the machine will not print the already-scanned data. In that case, follow the
instructions of the message displayed on the screen to cancel the job. The maximum
number of pages that the machine can scan is 2000 pages per job.

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 a layout 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 "5 Tools" > "Common Service Settings" > "Force
Annotation" in the Administrator Guide.

1 Select [Annotations]. PRI [ T T peew——"

| > 2 Sided Copying... | B Booklet creation... 1] covers..

11 Sided off off

l J 1

| B8 Pagesperside... [ 25 poster... Repeat Image...

off off off 172
I { v

| L] Annotations... [ 7 watemark.. | Secure Watermark

off off off
J
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2 Select any option. PR Mo Joom ]
5 Comment.. | ||| Batesstamp.. Original Orientation
Upright Images
off | ‘Off 7
( J
7 pate.. ‘ K2 f,i,‘f:;’:sys
off ‘
J
| Page Numbers...
off
EComment

Displays the [Comment] screen.
Refer to "[Comment] Screen" (P.101).

mDate

Displays the Date screen.
Refer to "[Date] Screen" (P.102).

EPage Numbers

i .

Displays the [Page Numbers] screen.
Refer to "[Page Numbers] Screen" (P.103).

EBates Stamp

Displays the [Bates Stamp] screen.
Refer to "[Bates Stamp] Screen" (P.105).

mOriginal 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.

[Comment] Screen
This screen allows you to select a comment style and its position.

1 Select any option. 1 Comment Mot Joom
Stored Comments
% off lCONFlDENTlAL I [ applyTo..
| AllPages
v ‘ | Copy Prohibited ; ‘
| URGENT | | = | Position...

Selected Comment:
CONFIDENTIAL | MpORTANT

Top Right

| Same as Side 1

| Crculate 9% Font size
48 Points
J

J

| lgnore side 2 R4
J
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mOff
No comment is added.

EOn
A comment is added.

B Stored Comments
Allows you to select comment text from eight preset options, or text set in the System

Administration mode.
For information on how to register text, refer to "5 Tools" > "Common Service Settings" > "Watermark"

> "Custom Watermark 1 to 3" in the Administrator Guide.

HApply 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.

HPosition
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].

EFont Size
Displays the [Comment - Font Size] 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.

[Date] Screen
This screen allows you to add a date onto copies. The date shows when you started

copying the document.
You can change the date format. For more information, refer to "5 Tools" > "Common Service Settings

n

> "Watermark" > "Date Format" in the Administrator Guide.

1 Select any option. Fiows (R

a off 2011/05/19
AllPages
Date allows you to place today's date in the |

<7 on margins of your copies.

Position...

Bottom Right
| Mirror Side 1

(
7%, FontSize...
10 Points

mOff
No date is added.

EOn
A date is added.

HApply 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.

102



Output Format

HPosition

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].
EFont 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.

[Page Numbers] Screen
This screen allows you to select a page-number style and its position.

1 Select any option. Trage Nanteas (R

R ot 123 1N, 2N, 3N | Apply To...
‘ | 1oLastPage

-1/N-, -2/N-, Startat 1
|

Position...

Page 1, Page 2, Page 1N, osition

Page 3 | Page 2IN... | Bottom Center
Mirror Side 1

i .

= Total Pages(N).. | < FontSize...
Auto 10 Points

mOff
No page number is added.

EOn
Page numbers are add onto copies.

EStyle
*1,2,3
Adds page numbers only.
e -1-,-2-, -3-
Adds page numbers, and hyphens before and after each page number.
(Example: -1-)
* 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 Page (N)] is used.
* -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 Page (N)] is used.
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* 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 Page (N)] is
used.

* 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 9999.

HApply To
Displays the [Apply Page Numbers To] screen.
Refer to "[Apply Page Numbers To] Screen" (P.104).

HPosition
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].

HFont 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.

1 Select any option. | Apply Page Numbers To (Moot rsane ]
Starting Page Ending Page Starting Number
) 169999
AllPages ‘ ‘ 1 Last
Starting [ +
Page Number L
Ending
Page Number
Start &End ‘ ‘Includecavers/
HAIll Pages

Adds page numbers to all copy pages.

mStarting Page Number
Allows you to specify the start page to add a page number, in the range from 1 to 9999.

Note * Use [+] and [-], or the numeric keypad to enter the start page number.

BEnding Page Number
Allows you to specify the end page to add a page number, in the range from 1 to 9999.

The start page is fixed to "1".
Note * Use [+] and [-], or the numeric keypad to enter the end page number.
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EStart & End Page Numbers

Allows you to specify the start and end pages to add page numbers, in the range from
1 to 9999.

Note * Use [+] and [-], or the numeric keypad to enter the start and end page numbers.

Hinclude Covers/Separators

This option is available when you select [All Pages]. Select this check box to include
covers and separators.

mStarting Number

Allows you to specify a starting page number to add page numbers, in the range from
1 to 9999.

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. o (TR
Prefix
98 ot ‘ I} Apply To...
. 1 o Last Page
@ on Startat 1
W‘ Position...
sl Digits... Bottom Center
| Auto Assign Same as Side 1
¢ Fontsize..
10 Points
mOff

Does not add prefix text and page numbers onto copies.

HOn
Adds prefix text and page numbers onto copies.

HPrefix
Allows you to enter prefix text with up to 16 characters, using the displayed keyboard.

ENumber 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 9in 1 digit increments.

HApply To
Displays the [Apply Bates Stamp To] screen.
Refer to "[Apply Bates Stamp To] Screen" (P.106).

HPosition
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].

EFont 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.
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[Apply Bates Stamp To] Screen
This screen allows you to specify a page range to add prefix text and page numbers.

1 Select any option. Hopiy B Somn o W oo ]
Starting Page Ending Page Starting Number
16 999999999
arages 1 =
Starting e

| Page Number

Ending

| Page Number |

Start & End Include Covers /
| Page Numbers | Separators

HAIll Pages
Adds prefix text and page numbers to all pages.

mStarting Page Number

Allows you to specify the start page to add prefix text and a page number, in the range
from 1 to 9999.

Note * Use [+] and [-], or the numeric keypad to enter the start page number.

BEnding Page Number

Allows you to specify the end page to add prefix text and a page number, in the range
from 1 to 9999.

Note * Use [+] and [-], or the numeric keypad to enter the end page number.

EStart & 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 9999.

Note * Use [+] and [-], or the numeric keypad to enter the start and end page numbers.

Hinclude Covers/Separators

This option is available when you select [All Pages]. Select this check box to include
covers and separators.

EmStarting 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 e 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.
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Important « When you select this feature, if the number of pages scanned by the machine exceeds the
maximum, the machine will not print the already-scanned data. In that case, follow the
instructions of the message displayed on the screen to cancel the job. The maximum
number of pages that the machine can scan is 2000 pages per job.

Note « If a layout 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 "5 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 "5 Tools" > "Common Service
Settings" > "Watermark" in the Administrator Guide.

1 Select [Watermark].

2 Select any option.

EControl Number
* Do Not Add

No control number will be printed.

* Add

=g Copy l Image Quality l Lovert I Output Format I Job Assembly -

= 25Sided Copying..
1-1 Sided

§) Bookiet creation... |
off

[ covers...
off

5 Pagesperside...
off

2% poster.. |

off

Repeat Image...

off 12
|
| v

Q Annotations...
off

J
| watermark... |
off

& secure Watermark
off

7_‘ Watermark

[x Cancel M«) Save l

Control
| Number...
Do Not Add

‘ Stored

#ec Watermarks...
off

=

7}, Date &Time...
Do Not Add

[T Serial Number...
Do Not Add

Original Orientation

| 483 upright mages

Sid
M o

Watermark.
Effect...
off

A control number is printed. Enter the starting number of the control number. You can
specify a value in the range from 1 to 9999, using [+] and [-] or the numeric keypad.

EStored Watermarks

Displays the [Stored Watermarks] screen.
Refer to "[Stored Watermarks] Screen" (P.108).

BmUser Account Number

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.

mDate & Time

Allows you to select whether to print the date and time when the copy job started.
For information on the date format, refer to "5 Tools" > "Common Service Settings" > "Watermark" >

"Date Format" in the Administrator Guide.
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ESerial Number
Allows you to select whether to print the serial number of the machine.

EOriginal 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.

BWatermark Effect

Displays the [Watermark Effect] screen.
Refer to "[Watermark Effect] Screen" (P.108).

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.

1 Se I e Ct [O n] . e Stored Watermarks [ K cancel H < Save
8 ot [Copy Prohibited ]
e

Duplicate
L

2 Select any text.

mOff
No text is printed.

EOn

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.

For information on how to register text, refer to "5 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 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.
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1 Select any option. T WetemEtiee Meome Joom

Select Embossed or Outline option to be applied
to the watermark image.

12:‘ off

| Embossed
[ outline

The faint watermark image on the output will
bevisible whenit is used as originals to make
copies.

mOff
Prints the text specified in [Stored Watermarks] as it is.

BEmbossed

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.

EOutline
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.

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 "5 Tools" > "Common Service Settings" >
"Watermark" in the Administrator Guide.

Secure Watermark (Managing Document Security)

Secure Watermark is a security management feature to embed protection code into a
document, to restrict the document to be duplicated. The digital code enables you to
analyze "when", "from which machine", and "by whom" the document was output.

Important ¢ This feature is only supported on Fuji Xerox manufactured machines that are compatible to
Secure Watermark.

* The copy protection of a document, the analysis function of digital codes, and the restrictive
effect of hidden text using the Secure Watermark feature is not warranted to always function.
The feature may not function depending on the document or settings. For more information,
contact our Customer Support Center.

* We assume no responsibility for a damage caused by using or not being able to use the
Secure Watermark feature.

* Using the Secure Watermark feature may degrade print quality as follows:

* Colors may become darker.
» Text in documents may become hard to read.
* Dots such as decimal characters and periods may become hard to read.

* The Secure Watermark feature may not work properly for a document if its size is smaller
than A5, if its background color is not white, or if the Watermark or Secure Watermark
feature has already been used for the document.

* In some cases, a document may not be printed even if the Secure Watermark feature has
not been used for the document. This happens because the machine incorrectly detects a
copy protection code from the document. In that case, ask the system administrator to
temporarily disable [Secure Watermark Detection] for copy protection codes.

« If a layout template is specified in [Apply Layout Template to Copy/Print Jobs] under [Force
Annotation] in the System Administration mode, an embedded copy protection code is
overlapped with the text on the layout template. For information on [Force Annotation], refer
to "5 Tools" > "Common Service Settings" > "Force Annotation" in the Administrator Guide.

* Analyzing output paper allows the system administrator to grasp the identification
information of the user who requested the job. Note that we assume no responsibility for a
privacy issue of the user caused by using the Secure Watermark feature.
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« If you use the Secure Watermark feature to a document that a protection code of the Secure
Watermark feature (including the Copy Management Expansion Kit (optional)) has already
been embedded, the copy protection of a document, the analysis function of digital codes,
and the restrictive effect of hidden text will be ineffective.

* When [Secure Watermark Detection] is set to [On], it takes longer time for the first page of a
document to be copied than usual as the machine detects a copy protection code.

* The following settings for the Secure Watermark Effect of the Secure Watermark Kit
(optional) are set to fixed and cannot be changed: print density, embedded text display
(outline), and the font size.

* The Watermark and Secure Watermark features cannot be used simultaneously.

Note * To analyze digital codes, an application, ApeosWare Secure Watermark Analyzer (sold

separately), is required. For information on how to use ApeosWare Secure Watermark
Analyzer, refer to the documentation provided with the application.

* This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.

] Image Quality I " J}:Kt‘::;n ] Output Format [ Job Assembly -

] covers...

e Copy

1 Select [Secure Watermark].

| 7 25ided Copying... [ B Booktet creation...

11 Sided off off
J
[ 8| Pagesperside... [ 25 poster.. || Repeat Image...
off off off 72
( J { ( v
| L] Annotations.. | 7] watermark... & Secure Watermark
off off off
J
| & Secure Watermark [xc‘mﬁ-‘l H<’/5°"e

2 Select any option.

Protection Code
|| Stored Secure |

8 ot off e Watermarks...
L | off

Prevent
\ < on | Duplication

mOff
Does not manage document security.

EOn
Manages document security. Specify any option if necessary.

EProtection Code

* Off
Does not prevent document duplication. Protection code is not embedded while
digital code is embedded into copies.

* Prevent Duplication
Prevents document duplication. Protection code and digital code are embedded into
copies.

EStored Secure Watermarks

Displays the [Stored Secure Watermarks] screen.
Refer to "[Stored Secure Watermarks] Screen" (P.111).
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[Stored Secure Watermarks] Screen

This screen allows you to embed hidden text into documents.
With this hidden text feature, the specified text is embedded in the entire sheet.

When you copy a document that has been copied with this hidden text feature, the
embedded text on the output appears in white regardless of whether or not the Secure

Watermark Kit (optional) is installed.

1 Select any option. Mo o oo o]
Stored Secure Watermarks Original Orientation
“ off [ Copy Prohibited | | @ Upright Images
| | copy i
< on I J e
| Duplicate —
Selected 3 )
Copy Prohibited
mOff

Does not print hidden text.

EOn

Prints hidden text.
Allows you to specify text from three preset texts, or text registered in the System

Settings.
For information on how to register text, refer to "5 Tools" > "Common Service Settings" > "Secure
Watermark" > "Secure Watermark Effect" > "Custom Secure Watermark 1 to 3" in the Administrator

Guide.

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.

¢ Sideways Images
Select this option when placing the top edge of the document against the left side of
the document glass or document feeder.

Tab Margin Shift (Copying on Tab Stock Paper)

This feature allows you to adjust the position of your document image to copy the image
onto tab stock paper.

Available sizes of tab stock paper are A4[J and 8.5 x 11"[,J.

Available paper trays are Tray 3, Tray 4, Tray 5 (Bypass), Tray 6 (A3 High Capacity
Feeder (optional) or High Capacity Feeder C2-DS (optional)), and Tray 7 (High
Capacity Feeder C2-DS (optional)). When using Trays 3 and 4, load tab stock paper
face down, with the edge opposite to the tab on your left. When using Trays 5to 7, load
tab stock paper face up, with the edge opposite to the tab to be fed first.

M
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Note * When a paper jam occurs, clear the paper jam. The machine delivers skipped papers
according to the tab position of the state before the paper jam occurred, then copying is

automatically resumed.

For information on job operation in the case of paper jam during tab stock paper copying,
refer to "2 Paper and Other Media" > "Loading Paper" > "Loading Tab Paper in Tray 5
(Bypass)", "Loading Tab Paper in Tray 6 (A3 High Capacity Feeder (optional))", or "Loading
Tab Paper in Trays 6 to 7 (High Capacity Feeder C2-DS (optional))" in the Administrator

Guide.

* When tab stock paper copying is interrupted, a confirmation screen will appear on the touch
screen after the interrupt mode is exited. Follow the instruction displayed and load tab stock

paper again if necessary.

For information on job operation in the case of interruption, refer to "2 Paper and Other
Media" > "Loading Paper" > "Loading Tab Paper in Tray 5 (Bypass)", "Loading Tab Paper in
Tray 6 (A3 High Capacity Feeder (optional))", or "Loading Tab Paper in Trays 6 to 7 (High
Capacity Feeder C2-DS (optional))" in the Administrator Guide.

1 Select [Tab Margin Shift].

2 Select any option.

mOff

Disables this feature.

B Shift to Tab

& Copy I Image Quality I Layout ] Output Format [ Job Assembly -

[ B [ 75| Face Up/Down
Tab Margin Shift... ] St [l Folding...
off Auto off
( J |
| e [ [ Transparency [ A
/¥ preset Repeat Image... | | || | Options.. |# | copyoutput...
off off 2/2

uto
Stacker - Top Tray
) L

| 7)) D Card Copy...

off

| Tab Margin Shift (®cancel [ Fsave |

Paper Supply How to LoadOriginal

Shift Value
off 1e15mm
|

1= A4
‘ ‘Plai =|

| 13 2205 J

! Shift to Tab 7
L ——— Plain

T
U ghi 3l=A3
Shift All  — Plain

4= AL
Plain

| | AddTab Stock...

) More...
off =

Copies the image located on the edge of the document onto the tab area of tab stock

paper.

Enter a value in [Shift Value] to adjust the position of the tab image so that it is correctly
copied onto the tab area. Only the shifted image is copied, which means that the rest

of the image on the document is not copied.

mShift All

Copies the whole image of the document onto tab stock paper.

Specify a value in [Shift Value] to shift the position of the image located on the edge of
the document so that the image can be copied onto the tab area.

B Shift Value

Allows you to specify how much the image needs to be shifted in the range from 1 to

15 mm in 1 mm increments.

mAdd Tab Stock

Allows you to specify the number of sheets of tab stock paper.

EPaper Supply

Allows you to select a tray to be used for tab stock paper.
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Face Up/Down Output (Specifying Face Up or Down)

This feature allows you to select whether to output copies facing up or down.

1 Select [Face Up/Down Output]. ooy | maseaualty | petott | owpurremr | o asemsty |
| Tab Margin shift... I | [ Folding..
off Auto off

) 1
A

Copy Output... L=
2/2

B preset Repect image.. ||| Jerpereny [

off off
Stacker - Top Tray
(

7B} ID Card Copy...
off

2 Select any option. T (R
7’i Y TI:‘e job will l:lfe lolnger ;o output
= Auo when Face Up is selected.
Note * To display [Face Up (Reverse Order)] on ey
the [Face Up/Down Output] screen, a [
prior setting is required in the System ol Fecebomn
Administration mode. |58 Reveseoncen | Eg / L“ﬁ

i .

HAuto
Automatically determines whether copies are output facing up or down.

EFace Up
Copies are output facing up and delivered from the last page.

EFace Down
Copies are output facing down and delivered from the last page.

BFace Up (Reverse Order)
Copies are output facing up and delivered from the first page.

Folding (Outputting Bi-Folded/Tri-Folded Paper)

This feature allows you to fold copies in half or in three.
When the Finisher D4 with Booklet (optional) is installed, [Single Fold], [Z fold], and [C
Fold] are available.
Note * The supported paper orientation is only [ 5. Select the tray whose orientation is set to [ 5.
* [Z Fold] and [C Fold] can only be applied to A4 and 8.5 x 11" paper.

* This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.

i = ' Layout
1 SeleCt [F0|d|ng] S Copy [ Image Quality l Ad]uztmem I Output Format l Job Assembly -
% @ Face Up / Down e
| Tab Margin Shift.. " it || [/ Foldng..
off Auto off
J J |
b = A
¥ Preset Repeat Image... o’;‘t’i':g:'_'_e"cy || B copy output...
off off 272

Auto
Stacker - Top Tray
)

") ID Card Copy...
off
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[xCuncel H&Suve

[/ Folding

Image Position
e arrow shows where the output
d.

| [ Image | Th
|| L nsideFola ‘ will be delivere
|

2 Select any option.

off

: Image
(] zFoud ) Outside Fold
| JZ:

|l cFold
|| single Fold J L L ¥
I Trimming... &4’ <

off

mOff
Does not fold copies.

EZ Fold
Folds copies in three with the printed side inside or outside.

& &

printing surface printing surface
comes inside comes outside

mC Fold
Folds copies in three with the printed side inside or outside.

&

printing surface printing surface
comes inside comes outside

ESingle Fold
Folds copies in half.

Himage Inside Fold
Folds copies so that the image is printed inside.

Eimage Outside Fold
Folds copies so that the image is printed outside.

ETrimming
When the Squarefold Trimmer Module (optional) is installed, this option is displayed if
you select [Single Fold]. You can select whether to trim the fore edge of booklets.

Refer to "[Trimming] Screen" (P.114).

[Trimming] Screen
When the Squarefold Trimmer Module (optional) is installed, [Trimming] becomes
available if you select [Single Fold] on the [Folding] screen.

Trimming is a feature that trims the fore edge of a booklet, which is opposite of the

booklet spine, in order to finish the edge neatly.

——

¥

—
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1 Select any option. v Wewes ]

Trimming Cut to Size

‘ws | selectalandscape s

98 ot paper and then adjust
| 1o the size you want
| tocut.

< on

(=2 Paper Supply

Tray 1

B5 D

Plain

mOff

Does not trim the fore edge of booklets.

HOn
Trims the fore edge of booklets.

EPaper Supply

Displays the [Paper Supply] screen. Select the paper tray to be used. Select the tray
with paper loaded in landscape orientation.

i .

ECut to Size
Displays the width of the finished booklet after being trimmed by the amount specified
in [Default Trim Margin]. Change the value as necessary.

Important « When trimming, set the width of the finished booklet after being trimmed to trim 2 mm or
more.

Note * You can set [Default Trim Margin] in the System Administration mode. For more information,
refer to "5 Tools" > "Copy Service Settings" > "Copy Control" > "Default Trim Margin" in the
Administrator Guide.

* In rare cases, delivered outputs may contain trim scraps.

Preset Repeat Image (Making Multiple Copies on a Single Sheet)

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 Times
A A < < AAA
< < AAA

8
A
A
<EAA§
<< AA <

Note * When you select an option other than [Auto %] in [Reduce/Enlarge], image loss may occur
depending on the image size of the document.

AAAA
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1 Select [Preset Repeat Image]. cocony | maseauay | gt | cupurrormor | sobasersty |
[[77 Tab Margin shift... (0 :::::}‘f__l Down [/ Folding...
off Auto off
J ( J
[ B8 preset Repeat mage.. | | E g';"'i“;’f‘:_e"‘y [£'] copy output.. 4
off off Auto 272
Stacker - Top Tray
(
[ 7@} ID Card Copy...
off
S Preset Repeat Image [x Cancel ][ < Save

2 Select any option.

L

‘Off

‘ |
e
|

4 Times

; |

I
8 Times.
L

mOff
Disables this feature.

B2 Times

B4 Times

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.

H8 Times
Makes eight copies of the document image on a single sheet of paper.

Transparency Options (Inserting Blank Sheets between Transparencies)

This feature allows you to insert blank separators between output transparency sheets

At the same time, you can make copies for handouts.
Important ¢ Using transparency sheets for color (with white border) may cause a malfunction or paper

Note
handouts and separators.

1 Select [Transparency Options].

jam.
* When loading A4 size transparencies on Tray 5 (Bypass), we recommend that you load

them in portrait orientation.
* Load transparency sheets in a tray in the same orientation as the paper to be used for

] Image Quality I Layort ] Output Format [ Job Assembly -

S| Copy
| T Face Up/Down "
[} Tab Margin Shift.. i At [/ Folding...
off Auto off
1 Transparen: r
| B8 preset Repeat mage... | | IE opﬁ‘;‘fm”_ ] |7 copyoutput...
off Auto
Stacker - Top Tray

off

J

[ T8 ID Card Copy..
off

22
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2 Select any option. e e Mo Joom ]

Transparency Tray Separator & Handout

1= A4 1= A4
Ll ‘ - Plain ‘ (i ‘
P
Blank Transparency L [= []2=m3 2= A3

| Separators Plain Plain
| >eparoons |

Blank Separators i [ ]3=8a 3=B4
&Handouts - Plain Plain |

Transparency Set 5=/ Auto Detect 5= Auto Detect
| &Handouts | % Plain % Plain

[} More... [ More..

mOff
Does not insert separators.

EBlank Transparency Separators

Inserts a separator each time a transparency is copied. Only one set of copies can be
made.

EBlank Separators & Handouts

Inserts a separator each time a transparency is copied. At the same time, the required
number of copies is made for handouts.

ETransparency Set & Handouts

Makes copies on transparencies. At the same time, the required number of copies is
made for handouts.

ETransparency Tray
Allows you to select the paper tray to be used for the transparencies.
Select [More] to display the [Paper Supply - Transparency] screen on which you can
select a tray.

Note * For [Transparency Tray], select one of the paper trays. Auto Paper Select feature is not
available.

* The paper tray that you selected for [Transparency Tray] cannot be selected for [Separator
Tray], [Separator & Handout], or [Handout Tray] at the same time.

ESeparator Tray
Allows you to select the paper tray to be used for the separators.
Select [More] to display the [Paper Supply - Separator] screen on which you can
select a tray.

Note * For [Separator Tray], select one of the paper trays. Auto Paper Select feature is not
available.
* The paper tray that you selected for [Transparency Tray] cannot be selected for [Separator
Tray] at the same time.

ESeparator & Handout
Allows you to select the paper tray to be used for the separators and handouts.
Select [More] to display the [Paper Supply - Separator & Handout] screen on which
you can select a tray.

Note * For [Separator & Handout], select one of the paper trays. Auto Paper Select feature is not
available.
* The paper tray that you selected for [Transparency Tray] cannot be selected for [Separator
& Handout] at the same time.

17
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EHandout Tray
Allows you to select the paper tray to be used for the handouts.
Select [More] to display the [Paper Supply - Handout] screen on which you can select
a tray.
Note « For [Handout Tray], select one of the paper trays. Auto Paper Select feature is not available.

» The paper tray that you selected for [Transparency Tray] cannot be selected for [Handout
Tray] at the same time.

Copy Output (Specifying Finishing Options)

This feature allows you to select finishing options.

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

If the finisher is installed, each set of copies can be stapled, and then output. The output
destination is automatically selected depending on the selected feature. For the

machine with the Finisher D4 with Booklet (optional), when [Fold & Staple] for [Booklet
Creation] or [Single Fold] for [Folding] is selected, outputs are delivered to the booklet

tray.

/\ CAUTION

* 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].

Select any option. || Copy Output [Hcancel [ swe
Staple Hole Punch
_ Original
4 Auto I"" | [0“ | B2 5ricntation...
| | Upright Images
; — ’ : Upright Images
% collated ‘ | ! Stopte ‘ | 2Holes ]
2Staples [ | 2 Holes “J
%) Uncollated i : | ZFold
| || 2staples  [7) v | | 2Holes 1 v | low Halpshest
7j) Uncollated with L L L
= separatocl ) | (1] output /offset
Stacker - Top
EAuto

Copies are collated when the originals are loaded in the document feeder. Copies are
also collated when originals are loaded on the document glass and any of the following
features is used: 2 Sided Book Copying, Covers, [Blank Separators & Handouts] or
[Transparency Set & Handouts] of Transparency Options, Booklet Creation, Stapling,
Build Job, Sample Set, and Combine Original Sets.

ECollated
The machine outputs sheets sorted into sets that are arranged in page order.

EUncollated
The machine outputs the specified number of copies and sorts sheets by page.

mUncollated with Separators

The machine outputs copies with inserting blank sheets as a separator and sorts
sheets by page.

ESeparator Tray

When you select [Uncollated with Separators], select the paper tray to be used for the
separators.
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EStaple

The number of sheets that can be stapled is 2 - 100 (when 80 gsm paper is used).
Available paper types are: Plain (64 - 105 gsm), Pre-Printed (64-105 gsm), Plain -
Special 1 (64 - 105 gsm), Pre-Printed SP1 (64-105 gsm), Recycled (64 - 105 gsm),
Recycled - Special 1 (64 - 105 gsm), Plain Reload (64 - 105 gsm), Plain ReloadSP1
(64 - 105 gsm), Punched (64 - 105 gsm), Lightweight (52 - 63 gsm), LW Pre-Printed
(52 - 63 gsm), Heavyweight (106 - 216 gsm), HW Pre-Printed (106 - 216 gsm),
Heavyweight SP1 (106 - 216 gsm), HW Pre-Printed SP1 (106 - 216 gsm), Tab Stock
(106 - 216 gsm), and Custom Paper 1 to 5. If paper heavier than 90 gsm is used,
outputs may not be stapled correctly even if the number of sheets is 100 or less.
Important ¢ Ensure that the actual orientation of the original document matches the [Original Orientation]
setting on the [Layout Adjustment] screen.

« 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.
EHole Punch

Specify the position for punching. You can select from six different punch positions: 2
Holes, 2 Holes Top, 2 Holes Right, 4 Holes, 4 Holes Top, 4 Holes Right.

Important ¢ Ensure that the actual orientation of the original document matches the [Original Orientation]
setting on the [Layout Adjustment] screen.
EOriginal 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.

BZ Fold Half Sheet

The machine folds the output copies in Z fold. Z fold can be applied to B4, A3, 11 x 17".
If you have mixed sized documents, the width (vertical direction) of the paper must be
the same, such as a combination of A4 (portrait) and A3 (landscape), and a
combination of B5 (portrait) and B4 (landscape). For example, if you have a
combination of A4 (portrait) and A3 (landscape), the Z fold is only applied to A3.

EOutput/Offset
Allows you to select the output destination tray and offset operation.

¢ Offset Stacking

This option is displayed if you select [Right Middle Tray] or [Stacker - Stacker Cart]
for the output destination.

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.
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* Real Time Sample Job

This option is displayed if you select [Stacker - Stacker Cart] for the output
destination, and you can output samples of specified portions. You can specify up to
three portions for each of the sets you want to confirm during sorting and the pages
you want to confirm during stacking. Samples are output to the output tray at the top
of stacker trays (optional).
Note * This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.
* To print a sample while printing a job, press the sample button on the High Capacity Stacker.

Paper Size and Stapling Position

1Top .
1 Staple Right 2 Staples 2Top 2 Right
A4ﬂ /Report ‘é Repor; ,‘é
& &
> IReport IIs Report
BSG,SX']O"G, 7 * 1*[7 1 | |
Report| [ 5 Report 5
8.5 x 11", 3 3
o o
16K (] '
A3
Report Report
N g .
I Report I S Report !
A4, B4, T — ! L& !
8.5x 11", eport eport
8.5x 13", )
8.5x 14", 5 ‘I8
11 x17", 8K | &
1 Left 1 Top 1 Right
Center Center Center
A4, B5(1,8x 10", 8.5x 10"(], 8.5x 11"(], g -~
| eport & F{eportI
16K (] &
A4, A3,B4,85x 11", 8.5x 13", 8.5 x 14", — = —
11 x 17", 8K ! ! § !

* 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

2/4 Holes | 2/ 4 Holes | 2/4 Holes
Top Right
A4G’ B5G’ 8.5x 11"6’ 16KG oReport] gReport oL gg Reporto Reportg
o g Og g&:) o 8
A4, A3, B4, 8.5 x 14", 11 x 17", 8K ® Feport °% Feport ©
o o g o
8 Report 8 § Reportg
o (<3 o
o o o

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
ABC _ Front side _ Back side ABC
ey |2 B N
Back side +
——— 123
123

1 Specify the orientation of the document in ccony | magoauatny | 4 oupurromet | s sty [N
[Original Orientation] on the [Layout %7 25idedcopying.. | |43] Book Copying.. e |
. 1-1 Sided off Off
Adjustment] screen.

J J
|

i1 original size... [T]] Mixed Size Originals... Edge Erase...

Auto Detect off Top /Bottom: 2mm /2mm | 1/2
Left / Right: 2mm / 2mm
) | Center: Omm IR

] tmage shift... 4 irvert mage.. [ original Orientation...

Side 1: Off Normal Image Upright Images
Side 2: Off Positive Image

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 "5 Tools"
> "Copy Service Settings" > "Copy Control" > "ID Card Copy - Reduce/Enlarge" in the
Administrator Guide.

For information on how to specify the orientation of a document, refer to "Original Orientation
(Specifying the Orientation of Loaded Documents)" (P.87).
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l Image Quality I estitis ] Output Format [ Job Assembly -

3 Select [ID Card Copy] on the [OutputFormat] [
screen. |[) Tabmarginshife.. | ([ Goem /2" [l Fotding..
off Auto off
J J L )
‘ Preset Repeat Image... | | E E‘;"'i‘:f‘:_e"‘y [£'] copy output.. ;
off Auto 272
Stacker - Top Tray

off

T ID Card Copy...
off

[x Cancel ][ < Save

“a/ID Card Copy
1. Copy the front of the card as usual.

4 Select [On].

2. Tun the card over without changing its position to copy the back of

|
o
| 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.

[ ]

mOff
Disables ID card copying.

EOn
Enables ID card copying.
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Job Assembly

This section describes the features you can select on the [Job Assembly] screen. The
following shows the reference section for each feature.

Build Job (Processing Documents Scanned with Different Settings as One Job) ................... 123
Sample Job (Checking the Finished Output of the COpYy)......ccervirvirieneiiiieeieiee e 127
Combine Original Sets (Adding Originals).........coceveveerieniinieiienienineereeese e 129
Form Overlay (Making Copies to Overlay Documents)............ccceeerueeeeriesienieeeeeenieeeeeienns 130
Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected Area)..................... 131
Stored Programming (Calling a Stored Program for Build Job).......c.cccecconeeniiciinccnnincnnen 133

1 Select [Copy] on the [Services Home]
screen. =

Simple Copy Scan to PC

Stor

| Storeto Folder Send from Folder Programming

2 Select a feature on the [Job Assembly] ocony | mogeauatty | et | oupurromat | s aserty |
screen. [ [ Buitd sob... | { @ Sample Job... ‘ ‘ £ Combine Original Sets.
off off off

L J L J L |

| ‘ @ Delete Outside/ ‘
|| = Delete Inside...

=
.| Form Overlay...
off

L JL

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.

1 Select [BUIld JOb] 5/ Copy. | Image Quality | T |0utputFommtI Job Assembly -
[ Build Job... | [ @ Sample Job... ‘ ‘ £ Combine Original Sets.
off off off
L J L J L |
| 8] Form overlay... [f[ /e elera otitadz? \
off
L J L )

2 Select [On]. |5 Build Job & save

| [£] copy output... 1 S Booklet Creation...
( | Auto off
98 ot Stacker - Top Tray J
< on |7 covers.. ‘ [ Annotations...
off off 172
(L]
\ J ]
| (1] segment separators... ‘ " watermark...
No Separators off
J
3 Select any option.
Note * Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
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mOff

Build Job is not applied.

EOn

Build Job is applied. The feature buttons appear. Specify any option if necessary.

Important ¢ The features selected here cannot be canceled or changed while the machine executes a
copy job.

For information on features available in Build Job, refer to "Features that can be set in Build Job"

(P.124).

Features that can be set in Build Job

ECopy Output

For more information, refer to "Copy Output (Specifying Finishing Options)" (P.118).

mBooklet Creation

For more information, refer to "Booklet Creation (Creating a Booklet)" (P.91).

ECovers
Important « The machine does not copy on a cover when using the Build Job feature.
For more information, refer to "Covers (Attaching Covers to Copies)" (P.95).

EAnnotations
For more information, refer to "Annotations (Adding a Comment/a Date/Page Numbers to Copies)"
(P.100).

ESegment Separators

For more information, refer to "[Segment Separators] Screen" (P.126).

EWatermark
For more information, refer to "Watermark (Printing Control Numbers on the Background of Copies)"

(P.106).

ESecure Watermark
For more information, refer to "Secure Watermark (Managing Document Security)" (P.109).

mFace Up/Down Output
For more information, refer to "Face Up/Down Output (Specifying Face Up or Down)" (P.113).

[Copy] Screen When Build Job is in Progress

The following describes the screen that appears while the Build Job is being executed.

[1copy File 00096 [ x ]
Quantity: 20/300 Q? Sample Job
Pages: 40/50 §clete
originals: 50

(a4 0) —_ [+ Lastoriginal |
Black & White l P o
100%, 200% 4 —_
Collated g5
| =j= Chapter Start... | |} Insert =|| Change Change

h ) | Separators... ‘ﬂ“ Quantity... 7%, Settings...
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EChapter Start

Displays the [Build Job - Chapter Start] screen.
Refer to "[Build Job - Chapter Start] Screen" (P.126).

Hinsert Separators

Displays the [Segment Separators] screen.
Refer to "[Segment Separators] Screen" (P.126).

EChange Quantity

Displays the [Change Quantity] screen on which you can change the number of copy
sets using the numeric keypad.

EChange 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.

For information on how to register a stored program, refer to "Registering Stored Programs for Build
Job" (P.276).

HDelete
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.

HLast Original
Select this button to end scanning of documents. The build job starts.

ENext Original

Select this button when you have another document. This button is always selected
when you use the Build Job feature.

EStart
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.

ESample 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.
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[Build Job - Chapter Start] Screen

This screen allows you to set the chapter start.

1 Select any option. " Build Job - Chapter Start [®cancel || save

This feature determines whether the first page of the added originals

i is 1o be copied onto a new sheet of paper.
off It works when 2 Sided Copying is selected.
Select Off to copy onto the continuing page of the previous set of

i originals.

‘ T | or select On 1o copy onto Side 1 of anew sheet of poper.

|PETIRER O, select “Pages per Side - New Page” to copy onto a new sheet of

paper.

mOff
The next stack of documents is copied after the previous stack.

EOn
The next stack of documents is copied from Side 1 of a new sheet of paper.

EPages 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.

[x Cancel ][// Save ]

1 Se|eCt any Opt'on 1] Segment Separators
Separator Quantity

Segment Separator Tray e

No Separators | 1=85 5-/ AutoDetect | | 1 1
Plain Plain
+

Blank [ ‘ 2185 [] 6= 100x148mm

Separators Plain Plain |

= 1Sided [)3=hs [ More..
%/ Side 1 Only Plain ]

| |
I 1

[ 7 1Sided 4FAS
| side2ony | [ biain
I 1

= 2Sided
| & separators

ENo Separators
Does not insert any separators.

EBlank 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.

H1 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.
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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.

W2 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 Separator] in [Build Job - Separators]. If you do not select [No Separator], 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.

ESegment Separator Tray
Allows you to select the tray, which is loaded with paper to be used as a separator.

ESeparator 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)

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 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, the machine automatically outputs the data remained if the
machine is left uninstructed for the period specified in [Auto Job Release]. For more
information on [Auto Job Release], refer to "5 Tools" > "Common Service Settings" >
"Machine Clock/Timers" > "Auto Job Release" in the Administrator Guide.

1 SeIeCt [Sample JOb] = Copy I Image Quality [ AdI}:Zt‘::;nt lOutputFormutI Job Assembly -

(
| B Build Job... © Sample Job... ; Combine Original Sets..
off

off off

L

® Delete Outside /
.. Form overtay.. Delete Inside...

off off
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©, Sample Job

[x Cancel ”(7 Save

2 Select [On].

¢ or

< on

Sample Job will print out your irst copy for you to check to see
if the output is what you expected. You may then change the
programming if desired, or submit the rest of the job to be printed.

mOff
No sample set is made.

EOn
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.

| copy

File 00095 [ x

Quantity:
Pages:

Originals:

Black & White
w1 A4D
100%, 200%
Collated

20/300 [ @9 Delete
40/50 %
50
(a4 0)
| }j Start |
Bl Gy K Serimn.

EChange 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
process the job.

EChange Settings

* If you specify "1" as a new quantity and then press the <Start> button, the machine will not

Displays the [Change Settings] screen. To cancel the settings you have made, deselect

the check box for the feature you want to cancel.

HDelete
The remaining copies are canceled.

H Start
The remaining copies are made.
Note

* You can also press the <Start> button on the control panel to perform the same operation.
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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 the first original set is copied, the machine automatically outputs the data remained if
the machine is left unused for the period specified in [Auto Clear]. For more information on
[Auto Clear], refer to "5 Tools" > "Common Service Settings" > "Machine Clock/Timers" >
"Auto Clear" in the Administrator Guide.

1 Select [Combine Original Sets]. FEPT [T T pre— grw— |
[ 8) suild sob... @] sample Job... [ & combine original sets.. |
off off off

( J 1
o ® Delete Outside /
= e ey Delete Inside...
off off
2 Se IeCt [On] . — Combine Original Sets [x Cancel ][ < Save ]
Use this feature if the number of your originals | Original Orientation
exceeds the capacity of the Document Feeder.
| & or | | The setswill be combined into one job. {8 et imcges
o Note: If you want to select different features Sideways
& for each group, use Build Job. @ UGG
mOff

Disables this feature.

EOn
Enables this feature.

mOriginal 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.
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[Copy] Screen When Combine Original Sets is in Progress

The [Copy] screen is displayed when copying starts.
] copy

File 12345 [@ Close

| a Delete

Last Original

‘ Next Original

[ %Z Start

Quantity: on

originals: 1 U
(s 1) !
o

86%
Collated

Change
Quantity...

HDelete
Clears the document data stored with the Combine Original Sets feature, and cancels

copying.
* You can also press the <C (Clear)> or <Clear All> button on the control panel to perform the

Note
same operation.

EmLast Original
Select this button to end scanning documents.

ENext Original
Select this button when you have more documents to copy. This button is always

selected when the Combine Original Sets feature is used.

mStart
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.

Form Overlay (Making Copies to Overlay Documents)
This feature scans the first page of a document as a form image, and overprints it on

the copies of the subsequent pages.

Important e If the machine is set to detect Secure Watermark, this feature may not be used depending
on the type of a form image. For more information, contact our Customer Support Center.
For more information on the setting of Secure Watermark Detection, refer to "5 Tools" >
"Common Service Settings" > "Secure Watermark" > "Secure Watermark Control" in the

Administrator Guide.

& Copy IlmugeQualityI Layout Ioutput Formut] Job Assembly -
|| & combineoriginal sets.. |

1 Select [Form Overlay].
(8 suitd sob... | @, sample Job...
off off

off

J {

[ @ Delete Outside /

. Form overlay.. ‘ Delete Inside...
off

off
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2 Select [On] ©.| Form Overlay [xCuncel ”&Scwe

~———| Thefirstoriginalis scanned and stored as a form image
% off in the memory to be overlaid onto the subsequent originals.
e
<7 on

ol e

D H @l za| =

4 >2 8 &
2
mOff

Does not overprint a form image.

HOn
Overprints a form image.

Delete Outside/Delete Inside (Deleting Outside or Inside of the Selected
Area)

This feature allows you to specify the areas to be deleted from a document image. Up
to three areas can be specified.

1 Select [Delete Outside/Delete Inside]. mcomy | mageauatty | a3t T oupusromat | os ety |
(8 Buita sob... | [@ sample Job... e Combine Onigmalisetat |
off off off

| @ Delete Outside /
.. Form overlay... Delete Inside...
off off

L

et Joswe ]

2 Select any option. % Delete Outside / Delete Inside
Area Settings Originals Original Orientation
o ; ;
off ([0 Areat.. | ‘ = Both Sides ‘ | |48 pright images ‘
[ St Derined I |
Delete Outside ‘ { ) ‘ = side10nly ‘ ?imd:g:/s
[ | Area2.. |1 1
Delete Inside Not Defined |l * Side 2 Only
S | J
[[21] Areas.. | The above setting is
sl only applicable to
Not Defined 2-sided originals.
§ J
mOff

No area is deleted.

EDelete Outside
Deletes the outside of the selected area.

EDelete Inside
Deletes the inside of the selected area.

HArea Settings
Displays the [Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] screen. You can

specify up to three areas.
Refer to "[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen" (P.132).
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EOriginals

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.

* Side 1 Only
Applies the settings to Side 1 of the document.

* Side 2 Only
Applies the settings to Side 2 of the document.

mOriginal 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.

[Delete Outside/Delete Inside - Area 1 (Area 2 or Area 3)] Screen

G AN WwN

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.

Select [Area 1], [Area 2], or [Area 3]. | Delete Outside / Delete Inside - Area 1 [#cancel  [save |
Y1 0,0}
vz L e

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.

Select the text box for [Y2], and enter the value for Y2 using the numeric keypad.

Note e If all of [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.
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HClear 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.
This feature is the same as "7 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.280).

i .

133




3 Copy

Copy Kap)
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4 Scan

This chapter 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.
* WSD stands for Web Services on Devices.

To use the Scan services, network settings are required. For information on the network settings,
refer to "9 Scanner Environment Settings" in the Administrator Guide.

S Toz= 1] ][ aTe [l md roTe7=To (1] SRR 136
Operations during SCaNNING .......ocveeiieiiiiie e 144
e 0= {1 SRR 147
NEtWOrK SCANMING ... eeiiiiiieieeei et e e e e e e e e e e s nnnes 166
SCAN 10 PO 168
STOrE 10 FOIAEN ..o 174
1o = (o T U ST = SRR 176
StOre & SeNd LiNK ... e 182
STOrE 10 WSD ..t 185
Advanced SettingsS.........ooo i s 189
Layout AJUSTMENT........ooii e 194
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4 Scan

Scanning Procedure

This section describes the basic scanning procedure. The following shows the
reference section for each procedure.

Step 1 Loading DOCUMENLS .......ccueiieiieiirieeiieieie ettt ettt et e st st eseensesaeeneenseseeeneensenes 136
Step 2 Selecting the FEAtUIES .....c..ovviiiiiiieieeee ettt st naeee 138
Step 3 Starting the SCan JOD......cc.coiiiiiiiiiiieee et 141
Step 4 Confirming the Scan Job in JOb Status ........cceoeiieieiiinieieieeeeeeeee e 142

143

Step 5 Saving the Scanned Data ..........cceeiirieiririenieieesieree ettt

Step 1 Loading Documents

The following two methods are available to load documents:

EDocument Feeder
* Single sheet
* Multiple sheets

EDocument Glass
* Single sheet
* Bound documents, such as books

Document Feeder
The document feeder supports single and multiple sheet documents with sizes from
139.7 x 139.7 mm (Standard size: A5, A5(1, 5.5 x 8.5", 5.5 x 8.5"(1) 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.
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.196).

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 "5 Tools" > "Common
Service Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

The document feeder accepts the following number of sheets.

weight Numoer o
38 -80 gsm 250 sheets
81-128 gsm 150 sheets
129 - 200 gsm 100 sheets

Important ¢ To avoid paper jams, use the document glass for folded or wrinkled documents.

» 2-sided scanning of lightweight paper (38 - 49 gsm) is not supported.
For information on how to copy mixed sized documents, refer to "Mixed Size Originals (Scanning
Different Size Documents Simultaneously)" (P.197).
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1

2

Remove any paper clips and staples before
loading a document.

Adjust document guides to match the size of
the document loaded.

Note * When loading a large size document such
as A3, lift up the document feeder tray,
and open the document stopper
rightward.

Document stopper
AS AN Sl

Load the document face up (when the
document is 2-sided, place the front side up)
in the center of the document feeder.

>—— Confirmation indicator

Note * The Confirmation indicator lights up when
the document is loaded correctly.

When the document is loaded in the document feeder,
the document feeder tray lifts up. You can set the
timing of the lift. For more information, refer to "5
Tools" > "Common Service Settings" > "Other
Settings" > "Document Feeder Tray Elevation" in the
Administrator Guide.

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.

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.196).

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 "5 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.

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.
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2

3

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

Close the document cover.

Step 2 Selecting the Features

On the [Services Home] screen, you can select from seven 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 * 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 "9 Scanner Environment Settings" in the Administrator Guide.

¢ WSD stands for Web Services on Devices.

BE-mail
Scans a document and sends the scanned data as an e-mail attachment after
converting the data to TIFF, JPEG, PDF, DocuWorks, or XPS (XML Paper

Specification).

mStore to Folder

Scans a document and saves the scanned data in a folder on the machine.
You need to create a folder in advance. For information on how to create a folder, refer to "5 Tools" >
"Setup" > "Create Folder" in the Administrator Guide.

ENetwork Scanning
Scans a document using a job template created on CentreWare Internet Services.
When Scan to Home is enabled and the Remote Access feature is available, the
scanned data can be transferred to a different destination according to an

authenticated user.
For information on how to create a job template, refer to the help of CentreWare Internet Services.

EScan to PC
Scans a document and sends the scanned data to a network computer via the FTP or
SMB protocol.

EStore to USB
Scans a document and saves the scanned data to a USB memory device.

EStore & 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.
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EStore to WSD
Note ¢ WSD stands for Web Services on Devices.

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.

The following table shows file formats available for each Scan service.

File Format
Scan File Format can
Service | be SelectedWhen | . | Docu- | ot | 1iee | pEG | BMP | PNG
Works
E-mail Using the control 0% o)X o) o) ) X X
Scanto pC | Panel when oz | 0% | o o o X X
scanning

Store to 2 *3

USB (0] (0] (0] (0] (@] X X
Store & *2 *3

Send Link o o o o o X X
Store to Using Centre.Ware 02 03 0 o 0 X X
Folder Internet Services

Using Stored File

x
P
P
(@)
(@)
P
X
i uesg

Manager 3
Usin .
Docquorks*4 X o X X X X X
Using
EasyOperator X X X © © X X
Using Adobe® .
Acrogat@*4 o X X X X X X
Jsizg:ow Creating a job flow 02 03 o 0 0 X X
Network Creating a job
Scanning template o X © o o X X
Store to Using [Scan
wsD'™® Profiles] of X X O O o O O
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  Microsoft® 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 each file or folder based on a particular rule. For example, the file name "img-
123123456" indicates that the document was scanned at 12:34:56 on January 23.
X,Y, and Z represent October, November, and December, respectively.
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The following describes how to store scanned data into a folder as an example.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Store to Folder].

Screen
Brightness

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

<Clear All> button

Storeto Advanced Layout Filing Options

4 Specify a folder to save the data in. Bor
B
)
{R% {W\QT {W\QT {W\QT —
TESTS | TEST6 ATEETV TEST8
J

Color 2 Sided [ Original Type
S || [Micns || [E k
Black & White | 1 Sided ) Photo &Text

5 Select each tab, and configure features as  [Fams | oo | s oo N

necessary. @ mose ot @

Lighten / Darken: Normal Auto Suppression
Sharpness: Normal Contrast: -

Photographs.

off

g8 Shadow Suppression...
off

The following shows the reference section for each tab.
"Store to Folder" (P.174)

"Advanced Settings" (P.189)

"Layout Adjustment" (P.194)

"E-mail Options/Filing Options" (P.202)
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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].

The following shows the reference section for each service.
"E-mail" (P.147)

"Network Scanning" (P.166)

"Scan to PC" (P.168)

"Store to USB" (P.176)

"Store & Send Link" (P.182)

"Store to WSD" (P.185)

Note ¢ WSD stands for Web Services on Devices.

Step 3 Starting the Scan Job

The following describes how to start a scan job.

For information on how to start a scan job on the [Store to WSD] screen, refer to "Store to WSD"
(P.185).

Note * WSD stands for Web Services on Devices.

1 Press the <Start> button.

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

« If a copy protection code is detected, the
machine will not scan the document.

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. <Start> button

mIf 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 999 pages can be stored.

Note « 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.

2 While documents are being scanned, select [[[swewras [
[Next Original]. EHE A

]

Note * When using the document feeder, load \ ’
the next document after the machine has | P 2
finished scanning the first document.

¢ When [Next Original] is displayed on the MO e
screen shown on the right and no 200 cpi
operation is performed for a certain period L=

of time, the machine automatically

assumes that there are no more

documents.

| Last Original

( D Next Original |
{ J

¢ You can change the scan settings of the next document by selecting [Change Settings] that
is displayed after selecting [Next Original].
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3 Load the next document.

4 Press the <Start> button.
If you have more documents, repeat steps 3 and
4,

<Start> button

5 When all documents have been scanned, 1% close

Save in: Folder 001 - TEST1

select [Last Original]. File Name: img 715161436
Pages: 2 Last Original
a Start
S —
e | Cawa—

Step 4 Confirming the Scan Job in Job Status

The following describes how to confirm the status of a scan job.

1 Press the <Job Status> button.

<Job Status> button

2 Conﬁrm the JOb status. ‘Active Jobs I Completed I Secure Print - Wr‘:r;tm‘l Close

minal Status Progress

> k Display Time
Note * Select [ A ] to return to the previous = &

screen or [ ¥ ] to move to the next screen. —
(=) printer &Print from Folder Jobs [ LT 55/“‘ &
£ scan, Fox, & Intemet Fax Jobs
Job Flow &File Transfer Jobs
02222 -Copy 11x22mm:3% User Action 55/66
02222-Copy 11x22mm:3% Copying 55/66 | v
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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:
Eimport using an application

Use Network Scanner Driver.
Refer to "Importing to a TWAIN Compatible Application" (P.322).

EImport using Stored File Manager 3

Use Stored File Manager 3 (Fuji Xerox application software).
Refer to "Importing Using Stored File Manager 3" (P.324).

Himport using CentreWare Internet Services

Use CentreWare Internet Services.
Refer to "Importing Using CentreWare Internet Services" (P.327).

Bimport using EasyOperator

Use EasyOperator (Fuji Xerox application software).
Refer to "Importing Using EasyOperator" (P.328).

143

i h



4 Scan

Operations during Scanning

The following describes the operations available during scanning. The following shows
the reference section for each operation.

StOpPING the SCAN JOD .....ooviiieiieii ettt ettt ettt ettt et eaeeaenaenee 144
Previewing the Scanned Images during a Scan JOb.........ccooceeeieieiiiriicieneee e 145
Changing SCAN SETHNES .......eeeueriirieeietirieieirte ettt ettt ettt et sttt ettt sbesbeseeseebesbenseseeseseneas 146

Stopping the Scan Job

To cancel scanning a document, use the following procedure.

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

Save in: Folder 001 - TEST1

File Name: img-715164436
)
B Next Original
Al
Black & White
200 dpi
100%

2 Select [Delete]. - —CE
Save in: Folder 001 - TEST1
File Name: img-715164436 @

H Next Original

R4l Start )
Black & White LJ
200 dpi
100%

HIf [Delete] does not appear on the screen:

1 Press the <Job Status> button.

<Job Status> button
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2 Select the job to cancel.

3 Select [Delete].

4 Select [Delete].

Note « If you cancel the job, the scanned data

stored in the folder will also be deleted.

Active Jobs Completed Secure Print Print Close
oo Jobs & M Waiting Jobs
e
[ Alllobs = [ Display Time |
File/ Job Type Remote Terminal Status Progress
]
‘ 00004-Store to Folder Folder 001 Scanning 444 | A
|
‘ 02222 -Copy 11 x22mm:3% User Action 55/66‘
| 02222-Copy 11x22mm:3% Copying s5/66) v
E‘ Store to Folder File 00101 [ X ]

Save in: Folder 001 - TEST1
File Name: img-715164436

"% Delete

Pages: 2
D Next Original
A4Q
Black & White
200 dpi
100%
E\ Store to Folder File 00101 [ X
Savein: Folder 001 - TEST1
File Name: img-715164436 X Delsie \
Pages: 2 - Last Original
’—‘ Next Original |
AGE \j Start |
Black & White —
200 dpi
100%

Previewing the Scanned Images during a Scan Job

You can preview the scanned images while scanning the document.

Important ¢ You cannot preview the scanned images when [MRC High Compression] is set to [On] on

the [File Format] screen.

Note
WSD].

¢ WSD stands for Web Services on Devices.

1 Select [Next Original].

2 Select [Preview] to display a preview screen.
The first page of the last scanned document
is displayed.

* You cannot preview the scanned images on the touch screen of the machine for [Store to

E‘ Store to Folder

File 00101

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2

A4

Black & White
200 dpi

100%

Ees Original

E‘ Store to Folder

File 00101

E

Save in: Folder 001 - TEST1
File Name: img-715164436

Pages: 2

A4

Black & White
200 dpi

100%

a Delete |

Last Original

‘3 Start |

| @ Preview...

5~ Change
. settings..
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3 From the drop-down menu, specify the view [ reviewforstore wFotaer [Voose |
size by selecting [Whole Page] or [Enlarge | v - Ty
View], and set [Current Page]. — T |- il

SAMPLE

4 After the confirmation, select [Close] to close the preview screen.

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.
* WSD stands for Web Services on Devices.

7
o 1 ..
o Select [Next Originall. [ store toFolder Fle0010n B ]
: Save in: Folder 001 - TEST1
File Name: img-715164436 (
4 a Delete
- pas 2 e
(=
= [ ’—‘ Next Original |
A4 —
Black & White
200 dpi
100%
2 Select [Change Settings]. [swretrode e O
Save in: Folder 001 - TEST1
File Name: img-715164436 ( “ Delte )
Pages: 2 —_ | 771 Lastoriginal |
+
A4 b
Black & White \J
o B O

3 Set [Color Scanning], [Original Type], [Resolution], [Lighten/Darken], [Original
Orientation], [2 Sided Scanning], and [Original Size].
The following shows the reference section for each feature.
"Color Scanning (Selecting an Output Color)" (P.154)
"Original Type (Selecting the Document Type)" (P.156)
"Resolution (Specifying a Scanning Resolution)" (P.194)
"Image Options (Adjusting Scan Density and Image Sharpness)" (P.190)
"Original Orientation (Specifying the Orientation of the Loaded Documents)" (P.201)
"2 Sided Scanning (Scanning Both Sides of a Document)" (P.195)
"Original Size (Specifying a Scan Size)" (P.196)

4 Press the <Start> button.
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E-mail
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. The following shows the reference section for each feature.
Address Book (Specifying an E-mail Address) .........coceeceereriniineniniiiencnneeneesenceeese e 147
New Recipient (Entering an Address).........eoerereeienieninienieneneeeentesenieet e 150
Add Me (Adding the Sender’s Address) ........uevueieririeresiieiieie et seeeeene 151
Recipient(s) (Editing @ RECIPIENT).......eveuiruirieieiiriiieieesiesee ettt 151
From (Setting the Sender’s AddIresSs) ......ocoieeierieiieiee ettt 152
Subject (Setting the SUDJECL) ....c.eeuiiieieieeee et neesaes 153
Message (Entering the E-mail BodY) .......ccceireieririniinieiecsicieieseeieeee et 154
Preview (Previewing the Scanned Images during a Scan Job) ........cccvveriiinieneneeieieeeee 154
Color Scanning (Selecting an Output COLOT) .......eoveuirrerieieiriiieirieeerieiteere et 154
2 Sided Scanning (Scanning Both Sides of a Document) ............cccecevvivverinirenieeeiinienieeeeen 155
Original Type (Selecting the Document TYPE) ......cc.eeeeeeriiriieieieiee et 156
File Format (Selecting a File Format for Output Data)...........cccooeveiriirieninenenieeecieneeeeeeen 157
Note * You can encrypt e-mail or send it with a digital signature by S/IMIME. 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 "10 Encryption and Digital Signature Settings" >
"Configuration of E-mail Encryption/Digital Signature" in the Administrator Guide.
You can customize the layout of the features displayed on the [E-mail] screen. For more information,
refer to "S5 Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.
1 Select [E-mail] on the [Services Home] — m—— B
screen. | | | .
E |
Store to Folder Send from Folder
S L =
2 Select a feature on the [E-mail] screen. PR TR TR ST
Recipient(s) From:
Important ¢ You cannot use address numbers using ([ Acres w | maiteaddress
the numeric keypad, one touch buttons, T — B Subject.. ‘
or group numbers to specify recipients. &;‘;M:‘ |
* The [New Recipient] and [Add Me] o H‘“”‘"
buttons may not be displayed depending D i %ﬂ
on the settings in the System e | (= | oSl e ol ]
Administration mode. | Black &White || | 1Sided | J | Photo &Text | J [ Docuworks )

Address Book (Specifying an E-mail Address)

The following describes how to select a recipient using the Address Book.

When sending an encrypted e-mail, select an e-mail address associated with a

certificate that can be encrypted, from the Address Book.

Note * Entering address with numeric keypad or specifying address with one-touch button when
specifying address registered in address book are not available.

To use this feature, an e-mail address associated with a certificate for S/MIME must be registered in the

Address Book in advance. For information on how to set the Address Book, refer to "5 Tools" > "Setup"
> "Add Address Book Entry" in the Administrator Guide.
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To verify the validity of a certificate, prior settings are required. For information on the settings, refer to
"5 Tools" > "Connectivity & Network Setup" > "Security Settings" > "Certificate Revocation Retrieval
Settings" in the Administrator Guide.

Select [Address Book]. L™ WA G
Recipient(s) From: ‘
o ||
( Subject...
e :eec‘;lpient... J [ |
& ‘ Messoge. ‘
[ rever [ |
‘e;:;;lng A\ [ ;z::::‘g n H OrlglnulType‘A "ﬂ File Format \A‘
| Black & White ) |1 Sided ) | Photo &Text | | Docuworks )
2 Select a recipient from the address list, and  [[5 Emat Adaress book [ close
then select [To], [Cc], or [Bcc]. i ‘G:” | e
I . . Name / E-mail Address — Recipient(s)
Note * When specifying multiple recipients, T o ‘ ‘
1 1 To-
SpeC|fy them ContInUOUSIy' 0101 MailAddvessName101<ma‘
* To search for recipients by other 0102 il Adtessame102<ma| S5
methods, select and switch to [List all 0103 Mail Address Name103<ma (Beco |
public entries], [Search Public], or 9104 vl Addres Nomeroicna | v

[Search Network] from the drop-down
menu on the [E-mail Address Book]
screen. The methods that appear in the drop-down menu depend on the settings in the
System Administration mode.

Important * When specifying an e-mail address, check if the address contains a domain that is not
permitted for use. In this case, the address cannot be used.
HList all public entries

Displays the local address list.
Refer to "When [List all public entries] is Selected" (P.149).

ESearch Public

Searches recipients in the local address list.
Refer to "When [Search Public] or [Search Network] is Selected" (P.149).

mSearch Network

Searches recipients in the remote address list.
Note * To display [Search Network], the prior setting is required in the System Administration mode.
Refer to "When [Search Public] or [Search Network] is Selected" (P.149).

EName/E-mail Address
Lists names and their e-mail addresses.

ETo
Sets the selected address as a recipient.

mCc
Sets the selected address as Cc.

EBcc
Sets the selected address as Bcc.

EGo to

Enter an address number using the numeric keypad to display the e-mail address at
the top of the list.

148



E-mail

m[[1]] button
Displays detailed information on the selected recipient.

BShow E-mail Address

Select this check box to display only e-mail addresses in the list.

When [List all public entries] is Selected

1

Select a recipient from a list under [Name/E-  |[& emit Address Book [ close
mail Address]. e ‘“ © [+
. Name / E-mail Address . Recipient(s)

Note « Select [ A ] to return to the previous

screen or [ ¥ ] to move to the next screen. | —=—"-= — " ki

* You can sort recipients in alphabetical 0102 Mall Address Namet02<ma )

order or address number order. FOr more | o103 waitaddress Name103<na Bec |

information, refer to "5 Tools" > "CommON | 104 mat address Nametoacma | v

Service Settings" > Screen/Button ‘

Settings" > "Default Language" in the
Administrator Guide.

When [Search Public] or [Search Network] is Selected

Note * The screen as shown on the right appears when [Search Public] is selected.
Enter keywords to search for an address. [ Public E-mail Address Book Foon ]
For information on how to enter characters, refer to - o
R Attribute Type Keywore
"Entering Text" (P.48).
Name H (Not Set) ‘
Note * When multiple keywords are used, the E-mal Address
address is searched with the AND clause. | torse0 |
®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

BE-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

ECustom 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

No custom item is used for the keyword search.
¢ Custom ltem 1 (Telephone Number)

[Telephone Number] is set by default. When selected, a telephone number is used
for the keyword search.
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* 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.

For information on how to change the settings for the custom items, refer to "5 Tools" > "Connectivity
& Network Setup" > "Remote Authentication/Directory Service" in the Administrator Guide.

EKeyword
Select a keyword item, and then enter the keyword.

mSearch
The search starts. The searched results are listed on the screen.

New Recipient (Entering an Address)

You can enter e-mail addresses using the keyboard.

N E-mail Ady d L it E-mail Opti
1 Select [New Recipient]. e [ [ [
Recipient(s) From:
| Qddrkess | ‘ mail@add.ress ‘
ook... ;]
[ Subject... )
0 pecipient.. | [
| &} Add Me
) Message... ‘
Bl [ |
[ @@ Color A\ [ 2Sided m H OrlglnulType‘A "ﬂ File Format \A‘

— Scanning Scanning
| Black & White ) | 1Sided J | Photo & Text | | Docuworks )

2 Use the keyboard displayed on the screen to [ reapientiit [ cose
enter an e-mail address with up to 128 FEE S| (o 55
characters. -

ds @ = 4 =) 6 s 8 9 0 - Backspace
\ | q w | e L. | T y Hk u 1 | o ] | [ ] ‘

%TisidifigiTi jikili e 7@
Shift 71Tx7ch7an7m‘7 BE Tli ;ﬂ

{ J
More Characters 4 ujp

ETo/Cc/Bcc
Allows you to switch the recipient type (To/Cc/Bcc) from the drop-down menu.

m+ Add
Allows you to add e-mail addresses to send e-mails to multiple recipients (Broadcast).

£5 ] button
Searches for names.

B Delete Text
Deletes all the entered e-mail addresses.

EBackspace
Moves the cursor back to delete one character.
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mShift
Used for entering uppercase characters.

EMore 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] . @ Emal [ A:;:;:‘cgeld Layout I E-mail Options _
Recipient(s) From: i

o= e ]
— Subject..
B fetpient.. C ]
o —
u Preview H:‘
‘egg‘l‘:‘ymng \A‘ \D gcs;::i{ng A\ g Original Type m ‘ﬂ File Format \A\
|Black&White | | | 1Sided | J | Photo & Text | Docuworks )

2 Select any option. 8- nddme Mmoo ]
Ige!
Bee
w J

ETo

Adds the sender's address to To.

EmCc
Adds the sender's address to Cc.

EBcc
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 FEC TS T ST
recipient to be deleted, confirmed, or edited. |, T remore —_—
p ‘ = Adires E ‘;‘ — j ‘ mail@add.ress ‘
p B — PN Subject...
X| Close Menu J |
\ |
\A‘ I stlded A\ H Original Type m ‘\.ﬂ File Format \A\
) msid:;mnlng | | Photo & Text | | Docuworks )

2 Select any option from the pop-up menu.

HERemove
Removes the selected recipient.
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EEdit

Displays the [Edit Recipient] screen on which you can confirm or edit the recipient.

Refer to "[Edit Recipient] Screen" (P.152).

EClose Menu
Hides the pop-up menu.

[Edit Recipient] Screen

This screen allows you to confirm and change the settings of the recipient.

1 Select the item to be changed.

2 S I t E dt @ Emall Advanced Layout E-mail Options
elec It]. Settings d
ipien(— From: ‘
( ) [ Remove -
Address 1 T— mail@add.ress
Book. ) = A
— = ¢ Edit.. ’
( N ) N Subject...
Recipient... ) X Close Menu [
| Add Me
& Message..
[ Jrrover l \

[ @ color | [ 2sided
./ Scanning - Scanning
| Black & White ) |1 Sided

H Original Type | \.‘,ﬂ FileFormat | |

J | Photo & Text | | Docuworks )

~_Edit Recipient

[()Suve

3 Select any option.

Items.

Current Settings

1. E-mail Address

mail_address100@co.jp

2. Name

Mail Address Name100

BE-mail Address

To change the e-mail address, select [E-mail Address] to display the keyboard and

enter a new address.

EName

To change the recipient name, select [Name] to display the keyboard and enter a new

name.

When the recipient name is registered in the Address Book, that recipient name is

displayed.
B S/MIME Certificate

To check whether or not any certificate is linked to the e-mail address, select [Edit].
If SIMIME is enabled, and a certificate is linked to the e-mail address, you can check

the contents of the S/IMIME certificate.

For information on S/MIME communication, refer to "10 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.
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Note * When the Authentication feature is enabled, the e-mail address registered in user
information is automatically set as a sender's address. For more information on user
information, refer to "5 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 e-mail with a digital signature, the machine’s e-mail address becomes the
sender’s address.
For information on a digital signature, refer to "10 Encryption and Digital Signature Settings" >
"Configuration of E-mail Encryption/Digital Signature" in the Administrator Guide.

1 Select [F @ Emal ‘Advanced Tayout E-mall Options
elec romj. Settings
Recipient(s) From:
ﬁ Address | ‘ mail@add.ress ‘
U Book..
Y Subject...
New 3
= Recipient... ‘
(g} Add Me |
Message...
[ preven \ |
@ Color [ [ 2Sided | [@) original Type | | ém| FileFormat | |
\_/ Scanning «| (I Scanning - u - ﬂ -
| Black & White | ) [1sided | J [ Photo &Text ) | DocuwWorks L

2 Select any option from the pop-up menu CEENTTTRTTmETEE] |
dISp|ayed ] Recipient(s) From:

[ fidres Address Book...
ook...
1 New E# Keyboard...
= Recipient...
Add M | & Close Menu
e
&}J Message..
(S |

Color [ 2 Sided
D scanring |« | |1 Scanning

[ @ original Type | | =] File Format
N o [T ~
Black & White || | 1Sided | ) (Photo&Text | | | DocuWorks

BAddress Book

Allows you to select the sender's e-mail address from the Address Book.
For information on the Address Book, refer to "Address Book (Specifying an E-mail Address)" (P.147).

mKeyboard

Allows you to enter the sender’s e-mail address with up to 128 characters using the
displayed keyboard.

EClose Menu
Hides the pop-up menu.

Subject (Setting the Subject)

You can specify the e-mail subject using the following procedure.

EAuto Set

Automatically sets the subject to [Scan data from XXX] (where XXX is the host name
of the machine).

BTo set a user-defined subject

1 Select [Subject].
2 Enter a subject with up to 128 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.48).
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Message (Entering the E-mail Body)

You can enter the e-mail body using the following procedure.

1 Select [Message].
Enter a message with up to 512 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.48).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.

H E-mail Ad d L it E-mail Opti
1 Select the [Preview] check box. oSl ™ o oo
Recipient(s) From:

(T s |

Book... | ———

e ;ubject.., ‘

Sl —

( . "ive —_—

; J Message.. )

[ o L]

( Color ] 2Sided Original Type | | [¢m | File Format |

~/ Scanning () Scanning - ’ﬁ‘ y - ‘j ‘A

| Block & White ) | 1Sided | Photo & Text || | DocuWorks )

2 Preview the scanned images after the document is scanned.

Important ¢ You cannot preview the scanned images when [MRC High Compression] is set to [On] on
the [File Format] screen.

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.

Note * Only [Black & White] is selectable when [Searchable Text] is set to [Searchable] on the [File
Format] screen. To enable [Grayscale] and [Color], the High Compression Image Kit
(optional) is required. For more information, contact our Customer Support Center.

1 From the menu displayed by selecting [Color [E== [ At | azer, [Foo INN
. . Recipient(s) From:
Scanning], select any option. — [t ]
[ @ Auto Detect L
@ [
A plock & White essoe TN
4D Groyscale [L ‘
eg:cl‘::‘mg - i ;z::::‘g n H Original Type ‘A “ﬂ File Format \A\
Black & White L) | 15sided ) | Photo &Text | | Docuworks )

mAuto 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.

EColor
Select this option to scan a color document.
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mBlack & 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.

EGrayscale

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)

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.

1 From the menu displayed by selecting [2 PR TR TR ST

. . . Recipient(s) From:

Sided Scanning], select any option. _ ‘ ———
\ﬂ Qdd;ess ‘ mail@add.ress ‘
= Reecvivpient.., ‘ ‘
—— | ) 2Sided (Head to Head)

&}AddMe | M
11l 2 Sided (Head to Toe) essage-
[ preven = \ |
More... /
Col | 2 Sided Original Ty | File F |
& e |- LI } e N
| Black & White | |1 Sided J | Photo & Text | | Docuworks I

1 Sided
Select this option to scan only one side of the document.

m2 Sided (Head to Head)
Select this option when both sides of the 2-sided document are in the same orientation.

m2 Sided (Head to Toe)
Select this option when both sides of the 2-sided document are in opposite orientations.

EMore

Displays the [2 Sided Scanning] screen.
Refer to "[2 Sided Scanning] Screen" (P.155).

[2 Sided Scanning] Screen
This screen allows you to select the status and orientation of original documents.

1 Select any option. = 25ided Scamming Mo Joom ]
Originals Original Orientation
1 Sided ' | 4 Head to Head | K] Upright Images |
|1 “!#: }‘ ]
) 2sided J E | Head to Toe | m:;«:sys
H1 Sided

Select this option to scan only one side of the document.
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N2 Sided
Select this option to scan both sides of the document.

EOriginals
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.

B Original Orientation

Specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

Load the document in the [Sideways Images] orientation when [File Format] is set to
[TIFF/JPEG Auto Select], [TIFF], or [JPEG]. The document is displayed in the [Upright
Images] orientation when viewed on your computer screen.

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.

Original Type (Selecting the Document Type)

When you select [Black & White] in [Color Scanning], select the document type.

1 From the menu displayed by selecting CEEN W ST T
[Original Type], select any option. = o e
e S = l }

S i

EPhoto & 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.

EText

Select this option when scanning text clearly.
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HPhoto
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 XML Paper Specification (XPS) files with high compression.

From the menu displayed by selecting [File |@= [ A58 [ sl | Snecesn RIS
. Recipient(s) % TIFF / JPEG Auto Select
Format], select any option. e —
T
= Recipient... E‘ o
= | DocuWorks
[ voree E;ﬂ:
‘egion;.ing \A‘ I J;sul::‘g A\ E‘ Original Type. P 1@‘ File Format "
| Black & White | J 1 Sided | J [Photo &Text  [Docuworks
BTIFF/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.
ETIFF

Saves scanned data in TIFF format.

BJPEG

Saves scanned data in JPEG format. This option is selectable when either [Color] or
[Grayscale] is selected in [Color Scanning].

mPDF

Saves scanned data in PDF format.
Note « The version of PDF files is Adobe®Acrobat® 4.0 (PDF 1.3).

EBDocuWorks

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

EMore

Displays the [File Format] screen.
Refer to "[File Format] Screen" (P.158).
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[File Format] Screen

This screen allows you to select all available options for File Format.

1 Select any option.

Note * XPS stands for XML Paper Specification.

F\ File Format

(% cancel

oo

| &= TIFF/ JPEG
% Auto Select

#m | DocuWorks

Single File for
Each Page

5,/ Compression | | =] PDF Secrity..

&% Method...

off

Searchable
Text...

(OCR] .
Image Only

Optimize For
| Quick Web View

ETIFF/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.

BTIFF
Saves scanned data in TIFF format.

BJPEG

Saves scanned data in JPEG format. This option is selectable when either [Color] or
[Grayscale] is selected in [Color Scanning].

mPDF
Saves scanned data in PDF format.
Note « The version of PDF files is Adobe®Acrobat® 4.0 (PDF 1.3).
EDocuWorks
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
mXPS

Saves scanned data in XML Paper Specification (XPS) format.

ECompression 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].

* XPS stands for XML Paper Specification.

« If you select [PDF] and then select [Manual Select] in [Compression Method] under [File
Format], you can select a compression method from [MH], [MMRY], [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.
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EMRC High Compression

Allows you to save PDF, DocuWorks, and XML Paper Specification (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 * 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]*.

* XPS stands for XML Paper Specification.

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

Setting Item

When [MRC High
Compression] is Set

When [MRC High
Compression] is Set

to [No] to [On]

E-mail/Scan to Color Scanning | Black & White'", Auto Detect, Color,
Folder( Network Auto Detect, Color, Grayscale
Scanning/ Grayscale
Scan to PC/ —
Store & Send Link | Original Type | Photo & Text, Text

File Format PDF, DocuWorks
Advanced Settings | Color Space? | sRGB
Layout Adjustment | Resolution 200 dpi, 300 dpi

Reduce/ 100%

Enlarge Note ¢ [Auto %] is not supported.

*1 Only [Black & White] is available for some models. An optional component is required to select options other than
[Black & White]. For more information, contact our Customer Support Center.

*2 [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 "5 Tools" > "Scan Service Settings" > "Other Settings"
> "Color Space" in the Administrator Guide, and "Color Space (Specifying the Color Space)" (P.192).

BAdd Thumbnail

Allows you to attach thumbnails to DocuWorks and XML Paper Specification (XPS)
files when [DocuWorks] or [XPS] is selected. A thumbnail is a reduced, small file size
image that helps you check the file contents.

EmSingle File for Each Page

Saves each page as a single file in the specified format.

Note * When you use the Store to Folder, Job Flow Sheets, or Network Scanning service, files

cannot be split.
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EPDF 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.
Refer to "[File Format - PDF Security] Screen" (P.162).

EPDF 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

Adds a visible signature using the certificate of the machine.
* 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.

EDocuWorks Security

Allows you to configure security on the data saved as a DocuWorks file to prevent
unauthorized access.

Displays [File Format - DocuWorks Security] screen.
Refer to "[File Format - DocuWorks Security] Screen" (P.164).

EDocuWorks 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.
* Signature Location

Select the position where the signature is displayed when you select [On] in
[DocuWorks Signature].
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Note * The certificate of the machine is used for DocuWorks digital signature. A user certificate
cannot be used for the digital signature.
mXPS 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

Adds a visible signature using the certificate of the machine.
Note * XPS stands for XML Paper Specification.

[File Format - Searchable Text] Screen

Allows you to select whether to perform character recognition in PDF and DocuWorks
files.

1 Se |eCt a ny Optlon . ;‘ File Format - Searchable Text [x Cancel ][<7 Save ]

% the Original...

| | English
& Searchable J
e

2 Tex
‘ @ compression... ‘
Disabled

J

% Image Only [ &) Language of ‘

ELanguage 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.

EText Compression

Allows you to select whether to compress the text areas of the document when using
the Searchable Text feature.

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

* In the 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.

Select any option.

mOff

mPassword

Encrypts the file using a password.

EEncryption Algorithm

[ save

2| File Format - PDF Security

]

Encryption Algorithm  Supported Version

[ off | = File Open
| | (Not Set)
128-bit AES
L

Password

|| 128-bit R4 5
| Acrobat 5.0 or later i

Permissions...

No Restrictions.

The file is not encrypted, and no access privilege is assigned.

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.

ESupported Version

Displays the supported versions of Adobe® Acrobat® for encryption.

HFile 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.

EPermissions

Displays the [PDF Security - Permissions] screen.
Refer to "[PDF Security - Permissions] Screen" (P.163).
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[PDF Security - Permissions] Screen

N O O AW

This screen allows you to assign access privileges to a file.

Select [Permissions]. ] File Format -PDF Security =
Encryption Algorithm  Supported Version
off | |128bitRea Acrobat 5.0 or later 3 E"e gesn |
| Motset
Password J [ 128bitAES
L J )
Permissions... ‘
No Restrictions
Se IeCt [SeCU I"Ity PaSSWO rd] . PDF Security - Permissions [8 Cancel H <7 save ]
Item: Current Setting:
[tseariypassword |
|2.Piniing Not Allowed |
| 3-Changes Alowed Not Allowed |
|4 Allow Contents Copying and Extraction Not Allowed ‘
| 5. Text Editing by Screen Readler Allowed |
[72)
o
Y
=}
o [On] .
Enter the security password, and select [Save].

Likewise, re-enter the security password, and select [Save].
Select [Save] again.

Select any option.

mSecurity Password
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.

HPrinting
Displays the [Permissions - Printing] screen.
Specify whether to allow printing the file. If allowed, select the print resolution.

EChanges Allowed
Displays the [Permissions - Changes Allowed] screen.
Specify whether to allow changing the file contents, such as inserting pages or adding
notes.
EAllow Contents Copying and Extraction
Displays the [Allow Contents Copying and Extraction] screen.
Specify whether to allow copying the file contents, such as text and images.

BText 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.
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[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.

mOff

ﬂ File Format - DocuWorks Security

[ close ]

off 56-bit DES

Password.
(V4 Compatible)

(V4 Incompatible)

Digital Certificate
| (V4 Incompatible)

]
]
Password | :‘
]

Encryption Algorithm  Restricted Operations

No File
Editing

No Annotation
Editing

No Printing

No Copying

;) Open Password... ‘

(Not Set)

(

[ Full Access
= password...

(NotSet)

The file is not encrypted, and no access privilege is assigned.

EPassword (V4 Compatible)

Encrypts the file by the 56 bit DES 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.

EPassword (V4 Incompatible)

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.

mDigital Certificate (V4 Incompatible)

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.

Important e 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.

BEncryption Algorithm
Displays the encryption methods.

ERestricted Operations

Select file operations to assign access privileges. When assigning access privileges,

set [Full Access Password].

EOpen 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.
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EFull 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.

ECertificate

Displays the [DocuWorks Security - Certificate] screen.
Refer to "[DocuWorks Security - Certificate] Screen" (P.165).

[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.
HmList all public entries
Displays the local address list.

mSearch Public
Searches recipients in the local address list.

mSearch Network
Searches recipients in the remote address list.

Note * To display [Search Network], prior settings are required in the System Administration mode.

W [[1]] button
Displays the [Certificate Details] screen.
Certificate information, such as issuer, expiration date, and persons to whom the
certificate is issued, is displayed.
EName/E-mail Address/DN
Lists names and their e-mail addresses.

mAdd
Select this button to add the certificate as one of the certificates of persons who are
allowed to open the file.

EGrant 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 "13 Appendix" > "Notes and
Restrictions" > "Notes and Restrictions on the Use of the Machine" in the Administrator
Guide.

When Scan to Home is enabled, and when the Remote Access feature is available, the
scanned document can be transferred to a different destination according to an
authenticated user.

Important * When using the Scan to Home feature in computer environment earlier than Windows 98/
NT, a destination user name in the earlier format (domain name\user name) will not be
determined automatically.

Before scanning, change the user name with which you can log in correctly.

Note * You can configure the Scan to Home feature from CentreWare Internet Services.
For information on how to use CentreWare Internet Services, refer to the help of CentreWare Internet
Services.

1 Select [Network Scanning] on the [Services T, : g
Home] screen. s || S5t s | o
Note * WSD stands for Web Services on

Devices. Medaprin
-Text
Store to WSD || Web Applications )
2 Select a job template, and then select a TR TTTT T T
feature on the [Network Scanning] screen. 001 Namer | - St
002 @Name2 ‘D‘
003 Name3 [ I\Temp_lut_e
00% Namet G
( Color | [ 25Sided | (= original Type | | [¢m| File Format |
\slacki:"v'v'ﬁ'i'{'eg ‘AJ Jlsmes;unmng A‘ ;T%l ‘A L@F ‘AJ

EJob Template
Select a job template for the scan job.

* DEFAULT - This is the default job template. This 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.

* @S2HOME - This is the template for the Scan to Home feature. Selecting this
template verifies a user and sends scanned data to the folder prespecified for the
user.
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Note * The job template "@S2HOME" is displayed only when the remote authentication is enabled,
and also [Enabled] is selected in [Status] under [Properties] > [Services] > [Scan to Home]
on CentreWare Internet Services.

* The job template name "@S2HOME" can be changed by the system administrator from
CentreWare Internet Services.

For information on how to use CentreWare Internet Services, refer to the help of CentreWare Internet
Services.

EGo to
Use the numeric keypad to enter a 3-digit job template number. The job template then
appears at the top of the list.

ETemplate 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.

EUpdate 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.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.154).

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.154).

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.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.155).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.156).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.157).
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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. The following shows the reference section for each
feature.

Transfer Protocol (Selecting a Transfer Protocol) .........coeeceevieniniiiiinieniniiieniccceecceene 168
Address Book (Specifying a Destination PC Using the Address Book).........c.cccecevereiennene. 169
Browse (Specifying a Destination PC by Browsing Your Network).........cccoceeeeviivieienieneeenen. 170
Specifying a Destination (Specifying a Destination PC Using the Screen Keyboard)............. 171
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 service on Mac OS X v10.7 Lion, consult the
official website of Apple Inc. For information on supported operating systems, refer to "13
Appendix" > "Specifications" in the Administrator Guide.

* If you use Mac OS X v10.7 Lion, contact our Customer Support Center and ask if your
operating system is supported.

You can customize the layout of the features displayed on the [Scan to PC] screen. For more
information, refer to 'S Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

Select [Scan to PC] on the [Services Home] B
screen. s | | —

Stored

Store to Folder Send from Folder Programming

Select a feature on the [Scan to PC] screen. [== = [ gt T o, [ oo TN
T sever

Note * Fields displayed on the screen vary Lﬁ"’"“"‘-" * | H

. Shared Name

depending on the protocol you have ([ Aarempoek. |

selected. — ‘ J

a2 | User Name ‘ ”

[ [preview Password | ]

( :olorl A} 'Egsm:{ -‘ VE‘ Original Type \A‘ [E} File Format ‘A\

Lmacuf“vcr?.{'eg J \15|dec‘lmm'mg | \Text | |TIFF/JPEGAuto... | |

Transfer Protocol (Selecting a Transfer Protocol)

You can select a transfer protocol using the following procedure.

1 Select [Transfer Protocol]. e [t [, Lo

Transfer | ‘ ]
[ =t Protocol... =y

= |

Shared Name

(= AddressBook... |
—
L — ”

( § Prove. |
| Ee ]
[ |preven password | J
( Color | [ 2Sided | [[=| original Type | | [4m| File Format |
Sotmy || (D3, ][ .| [ R
| Black & White ) |1 Sided | (Text | ) [TIFF/IPEGAuto... | |
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2 Select any option. e roto Rewe J son
Changing the protocol will delete the specified
) storage location in which the scanned files will
FTP be saved.

SMB.
| (UNCFormat)

mFTP
Transfers using the FTP protocol.

ESMB
Transfers using the SMB protocol.

ESMB (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

Address Book (Specifying a Destination PC Using the Address Book)

You can specify the server name, the name of the user who can decrypt an encrypted
file, and other information from the Address Book.

Note * Entering address with numeric keypad or specifying address with one-touch button when

specifying address registered in address book are not available.

For information on how to set the Address Book, refer to "5 Tools" > "Setup" > "Add Address Book
Entry" in the Administrator Guide.

| server ]\

1 Select [Address Book]. [ [t

[, Transfer
~ Protocol...

SMB

' Shared Name ‘\
| AddressBook... |

) Savein ]\

| B_ Browse... | |
= | User Name ]

[ Jeview Password J

| Color || 2 Sided | | [=]| original Type [ File Format |
L[ e (o A

Scanning | | 5 scanning -
| Black & White | ) 1 Sided [ Text | ) |TIFF/JPEGAuto... | |
2 Select the destination to store the data in. [ server Address Book [ close
/T 1 Fvo to

Name Protocol ‘:] 'Suvein—

0001 SvrAddress Name1  FTP ( Y ‘
Add >

‘oooz Svr Address Name2 ~ SMB. Address

User Name:

Protocol: SMB.

0003 Svr Address Name3  FTP
L Save in:

0004 Svr AddressName4  SMB
L

0005 Svr AddressName5  FTP v
L

3 Select [Add].

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.

EName, Protocol
Lists recipient names and protocols.
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EAdd
Adds a selected recipient to the [Save in] box.

ESave in
Displays a selected recipient.

mGo to

Enter a recipient number using the numeric keypad to display the recipient at the top
of the list.

m[[1]] button

Allows you to confirm information, such as [Name] and [Server Name/IP Address], on
the screen displayed.

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 [Browse] g Seantorc [ Asd::::':‘c:‘d Layout I Filing Options _
Juri Transfer ‘scw« ‘ ”
iy Protocol... ‘ L |
" Shared Name “ ”
e | ”
E Browse... User Name “ N
\:I Preview Password ‘\ ”
PColor_ A‘ i 25Sided m E\ Original Type ‘A \@ File Format \A‘
Bla;k%:wlz‘ill"eg ) 1Sidesdm"m"g ;T;(l | |TIFF/JPEGAuto... | |

2 Select the destination to save the data in. B Browse (o [[rsme |

Select [Previous] or [Next] to move to swen [ ‘\
another level. ‘
o =
Important ¢ You can specify recipients for SMB only. ; J
: | 4. Previous
3 Edmmmsy
4 v ‘ @ Next |

ESave in
Shows the current location in the hierarchy.

BAdd to Address Book

Displays the [Add to Address Book] screen.
Refer to "[Add to Address Book] Screen" (P.171).

EPrevious

Allows you to move to the upper directory.
Note * This button is grayed out if there is no upper directory.

ENext
Allows you to move to the lower directory.

Note « This button is available when a folder is selected.
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[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]. +_ Add to Address Book Rew Jooor ]
Address: 0001 ‘T
Ndme] H (Not Set)
Server Name: 3 -
Shared Name: 4 r |

2 Select [Save].

BAddress

To change the address number, select [Edit] and then the desired number.

EName

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.
1 Select the item to be set. FEREAr=mEES
[ Transfer o |
Note * You can also select [Address Book] to st ’ }‘
enter information. g oo | TN ‘
! ' s ..., p
* Fields displayed on the screen vary [ srowse. | - ]
depending on the selected protocol. W¥Preview ‘Pwo’d “
( Color [ | [ 25ided | [= original Type ( FileFormat | |
‘Bluckif;rl‘rz‘lllneg ‘AJ ‘;lslcies;mnlng A, ;T\;‘l ‘A, ‘%UPEGMIO... ‘A)
2 Enter information using the keyboard & Server [Bcand [ seve
displayed on the screen. " DeTer]
For information on how to enter characters, refer to Colalzlslals 67890 | sosspace
"Entering Text" (P.48). e Wl e v e i Lo e o] 1)
[ | ) | [ [
Note * To delete characters, select [Backspace]. | %T‘L i“‘L b i ;“L i o mer
shift e o e | v 1 e e e o v e " ! shift
e — B0

EServer

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 namespace on
Windows, enter a domain name or server name. Up to 64 characters are allowed.

1m
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The following are examples:
* For [FTP]:

Server name: myhost.example.com
(myhost: host name, example.com: domain name)

IP address: 192.0.2.1
* For [SMBI:

Server name: myhost

IP address: 192.0.2.1

EShared 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.

ESave 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 [FTP]:

Example: mydoc/Scan
* For [SMB]:

Example: mydoc\Scan

ESave 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.

EBUser 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
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EPassword
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.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.154).

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.154).

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.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.155).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.156).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.157).
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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: sRGB

* Resolution: 200dpi, 300dpi

* Reduce/Enlarge: 100%
You need to create a folder in advance. For more information on how to create a folder, refer to "5
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 "S Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

Select [Store to Folder] on the [Services
Home] screen. = i

Simple Copy Scan to PC .

Stored
Store to Folder Send from Folder -
- ‘ fl _ Programming ] T

Select a feature on the [Store to Folder] Ergl T T T
screen. (ChCn Rt (it BBl R

L UL J L E
Note « If a passcode is set for the folder, the [o05 N2 (ovs N2 (007 2 (008 "4

)
1
passcode entry screen may appear. Enter |l ] J | )
] (009 24— N | Ng— \ S | v

the passcode and select [Confirm]. If you | (oo (4 foro s fon 4 (o {4 (T
have forgotten the passcode, set the { I L { J

folder passcode in the System (@ T [z ) [@ =]
Administration mode again | Black&White || | 1Sided | Photo & Text )

EFolder

Select a folder to save the scanned data in.

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

Use the numeric keypad to enter a 3-digit folder number. The folder then appears at
the top of the list.

HFile 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.




Store to Folder

Color Scanning (Selecting an Output Color)

You can specify the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.154).

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.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.155).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.156).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.154).
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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. The following describes features available on the [Store to
USB] tab.

Save in (Specifying a Storage Location in the USB Memory Device).........ccecevererieienenienne

Details (Displaying the Details of a Storage Location in the USB Memory Device)

Preview (Previewing the Scanned Images during a Scan Job) .......cccoceevevinieriiinincninnicnenene
Color Scanning (Selecting an Output Color)
2 Sided Scanning (Scanning Both Sides of a Document)...........cccccoueuecirueennccinececneennnenens
Original Type (Selecting the Document TYPe)........cccouevveieiieniiniiiiiicicenceeieceeeeeee e
File Format (Selecting a File Format for Output Data) .........c.ccceeceeeieienenieieeceeeee e
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 "6 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:
* A formatted USB memory device
* 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 this feature,
but its safe performance is not guaranteed.
When a Memory Card Reader with multi-slot "2 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.

*1: Media/Memory Card that has one slot. Some allows 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.

You can customize the layout of the features displayed on the [Store to USB] screen. For more
information, refer to "S Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

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 screen display does not change.
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Note

* 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 Energy Saver
mode, the touch screen does not light. After exiting the Energy Saver mode by pressing the
<Energy 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 Energy Saver mode, refer
to "Exiting the Energy Saver Mode" (P.40).

* 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 Select a feature on the [Store to USB]

screen.

[¥] USB Device Detected [cose |

a |
L=

Store to USB Media Print
| { - Text J

[ Storeto Advanced
usB Settings

Savein... ‘ ;

" i Details...

ﬁ ey Space Available: 62.0MB (Out of 62.0MB)
e;:;:“ng \A‘ I chs;:mg ‘A\ \% Original Type m t% File Format \A‘
| Black & White | J [1sided | (Text ) \TIFF/JPEGAuto... | |

When the [Store to USB] Screen Appears
Select a feature on the [Store to USB] e mer—Tmmoe I
usB Settings j
screen. ST
‘TDemilsm |
3‘ D] Space Available: 62.0MB (Out of 62.0MB)
egg‘l‘?‘:‘ing \A‘ \D gcs;:mg ‘A\ E Original Type m @ File Format \A‘
|Black & White | J 1 Sided | (Text \TIFF / JPEGAuto... | |
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When the [Media Print - Text] Screen Appears

1 Press the <Services Home> button.

<Services Home> button

2 Select [Store to USB] on the [Services r— ; —
Home] screen. o . : T

Brightness
Note * WSD stands for Web Services on
Devices.
3 Select a feature on the [Store to USB] e Fig g
screen. [E savein... ] I/ ]
Preview Space Available: 62.0MB (Out of 62.0MB)
g:‘l‘:rning H g‘:s;:;‘ed;r‘g ‘A ! Original Type W @FileFormm A}
Black & White 1 Sided i | Text TIFF / JPEG Auto...

When the Screen Display Does Not Change

1 If any screen other than the [Services Home]

screen is displayed, press the <Services Home>
button.

<Services Home> button

2 Select [Store to USB] on the [Services
Home] screen.

Note * WSD stands for Web Services on
Devices.

Brightness
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3 Select a feature on the [Store to USB] D [l s I
screen. ( Savein... | "/ ]
‘i | Details...
ﬁ Pt Space Available: 62.0MB (Out of 62.0MB)
( Col | 2 Sided | =) Original T File F |
cseomm | === | FEtcronatves) TIfleS s ol 7
| Black & White | |1 Sided L) | Text ) |TIFF/JPEGAuto... | |

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 failure occurs or repairing
* When receiving damage resulting from a natural calamity

* 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 Se'ect [Save |n] ngg:m [ Asd:tt:;:‘cge;i Layout I Filing Options _

[ Savein... | ‘ P
T Details...

3‘ ReeT] Space Available: 62.0MB (Out of 62.0MB)
‘eg:‘l‘:‘v"i"g \A‘ \D gcs;:mg ‘A\ E Original Type m @ File Format \A‘
| Black & White | ) [1sided L) [Text \TIFF / JPEG Auto... | |

2 Select a folder to save the data in. Ten Weres Joom ]
" /SCAN/SCAN_001/ ‘
Name 4 | Last Updated
l SCAN_001 2011/7/5 20:41
\ SCAN_002 2011/7/520:41
‘ SCAN_003 2011/7/5 20:41
\ SCAN_004 2011/7/5 20:41 % Previous
|= SCAN_005 2011/7/5 20:41 ( {E Next

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

* 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 a folder 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.
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* 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.48).

* 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 a full path (a string of folder and file names in all directories) of the file created exceeds
257 characters long, an error occurs.

3 Select [Savel. Sen Mo Joom ]
( /SCAN/SCAN_001/ ‘
Name 4 | Last Updated
SCAN_001 2011/7/520:41
SCAN_002 20114775 20:41
SCAN_003 2011/7/520:41
SCAN_004 2011/7/5 20:41 ‘ % Previous
SCAN_005 2011/7/5 20:41 @ Next
HPrevious
Allows you to move to the upper directory.
Note * This button is grayed out if there is no upper directory.
ENext
Allows you to move to the lower directory.
Note * This button is available when a folder is selected.

Details (Displaying the Details of a Storage Location in the USB Memory
Device)

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 Savein (Koo || eve

[Save] . ‘ /SCAN_001/

There are no folders.

[ % Previous |

2 Select [Details]. T e e T

Savein... /

([ § | Detas..
\g Preview Space Available: 62.0MB (Out of 62.0MB)
[ @ color ] [ 2 Sided \% Original Type | ‘1./} FileFormat | |

—/ Scanning Scanning A

|Block & White || |1 Sided | [ Text ) | TIFF / JPEG Auto... | |
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3 The folder and file names in all directories to [T oewts [ close
be saved are dlSpIayed Savein: /SCAN_002/image_001/2009_10/

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.154).

Color Scanning (Selecting an Output Color)

You can set the output color to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.154).

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.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.155).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.156).

File Format (Selecting a File Format for Output Data)

You can select a file format for output data.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.157).
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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.

« To strengthen 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.

For more information, refer to "5 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 "S Tools" > "Scan Service Settings" > "First Tab" in the Administrator Guide.

Press the <Log In/Out> button on the control panel or select the login information field
on the touch screen.

Enter the user ID.

Select [Store & Send Link] on the [Services N o , e
Home] screen. T —— o
Note * WSD stands for Web Services on

Devices. Medaprnt

e | JobFlowSheets |

smmov;/sn wdx‘Appllm'tlom'
Select a feature on the [Store & Send Link]  [@zk, [ et | iz [Teorr

screen. sante [ors

Keep this file for
3 Hor

urs

From | totsen

)
l
Subject ‘ (Not Set) ‘
];

D Preview

Message [ (Not Set)

( Color ] 2Sided (= original Type | | | FileFormat | |
_/ Scanning N () Scanning PN % - @ -
| Black & White ) |1 Sided | Text | |TIFF/JPEGAuto... | |

Scan To (Displaying the E-mail Address of the Authenticated User)

Automatically obtains the pre-registered e-mail address of the authenticated user.
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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.

EAuto Set

Automatically sets the subject to [Scan Reference from XXX] (where XXX is the host
name of the machine).

BTo set a user-defined subject

1 Select [Subject].
2 Enter a subject with up to 128 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.48).

Message (Entering the E-mail Body)

You can enter the e-mail body using the following procedure.

1 Select [Message].

Enter a message with up to 512 characters using the displayed keyboard.

For information on how to enter characters, refer to "Entering Text" (P.48).

Color Scanning (Selecting an Output Color)

You can set the color mode to scan a document.
For more information, refer to "Color Scanning (Selecting an Output Color)" (P.154).

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.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.155).

Original Type (Selecting the Document Type)

You can select the type of the document.
For more information, refer to "Original Type (Selecting the Document Type)" (P.156).

Preview (Previewing the Scanned Images during a Scan Job)

You can preview the scanned images while scanning the document.
For more information, refer to "Preview (Previewing the Scanned Images during a Scan Job)" (P.154).
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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.
For more information, refer to "File Format (Selecting a File Format for Output Data)" (P.157).

* If you select [TIFF/JPEG Auto Select] or the [Single File for Each Page] check box on the

Note
[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.

Note * [Store to WSD] may not appear on the [Services Home] screen for some models. For more

information, refer to "9 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.

¢ WSD stands for Web Services on Devices.

1 Select [Store to WSD] on the
Home] screen.

[Services

Screen
Brightness

Store & Send Link

Network Scanning Store to USB.

—
Media Print

sl | JobFlowShests |

Store to WSD Web Applications

2 Select a feature on the [Store to WSD] [mix~ I

screen.

Start Scan Job From 1. Place your originals on the scanner.

@ Computer 2. Select "Operate From Computer”.
M 3. At ter, select this device and start th b.
= P — your computer, select this device and start the scan jol

Note: Collect your originals after scanning is complete.

« Operate From
Computer

B Start Scan Job From
Select from where to start a scan job.

¢ 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.

M List of Computer

Lists network computers and their scanning methods. Select one from this list as des-
tination.

185

i h



4 Scan

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.
Select [Computer]. B
Start Scan Job From 1. Place your originals on the scanner.
2. Select"Operate From Computer”,
J This Device 3. Atyour computer, select this device and start the scan job.

L

J'| Note: Collect your originals after scanning is complete.

< Operate From
Computer

Load the document on the document glass [=i= I

or in the document feeder, and select [Oper- | swrsansron 1. aoceyour ogicisn e scomer

Computer 2. Select "Operate From Computer”.
ate From Computer]. =
B . 3. Atyour computer, select this device and start the scan job.
LJ This Device
= ] | Note: Collect your originals after scanning is complete.
& Operate From

Computer

The standby screen is displayed on the [[istworetowsn

tou Ch screen. Thereis a scan job waiting to start via computer operation.
[ Do not remove the originals placed on the scanner.
Note * Select [Delete] button to exit standby ]
mode. After exiting standby mode, [Store jreeees 8
to WSD - Remove Your Originals] screen
is displayed on the touch screen. [=]
e — ® Delete

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 Win-
dows 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 Camera] 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 tool-
bar.

3) In the [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 Atfter being scanned, the scanned data is forwarded to the specified computer.
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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
select [OK].

Note « If the standby screen is not displayed, a
scan job will not be started even when the
network computer recognizes the
machine.

& Store to WSD - Remove Your Originals

Remove your originals after scanning is complete or if the scan job has been

deleted.

W‘\

« Select [Delete] button 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 Energy Saver mode while the standby screen is displayed .
For information on Energy Saver mode, refer to "Energy Saver Mode" (P.39).

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.

1 Load the document on the document glass
or in the document feeder, and select [This
Devicel].

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.

mList of Computers
Lists destination and URL.

EER

Start Scan Job From

List of Computers

f@ Computer
:_ ThisDeviee

Scan to User1_PC

Scan for Print to User1_PC

Scan for E-mail to User1_PC

Scan for Fox to User1_PC

Scan for OCR to Win7enult32

=% I

Start Scan Job From

List of Computers

( [ Computer

ThisDevice

Scan to User1_PC

Scan for Print to User1_PC

Scan for E-mail to User1_PC

Scan for Fox to User1_PC

Scan for OCR to Win7enult32

Note * Select from among 4 kinds of processing methods (Scan to PC, Scan for Print to PC, Scan
for E-mail to PC, Scan for OCR to PC) in accordance with the intended use.

3 Press the <Start> button.

|

<Start> button
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4 The scanned date will be forwarded to the

specified destination.
Note * Select [Delete] button to abort scanning.

5

[‘TL‘ Store to WSD

L m—

There s a scan job waiting to start via computer operation.

é Do not remove the originals placed on the scanner.

% Delete

Check the forwarded data on the destination computer.
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Advanced Settings

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]. The following shows the reference section for each feature.

Photographs (Scanning a Color Photograph)

Image Options (Adjusting Scan Density and Image Sharpness)..........cc.cccoevevenereenececneennns 190

Image Enhancement (Erasing the Background Color of Documents/Adjusting Contrast)...... 191

Shadow Suppression (Suppressing the Document Background) ............cocccevvueineiornccnnnene. 192

Color Space (Specifying the Color Space)

1 On the [Services Home] screen, select [E-
mail], [Store to Folder], [Network Scanning],
[Scan to PC], [Store & Send Link], or [Store

to USB].

Note

* WSD stands for Web Services on
Devices.

2 Select a feature on the [Advanced Settings]

screen.
Note

* To activate [Color Space], a prior setting
must be made in the System
Administration mode. For information on
the setting procedure, refer to "5 Tools" >
"Scan Service Settings" > "Other
Settings" > "Color Space" in the
Administrator Guide and "Color Space
(Specifying the Color Space)" (P.192).

Screen
Brightness

Simple Copy

Stored
Sendfrom Folder Ji Programming
T e |
Network Scanning Store & Send Link

Screen

Store to USB. Brightness

Job Flow Sheets

Store to WSD

Advanced
Settings

Layout I E-mail Options

@ E-mail

" hotographs...
| off

‘ e Image Options...

Lighten / Darken: Normal
| | Sharpness: Normal

Al

@ e Enhancement...

Auto Suppression
‘ Contrast: Normal

|

[ Shadow Suppression...

| off

] [ [#) Color Space...

SRGB

A

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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(@ E-mail Advanced Layout [ E-mail Options
Settings

1 Select [Photographs].
[ Photographs... ‘ [e Image Options... ‘ [i Image Enhancement...
off Lighten / Darken: Normal Auto Suppression
| lshurpness: Normal Contrast: Normal
‘ [~ Shadow Suppression... ‘ ‘ [+ Color Space...
off SRGB
( J1 J
2 Select [Enhance Photographs]. = Photographs [Bcanct [ save

( | | The Photographs feature enhances the image for files scanned from
% off originals which are photographs.
L |

" Shadow and PP
G set 1o Off when this feature is selected.
Photographs

Image Options (Adjusting Scan Density and Image Sharpness)

This feature allows you to adjust the scan density and image sharpness.

1 Select [Image Options]. FEe | e | e e

‘ Photographs... ‘ ‘ 0 Image Options... ‘ ‘ i Image Enhancement...
off Lighten / Darken: Normal Auto Suppression
| ‘Sharpness: Normal Contrast: Normal
[ Shadow Suppression... ‘ [ () Color Space...
off SRGB
J J
2 Select any option. @ tmags Options Mo Joom
Lighten / Darken Sharpness
| Lighten —
O/ Q Sharpen

Normal Normal

6 ° Soften
Darken -

HLighten/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.

ESharpness
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.

190



Advanced Settings

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] on the [E-mail],
[Store to Folder], [Scan to PC], [Store to USB], or [Store & Send Link] screen is set to
[Color] or [Grayscale], you can adjust the contrast.

1 Select [Image Enhancement]. e [Nl (T (T
!Photogmphsu. ‘Olmuge()ptionsm }i Image Enhancement... |

off Lighten / Darken: Normal Auto Suppression
Sharpness: Normal Contrast: Normal
(

J

L {
5 Shadow Suppression... | | @) Color Space...
off SRGB

(

2 Set[Background Suppression] and «_Image Enhancement [#cames [ save

[Co ntra St] i Background Suppr::sio|‘1 Contrast
b4 =L ( More
(1

o uto
Suppression

©®
‘ N
i ueag

EBackground 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.

EContrast
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.

191



4 Scan

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] on the [E-mail], [Store to Folder],
[Scan to PC], [Store to USB], or [Store & Send Link] screen is set to [Color] or

[Grayscale].

Important ¢ This feature cannot be used with [Photographs].

1 Select [Shadow Suppression].

2 Select [Auto Suppression].

Color Space (Specifying the Color Space)

(@ E-mail Advanced Layout [ E-mail Options
Settings

[ Photographs... ‘ [e Image Options... ‘ [i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression

‘ | \Shurpness: Normal | Contrast: Normal

[ ] Shadow Suppression.. ‘ ‘ [#) Color Space... ‘

off SRGB

( JL )

| | Shadow Suppression [x Cancel ][(7 Save

( | Shadow Suppression hides background colors and image
x off bleed-through.

This feature is unovailable when Black & Whiteis selected in
..., Color Scanning.
Suppression

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 "5 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.

1 Select [Color Space].

2 Select either [SRGB] or [Device Color

Space].

(@ Email Advanced Layout E-mail Options
Settings Adjustment

‘ Photographs... ‘ ‘ 6 Image Options... ‘ ‘ i Image Enhancement... ‘
off Lighten / Darken: Normal Auto Suppression
‘ | ‘Sharpness: Normal | ‘Conlmst Normal
‘ Shadow Suppression... ‘ ‘ [9) Color Space... ‘
off SRGB
( J { J
& Color Space [x Cancel H < 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
o - Contrast
L'O Color Space | joparpnesy

)| -Background Suppression
-Shadow Suppression
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EsRGB

Documents are scanned based on color representation (color space) that conforms to
sYCC.

mDevice 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 Driver CD Kit. 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], [SRGB] 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].
The following shows the reference section for each feature.

Resolution (Specifying a Scanning ReSOIULION) ......ccecvevveieirienienieiiiierieieesieeeieee e 194
2 Sided Scanning (Scanning Both Sides of a Document)............cccoecevivienenienierese e 195
Book Scanning (Scanning Facing Pages on Separate Sheets) .........cccovverenieerinenenieenenienens 195
Original Size (Specifying @ SCaN SiZe) .......ccvvueieiriirieieiniirieietete ettt eees 196
Mixed Size Originals (Scanning Different Size Documents Simultaneously) ..............cccc....... 197
Edge Erase (Erasing Edges and Margin Shadows in the Document) ............cccccvveueevrecnnnencns 198
Reduce/Enlarge (Specifying a Scanning Ratio).........cccceveeieiieriininieieeeeeeeiee e 200
Original Orientation (Specifying the Orientation of the Loaded Documents).............ccceeue..... 201
1 On the [Services Home] screen, select [E- B

mail], [Store to Folder], [Network Scanning], || | . plen

[Scan to PC], [Store & Send Link], or [Store

to USB].

Note » WSD stands for Web Services on

Devices.

Screen
Brightness

Job Flow Sheets

Store to WSD ‘Web Applications m

2 Select a feature on the [Layout Adjustment] [&=er] At | oo, [Foc NN
screen @ Resolution... W 2 Sided Scanning... as) Book Scanning...
) 200 dpi 1 sided off

&3 Original Size... ) Mixed Size Originals... Edge Erase...

Auto Detect off T 2mm
L/R: 2mm

L L ctr: omm

EH Reduce /Enlarge... fga Original Orientation..
100% Sideways Images

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.
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1 Select [Resolution].

2 Select any option.

Note * Select either [200 dpi] or [300 dpi] when
[MRC High Compression] is set to [On]
for PDF, DocuWorks or XML Paper
Specification (XPS) files on the [File

Format] screen.

* Select either [200 dpi] or [300 dpi] when
[Searchable Text] is set to [Searchable]
for PDF or DocuWorks files on the [File
Format] screen.

ScantoPC |  Advanced Layout Filing Options
2 Settings Adjustment
‘ @ Resolution... | [ = 2Sided Scanning.. ‘ hiﬂ Book Scanning... ‘
200 dpi 1 Sided off
{ J\ J\ J
( ) Onghnal Size.. | [ g Mixed Size Originals... ‘ ‘:g;:[ Edge Erase... ‘
Auto Detect off T/B: 2mm
L/R: 2mm
L J | |ctr: omm J
" \j Reduce/Enlarge... | ‘ﬁ Original Orientation... ‘
100% Sideways Images
( I
Resolution [x Cancel ][<7 Save
@ 200 dpi |
@ 300 dpi
400 dpi
w
@ 600 dpi

2 Sided Scanning (Scanning Both Sides of a Document)

This feature is the same as [2 Sided Scanning] on the [E-mail] screen.
For more information, refer to "2 Sided Scanning (Scanning Both Sides of a Document)" (P.155).

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.

1 Select [Book Scanning].

2 Select any option.

1L

@ Scan to PC Advanced Layout Filing Options

Settings Adjustment
( @ Resolution... [ ? 2 Sided Scanning... ‘ MﬂJ Book Scanning... ‘
200 dpi 1 Sided off
( A I J
‘ ‘:I':‘ Original Size... | ‘ JMIxed Size Originals... ‘ ‘;E EdgeErase... ‘

Auto Detect

L

off

J {

T/B: 2mm
L/R: 2mm
) Lctr: omm )

[ B Reduce/Enlarge..
100%

| [ e Original orientation..
Sideways Images

JL

J

BOff

Does not scan as a bound document.

HLeft Page then Right

0t cannin e e
42/ Book Scanning K cancel P s
Binding Edge Erase Place original on the
o o \J Document Glass
oth Pages
(=
|
Left Page [ s |LeftPageonly | 0esomm
LJ theni el
ght
} } 0 =B
Right Page Right Page Only
EheaC |
Top Page L
)

then Bottom

Scans the left page and then the right page of facing pages.
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ERight Page then Left

Scans the right page and then the left page of facing pages.

ETop Page then Bottom

Scans the top page and then the bottom page of facing pages.

EBoth Pages
Scans both pages in page order.

HLeft 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.

ERight 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.

ETop Page Only

Scans the top page only in page order. You can select this option when [Top Page then

Bottom] is selected.

EBottom Page Only

Scans the bottom page only in page order. You can select this option when [Top Page

then Bottom] is selected.

EBinding 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.

Select [Original Size].

2 Select any option.

When you select a non-standard size,
specify values for the X and Y directions.

g Scan toPC I Advanced ] Layout I Filing Options
e Settings dj
([ Resotution.- |[ = 2sided scanning.. | [ (a1 Book Scanning... }
200 dpi 1 sided off
{ J L J L )
( 5 Original Size... ‘ [ ) Mixed Size origindls.. ‘ ‘ 7] EdgeErase... }
Auto Detect off T/B: 2mm
L/R: 2mm

J J | Ctr: Omm )
[ Reduce/Enlarge.. | [ Originat orientation... |
100% Sideways Images

J{
«H Original Size [Bcancel  [[Fsae |

156297mm

e [y
| —x- T \
i P + |
|
\

156432mm

(]
riw

|
|
|
|
\
|
|
J
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EAuto Detect

Detects the document size automatically. The following table shows the document
sizes that can be detected automatically.

Document feeder Document glass

Auto-detectable | B5, B5(1, B4, A5, A5(1, A4, A4f], | B6, B, B5, B51, B4, A6, A5,
Document Size

A3,8.5x11",8.5x 11", A5, A4, A4, A3
11 x 17", 16K(, 8K

Note

« If the document size cannot be detected automatically, a screen to enter the document size

appears.

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 "5 Tools" > "Common
Service Settings" > "Other Settings" > "Paper Size Settings" in the Administrator Guide.

EStandard Size
Allows you to select from preset sizes.

BVariable 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 XML Paper
Specification (XPS) files on the [File Format] screen, 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.

Mixed Size Originals (Scanning Different Size Documents

Simultaneously)

You can scan documents of various sizes simultaneously with the respective sizes or
with the same 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

Note

[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.

* 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.
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1 Select [Mixed Size Originals].

[ () original Size... Mixed Size Originals... 7] Edge Erase...
= ||= || &= |
Auto Detect off T/B: 2mm
L/R: 2mm

L )1 ) |cr: omm J
[ Reduce /Enlarge... ‘ [ gz Original Orientation... ‘

100% Sideways Images

L J L J

2 Se|eCt any OptIOn | Mixed Size Originals [xCancel ][0Suve ]

ScantoPC | Advanced Layout Filing Options
= Settings dj

[ @ Resolution... ‘ ‘ = 2Sided Scanning... ‘ ‘Eﬂ Book Scanning...
200 dpi 15ided off
J J

- Align the top-left comers of your Originals Original Orientation
‘wﬁi‘ and load them in the Document Feeder W
as shown. %] Upright Images

Adjust the Guides to just touch the |
o largest size paper. s
~Load 5.5 x8.5" and AS originals in portrait Images;
orientation.
%/

mOff

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.

B Original Orientation
Specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

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.

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.
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Scan to PC Advanced Layout Filing Options
1 Select [Edge Erasel]. = ] i N
( @ Resolution... | ‘ = 2Sided Scanning... | Mﬂl Book Scanning... ‘
200 dpi 15ided off
L J L J L J
( &7 Original Size... | [ o Mixed Size originals... | ‘% Edge Erase... }
Auto Detect off T/B: 2mm
L/R: 2mm

L J L J [Ctr: Omm J
( ] Reduce/Enlarge... | [ jgg Original Orientation... |

100% Sideways Images
( J

2 Select any option.

" |Edge Erase (®cancel  [[rsave |

Erase Value 0650mm Original Orientation

[;]Ausdges | @ @Uprighnmages‘

Parallel Edges. Top &Bottom Left &Right Center Sideways
=] S & tnages
L2 2] o]
( ( ] [

= +

I )

3 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].

i h

HAIl Edges
The edge width to erase is set to 2 mm for the top and bottom, and left and right edges.

HParallel 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 1 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 1 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.

mOriginal Orientation
Specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

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.
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* Sideways Images

Select this option when placing the top edge of the document against the left side of

the document glass or document feeder.

Reduce/Enlarge (Specifying a Scanning Ratio)

This feature allows you to set the scanning ratio for the document to be scanned.

Note

1 Select [Reduce/Enlarge].

2 Select any option.

EProportional %

* When [Searchable Text] is set to [Searchable], [Reduce/Enlarge] is [100%].

[ Scan to PC I Advanced

Layout Filing Options
Settings d

[ @ Resolution... ‘ ‘ (= 2 Sided Scanning... ‘ Mﬁﬂ Book Scanning... ‘
200 dpi 15ided off
L J J{ J
( &7 Original Size... ‘ [ (o Mixed size Originls.. ‘ ‘P;[ Edge Erase... ‘
Auto Detect off T/B: 2mm

L/R: 2mm
| J L ) |ctr: omm J
[ Reduce /Enlarge... ‘ [ fggm Original Orientation... ‘
100% Sideways Images
L J L J
| Reduce/ Enlarge [x Cancel ][(7 Save

Variable % Preset %

100%

86% A3-B4,
| A4-B5

( "’H Proportional % | 25 & 400% [
100 |

Enter
| #) ouputsize |

B

| B4-B6

50% A3-AS5,

115% B4->A3,
B5-A4

61% A3-B5

122% A4-B4,
A5-B5

70% A3-A4,

| B4-B5

141% A4-A3,
B5-B4

81% B4-A4,

‘BS~>A5

200% A5->A3,
B6->B4

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.

You can change the default values of scan ratios other than [100%]. For information on the settings,
refer to 'S Tools" > "Scan Service Settings" > "Reduce/Enlarge Presets" in the Administrator Guide.

EEnter 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.

Note * Selecting [Enter Output Size] may

generate blank margin areas.

E Reduce / Enlarge

[x Cancel ” < Save

Output Size

T
100x148mmD

A Proportional% | | A3 G B4D |
e ‘ : |

;q Enter A4D BS5© . o sl
7 Output Size | |
i 1

A4D BS O 85x11"E

A5 5x7'D 85x11" 0
1 )

A6 D 35x5"'0
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Original Orientation (Specifying the Orientation of the Loaded
Documents)

This feature allows you to specify the orientation of the loaded document.

When you load the top edge of the document against the left side of the document glass
or the document feeder, and then select [Sideways Images], the document is displayed
in the correct orientation when viewed on your computer screen.

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].

The following shows the reference section for each feature.

Quality/File Size (Specifying an Image Compression Ratio When Scanning) ............c.c.c.c.... 202
Read Receipts (Specifying Read RECEIPLS).....covevuiriieieiieiieiieieieieeecee et 203
Split Send (Sending in SECLIONS)......ceirvirieieirieieieiirteieeee ettt sttt seestese e seseeseaee 204
File Name (Specifying a Name for the File to be Sent)........cccocovveieiiiniineinenieieecceeeees 204
Reply To (Specifying a Reply Address) .......covveererinieiesieieiese et 205
File Name Conflict (Setting the Action to be Taken for File Name Conflict)..........cccccceueuenc. 206
File Name (Specifying a Name for the File to be Saved) .......cccevveviiinieniniiieee e 206
Encryption (Sending E-mail Encrypted by S/IMIME)........cccoooiiiiiiiiieee e 207
Digital Signature (Sending E-mail with a Digital Signature by S/MIME)........cccccecevvevrennennn. 207
LOZIN NAITIC. ...ttt ettt ettt ettt et et e b e bt et e b e bt et e seebeese e tesneeneeneesnean 207
PASSWOI ...ttt etttk 208
IMEta DAta ..o e 208
1 On the [Services Home] screen, select [E- e

mail], [Store to Folder], [Network Scanning], | ., RS e

[Scan to PC], [Store & Send Link], or [Store |==—==== p—

to USB].

Note » WSD stands for Web Services on

Devices.

Stored

i

Screen
Brightness

Job Flow Sheets

Store to WSD. w;;\pplim:i;s%
S
2 Select a feature on the [E-mail Options)/ EREERENEEE

[Flllng OptionS] screen. @ Quality / File Size... ‘ ‘, Read Receipts.. ‘ @ Split Send... ‘
B e e
Note « The features displayed on the screen ‘ ) ) |
depend on the Scan service selected on | = """ ‘ ‘ T ‘
I )

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]
on the [E-mail], [Store to Folder], [Scan to PC], [Store to USB], or [Store & Send Link]
screen is set to [Color] or [Grayscale].
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E-mail Options/Filing Options

1 Select [Quality/File Size]. Pl - TR
‘& Quallity / File Size... | -, ReadReceipts... ‘ ‘ E Split Send... ‘
Quality: Higher +2 off Split by Page
File Size: Larger +2
L J\ J U J
EI File Name... [ & ReplyTo.. ‘
Auto Name
2 Se|eCt a ny button . @Qunlityl File Size [x Cancel ][0 Save
Note « If the High Compression Image Kit Normal Qualit High Qualty T:fml'blk " )
. . . when Black & White
(optional) is installed, and when [MRC - i selected.
High Compression] is set [On] on the [File @ \
Format] screen, three image compression a
levels are available. ’9 ")
Small File Size LargeFile Size

ENormal Quality

The image is saved with high compression. Image quality degrades, but the file size
decreases.

EHigh Quality

The image is saved with low compression. Image quality improves, but the file size
increases.

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 Service
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.

1 Select [Read Receipts]. P ilnirae ] - N
‘& Quality / File Size... [ . ReadReceipts... ‘ ‘ E Split Send... ‘
Quality: Higher +2 off Split by Page
File Size: Larger +2.
{ J\ J1 J
[E [ 4 ReplyTo.. ‘
=h
AutoName

2 Se IeCt [On] . "' Read Receipts [x Cancel ][& Save

This feature s used to request the recipient to send a confirmation mail
10 the sender indicating the mail delivery status.

aoff

Support for MDN must be provided by the recipient.
e
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mOff
Select this option when you do not request read receipts.

HOn
Select this option when you request read receipts.

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.

For information on [Split Send], refer to "S5 Tools" > "E-mail Service Settings" > "E-mail Control" >
"Split Send Method" in the Administrator Guide.

1 Select [Split Send]. FECWMACTTMeNTTSeDTITD |
H@ Quality /File Size... ‘ ‘ . Read Receipts... ‘ ‘ E Split Send.. ‘
Qu(;llly: Higher +2 off split by Page
File Size: Larger +2 | I
L L J
‘E‘ File Name... ‘ ‘ <4 ReplyTo...
Auto Name
L J J
2 Select any option. spitsend Mo Joom
= When the file size of an outgoing E-mailis to big, the file can be split
u’rj Splitby Page into files of specific data size to be sent separately as E-mails.
— splithy
L

ESplit 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.

ESplit 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.

EmAuto Name

The file name is "img-xxx-yyy.zzz" (where xxx is the date and time, yyy is the page
number, and zzz is the extension).

The extension depends on the setting in [File Format].
* When [TIFF] is selected in [File Format]: tif
* When [JEPG] is selected in [File Format]: jpeg
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E-mail Options/Filing Options

* 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.

BTo set the file name

1 Select [File Name].

Enter a file name using the displayed keyboard.
For information on how to enter characters, refer to "Entering Text" (P.48).

Note * When 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.

1 Select [Reply Tol. EEna | A Lapeut T Ematopters _
ig Quality / File Size... [ ., ReadReceipts... | Tﬂ split Send... ‘
Qu(;lily: Higher +2 off split by Page
File Size: Larger +2 ‘ il |
Ll;rL' File Name... ( & ReplyTo... |
Aul:)Name
2 Enter an address for reply. € ReplyTo ER EE
Reply To
( (g Reply To Me
[ AddressBook |
HReply To

Select the [Reply To] box to display the keyboard screen on which you can enter an
address for reply.

EClear

Deletes the address entered in [Reply To].
HReply 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.

BAddress Book

Allows you to select a reply address from the Address Book.
For more information, refer to "Address Book (Specifying an E-mail Address)" (P.147).
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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.

ScantoPC | Advanced Layout Filing Options
| = Settings d

‘ ’7 Quality /File Size... ‘ ‘ \;L\ File Name... ‘ ‘ [ File Name Conflict...
Quality: Higher +2 Auto Name Do Not Save
File Size: Larger +2

) )

J 1

Select [File Name Conflict].

— File Name Conflict [®cancel || save

i The new file is not saved f there is an existing file with the same
Do Not Save file name in the same directory.

‘ New File ‘

Select any option.

Overwrite

EDo Not Save
Cancels the job without saving the file.

HERename New File
Automatically changes the file name by appending a number (0001 - 9999) to the file
name, and saves the file.

mOverwrite 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.

HAuto Name
The file name is "img-xxx" (where xxx is the date and time).

Note « If a file name is deleted, [(Auto Set)] is displayed.

BTo set the file name

1 Select [File Name].
2 Enter a file name with up to 28 characters using the displayed keyboard.

* If a document stored in a folder of the machine is imported to a computer, the specified
name may not be reflected on it depending on import method.

For information on how to enter characters, refer to "Entering Text" (P.48).

Note
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Encryption (Sending E-mail Encrypted by S/MIME)

When using the E-mail service, you can send e-mail encrypted by S/IMIME.

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 "5 Tools" > "Scan Service
Settings" > "Scan Defaults" > "E-mail Encryption" in the Administrator Guide.

mOff
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.

For information on how to link a certificate to the machine’s e-mail address, refer to "10 Encryption and
Digital Signature Settings" > "Configuration of E-mail Encryption/Digital Signature" in the
Administrator Guide.

mOff
Sends e-mail without a digital signature.

EOn
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.

For information on how to enter characters, refer to "Entering Text" (P.48).
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Password

You can enter the password for a destination server.
* This feature is displayed only when [Network Scanning] is selected on the [Services Home]

Note
screen.

1 Select [Password].
2 Enter the password using the keyboard displayed on the screen.

For information on how to enter characters, refer to "Entering Text" (P.48).

Meta Data

You can change the values of the DMF if they are specified for a selected job template
* This feature is displayed only when [Network Scanning] is selected on the [Services Home]

Note
screen.
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5 Send from Folder

This chapter describes the basic operations and features for the Send from
Folder service.

Two types of folders are available: [Copy & Print Jobs] and [Scan & Other Jobs].
You can check and operate copy files and print files stored in folders under
[Copy and Print Jobs], and scan files in folders under [Scan & Other Jobs],

respectively.
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.
* Folder Operating ProCedure ............ccoiiiiiiiiieeiiee e 210
* Selecting a Folder under Copy & Print JObS.........cvvviviviiiiiiiiiiiee, 213
* Checking/Operating Files in Copy & Print JOb.......cccccvviiiiiiieiieiis 214
* Deleting Files in Copy & Print JODS .......ccooiiiiiiiiiiiiee e, 216
* Copying/Moving Files in Copy & Print JObS ........coociiiiiiiiii s 217
* Editing Files in Copy & Print JODS.......ccooviiiiiiii e, 221
* Merging/Batch Printing Files in Copy & Print JObS ........ccooviiiiiiiiiiniine. 225
® Printing Files in Copy & Print JODS ......coviiiiiiiiiiiiie e 232
* Selecting a Folder under Scan & Other Jobs .........ccccoeeeieeiiiiiiiiiiiiiee, 244
* Checking/Operating Files in Scan & Other JObS ..........cccccoooiiiiiiiiinnnen. 245
® Checking File Details in Scan & Other Jobs.........ccccccviveveeieiiiiiiiiie, 247
® Printing Files in Scan & Other JObS ..., 248
* Configuring/Starting JOb FIOW.........c.ouiiiiiiiii e 251

* Making Backups of Filesina Folder............cccciiiiiiiiiiee e 256



! 19p|04 Woly pussg

5 Send from Folder

Folder Operating Procedure

This section describes the basic procedure to operate files in folders.

Two types of folders are available: [Scan & Other Jobs] and [Copy & Print Jobs]. The
folders under [Scan & Other Jobs] allow you to store print files submitted by a computer
and scan files. 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.

The folders under [Copy & Print Jobs] allow you to store copy files and print files. You
can also save the files again and reprint them in a folder after editing the files or
changing their settings.

The following shows the reference section for each procedure.

Step 1 Opening the Screen to Operate the Folder...........cooiiieiiiiininieeeee e 210
Step 2 Selecting the FOIAEr TYPE ...ccuevieiriiiiieiiirieieeesterte ettt 211
Step 3 Selecting @ FOIACT ..ottt 211
Step 4 Checking/Selecting Files in @ FOLAET ........cocoouviririiniiniieeeceeseeceeeeeee e 211
Step 5 Operating Files in @ FOLART ....c.ceuivuiiiiiiiiirieieceieieeeeee sttt 212

Step 1 Opening the Screen to Operate the Folder

The following describes how to select features.

Note * The features displayed on the screen depend on your machine configuration.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Send from Folder].

Simple Copy
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Step 2 Selecting the Folder Type

1 Select [Copy & Print Jobs] or [Scan & Other
Jobs].

Step 3 Selecting a Folder

Copy &Print Jobs

(002 £

(001 (4
TEST1 TEST2

JL

\ (004 (4
TEST3 TEST4

J{

005 (4~ (006 (£
TESTS TEST6
I

(007 24— (008 #—
TEST7 TESTS
J{

(009 \[4— (010 \(#—

fo11 \2— (012 \[2—

TESTO TEST10 TEST11 TEST12
JL AN J VT
(013 N\4— (014 (2— (015 [2— [016 42— L
TEST13 TEST14 TEST15 TEST16
U/ )L J
(017 \[&— (018 \[2— (019 \[4— (020 (2

TEST17 TEST18

J\

TEST19
L J

TEST20

Scan & Other Jobs

y[003 N4

Goto
001 © 500

N

Access to some folders may be restricted, depending on the settings of the

Authentication feature.

For information on selectable folders depending on the Authentication feature being used, refer to "11
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.

Copy &Print Jobs
(002 £
TEST2
J\

(001 (4
TEST1

\ (004 (4
TEST4
JL

TEST3

‘005 \[4— (006 \[4—

TESTS TEST6

J\

(007 24— (008 #—
TEST7 TESTS
J{

(009 \[4— (010 (2— (011 (2— (012 (2—

TEST9 TEST10

J L

TEST11 TEST12

(013 N&— (014 (2 —
TEST13 TEST14
J

017 \4— (018 (2
TEST17 TEST18

J\

) L J\ [
(015 2— (016 42— L M
TEST15 TEST16

)L J

(019 (2 (020 \[(#

TEST19
L J

TEST20

Scan & Other Jobs

y[003 N4

Goto
001 © 500

N
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2 If a passcode is set for the folder, enter the passcode and select [Confirm].

Step 4 Checking/Selecting Files in a Folder

1 Select the display style from [List] and
[Thumbnail].

| Folder 001 -File List [@retresn ][/ close
List [x] Number of Files: 3 [select All
i 2| Date &Time Pages
Thumbnail 2011/519 6:13PM 1"
| ¥ Doc Name102 2011/5/19 6:13PM 12
[ Job Flow
2011/5119 6:14PM 13] | settings...

| g DocName103

For information on the [File List] screen, refer to "Checking/Operating Files in Copy & Print Job"
(P.214) and "Checking/Operating Files in Scan & Other Jobs" (P.245).

Note
totaling up to 100 files.

¢ In a folder under [Copy & Print Jobs], you can store a combination of copy files and print files

* In a folder under [Scan & Other Jobs], you can store a combination of scan files and print
files totaling up to 1000 files (including up to 100 print files). Or you can store up to 1000
scan files (only) or up to 100 print files (only) in a folder under [Scan & Other Jobs].

211



! 19p|04 wouy puag

5 Send from Folder

For information on the [File List] screen, refer to "Checking/Operating Files in Scan & Other Jobs
(P.245).

2 Select a file to send by e-mail or to print. " Folder 001-FileList [Qreen || close
List N4 Number of Files: 3 Select All |
Order [File Name 4 [Date & Time |Pages
&4 DocName101 2011/519 6:13PM 1 ‘
% DocName102 2011/519 6:13PM 12 J
Job Flow
% DocName103 2011/519 6:14PM 13 J Settings..

Step 5 Operating Files in a Folder

The following shows the reference sections for operations available on the screen.

Selecting a Folder under Copy & Print JODS.......cccoiriinieriniiieneninceteseiectese e 213
Checking/Operating Files in Copy & Print JOD .......cccooiiieiiiiiiieiee e 214
Deleting Files in Copy & Print JODS .......ccveviiirieieiieiiieeiesieiet ettt 216
Copying/Moving Files in Copy & Print JODS........ccooeieiririnieieiiiieieeeeceecie e 217
Editing Files in Copy & Print JODS .....ccoioiiiieieiieieeeeiee ettt 221
Merging/Batch Printing Files in Copy & Print JODS ........ccoeiveieriiiiieniineceeseeeeeciee 225
Printing Files in Copy & Print JODS ....cc.ocuiiiriiiiiieee ettt 232
Selecting a Folder under Scan & Other JODS .........coiiuiiiiiininieee et 244
Checking/Operating Files in Scan & Other JODS ........c.cocoevivieuiineininiiinieincceiccseeeeens 245
Checking File Details in Scan & Other JODS.........cccerieriiierierenieieesreeee e 247
Printing Files in Scan & Other JODS..........coieiiiriiiiiniirieieeesere et 248
Configuring/Starting JOb FIOW.......cccccciiiiiiiiiiiiiiiniiiiceeceecceeteeveeee e 251
Making Backups of Files in @ FOIer........cccooiiiiiiiiiieie e 256
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Selecting a Folder under Copy & Print Jobs

Selecting a Folder under Copy & Print Jobs

The following describes how to select a folder under [Copy & Print Jobs].

Access to some folders may be restricted, depending on the settings of the
Authentication feature.

1 Select [Copy & Print Jobs], and then select a ——_—TTTE

folder. MBI D) Stw
. JU L ) [:]
Note * Select [ A] to return to the previous 005 \[2— (006 (4 (007 (2 (005 \2— -
TESTS TEST6 TEST7 TEST8
screen or [ ¥] to move to the next screen. I J J
« If the passcode entry screen appears, TesTe Tsto || TSt | Teeme
enter the passcode and select [Confirm]. | —— ' — .
013 (4 (014 (& 015 4— (016 (£ J

TEST13 TEST14 TEST15 TEST16
( UK )L JL J
017 \[2— (018 2— (019 [4— (020 (24—
TESTI7 TEST18 TEST19 TEST20

JC ( J

EmGo to

Displays a folder at the top when you enter the 3-digit folder number with the numeric
keypad.

213

i 19p|04 WOl puss



! 19p|04 wouy puag

5 Send from Folder

Checking/Operating Files in Copy & Print Job

You can check or operate files stored in a folder under [Copy & Print Jobs]. Both copy
and print files are displayed in folders under [Copy & Print Jobs].

Note » Scanned files stored by [Scan & Other Jobs] will not be displayed.
1 Select a folder under [Copy & Print Jobs]. SR Ga— |
(001 \[#— (002 4 (003 \[#— (004 \[4— Go'to
TEST1 TEST2 TEST3 TEST4 001 & 500
L J J L \ J
(005 \[#— 006 (& (007 \[#— (008 \[#— @‘
TESTS TEST6 TEST7 TEST8
L )L JI L J
(009 2— (010 \[2— (011 (£ [012 {2
TEST9 TEST10 TEST11 TEST12
U J J\ L J T\
(013 2— (014 (42— (015 {4 (016 \&— L_J
TEST13 TEST14 TEST15 TEST16
W J\ Y\ 4 )
(017 \[#— (018 & (019 [2— (020 \[4
TEST17 TEST18 TEST19 TEST20
\ J J L J
2 Select afile. Folder 001 - File List (Gretresn [[Fctose |
. List Thumbnail (= )
Note * Select [ A] to return to the previous I [12]
screen or [ ¥] to move to the next screen. | S Fietarme e -
. . . 1 E.;\ Doc Name101 2011/6/13 10:226A " ] W
* You Can Sort flles In ascendlng or %DocNumE'IDZ 2011/6/13 10:26A 12‘
descending order by selecting either [File Ty — Fo———— 5| Deiste
Name] or [Date & Tlme]' L) DocName104 2011/6/13 1026A 14J Copy/Move ‘
* At the left of each file name, an icon is © DocName105 201161310264 15| Edit Pages
displayed to show the file type. &2 DocName106 2011/6/131026A 16
J
:Copy file &5 Doc Name107 2011/6/131026A s =m0
:Print file | Settings/pint |

:Edited file
3 Select any option.

HRefresh
Displays the updated information.

HList
Lists the files stored in the folder, with their stored dates and pages.

B Thumbnail

Displays the images and names of the files stored in the folder.

Important e 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.

* The thumbnail view may not be available for long documents. If a long document is not
displayed in thumbnail view, display it 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 may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.

ENumber of Files
Displays the number of files stored in the selected folder.

mSelect All

Allows you to select all the files in the folder. If you select [Select All] again, all the files
are deselected.
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Checking/Operating Files in Copy & Print Job

EDelete

Allows you to delete the selected files in the folder.
Refer to "Deleting Files in Copy & Print Jobs" (P.216).

ECopy/Move

Previews the selected file to allow you to check its details, and copy or move it to
another folder.

Refer to "Copying/Moving Files in Copy & Print Jobs" (P.217).

HEdit Pages

Allows you to edit the files in the folder.
Refer to "Editing Files in Copy & Print Jobs" (P.221).

EMerge/Batch Print

Allows you to merge multiple files in the folder, and batch print them.
Refer to "Merging/Batch Printing Files in Copy & Print Jobs" (P.225).

EChange Settings/Print

Allows you to change the file settings before printing the files.
Refer to "Printing Files in Copy & Print Jobs" (P.232).
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5 Send from Folder

Deleting Files in Copy & Print Jobs

You can delete files in a folder under [Copy & Print Jobs].

1 Select a file and select [Delete]. " Folder 001 -File List

[ Refresn N P Close ]
{ List Thumbnail | Fles:
o2
Order |File Name Date&Time  + |Pages g
1 4a/DocName101 2011/6/13 10:26A 11] S
elect
&z DocName102 2011/6/131026A 2| \
— Delete
[T) DocName103 2011/6/13 1026A 13 L )
= Copy/Move |
| L) DocName104 201176113 10:26A 14 ‘
() Doc Name105 2011/6/1310:26A 15J Edit Pages
% DocName106 2011/6/13 1026A 16
Eg Doc Name107 2011/6/13 10:26A 42| m= \
| Settings/Print |

2 Select [Delete].

& Delete

Are you sure you want to delete the selected file?

Folder: 001 TEST1

File Name: img-103122323
File 00027 / Type: Copy File
Date & Time: 3/1/2011 12:23

i‘ Cancel

EDelete

Deletes the file.

Note * Once the file is deleted, it cannot be recovered.

ECancel
Cancels deleting the file.
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Copying/Moving Files in Copy & Print Jobs

Copying/Moving Files in Copy & Print Jobs

You can check files stored in a folder under [Copy & Print Jobs], change their names,
print their first pages for confirmation, and copy or move them from one folder to
another. The following shows the reference section for each feature.

1 Select a file and select [Copy/Move]. | Folder 001 -File List (Gremsn || oclose |
{ List | Thumbnait Files:
| 12
Order |File Name [Date&Time  + | Pages —
1 l=o DocName101 2011/6/131026A 11 T
55 Doc Name102 2011/6/131026A 12
—— | Delete
() Doc Name103 2011/6131026A 13
[T) DocName104 2011/6113 1026A 14 CopyLMove
(=) Doc Name105 2011/6/13 10:26A 15 | Edit Pages
[E5 Doc Name106 2011/6/13 1026 16
25 Doc Name107 2011/6/131026A 17 v s
| Settings/ Print
2 Select any option. _ Folder 001 - Copy / Move < Close
Whole Page [
No Rotation Io
File Number:
00001
File Name:
Doc Name101 =
| Print
First Page Only
Date &Time:
2011/6/13
10:26AM | Copy
‘Change | (Move |
File Name...
mView Size

Allows you to select whether to display the whole page or to enlarge the image by
200%.

Note * A small size of a document may not be enlarged even if you select [Enlarge View].

* The orientation of an image displayed in preview may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.

ERotation

Allows you to select an angle to preview the image from [Right 90 degrees], [Left 90
degrees], and [180 degrees].

Note * The orientation of an image displayed in preview may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.

EChange File Name
Allows you to change the file name.

Note * If you have selected multiple files, you cannot change the file names.

HApply To

Allows you to specify a page to preview on the screen using [+] and [-] or the numeric
keypad.

EPrint First Page Only
Allows you to print the first pages of files for confirmation.
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ECopy

Allows you to copy files from one folder to another.
Refer to "Copy" (P.218).

EMove

Allows you to move files from one folder to another.
Refer to "Move" (P.219).

Copy

You can copy files from one folder to another.

Important ¢ Even when the folder to which a file is copied is linked to a job flow, the copied file itself will

Note

not be linked to the job flow.

« [Date & Time] of a copied file will be updated to the date it is copied.

* A folder to which a file is copied must be a folder other than the one that currently stores the

file.

1 Select [Copy].

Select a folder to which a file will be copied,
and select [Save].

Note

HFile List

« If a passcode is set for the folder, the
passcode entry screen appears. Enter the
passcode, and select [Confirm].

« If the folder is full, the file cannot be
copied to that folder.

Copy to Folder [X Cancel H < Save ]

002 (003 (004 * Go'to
TEST2 TEST3 TEST4 U] © 510
: g = [

(005 (006 “007 (008 * ‘ ’

TESTS TEST6 TEST7 TEST8 Number of Files:

1\ L J L J

o

L

009 [ o010

TEST9 TEST10

o

[012
TEST11 TEST12

(01 (014 (01 (016

TEST13 TEST14 TEST1S TEST16 T
\ )L JA <

017 (018 L (019 (020

TEST17 TEST18 TEST19 TEST20

L

L\ J

l

Displays the [Copy to Folder - File List] screen.

Refer to "[Copy to Folder - File List] Screen" (P.218).

[Copy to Folder - File List] Screen

This screen allows you to check or delete other files stored in a folder to which a file is

copied.

HList

[Grefresn

oo ]

Copy to Folder -File List
List Thumbnail
Order | File Name Date&Time v |Pages
s DocName101 2011/6/13 1026A |
Eg Doc Name102 2011/6/13 10:26A 12
[) DocName103 2011/6/131026A 13
l Doc Name104 201176113 10:26A 14‘
(5 DocName105 2011/6/131026A 15
% DocName106 2011/6/131026A

16J

Eg Doc Name107

2011/6/13 1026A

17‘

Files:

[ 1]

Select All

Lists the files stored in the folder, with their stored dates and pages.
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Move

EThumbnail
Displays the images and names of the files stored in the folder.

Important e 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.

* The thumbnail view may not be available for long documents. If a long document is not
displayed in thumbnail view, display it 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 may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.

ENumber of Files
Displays the number of files stored in the selected folder.

ESelect All
Selects all the files in the folder.

EDelete
Deletes the selected files in the folder.

HFile Details
Allows you to check the preview image of the selected file.

You can move files from one folder to another.

Important ¢ Even when the folder to which a file is moved is linked to a job flow, the moved file itself will
not be linked to the job flow.

Note * A folder to which a file is moved must be a folder other than the one that currently stores the
file.

Select [Movel].

Select a folder to which a file will be moved, | MovetoFolder [Rcancel || save
and select [Save]. fo020— (002 -~ ooe B e
¢ )L I
Note « If a passcode is set for the folder, the 005 (006 (007 008 —
TESTS TEST6 SRS TEST8 Number of Files:
passcode entry screen appears. Enter the | I JL I J - i
passcode, and select [Confirm]. CI. e (D ey (O e (O e —
« If the folder is full, the file cannot be — > — v
moved to that folder. Tesma | T | Tems | Tewe | P
J\ R J \
(017 018 (019 “020
TEST17 TEST18 TEST19 TEST20
v, ¢ ks J
EFile List

Displays the [Move to Folder - File List] screen.
Refer to "[Move to Folder - File List] Screen" (P.220).
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[Move to Folder - File List] Screen

This screen allows you to check or delete
other files stored in a folder to which a file is
moved.

For information on the features displayed on the

screen, refer to "[Copy to Folder - File List] Screen"
(P.218).

| Move toFolder - File List [@refresh [ close
{ List Thumbnail | Filess
Lo
Order | File Name Date&Time v |Pages g
Eg DocName101 2011/6/13 10:26A | oAl
elect

&g DocName102 2011/6/131026A 2|

[ ) DocName103 2011/6/1310:26A 13J

[T) DocName104 2011/6/131026A 14

(5) DocNome105 2011/6/131026A 15|

a DocName106 2011/6/131026A 6]

Eg Doc Name107 2011/6/13 10:26A 24 J
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Editing Files in Copy & Print Jobs

You can edit files in a folder under [Copy & Print Job]. The following shows the
reference section for each feature.

Note * When print files are edited in a folder under [Copy & Print Jobs], they will be stored as
"Edited file" ( ). After being stored as "Edited file", they will no longer be displayed in a
folder under [Scan & Other Jobs].

INSEIt SEPATALOTS ... ettt ettt e sb e et e st e e bt et e bt e b e e bt e ebeeenteenneenee 222
Chapter Start + Insert File .. 222
INSEIT FALC .ttt ettt ettt a ettt et b e ebeenteseeteeneensete e 223
Edit List/DElete PAZES ......ccveviriiriiiriiieiicieiesetese ettt ettt sttt 224
1 Select a file to be edited, and select [Edit " Folder 001 -FileList (@reresn oo |
Pages]. T | Thumbnai Fhes -
Order |File Name [Date&Time v |Pages ‘7
1 |5,/ DocName101 2011/6/131026A 11] RS
[E5 Doc Name102 2011/6/13 10:26A 12 vV
[£) Doc Name103 2011/6/13 10:26A 13 G
| L) Doc Name104 2011/6/1310:26A 14 | Copy/Move
(=) Doc Name105 2011/6/1310:26A 15 [ Edit Pages
&5 Doc Name106 2011/6/13 10:26A 16
‘EE\ Doc Name107 2011/611310:226A 17 v (eRante
= Settings / Print
2 Use [+] and [-] or the numeric keypad to | Folder 001 - Edit Pages =
select a page to be edited. " ety
3 i No Rotation = ‘ 1
Select any option. . B
Zg:gﬁumbar: =
File Name: s:::e;&
=y | [ Chapter Start +
Insert File
Date &Time: [FnserEElle
2011/6/13
10:26AM | A.dd to Delete
J Save As [Edit List/
Delete Pages...

mView Size

Allows you to select whether to display the whole page or to enlarge the image by
200%.

Note * A small size of a document may not be enlarged even if you select [Enlarge View].
* The orientation of an image displayed in preview may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.
HRotation

Allows you to select an angle to preview the image from [Right 90 degrees], [Left 90
degrees], and [180 degrees].

Note * The orientation of an image displayed in preview may not match the orientation (LEF

Orientation/SEF Orientation) in which the document was loaded.

ESave As

Select this check box to change the file name.

HApply To
Allows you to specify a page to preview on the screen.
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Hinsert Separators

Displays the [Insert Separators] screen.
Refer to "Insert Separators" (P.222).

EChapter Start + Insert File

Displays the [Chapter Start + Insert File] screen.
Refer to "Chapter Start + Insert File" (P.222).

Binsert File

Displays the [Insert File] screen.
Refer to "Insert File" (P.223).

BAdd to Delete List

Adds the selected page to the Delete List.

mEdit List/Delete Pages

Displays the [Edit List/Delete Pages] screen.
Refer to "Edit List/Delete Pages" (P.224).

Insert Separators

You can separate the main file and insert a separator into it after its target page.

Important ¢ After inserting a separator, Side 1 and Side 2 of the pages after a target page may switch
positions with one another.

Note * You cannot insert a file between a cover page and a separator.

Select [Insert Separators].

Plain

Select a paper tray for separators to be Edit Pages - Insrt Seporators [Bcant [ save
inserted. Sorasty BNt
1L§:Al< ‘ 6L§ 100x148mm 1
Use [+] and [-] or the numeric keypad to = : | ‘zm‘ ‘
enter the number of separators to be i ;u || R
inserted, and then select [Save]. —a t,‘ o 1
| J

Chapter Start + Insert File

You can separate the main file and insert another file after its target page.

Important ¢ After inserting a file, Side 1 and Side 2 of the pages after a target page may switch positions
with one another.

Note « A file cannot be inserted between a cover page and a separator.

1 Select [Chapter Start + Insert File].
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2 Select afile to be inserted, and select | Falder 001 - InsertFile K JFswe ]
[Save] { List | Thumbnai Flles
7
Order [File Name Date&Time v | Pages ‘
[ =/ img-704134836 41712011 1318 1 ]
| 55 img-704134827 47120111348 1
“FileDetals... |
| 55 img-704134820 41712011 13:48 1
| &g img-704134811 4712011 1348 1
| 5 img-704134737 47120111347 1
| 55 img-704134708 41712011 13:47 1
HList

Lists the files stored in the folder, with their stored dates and pages.

EThumbnail
Displays the images and names of the files stored in the folder.

Important e 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.

* The thumbnail view may not be available for long documents. If a long document is not
displayed in thumbnail view, display it 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 may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.

ENumber of Files
Displays the number of files stored in the selected folder.

HFile Details
Allow you to check the preview image of the selected file.

Insert File

You can insert a file after the target page of the main file. If the main file is programmed
to be copied or printed on 2 sides, the 2 sided setting will be applied also to the file
inserted.

Important ¢ You cannot insert a file into the main file if the main file is a mixed-size document, if it

contains cover pages or separators, if it contains different-sized paper, or if the orientations
of its paper are not the same.

* A file cannot be inserted between a cover page and a separator.

1 Select [Insert File].

Select a file to be inserted, and select " Folder 001 - InsertFile [Reaeat JFsme )
[Savel. o e |
Note * You can select only one file. el e [Date&mme = pages '

[ =</ img-704134836 47712011 13:48 1 ]

| [E5 img-704134827 4712011 1348 1

| img704134820 47712011 1348 1 File Detalls.. |

\ E‘Q img-704134811 /712011 13:48 1

| 55 img-704134737 4712011 13:47 1

| 55 img-704134708 4772011 13:47 1
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Edit List/Delete Pages

You can delete pages added on the Delete List.

Important ¢ After deleting pages, if a file is reduced merely to a cover page without any images, the file

itself will be deleted.

Note * If a file with a deleted page is programmed to be copied or printed on 2 sides, the page

before and after the deleted page will be copied or printed in succession to one another. In
this case, Side 1 and Side 2 of the pages after the deleted page may switch positions with

one another.

Use [+] and [-] or the numeric keypad to

select a page to be deleted, and select [Add

to Delete List].

Note * You can enter up to 20 items in the Delete

List.
Select [Edit List/Delete Pages].

Note * By pressing the <C (Clear)> button on the
control panel, you can delete items added

on the list one by one.

3 Select [Delete].

Folder 001 - Edit Pages [Fcose |
[Whole Page = ?ppl%,‘;l;;:d..
2
|G )
[No Rotation = | 1 ‘
{ —
+
File Number: 1B
00001 -
nsert
File Name: Separators
TEST il Chapter Start + |
Insert File
Date & Time: InsertEle
201176113 S )
L0250 AddtoDelete |
List
Save As Edit List / |
Delete Pages...
[ EditList/ Delete Pages [ close

File Name: TEST
File Number: 00001
Date & Time: 2011/6/13 10:32AM

When you want to remove the last entry from
thelist of pages to be deleted, use the C
button.
DeleteLList:

1

Delete
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Merging/Batch Printing Files in Copy & Print Jobs

You can merge multiple files stored in a folder under [Copy & Print Jobs], and batch
print them.

Note * When print files are edited in a folder under [Copy & Print Jobs], they will be stored as
"Edited file" ( ). After being stored as "Edited file", they will no longer be displayed in a
folder under [Scan & Other Jobs].

1 Select multiple files, and select [Merge/Batch [ rotder oot e ot (@reren | o |
Pri nt] ( List | Thumbnait Flles
| ‘ [ 12
. . Order | File Name Date & Time ¥ | Pages -
L]
Note Files are merged in selected order. e T = S
2 |z, DocName102 2011/6/1310:33A 12
| Delete
[£) Doc Name103 2011/6/1310:33A 13 (
TR
@ Doc Name104 2011/6/1310:33A 14 | Copy/Move
!:23 Doc Name105 2011/611310:33A 15
[5 Doc Name106 2011/6/1310:33A 16 (‘Merge/
Batch Print
[E5 Doc Name107 2011/6/131033A 17| v | [change

Settings / Print

2 Select any option, and specify the number of [ Fotder 001-Merge/ Batch prnt & close
print sets using the numeric keypad. (Wi o e Detale,
b :;;T: Top Tray Print Quantity
!L"] Covers... 0\?”‘ Annotations... ‘EI
W B e
off off
| Merge
Auto Name ‘ ==
The following shows the reference section for each feature.
FIIE DELALLS ..ottt et ettt ettt ettt et e e be e b e e neesabeenbeenseennean 226
11 (3§ o4 USRS PRSPPI 226
METZE & PIINL. ittt bttt sttt sb bbb sae bt st eseesbeebeens 227

The following features allow you to cancel the settings of the source files and
reprogram the settings to the newly merged files. The settings of the features other than
the following will remain as they are. For more information, refer to the followings.

SEPATALOTS ...ttt ettt ettt ettt ettt et et b e ea e st e s b e bt e st e s b e s bt ebt e st e sbe bt et e e bt sheebtenbeshe bt et enten 227
COVRTS. . vttt ettt ettt et ettt eb et bt e b e et e bt bt eh e b et eht et e bt bt ebe e b nh e eb e et e nbe bt et e aesb et saes 228
WALETIMATK ...ttt ettt e sttt esaeeseeneenseeaeeneensessenseseene 229
File Name

OULPUL ..ttt ettt et e h e b e st e st e e st eab e e eb e e sbee et e eabeenbeenbeenbaenbeenbeeseenee
Annotations

3 Select [Print].
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File Details

You can check the content of selected files. On the screen displayed, you can merge

files or batch print them.

1 Select [File Details].

2 Select any option, and specify the number of
print sets using the numeric keypad.

EMerge

Displays the [Merge] screen.
Refer to "Merge" (P.226).

EMerge & Print

Displays the [Merge & Print] screen.
Refer to "Merge & Print" (P.227).

EPrint

[ File Details

[ close

File Number - File Name Date & Time

&g 00012-Doc Name 2011/6/13 1036A

Eg 00013-Doc Name2 2011/6/13 1034A

Print Quantity
16999

1

Merge

Merge &Print |

Print

Merges and then prints (multiple) selected files. The merged files are not saved.

Merge

You can merge selected files.

1 Select [Mergel.
2 Select any option.

HDelete Source Files
Deletes source files after they are merged.

mKeep Source Files
Keeps source files after they are merged.

ECancel
Cancels merging of files.

& Merge

The selected files will be merged.

Select to delete o save the selected files after merging.

| Delete | | Keep
Source Files | | SourceFiles
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Merge & Print

You can merge selected files, and batch print them.

1 Select [Merge & Print].

2 Select any option.

& Merge / Batch Print

The selected files will be merged.

Select to delete or save the selected files after merging.

EDelete Source Files
Deletes source files after they are merged.

mKeep Source Files
Keeps source files after they are merged.

ECancel
Cancels merging of files.

Separators

You can insert separators between merged files, or merge multiple files without any
chapter divisions.

1 Select [Separators].

Select any option. Wss Kewen [Fsme )
enarator Tres Separator Quantity
If you select [Blank Separators] or [Printed —— e [~—1]
Separators], select a paper tray for ‘ == | =5 : ~
Blank 2|=/A3 7= A4 [—

Separators_ ‘[ﬁ Separators J } " bian | [ Aain L
s =4 i

If you select [Blank Separator], enter the = = i |

number of separators to be inserted using [+] [ e BT

umen °
and [-] or the numeric keypad.

ENo Separators
Multiple files are divided into chapters, and then merged into one file.

EBlank Separators

Blank separators are inserted. You can specify the number of separators in the range
from 1 to 99, as necessary.

EPrinted Separators
When multiple files are merged, the first page of each file is set as a separator.

ENo Chapter Start

Multiple files are merged into one continuous file without dividing them into chapters.
At that time, the 2 sided/1 sided setting and paper tray setting of the first file are applied
to all merged files.
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Covers

M Separator Tray

Allows you to select the paper tray for separators.

HSeparator Quantity

Allows you to specify the number of separators in the range from 1 to 99.

You can attach covers to merged files.

1 Select [Covers].

2 Select any option. s

[x Canc

ol ”q?suve

|

[, Papersupply |

Front Cover:
5=A40

Back Cover:
5A4D

Front Cover Quantity
16099

C]

i)

EFront Cover
Front covers can be attached to a merged file.
* Off
No front cover is attached.
* On
Front covers are attached.

mBack Cover
Back covers can be attached to a merged file.
e Off
No back cover is attached.
* On
Back covers are attached.

EFront Cover Quantity

Allows you to specify the number of blank sheets to be used as front covers.

mBack Cover Quantity

Allows you to specify the number of blank sheets to be used as back covers.

EPaper Supply
Displays the [Covers - Paper Supply] screen.

Select the trays for front and back covers from [Front Cover Tray] and [Back Cover

Tray].
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Watermark

You can 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.

You can specify the size, density, and others of text to be printed with Watermark in the System
Administration mode. For information on the settings, refer to "5 Tools" > "Common Service Settings"
> "Watermark" in the Administrator Guide.

1 Select [Watermark].

ﬁ‘ Watermark [x Cancel ][ < Save

2 Select any option.

(] Control Watermark
@ Number... Effect...
Do Not Add J off

Stored
s Watermarks..
off

#= Date&Time..
Do Not Add

i |
Serial Number...

Do Not Add

........
Do Not Add

For more information on the following features, refer to "Watermark (Printing Control Numbers on the
Background of Copies)" (P.106).

EControl Number
Select whether to print control numbers. A value of the control number can be entered
in the range from 1 to 9999. Use [+] and [-] or the numeric keypad to enter a starting
page number.

EStored Watermarks

Select the text to be printed on copies.

BmUser Account Number

Select this check box to print a user account number.

Note * [User Account Number] is displayed only when the Accounting feature is enabled.

mDate & Time

Select this check box to print the date and time when the copy job started.

For information on the date format, refer to "5 Tools" > "Common Service Settings" > "Watermark" >
"Date Format" in the Administrator Guide.

ESerial Number
Select this check box to print the serial number of the machine.

EWatermark Effect
Allows you to program text effects.
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File Name

Output

You can specify file names after files are merged.

1 Select [File Name].

Enter a file name using the displayed

keyboard.

For information on how to enter characters, refer to

"Entering Text" (P.48).

E}u File Name

[x Cancel H& Save

& Delete Text|
D J

Shift

You can program stapling/hole punching/Z fold/outputting/offesetting settings before

merging files.

Note * This feature is not available for some models. An optional component is required. For more

information, contact our Customer Support Center.

1 Select [Output/Output Destination].
2 Select any option.

[£'] output

[x Cancel H<7 Save

]

Staple

Hole Punch

off

1 Staple

2Holes

2 Staples

5

fon
|
I

2 Holes

Y ER Nl m

2 Staples \l

2 Holes

1 Staple

:

4 Holes

2 Staples

|
l 4 Holes

(N Wi

1 Staple

{‘I

4 Holes

1 Staple

ZFold Half Sheet
R
& on

L )
Output / Offset

| High capacity Stacker |

Right Top Tray

Right Middle Tray

More...

G |

For more information on the following features, refer to"Copy Output (Specifying Finishing Options)"

(P.118).

EStaple

Allows you to specify the position for stapling.

B Hole Punch

Allows you to specify the position for punching.

BZ Fold Half Sheet

Allows you to select whether to fold the output copies in Z-fold.

EOutput/Offset

Allows you to select the output destination tray and offset operation.
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Annotations

You can add a comment, date, and page numbers onto copies.

You can also select a comment, date, and page numbers, and their print positions from
preset formats.

Note « If you specify a comment, date, and page numbers together, make sure that their print
positions do not overlap before making copies.

1 Select [Annotations].

2 Select any option. T [Reaa | sere

<. Comment...
=

off

ﬁ Date...
off

I ‘PugeNumbers.A.

off

[ B Stam..
i

off

For more information on the following features, refer to "Annotations (Adding a Comment/a Date/Page
Numbers to Copies)" (P.100).

EComment
Allows you to select a comment style and its position.

mDate

Allows you to add a date to copies.

EPage Numbers
Allows you to select a page-number style and its position.

EBates Stamp
Allows you to specify prefix text and page numbers.

Secure Watermark

Secure Watermark is a security management feature to embed a copy protection digital
code into a document, to restrict the document to be duplicated. The digital code
enables you to analyze "when", "from which machine", and "by whom" the document
was output.

For more information, refer to "Secure Watermark (Managing Document Security)" (P.109).
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Printing Files in Copy & Print Jobs

You can change the file settings in folders under [Copy & Print Jobs] before printing the

files.

For information on the notes and restrictions when printing files, refer to "13 Appendix" > "Notes and

Restrictions" in the Administrator Guide.

Note * The printing speed may be lower due to image processing depending on the selected

feature.

* When print files are edited in a folder under [Copy & Print Jobs], they will be stored as
"Edited file" ( ). After being stored as "Edited file", they will no longer be displayed in a

folder under [Scan & Other Jobs].

1 Select afile to be printed and select [Change [ Foide oo1-Fretr [@refien [ close |
Settings/Print]. L Thumbnal ples
12
. . . Order | File Name Date&Time ¥ | Pages —
Note * Files are printed in selected order. T S T -
= DocName102 201176113 10:26A 12
J Delete
; Doc Name103 201176113 10:26A 13 ‘ J
- Copy/Move |
L) DocName104 201176113 10:26A 14J )
(2 DocName105 2011/6/131026A 15 EditPages |
Eg Doc Name106 2011/6/13 10:26A 16
g Doc Name107 201176113 10:26A 17 J;\ Change I
Settings/Print |
2 Select any option, and specify the number of [ Faier 01 - change setingsprnt [ ctose
print sets using the numeric keypad. [ | P s E eREE
Last Saved Settings Last Saved Settings
| il | Print Quumify
‘ <) Output... ‘ ‘g Image Shift ‘ “
| Last Saved Settings I Last Saved Settings ‘ T Sample Set
‘ﬁ Covers... ‘ ‘ §) Booklet Creation.. ‘ ‘ i | JSGVGAS
Last Saved Settings Last Saved Settings LJ
Save
{ J J ‘
‘ tL Folding... ‘ ‘ l_;l Annotations... ‘ Save &Print |
Last Saved Settings Last Saved Settings .
Print
( J1 J
[ Folder 001 - Change Settings / Print [<7 Close
[ = Watermark... ‘ [ a \S;cure . ‘ File Details.. |
55 = it
Last Saved Settings Last Sn\:‘e: rsr::l:ngs !
| i | Print Quantity
‘ [Q ;:i; l:.l‘p/Down ‘ ‘ ﬁ AS\:idTub ‘ 1‘
Last Saved Settings Last Saved Settings (. :lsample -
L JL )5y
:l Save As
Save
Save &Print |
Print
The following shows the reference section for each feature.
FILE DICTAILS ...ttt sttt ettt b e bttt n et ebe e 233

232




Printing Files in Copy & Print Jobs

The following features allow you to cancel the settings of the source files and
reprogram the settings to the newly merged files. The settings of the features other than
the following will remain as they are. For more information, refer to the followings.

PaAPET SUPPLY ettt ettt st ettt st ettt et 234
OUEPUL ettt eb et e b e et e b et ea e e et eb e et ettt e eb e e bebeehe et enbe b e et ebenbennesaes 235
COVRTS. ettt ettt ettt e h ettt e et e e bt e e b e e a e e et e ea e a bt ea bt e ee e e eh e e eaee et e e bt et e e bt e bt e eabeen bt e bt enteenee 236
FOLAIIE ettt ettt ee et 237
2 SIAEA PIINTING ....eeieiieiieeieeiee ettt sttt st e ettt et e e st e st et e ebeensensessesneensensenes 238
TMAGE STTL ...t ettt st et s et e et ne e tesae e teeeeenes 238
BOOKIET CTEATION .....veuviivieiiiieciieiieeie ettt ettt e ste et esaesaeetbessesseeteessessaeseessessanseessessasseeseesnessans 239
F N 01 1T ] 15 10) 4 TSRS UERTPSRRRRRTR 240
WALETIMATK ...ttt ettt ettt ettt e s te e st esaesbeessessessasseessessessensenbeens 240
Face UP/DOWN OULPUL .....cveeereiitieeieietiete et iteeeesteteeveestessesseeseessessesseessessassesssessessessesssessans 241
SECUIE WALETTNATK ......evieiieiiiiiee ettt ettt et e sae e st eneeseeeseeneensessesneeneeseeenes 242
A TAD SEOCK.....iitietiitieteee ettt ettt sttt sb e b e eteesbesseebeesbessasseeseessasseeseessessans 242

3 Select [Print].

File Details

You can preview a file to check its details. You can also save the file again or print it on
the screen displayed.

1 Select [File Details]. " Fite Detals [Gam )
Whole Page = :\Z,Zly To..
. ——
Select any option. — =
Note * If you have selected multiple files, they R DY
are displayed as a list. 00012 1
Py File Name: |4 ‘
DocName1 § \_ Sample Set
Date & Time: [Eem
2011/6/13
10:50AM | Save &Print
:‘ Save As [ Print

BView Size
Allows you to select whether to display the whole page or to enlarge the image by

200%.
Note * A small size of a document may not be enlarged even if you select [Enlarged View].
* The orientation of an image displayed in preview may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.
HRotation

Allows you to select an angle to preview the image from [Right 90 degrees], [Left 90
degrees], and [180 degrees].

Note * The orientation of an image displayed in preview may not match the orientation (LEF
Orientation/SEF Orientation) in which the document was loaded.

HApply To
Allows you to specify a page to preview on the screen.
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ESample Set

When making multiple sets of copies, you can print a sample set to check the finished

output and then print the remaining copy sets.

ESave As
Allows you to change the file name.

ESave
When file settings are changed, the settings are refreshed.

Note * If the number of files stored in the folder under [Copy & Print Jobs] reaches the maximum,

you cannot save the file again.

ESave & Print
Saves the files again and prints the selected files.

Note * If the number of files stored in the folder under [Copy & Print Jobs] reaches the maximum,

you cannot save the file again.

EPrint
Prints the selected files.

Paper Supply

You can select a paper tray.

Note * You can select only paper trays with the same paper size and orientation as the selected file.

* A print file is saved with [Auto Paper Select] selected. When you print a saved print file of a
paper size and orientation that can only be loaded in the bypass tray, select [Tray 5] in
[Paper Supply]. If [Auto Paper Select] is left selected, an error will be displayed and the file

cannot be printed.

1 Select [Paper Supply].

2 Select any option. B Pare Surety

[3€ cancel

[ save

]

Tray  %Full Size

Type

Color

Size Detection

[ Last Saved Settings

\

l 1= 100% A4

(] Plain

White

AutoDetect |

i 5= Bypass A4

[/ Plain

J

l 6= 100% A4

[JPlain

White

Auto Detect |

l 7= 100% A4

(] Plain

White

Auto Detect  Jols

HLast Saved Settings
Holds settings at the time when the file was saved.

ETray1 -7
Select a paper tray.

mAuto Paper Select

Automatically select a paper tray loaded with the required paper size for copying.
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Output

2 Select any option. o Wems Joom ]

You can select finishing options.

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

If the finisher is installed, each set of copies can be stapled, and then output.

The output destination is automatically selected depending on the selected feature.

When the Finisher D4 with Booklet (optional) is installed, outputs are delivered on the

booklet tray if you select [Fold & Staple] in [Booklet Creation], or [Single Fold] in

[Folding].

/\ CAUTION

* 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 [Output].

output Staple Hole Punch ZFold Half Shest

Last Saved. Last Saved Last Saved I (S
Settings Settings
, Colated off ‘ off L P al
e

]

Uncollated b L o
i Uncolate = o on
| e (

]
J
]
]
]

[ TH Uncollated with

Separators | | 2staples 2 Holes g Output / Offset

Last Saved
\ Settings

4 Holes ’\‘ High Capacity Stacker
~Top Tray
et S

e 4 Holes i More...

EOQutput :
Select finishing options.

¢ Last Saved Settings
Holds settings at the time when the file was saved.
* Collated
The machine outputs sheets sorted into sets that are arranged in page order.
* Uncollated
The machine outputs the specified number of copies and sorts sheets by page.
* Uncollated with Separators

The machine outputs copies with inserting blank sheets as a separator and sorts
sheets by page.

¢ Separator Tray

When you select [Uncollated with Separators], select the paper tray to be used for
the separators.

For more information on the following features, refer to"Copy Output (Specifying Finishing Options)"
(P.118).

EStaple
Allows you to specify the position for stapling.

BHole Punch

Allows you to specify the position for punching.
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BZ Fold Half Sheet
Allows you to select whether to fold the output copies in Z-fold.

EOutput Destination/Offset
Allows you to select the output destination tray and offset operation.

Covers
You can attach covers to a merged file.
Note  Covers may not be correctly attached depending on the paper type used for the body pages
of the file.

1 Select [Covers].

Select any option. TR covers [Hcancel [ swve
‘ Front Cover ( = Paper Supply |
| £ Last saved | [ off
| Settings I Front Cover:
2 - 5=A40
S o
= e

Back Cover Front Cover Quantity ~ Back Cover Quantity
o9 1099
[ off

ki) | IEI [ 1]
|m [ [+ ]

) R

HLast Saved Settings
Holds settings at the time when the file was saved.

EChange Settings
Allows you to change settings at the time when the file was saved.

EFront Cover
Select whether to attach front covers for the first page.
* Off
No front cover is attached.
* On
Front covers are attached.

mBack Cover
Select whether to attach back covers for the last page.
e Off
No back cover is attached.
* On
Back covers are attached.

BFront Cover Quantity

Specify the number of blank sheets to be used as front covers using [+] and [-] or the
numeric keypad.

mBack Cover Quantity

Specify the number of blank sheets to be used as back covers using [+] and [-] or the
numeric keypad.
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Folding

EPaper Supply

Displays the [Covers - Paper Supply] screen.

Select the trays for front and back covers from [Front Cover Tray] and [Back Cover
Tray].

2 Select any option. 7 Fotdng R[5

You can make copies to be folded in half or in three.
Note * This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.

* Outputs may not be correctly folded depending on the paper type and orientation of the
document.

* [Z Fold] and [C Fold] are available only for the paper size A4 or 8.5 x 11".

1 Select [Folding].

Last Saved
Settings

mE

HLast Saved Settings
Holds settings at the time when the file was saved.

ENo Folding
Does not fold the copies.

BZ Fold
Folds copies in three with the printed side inside.

EC Fold
Folds copies in three with the printed side outside.

ESingle Fold
Folds copies in half.

Himage Inside Fold
Folds copies so that the image is printed inside.

EImage Outside Fold
Folds copies so that the image is printed outside.

ETrimming

When the Squarefold Trimmer Module (optional) is installed, this option is displayed if
you select [Single Fold]. Specify whether to trim the fore edge of booklets.

Refer to "[Booklet Trimming/Pressing] Screen" (P.94).
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2 Sided Printing

You can make 2 sided copies from 1-sided or 2-sided documents.

Note * 2 sided printing may not be made correctly depending on the orientation of the document.

1 Select [2 Sided Printing].

Select any option. 7 25Sided Printing [cancel [ save

Lost Saved
Settings

[ | 1sided

| Headto

= Head ‘
[~ Head 0 Toe

= J

HLast Saved Settings
Holds settings at the time when the file was saved.

H1 Sided
Documents are not printed onto 2-sided.

BHead to Head
Select this option when the front and back sides of the document are in the same
orientation.

HHead to Toe

Select this option when the front and back sides of the document are in opposite
orientations.

Image Shift

You can set a margin of white space on the top, bottom, left, and right of your copy. If
you make 2-sided copies, you can set the image shift for Side 1 and Side 2 individually.

Note » Copies may not be made correctly depending on the orientation of the document.

* If you set [Image Shift] to a saved file, the copied result may look different from the normal
copied result.

1 Select [Image Shift].

2 Select any option. %] Image Shift [®cancet |2 save

[ Last Saved | B S a5

] i1
Settings
Image Shift

Qy Mirror Side 1

HLast Saved Settings
Holds settings at the time when the file was saved.
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EIimage Shift

Allows you to adjust the Image Shift value.
For more information on the feature, refer to"Image Shift (Adjusting the Image Position)" (P.84).

Booklet Creation

You can change settings for files saved in booklet format.

Note * This feature applies only to files saved in booklet format.
« Files that are not saved in booklet format cannot be converted to booklet format later.

1 Select [Booklet Creation].

2 Se|eCt any Opt|0n iﬂ Booklet Creation ‘xc‘mcel HC)SGVG

The system will produce output, that when folded, will be ordered to
oklet.

= oo | readlike abo;
Lost Saved
Settings

ﬁ”ﬂﬁ

HLast Saved Settings
Prints a file saved in binding format as is in that form.

mOff

Converts a file saved in binding format to a normal 2-sided document. Select this option
when you do not need a document to be copied in booklet page order.

ECopy Booklet

You can output the copies of scanned documents as they are by specifying [Fold &
Staple].

For more information on the following features, refer to "Booklet Creation (Creating a
Booklet)" (P.91).

ECovers
Allows you to specify whether to attach covers to a booklet.

EFold & Staple

Allows you to select [Fold Only] or [Fold & Staple]. When making booklets, you can also
select whether to trim the fore edge of booklets, and whether to press the booklet spine.

EPaper Supply

Allows you to select the tray to be used for body pages in [Main Body Tray], and the
tray for a cover in [Cover Tray].
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Annotations

2 Select any option. P Mcae @ ser

You can add a comment, date, and page numbers onto copies.

You can also select a comment, date, and page numbers, and their print positions from
preset formats.

Note * If you specify a comment, date, and page numbers together, make sure that their print
positions do not overlap before making copies.

1 Select [Annotations].

< Comment...
=

Last Saved | @i

Settings
Change —_—
~ Settings &
off
[ P Numbers...
off

[ Botes Stame..
i
off

HLast Saved Settings
Holds settings at the time when the file was saved.

EChange Settings
Changes settings at the time when the file was saved.

For information on the following features, refer to "Annotations (Adding a Comment/a
Date/Page Numbers to Copies)" (P.100).

EComment
Allows you to select a comment style and its position.

EDate Stamp
Allows you to add a date to copies.

EPage Numbers
Allows you to select a page-number style and its position.

EBates Stamp
Allows you to specify prefix text and page numbers.

Watermark

You can 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.

You can specify the size, density, and others of text to be printed with Watermark in the System
Administration mode. For information on the settings, refer to "5 Tools" > "Common Service Settings"
> "Watermark" in the Administrator Guide.

1 Select [Watermark].
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2 Select any option. TP wa oo oo

| == Date&Time.. |
2
| Do Not Add

[ =1 Serial Number... |

(Do Not Add

| User Account |
Number...

Do Not Add

HLast Saved Settings
Holds settings at the time when the file was saved.

EChange Settings
Changes settings at the time when the file was saved.

For more information on the following features, refer to "Watermark (Printing Control
Numbers on the Background of Copies)" (P.106).

EControl Number

Select whether to print control numbers. A value of the control number can be entered
in the range from 1 to 9999. Use [+] and [-] or the numeric keypad to enter a starting

page number.
mStored Watermarks
Select the text to be printed on copies.

mUser Account Number
Select this check box to print a user account number.

Note ¢ [User Account Number] is displayed only when the Accounting feature is enabled.

EDate & Time

Select this check box to print the date and time when the copy job started.
For information on the date format, refer to "5 Tools" > "Common Service Settings" > "Watermark" >
"Date Format" in the Administrator Guide.

ESerial Number
Select this check box to print the serial number of the machine.

EWatermark Effect
Allows you to program text effects.

Face Up/Down Output

You can select whether prints should be output facing up or down.

1 Select [Face Up/Down Output].
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2 Se|eCt any Opt'on @FuceUplDownOutput [xCuncel ”<75we

The job will take longer to output when Face Up is selected.

Last Saved
Settings

| (=] Auto

‘ ‘g Face Up |

, Face Down
) \

Y

@ FaceUp
|90 (Reverse Order) |

HLast Saved Settings
Holds settings at the time when the file was saved.

HAuto
Automatically determines whether the copies should be output facing up or down.

EFace Up
Copies are output facing up and delivered from the last page.

BFace down
Copies are output facing down and delivered from the last page.

BFace Up (Reverse Order)
Copies are output facing up and delivered from the first page.

Secure Watermark

Secure Watermark is a security management feature to embed a copy protection digital
code into a document, to restrict the document to be duplicated. The digital code
enables you to analyze "when", "from which machine", and "by whom" the document
was output.

For more information, refer to "Secure Watermark (Managing Document Security)" (P.109).

Add Tab Stock

You can specify the number of sheets of tab stock paper.

1 Select [Add Tab Stock].

2 Select any option. T Add Tabstock Weaea [ Fsae
Number of Sheets
. . 199 ;
(=D et
%o -l "

HLast Saved Settings
Holds settings at the time when the file was saved.
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mOff
Does not specify the number of sheets of tab stock paper.

HOn
Specifies the number of sheets of tab stock paper.

ENumber of Sheets
Specify the number of sheets of tab stock paper in the range from 1 to 99.

243

i 19p|04 WOy pussg



! 19p|04 wouy puag

5 Send from Folder

Selecting a Folder under Scan & Other Jobs

The following describes how to select a folder under [Scan & Other Jobs].
Access to some folders may be restricted, depending on the settings of the
Authentication feature.

For information on selectable folders depending on the Authentication feature being used, refer to "11
Authentication and Accounting Features" > "Authentication for Job Flow Sheets and Folders" in the
Administrator Guide.

1 Select [Scan & Other Jobs] and then a R p—

folder. e A A TR R T
L J A L J
Note * Select [ A] to return to the previous (005 N&— (a06 2 (007 N3 (a0e 2 ‘D‘
screen or [ ¥] to move to the next screen. || i JL J1 J
« An arrow is displayed next to each folder | %" | %o’ W W
which has a link to a job flow sheet and ; e — A
X . (013 N4— (014 [ (015 [2— (016 (£4— L
for which the auto start is set. i ik vk Wikion
) { J1 {
« If the passcode entry screen appears, [or7 42 (o1 NA— 19 N4 (020 12
enter the passcode and select [Confirm].  |( \ J \ )
HGo 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 Scan & Other Jobs

You can check or operate files stored in a folder under [Scan & Other Jobs]. Both scan
and print files are displayed in a folder under [Scan & Other Jobs].
Note * When selecting print files, [Job Flow Settings] cannot be selected for some models.

* Copy files stored under [Copy & Print Jobs] are not displayed under [Scan & Other Jobs].

* The same print files are displayed under [Scan & Other Jobs] and [Copy & Print Jobs].
Selecting [Delete] or [File Details] for files displayed under [Scan & Other Jobs] also applies
the operation to the same files displayed under [Copy & Print Jobs].

1 Select a folder on the [Scan & Other Jobs] ————TTTE.
001 N2— (002 N2— (003 N2— (004 [ 2— Goto
screen. e R e
I )L J
005 (4 (006 \(£— (007 (42— (o008 [4— -
TESTS TEST6 TEST7 TEST8
U ) L )
(009 24— (010 \(2— (011 (42— (012 (42—
TEST9 TEST10 TEST11 TEST12
AN L J [
013 2 (014 24— (015 2 (o016 \2— L
TEST13 TEST14 TEST15 TEST16
( J J L JL J
‘017 24— (018 \(2— (019 (2 [020 [ 4—
TEST17 TEST18 TEST19 TEST20
JIL L J
2 Select the display style from [List] and " Folder 001-FileList (@refren  |[cose |
[Thumbna'l] . List Number of Files: 3 | select All
FE 2| Date & Time Pages
Thumbnail 2011/519 6:13PM 1" l
| ¥ Doc Name102 2011/5/19 6:13PM 12 l
| Job Flow
| g DocName103 2011/5/19 6:14PM 13 l | Settings...
3 Select a file. | Folder 001 - File List (Grefresn  |[7 close
List n Number of Files: 3 Select All
Order [File Name 4| Date &Time |Pages Delete
l1 &= DocName101 2011/5/19 6:13PM m TReDeaRE |
\ ak Doc Name102 2011/5M19 6:13PM 12
Job Flow
| g DocName103 2011/5/19 6:14PM 13 ‘ Settings..
Print...
Note » Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.

* You can sort files in ascending or descending order by selecting either [File Name] or [Date
& Time].

* At the left of each file name, an icon is displayed to show the file type.
& : Scan file
(=): Print file

* 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.

4 Select any option.

HRefresh
Displays the updated information.
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HList
Lists the files stored in the folder, with their stored dates and pages.

B Thumbnail
Displays the images and names of the files stored in the folder.

Important e 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.
ENumber of Files
Displays the number of files stored in the selected folder.

ESelect All
Selects all the files in the folder. To deselect all the files, select this button again while

all the files are being selected.
HDelete
Deletes the selected files in the folder.

BFile Details

Previews the selected file to allow you to check its details.
Refer to "Checking File Details in Scan & Other Jobs" (P.247).

mJob Flow Settings
Displays the [Job Flow Settings] screen on which you can create, link, and execute job

flows.

Refer to "Configuring/Starting Job Flow" (P.251).

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.

HPrint

Allows you to print the selected files separately.
Refer to "Print" (P.248).

EBatch Print

Allows you to print the selected multiple files as one file.
Refer to "Batch Print" (P.249).
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Checking File Details in Scan & Other Jobs

You can preview the selected file to check its details.

Note * Monochrome images with high gradation levels may appear bluish when previewed.
* When the Image Log Control feature is used, it may take more time than expected to

preview a file.

1 Select a file on the [Folder - File List] screen.

2 Click [File Details].

3 Select any option.

EWhole Page

| Folder 001 -File List

(@refresn  |[7 close

(List - Number of Files: 3

Order [FileName & Date &Time |Pages

1 {= DocNamel01 2011/5/19 6:13PM 1|]
| g Doc Name102 2011/5/19 6:13PM 12
| ¥ Doc Name103 2011/5/19 6:14PM 13

Select All

Delete

File Details.. |

Job Flow
Settings...

Print...

[~ Folder 001 -File List

[@ Refresh ][ & Close

List n Number of Files: 3
Order [File Name 4| Date &Time |Pages

l1 = DocName101 2011/5/19 6:13PM "

| g Doc Name102 2011/519 6:13PM 12

| ¥ Doc Name103 201175119 6:14PM 13 ‘

Select All

Delete

FileDetails.. |

Job Flow
Settings...

Print...

| Folder 001 - File Details [P |
Whole Page | Current Page
o 104
L &
—
No Rotation <l - H 1 ” +
Document A —
File Number:
00012
File Name: SAMPLE
Doc Name1
Date & Time:
2011/5119 ( Ehangs
6:13PM _ Chang

File Name...

Allows you to select whether to display the whole page or to enlarge the image by
200%. You can select the view size from [Whole Page] and [Enlarged View].

Note * A small size of a document may not be enlarged even if you select [Enlarged View].
* You can rotate or enlarge the image of the file in a folder in preview, but cannot save the file

with the image rotated or enlarged.

ENo Rotation

Allows you to select an angle to preview the image from [Right 90 degrees], [Left 90

degrees], and [180 degrees].

Note * You can rotate or enlarge the image of the file in a folder in preview, but cannot save the file

with the image rotated or enlarged.

EChange File Name

Allows you to change the file name. Use the displayed keyboard to enter a new name.

ECurrent Page

Specify a page to preview on the screen.
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Printing Files in Scan & Other Jobs

You can print selected files in a folder under [Scan & Other Jobs].

1 Select files on the [Folder - File List] screen. [ Folderoon-riett [@refen ][ close
List wV\ Number of Files: 3 Select All
Order [File Name: 4 |Date & Time |Pages Delete
[1 4 DocName101 2011/5/19 6:13PM 11] iDL
i i‘h DocName102 20117519 6:13PM 12 J
i g DocName103 2011/5119 6:14PM 13J %
Print...
2 Select [Print] or [Batch Print]. Folder 001 - File List [Gretresn [ close
ist v Number of Files: 3 Select All
Note * When multiple files are selected, [Batch S l
Print] allows you to print the selected files :"‘ ﬁ‘;' e G [Py ; :

. " . . ~ DocName’ 2011/519 6:13PM T T
as a single file, while [Print] allows you to | mro— SE— . File Detals..
print them as separate files. E - ‘ Job Flow

. ' ) ) i g DocName103 2011/5/19 6:14PM 3 Setings.s
For information on [Print] and [Batch Print], refer to prin..
"Print" (P.248) and "Batch Print" (P.249).
3 Select any option. Enter the number of print [ Fode o1 printsetings [ close
sets using the numeric keypad, if necessary. | e | 7 2sedbmns.
Auto Select 1 Sided p @ T
( J )
‘ 7| Output... ‘
Staple: Off :ri:lq%n;umily
‘ Stacker - Top Tray | ‘
| (=) Print |

4 Select [Print].

Note * When a file 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.

EPaper Supply
Allows you to select paper.

H2 Sided Printing
Allows you to set 2-sided printing.

EOutput
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.

For examples of the settings of stapling and hole punching, refer to "When stapling/punching holes"
(P.249).

mFile Details

Displays the [File Details] screen. Select a file from the list to check its preview image.
For information on how to preview a file, refer to "Checking File Details in Scan & Other Jobs" (P.247).
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HPrint Quantity
Specify the number of print sets.

EPrint
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.
EPaper Supply

Allows you to select paper.

H2 Sided Printing
Allows you to set 2-sided printing.

EOutput
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 - 100 sheets of paper (when 80 gsm
paper is used).

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

For examples of the settings of stapling and hole punching, refer to "When stapling/punching holes"
(P.249).
EFile Details

Displays the [File Details] screen. Select a file from the list to check its preview image.
For information on how to preview a file, refer to "Checking File Details in Scan & Other Jobs" (P.247).

EPrint Quantity
Specify the number of print sets.

EPrint
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.
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* For print files in a folder stored by specifying [Store in Remote Folder] on a print

driver

Original Report §_

[}]

(4

] ’ ’

Stapling Report =

ags ——— o

Position o

S (2

Punching oReport ol5

Position 2

o ©lor

* 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] or in [2 Sided Scanning] on the [Layout Adjustment] screen.

Original Report Report Report Report
Original
Orientation
Stapli Revor ; f
apling Report Report % T
Position . T '§ Report
I =X —
Punching oReport oReport o | Repor
Position S epo
(e} (e} o =X
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Configuring/Starting Job Flow

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.

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.

For information on job flows that target scan files, refer to "Job Flow Sheets" (P.265).
You can register the following features:

* Forward

* E-mail Notification

* Print

There are restrictions to combinate features according to the way to store files in a
folder.

For information on the restrictions on the combination of features, refer to "5 Tools" > "Setup" > "Create
Job Flow Sheet" in the Administrator Guide.
EForward
Multiple forwarding recipients can be configured for each forwarding method.
* FTP
Forwards via FTP. Up to 2 recipients can be specified.
¢ SMB
Forwards via SMB. Up to 2 recipients can be specified.
* Mail
Forwards via E-mail. Up to 100 recipients can be specified.

BE-mail Notification

You can receive the job results by e-mail.

For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Create New Job Flow
Sheet" in the Administrator Guide.

HPrint
Files in a folder can be printed.
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1 Select files on the [Folder - File List] screen. [ Folderoon-riett [@refen ][ close
List | Number of Files: 3 Select All
Order [File Name 4 Date & Time [Pages Delete
1 = DocName101 2011/519 6:13PM 1 l  Soea|
%DocNumewZ 20117519 6:13PM 12J
Job Flow
g DocName103 2011/5/19 6:14PM 13 | Settings...
Print...
2 Select [Job Flow Settings]. Fotder 001-File it G 7 com
L8 M Number of Files: 3 Select All
order [File Name 4| Date & Time |Pages Delete
1 = DocName01 2011/519 6:13PM " ] e DI
g DocName102 2011/519 6:13PM 12 ‘
Job Flow
g DocName103 2011/5/19 6:14PM 13 | Settings...
Print...
3 Select any option. ' [ Folder 001 - Job Flow Settings [ close
Job Flow Sheet that has been linked to this folder: (g SIS
Name1 {
| Create/ |
i
Description:
Comment1
Auto Start [ StartCurrent e
‘7‘ Job Flow [ Select Job
| LB Flow sheet...

mAuto Start

This sets auto start of the job flow for files stored in the folder. The job flow automatically
starts when a file is stored.

mStart 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 "5 Tools" > "Common
Service Settings" > "Reports" > "Job History Report" in the Administrator Guide.

ECut 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.
Refer to "[Link Job Flow Sheet to Folder] Screen" (P.253).
ESelect Job Flow Sheet

Select this button while files are selected to display the [Select Job Flow Sheet] screen.
Refer to "[Select Job Flow Sheet] Screen" (P.254).
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[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.
1 Select a job flow sheet to link to. 5 Link Job Flow Sheet to Folder 001 (et [[sae |
e B Upaared ) ‘ Search by Name )
~— Name1 2011/5/29 ] A ‘ ‘
earch b ord
Name 3 20111529 | ﬂ'ﬂST
Name4 201145729 J ‘%‘
7~ Name 5 2011/5/29 J e ‘E
) | None
\j’] Create... i | Edit/Delete..

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 [ ¥ ] to move to the next screen.
* You can sort the list in ascending or descending order by selecting either [Name] or
[Updated].
HRefresh

Displays the updated information.

ECreate

Displays the [Create New Job Flow Sheet] screen.
For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Create New Job Flow
Sheet" in the Administrator Guide.

mEdit/Delete

Displays the [Details] screen.
For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Edit/Delete" in the
Administrator Guide.

ESearch 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.

For information on how to enter characters, refer to "Entering Text" (P.48).

mSearch 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.

For information on how to enter characters, refer to "Entering Text" (P.48).

mSelect 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.

ESheet Filtering

Displays the [Sheet Filtering] screen.
Refer to "[Sheet Filtering] Screen" (P.254).
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[Sheet Filtering] Screen

This screen allows you to filter the job flow sheets displayed.

Displayed job flow sheets may vary depending on the Authentication feature. For more information,
refer to "11 Authentication and Accounting Features" > "Authentication for Job Flow Sheets and

Folders" in the Administrator Guide.

1 Select the filtering conditions, and select

[Savel].
Note * The job flows that can be displayed on
[Send from Folder] are those whose
[Target] is [Folder], and those stored in
the machine.
EOwner

Select the owner of job flow sheets to filter.

ETarget

Select the target of job flow sheets to filter.

[Select Job Flow Sheet] Screen

| i Sheet Filtering

[x Cancel Hcy Save

Owner

& System
Administrator

Qy Non-System
Administrator

Target

z‘ Folder

This screen allows you to select and execute a job flow for the selected files.

1 Select a job flow, and select [Start].

@ Folder 001 - Select Job Flow Sheet

[@ Refresh qu Close

I

Name

4 | Updated

Search by Name

"~ Namel

2011/5/29

77 Name2

2011/5/29

Name 3

2011/5/29

| Select

"~ Name4

201175729

Keyword...

77 Name 5

2011/5/29

]

J | None

[ i Details...

( ‘7‘ Start

|

Search by Keyword

| [ %, SheetFiltering... |

J
|

Note * Select [ A] to return to the previous screen or [ ¥] to move to the next screen.
* You can sort the list in ascending or descending order by selecting either [Name] or

[Updated].

mStart
Executes the selected job flow sheet.

HRefresh
Displays the updated information.

HDetails
Displays the [Details] screen.

For more information, refer to "5 Tools" > "Setup" > "Create Job Flow Sheet" > "Edit/Delete" in the

Administrator Guide.

EChange Settings

If the selected job flow sheet setting is editable, the [Change Settings] screen appears.

You can temporarily change the settings.
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ESearch 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.

For information on how to enter characters, refer to "Entering Text" (P.48).

ESearch 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.

For information on how to enter characters, refer to "Entering Text" (P.48).

mSelect 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.

ESheet Filtering

Displays the [Sheet Filtering] screen.
Refer to "[Sheet Filtering] Screen" (P.254).

Job Flow Restrictions

A job flow sheet can be used by only one user, can be shared by multiple users, or can
be used for only certain folders.

Job flow restrictions may vary depending on the Authentication feature. For more information, refer to

"11 Authentication and Accounting Features" > "Authentication for Job Flow Sheets and Folders" in the
Administrator Guide.
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Making Backups of Files in a Folder

The Back-Up Tool for restored document allows you to back up documents stored in
the machine’s folders (mailboxes) onto your computer. The following shows the
reference section for each feature.

Before Using the Back-Up Tool for Restored Document...........cccocooueieieinivienininenncneinee. 256
Making Backup 0f MailboX ......cc.ccuiiiiiiiiiiiiiiicineiceeeeect ettt 259
Saving Backup 0n COMPULET .......ccoiuiriiieiieiieeie ettt et sttt see e ene s 260
Importing Backup 0n COMPULET ......cc.evueiiiririirieniere ettt ettt st 260
Restoring Backup 0n Machineg..........ccceuiiiiieieiicieeiie et 261
Setting the System Administrator ID and Passcode on the Machine for the Back-Up Tool for Restored
DOCUMENL ...ttt sttt ettt eae et sane s e 263
Note * You cannot use the machine while making backups.

* When using backup documents on this machine or on other D125/D110/D95, make sure
that all the feature settings of the machine and the paper sizes/orientations of the paper
trays are exactly the same as when backup documents were created. If restoring backup
documents on other D125/D110/D95, and if the machine carries optional features that are
different from the machine from which backup documents were created, backup documents
may not be printed out according to the original settings.

For more information on the features and procedures of the Back-Up Tool for restored document, refer
to the Back-Up Tool for restored document help.
Note * You can download the latest Back-Up Tool for restored document from our web site.

* For information on how to install the Back-Up Tool for restored document, refer to the
"Readme".

Before Using the Back-Up Tool for Restored Document

The following shows the reference section for each procedure for using the Back-Up
Tool for restored document.

Step 1 Specifying the Machine SEttings .........cccceevererieiereririeese e 256
Step 2 Starting the Back-Up Tool for restored documet............ccoeveeieiniinienenineneenenereenenns 257
Step 3 Adding the Machine to the Back-Up Tool for restored document Service.................... 257
Step 4 Importing Mailbox Information into the Back-Up Tool for restored document ........... 258

Step 1 Specifying the Machine Settings

Use the following procedure to program onto this machine a host name (FQDN) or an
IP address of a computer to which the Back-Up Tool for restored document is installed.

Enable the SNMP, SOAP, WebDAV, and Internet Services (HTTP) ports of the
machine.

For information on how to enable the ports, refer to "5 Tools" > "Connectivity & Network Setup" >
"Port Settings" in the Administrator Guide.

Set the computer’s host name (FQDN) or IP address on this machine.

Note * An IPv6 address can be used on a computer running Windows Vista or later.

For more information on how to set an IP address on the machine, refer to "5 Tools" > "Connectivity &
Network Setup" > "Other Settings" > "Folder Backup Tool - IP Address" in the Administrator Guide.
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Step 2 Starting the Back-Up Tool for restored documet

1 On the computer, click [Start] > [All Programs] > [Fuji Xerox] > [Back-Up Tool for
restored document] > [Back-Up Tool for restored document].

2 Enter a password, and click [OK].

Note * The default password is

"x-admin".

The Back-Up Tool for restored
document is started.

Enter, Password for Back-Up Tool for. restored document. E|

Please enter the password,

| (4 to 16 characters)
0K Cancel | Help

Password:

Flow of operations of Back-Up Tool for
restored document

Step 3 Adding the Machine to the Back-Up Tool for restored document Service

Use the following procedure to register the machine’s IP address or DNS host name on
the Back-Up Tool for restored document.

For information on how to register the machine on the Back-Up Tool for restored document by
searching the network, refer to the Back-Up Tool for restored document help.

1 Select [Backup Mailbox
Document], and select [Add
Device] from the [Edit] menu.

2 Select the machine name from
[Device Typel].

3 Enter [IPv4 Address] or [IPv6
Address], and [Host Name], and
click [OK].

Note * [IPv6 Address] can be
selected on a computer

running Windows Vista or
later.

 Back-Up Tool for restored document A=E
Eille Edit Wiew Service Help

5 5

Dik free space: 44 & GB

Add Device ]
Durmy Device Type and [P Address / Hast Name can be added. Please specy
device identity
Device Identity

Device Type: ji erox D125

@ 1Pv4 Achess: . . .

c r
" Hast Mame:

Cancel Help
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4 Click [OK]. Add Device

§ ) Thedevice has been added,
Fuji ¥erox D125 080wl 0

Step 4 Importing Mailbox Information into the Back-Up Tool for restored document

Use the following procedure to import the information on the mailboxes and documents
stored on the mailboxes into the Back-Up Tool for restored document.

1 Select the machlne from Wh|Ch  Back-Up Tool for restored document

File Edt Wiew Service Hep

information to be imported, and R08R DRI

. . = &= Copy Server Manager | Attribute Name [ Attribute Value
I t G t Att b t f D =1 ¢ Backup Mailbox Document Model Mame Fuii ¥erox D125
Se eC [ e rI u eS rom eVlce] = e o sl IP Address/Host Mame 192,168,103, 104
H e f D ROM 0.126.0
from the [Edit] menu. o Voot D s 140
PostScript on
Mailbax List 3
Backup File List o

Disk fre= space: u & GB

2 CI iCk [Yes] . Backup Mailbox Document - Get Attributes from Device

Back-Up Tool for restored document's Mailbox will be overwritten when retrieving from device,
Da you wank ko retrieve Mailbox?

Make sure the device is swikched on,

This process may kake some time.

3 CI |Ck [OK] . Backup Mailbox Document - Retrieval Results E‘

Mailbo:: retrieved.

Note * When the attribute values
cannot be retrieved, check if
the machine is powered on
and if its IP address and host
name are entered correctly.

4 Select [Mailbox List], and from the — [EEETIEm

Eile Edt Wiew Service Help

menu displayed by right-clicking, BOG Q55D

. . = &) Copy Server Manager Status | Maibox Nu... | Malbox Name | Owner | Documents ... | Delete Afte... | D st
se Iect [Retneve M ai I bOX Docu m ent =168 Backup Maibbox Document -2 orignal 5 001-Documents 11111 Autorodel... Enatled 0
=T Fuji Xerox DIZS : IWC 18 L1 +-20riginal 10 005-Fhotos 11111 Autorodel..  Enabled o
o e oo original 15 Ol5Reports 11111 Autorodsl...  Enabled o

Information].

001-Documents
+005-Photos

% 151 015-Reports
) 28 Backup File List

Disk free space: 4 & GB

5 Click [OK].

Do you want to retrieve Mailbox infarmation from the device?

Device: Fuijireron D125 000 i
Mailbos: 5. total 3

- Make sure thal the device power is on
- Retrigval may take some fime.

Cancel
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6 After the import is complete, click

[OK].

Making Backup of Mailbox

Retrieve Mailbox Document Information E‘

Rehieve Mailbox Document Information is completed,

Retieval Report

Retrieve Mailbox Document Infarmation is Completed.

Detail:
Mailbor Number | Status__| Detais
5 Completed
n Completed
15 Completed
3 >

2

3

The following describes how to back up a mailbox stored in the machine onto your

computer.
Note

* You can confirm the backed-up mailbox on [Backup File List].

* The following settings originally programmed on the mailbox will be lost on its backup.

- Passwords
- Access restrictions

- Automatic deletion of documents after retrieval
- Deletion of documents after document expiry date

- Links to job flows

Select a mailbox to be backed up,
and from the menu displayed by
right-clicking, select [Backup
Mailbox documents].

Note « If you select [Mailbox List] and
then [Backup Mailbox
documents], you can back up

all the mailboxes on the list.

Click [Backup].

After the backup is complete, click
[Close].

 Back-Up Tool for restored document
Eille Edit View Service Help

BB QB 5D

Attribute Value

w923 Backup Fils List

Dacuments with Expiry Date
Delete After Retrisving Docume  Enabled
Document List 3

s
001-Documents
11111

Ao no delete

Disk free space: 4 & GB

Backup Mailbox Documents ﬁ

Maibas infarmation in the device wil be backed up.
Device: Fuiierar D125 700 1.1

I~ Delete Mailbox documents after backup.

Maibos Nu__ | Backup File Name | Status [ Details
5 Wating -
¢ 5
Backup Repart
Goe | ok
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Saving Backup on Computer

The following describes how to save backed-up files onto your computer’s hard disk or
on a backup device that is connected to your computer.

We recommend that you save backed-up files as necessary.

1 Select a file to be saved, and from
the menu displayed by right-

 Back-Up Tool for restored document FEX

File Edt Wiew Service Hep

5 80

[ attributs Value.
2010807182432

Status [
& added

Backup File Name

clicking, select [Export Backup
Files].

8o ndded
42 Added
& added
& added
& pdded
d0 pdded

Retrieved Malbo: Nurber

H
001-Documents
14111

2011/06/07 18:24:32

ibutes 14.0.0

on

Note

* If you select [Backup File List]

. dte 20110607182939

&2 Added

and then [Export Backup
Files], you can save all the
files on the list.

2 As necessary, specify the location
to save the file and its file name,
and click [Save].

3 After the processing is complete,
click [OK].

Importing Backup on Computer

Disk free space: 4 & GB

Save As @E
of B

(3 BF-20110607182919

() BF-20110607182933

File name: [BF-20110607182432 Save

Save astype: |BFT Files [.bf1) | Cancel

Export Backup Files §|

Export Backup Files is completed

Retrieval Report

E#port Backup Files is Completed

Details:

Backup File Name Status Details
20110607182432 Complated

< ?

The following describes how to import the backed-up files onto [Backup File List].

1 Select [Backup File List], and from
the menu displayed by right-
clicking, select [Import Backup
Files].

# Back-Up Tool for restored document EEX
He E e

Retrieved O... | Backup Date

s 1L Z011§06/07 18:2
11 20110607 18:2
015-Reports 11 201110807 18:2

Status | Backup File Hame | Retrieved M... | Retrie
Eoadded 2010607162432 S
Feadded 2011060715231 10
oadded 20110607182939 15

w4 2010607182939

Disk free space: 4 %GB
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2 Select a file to be imported, and click [Open].

Note * Only files with an extension of ".bf1" can be imported.

« If files with the same name exist, a confirmation window appears on the screen. Select either
[Overwrite Existing Backup File] or [Save As A New Backup File].

Import Backup Files g‘

After the processing is complete,
click [OK].

Import Backup Files is completed.

Retieval Report

impart Backup Files s Completed

Details:

Brackup Fils Mame, | Status__| Detais
2010807182432 Completed -

Restoring Backup on Machine

The following describes how to restore the backed-up files onto the machine.

The backup files that are saved on the computer must be imported to the Back-Up Tool for restored
document. For information on how to import saved backup files onto the Back-Up Tool for restored
document, refer to "Importing Backup on Computer" (P.260).

Note * The following settings originally programmed on the mailbox will be lost on its backup. After

restoring the backup onto the machine, re-program the following settings:
» Passwords

* Access Restrictions

» Automatic deletion of documents after retrieval

¢ Deletion of documents after document expiry date

* Links to job flows

# Back-Up Tool for restored document =1t

Ele Edit View Service Help

Select a backed-up file to be

restored, and from the menu G55
Status. Attribute Yalue
displayed by right-clicking, select | =@xtorbern e
[Restore Backup Files]. P Bt
32 o pdded Backup Date 2011/06/07 18:24:32
. . = 20110607182519 -+ added ocument Attrbutes  14.0.0
Note « Select [Backup File List], and i o

then select [Restore Backup
Files] to restore all files.

Disk Free space! 44 & GB
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2 Enter [Mailbox Number], and click

[Restore].

Note

* When [Backup File List] is B =

Backup Maiboxes will be restored,
Device: FujiReros D125, Ta0

¥ Satup New Maibos in the Devios

[ Delete Mailbox Dosuments in the Device
Setup New Mailbox Mumber
Backup File Name: 2010607182432

Maibox Mumber: |5 [1-500]

Stalus: Wailing

Details:

Restoration Report:

selected, the screen on the Backup Maiboxes will be restored
right is displayed. Device: Fuj Xerow 0125741

¥ Satup New Maibos in the Devios

[ Delete Mailbox Dosuments in the Device

Backup File Mame Mailbox Nu. Status | Details
20110607182432 5 Walting -
20110607182919 10 Walting -
20110807182939 18 Wating -

£ b3
Restoration Report:

Close Help

ESetup New Mailbox in the Device

Select this check box to create a mailbox if there is no mailbox on the machine to be
restored. If this check box is not selected, the processing is suspended.

B Delete Mailbox Documents in the Device

Select this check box to delete documents stored in the machine’s mailbox before
restoring backup files into the mailbox.

3 CliCk [Yes]. Restore Mailboxes

Note

4y Do you wank ko delete documents in the Mailbax?
;JJ Deleted documents cannot be restored.
Itis recommended to back up the data as needed.

* Once documents stored in the
machine’s mailbox are -
deleted, they cannot be ~
recovered. We recommend
that you make their backups
before deleting them as
necessary.

4 After the processing is complete, click [Close].
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Setting the System Administrator ID and Passcode on the Machine for the
Back-Up Tool for Restored Document

The Back-Up Tool for restored document requires the system administrator ID and
passcode when communicating with the machine. By default, the application is
configured with factory default system administrator ID and passcode.

If the system administrator ID and passcode used on the machine are changed from
their default settings, also change the ID and passcode on the Back-Up Tool for
restored document accordingly.

Note * The default system administrator ID is "11111". The default passcode is "x-admin".
« If you changed the system administrator’s ID and passcode, obtain the attribute values
again.
1 Select a machine for which

Ele Edit Vew Serice Help

password is to be set, and select CAIRSRAC L L A — S—
[Device Communication Settings] :
from the [Edit] menu.

IP Address/Host Name: 192,168,103,104
e 0.126.0
butes  14.0.0

on

Disk Fre= space: 44 & GB

2 Enter the system administrator ID [ ]
in [System Administrator ID]. e TR
. 3sscodefPassword: |
3 Enter the password in [Passcode/ | .o S
Password] and [Confirm Passcode/ | swe
& SNMP v1fv2
PaSSWO rd] - Community Mame (Read):
. Community Mame (ReadWrite):
4 CIle [OK]  SNMP v3
—
S
rrer——
e
e
Port Mumber
SHMP: 161
SO8P: [eo
oK Cancel Help
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6 Job Flow Sheets

This chapter describes the scanning operation using a job flow sheet registered
on the machine.

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.

®  JOD FIOW ProCeAUIE......oeiiiiiiiiiie e 266
* Selecting/Changing a Job Flow Sheet............ccccciiiiiiiii e, 268
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6 Job Flow Sheets

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.

For information on job flow sheets that target files stored in folders, refer to "Configuring/Starting Job
Flow" (P.251).

The following describes the procedure to operate a job flow. Refer to the following
section for each procedure.

To create and register a job flow sheet, use a computer.

Step 1 Opening the [Job FIow Sheets] SCreen ........coceveeierieriiiieieseseeieeeiee e 266
Step 2 Selecting @ JOb FIOW SHEEL ......ccuiiuiiiiiiiieieieiteee et 267
Step 3 Confirming/Changing the JOb FIOW Sheet.........ccccevivirierinininiiieieneieeecieeeeeie e 267
Step 4 Starting the JOD FIOW SREEt ........oviiuiriiiieieeieeee e 267
Note * To create a job flow sheet, use EasyOperator or Device Setup Tool. EasyOperator is

included in the Driver CD Kit provided with the machine. You can download Device Setup
Tool from Fuji Xerox website.

Step 1 Opening the [Job Flow Sheets] Screen

The following describes how to open the [Job Flow Sheets] screen.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Job Flow Sheets]. T T T

Note « WSD stands for Web Services on Store to USB Brightness

Devices. e |

Job Flow Sheets

212
ext
o “’
| b =
Store to WSD ‘Web Applications

=
Media Print
- T
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Step 2 Selecting a Job Flow Sheet

1 Select a job flow sheet. IF: Jo Fow Sheets
e B vporec Searchby Name..
[E5 Name1 2011/6/29 ‘
Search by Keyword...
25 Name2 201176129 ]
<5 Name3 2011/6/29 p
Select
&5 Nome4 2011/6/29 Meyword:
‘ \E Sheet Filtering... |
25 Names 201176129
J | Options Selected
( C Refresh )

For more information on the [Job Flow Sheets] screen, refer to "Selecting/Changing a Job Flow Sheet"
(P.268).

Step 3 Confirming/Changing the Job Flow Sheet

1 To confirm the details, select [Details]. To
change the settings, select [Change i Wovicres ) et
. 5 Name1 2011/6/29 !
Settl ngS] . mﬁgzm@@m@@mwmm@mm@m%?ﬁ%gfé@w Search by Keyword...
For information on how to check or change job flow g Name3 20m1/6729 ey
settings, refer to "Selecting/Changing a Job Flow G Namet 2011/6729 ‘@mi;g
Sheet" (P.268). LS 20117629 | ¥ J | options setected
@ Refresh ‘I\ Details.. \ 1;& 223."3; ]
Step 4 Starting the Job Flow Sheet
1 Load a document.
Note * A job 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 "5 Tools" > "Common Service Settings" >
"Reports" > "Job History Report" in the Administrator Guide.
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6 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 "13
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.

* A job 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.

For information on how to enable the port, refer to "S Tools" > "Connectivity & Network Setup" > "Port
Settings" in the Administrator Guide.

Select a job flow sheet. I Job Flow Sheets
PRI 27 Update: Searchby Name..
Note * Displayed job flow sheets may vary B Narmet Z';Wm \:ﬂ
depending on the settings of the A — J Search by Keyword... |

Authentication feature. For more
information, refer to "11 Authentication ey P
and Accounting Features" > — ———— T ]
"Authentication for Job Flow Sheets and —
Folders" > "Overview" > "Job Flow Sheet
Types and Overview" in the Administrator
Guide.

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

4 Name3 2011/6/29
( Select |

| I8 keyword... J

| Refresh | 7| Details... | | ¢, Change
(4 i &K settings..

* You can sort the list in ascending or descending order by selecting either [Name] or
[Updated].
ERefresh
Displays refreshed information.

HDetails

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.

EChange Settings

Displays the [Change Settings] screen. You can change the job flow settings.
Refer to "[Change Settings] Screen" (P.269).

ESearch 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.

ESearch 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.
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mSelect 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.

ESheet Filtering

Displays the [Sheet Filtering] screen on which you can filter the job flow sheets
displayed.
Refer to "[Sheet Filtering] Screen" (P.270).

[Change Settings] Screen

1 Select [Change Settings]. I Job Flow Sheets
Name 2 Updated: SearchibyiNaime. S
[E5 Name1 2011/6/29 ; ‘
Search by Keyword...
=) Name2 2011620 | I
<5 Name3 2011/6/29 ‘ p e
&5 Nome4 201176129 (S5 Ikeyword - Ile0
[ \E Sheet Filtering...
s Name5 2011/6/29 i
J J | Options Selected
@Refresh [ ‘i Details... \ \ g ;:;?r?g:..
2 Select a group to be changed from [Group of [ cangesettings (Voo |
Group of Items
ltems]. 2
| 1. Name2-Grp1 |
Note * The screen as shown on the right does |2 namezopz J
not appear if only one group is registered. || s wameoons |
‘ 4 Name2-Gip4 |
| 5. Name2-Grp5 |
| 6. Name2-Grp6 J v J
3 Select the item to be changed. Name2Grp1 =
Items Current Settings
Note * A triangle icon appears at the left of each > e 12345 l
mandatory item. 2 e = v
| P 3. TypelINT 3
\ b a Type:SEL 1234567890123456789012345 Next Group
| D) 5 TypeDESTI-SMTP hogehoge.jp
| D 6 TypeDESTISMTPSEC hogehogejp v Add E-mail
)| Recipient

4 Select any option.

Hitems
Displays the items set for the job flow sheet.

ECurrent Settings
Displays the values set for the job flow sheet.

EPrevious Group
Displays the items of the previous group.

ENext Group
Displays the items of the next group.

BAdd E-mail Recipient
Adds recipients for the e-mail.
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6 Job Flow Sheets

[Sheet Filtering] Screen

This screen allows you to filter the job flow sheets displayed.

Job flow sheets displayed vary depending on the settings of the Authentication feature. For more
information, refer to "11 Authentication and Accounting Features" > "Authentication for Job Flow
Sheets and Folders" > "Overview" > "Job Flow Sheet Types and Overview" in the Administrator Guide.

1 Select [Sheet Filtering].
e B piacs Search by Name...
55 Namel 2011/6/29 ‘
s e e B Search by Keyword... ‘
&g Nome3 2011/6/29 T )
25 Noame4 201176129 [%
— i Sheet Filtering... ‘
g Name! 2011/6/29 i LDonsSe‘leaed J
[ ﬁ Refresh | | F Details... | % Ksihange
(% ) b | &% Settings...
2 Select the filtering conditions, and select | Sheet Filtering [Beand [ seve
[ S ave] i Owner Target
[Pt [P
M :g;.?.f:;’:‘m 5‘ External Application
:‘Copy]ohs
EOwner
Select the owner of job flow sheets to filter.
ETarget
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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7 Stored Programming

This chapter describes the Stored Programming service that enables you to
store customized job settings.

* Stored Programming OVErVIEW............eeiiiiiiiiiieeeiiiee e 272
* Registering/Deleting/Renaming Stored Programs..........ccccccceeeeiiiiiinnnnnnes 273
* Calling a Stored Program
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7 Stored Programming

Stored Programming Overview

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.

For information on Build Job, refer to "Build Job (Processing Documents Scanned with Different
Settings as One Job)" (P.123).

The following shows the reference section for each feature.
Registering/Deleting/Renaming Stored Programs...........ceceeevierereiieiese oo ss e 273
Calling @ Stored PrOZIaM ... ......eeiiiieiieeeieie ettt eest e e e e s eneesaeeneens 279
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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.

<Services Home> button

2 Select [Setup].

Screen
Brightness

Simple Copy Scan to PC

Stored
Store to Folder Send from Folder
—

3 Select [Stored Programming].

Group

ocreale Folder...

Stored Programming...
o g 9.

Create Job Flow
oSheel...

Add Address Book
Seny..

(Paper Tray Attributes..

4 Selecta feature.

. <Available>

Store Build Job . <Available>

. <Available>
Delete

Enter / Change
. <Available>

ololas|w|n]|-~

Assign /

Change Icon . <Available> -

EStore

Register a stored program.
Refer to "Registering Stored Programs" (P.274).

EStore Build Job
Register a stored program for Build Job.
Refer to "Registering Stored Programs for Build Job" (P.276).

HDelete

Deletes a stored program. Select the stored program number to be deleted.
Refer to "Deleting Stored Programs" (P.276).
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7 Stored Programming

EEnter/Change Name

Enter or change the name of a stored program.
Refer to "Entering/Changing a Stored Program Name" (P.277).

B Assign/Change Icon

Specify an icon for a registered stored program.
Refer to "Assigning/Changing Icons for Stored Programs" (P.278).

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.

The following describes how to register actions with stored programs.

Important e 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.

Select [Store]. % Job Store T

Store 1. <Available>

2. <Available>

Store Build Job

Delete

Enter / Change

Name 5. <Available>

J
J
3. <Available> J
J
J
J

|
I
|
l 4. <Available>
l
I

Assign /

| change fcon 6. <Available>
J

Select a number to register a stored program.
Note * Once a job is stored to a button, it cannot be overwritten.
* Select [ A] to return to the previous screen or [ ¥] to move to the next screen.
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.

You can change the volume of the sound that notifies that a stored program is being registered. For
information on the setting, refer to "5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored
Programming Tone" in the Administrator Guide.

Press the <Start> or <Clear All> button.

Note * If no name is entered for a registered stored program, the name becomes "(No Name)".

For information on how to name a registered stored program, refer to "Entering/Changing a Stored
Program Name" (P.277).
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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.
- 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 a job is selected from the list of the stored jobs in [Secure Print Jobs & More]
under Job Status.

* The following features and operations cannot be registered in Stored Programming.
- Registration and call of a stored program
- System Settings
- The [Media Print - Text] button on the [Services Home] screen
- The [Store to USB] button on the [Services Home] screen
- The [Network Scanning], [Job Flow Sheets], and [Web Applications] buttons on
the [Services Home] screen
- The <Custom> button to which the Network Scanning or Job Flow Sheets service
is assigned.
- Unselectable buttons
- The [Language] button on the [Services Home] screen
- The [Screen Brightness] button on the [Services Home] screen
- Selecting items using the scroll bar
- Scrolling operation while previewing
- 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 <Energy Saver> button
* Astored 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.
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7 Stored Programming

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.

1 Select [Store Build Job). % Job Store T
| store
Store Build Job, i 2. <Avalable> Jj
Delete ‘ 3. <Available> ‘
}W{ l 4. <Available> J
DCeme 5. <Available>
o | _ J
| Change Icon J l 6. <Available> | v J

2 Select a number to register a stored program.

Note * Once a job is stored to a button, it cannot be overwritten.

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

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.

You can change the volume of the sound that notifies that a stored program is being registered. For
information on the settings, refer to "5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored
Programming Tone" in the Administrator Guide.

4 Press the <Start> or <Clear All> button.
Note * An icon 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”.

For information on how to name a registered stored program, refer to "Entering/Changing a Stored
Program Name" (P.277).

Deleting Stored Programs

The following describes how to delete stored programs.

1 Select [Delete].

[ store ‘i 1. (No Nome)
Store Build Job
Delete
E'nler / Change
Assign /
| Change Icon J V. J
2 Select the number to deleted.
Note * Select [ A] to return to the previous screen or [ ¥] to move to the next screen.
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3 Select [Delete]. _ﬁ

. & Delete Stored Programming
d Are you sure you want to delete the stored settings?
M Job Nomes o Name)
!
‘\; (o pelete | /3¢ Camcel
c= - g
HDelete
Deletes the stored program.
Note * Deleted stored programs cannot be restored.
ECancel

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.
For information on how to enter characters, refer to "Entering Text" (P.48).

1 Select [Enter/Change Name]. B Job Store

Store

Foewrrr—

Store Build Job

M—

Delete

l 1. (NoName) ‘

Enter / Change
Name

Assign /
| Change Icon J

2 Select the number to register or change a name.

Note * Select [ A] to return to the previous screen or [ ¥ ] to move to the next screen.
3 Enter a name, and select [Save]. I Change Name [Bcancet [ seve
dfﬂ—\/ Delete Text |
Lol a2 s]als]elr]a]o]o] - [ipemaen
\—\qufwfefftfﬁu il i [ Gem
fuTsideigT 7JT|(7|T e T@ |
| shift ‘(T‘x c‘v[b‘n[m“,‘_“/‘ Shift
G—. AN\ N ___\___\ Y
e ekt Space [ | o
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7 Stored Programming

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 i 1. (NoName)

Store Build Job

Delete

‘ Enter / Change ‘

Name
Assign/
Change Icon

2 Select the number to assign or change an icon.

Note * Select [ A] to return to the previous screen or [ ¥] to move to the next screen.
3 Select an icon, and select [Save]. -2 Assign / Change Icon - Job Number 1 [canc [ save

lo Icon = ‘ E |
[ No I¢ ! » }? }
s = | |
R CR R

c E |

= = |

(2 =~ J

ENo 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.

2 Select [Stored Programming].

3 Select a number of a stored program
containing the features you want to use.

Note * You can only select registered numbers.

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

« After the stored program has been called,
the machine sounds an audible tone. If a
failure occurs, the machine sounds a fault
tone.

<Services Home> button

Screen
Brightness

Print Mode

E Stored Programming

1. (No Name)

2. <Available>

3. <Available>

4. <Available>

5. <Available>

6. <Available> v

For information on how to change the volume of the sound that notifies that a stored program has been
called, refer to "S5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored Programming

Complete Tone" in the Administrator Guide.

4 After the stored program is called, select other features if necessary.

5 Press the <Start> button.

<Start> button
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7 Stored Programming

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.

1 Select [Change Settings]. Tilcory _—— O
Quantity: 20/300 Q? Sample Job
Pages: 40/50 :| [ “ Delete
Originals: 50 .

G — [+ Lastoriginal |

Black & White l
=1 A4 =
::Jox,zoox i
Collated [ \j Start |
B e e | |

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.
For information on how to change the volume of the sound that notifies that a stored program has been
called, refer to "5 Tools" > "Common Service Settings" > "Audio Tones" > "Stored Programming
Complete Tone" in the Administrator Guide.
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8 Web Applications

This chapter describes how to operate web applications.

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

* Web Applications OVEIVIEW ............eeuuiiiiiiiiiiiii e 282

® Accessing Web Applications...........c..uuveiiiiiieieieei e 283

* Accessing Using Buttons Registered on the [Services Home] Screen.....284
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8 Web Applications

Web Applications Overview

Web Applications is a service that allows you to access to web applications via a
network using the browser on the machine in order to display and store data.

The machine provides the following features:

* Accessing web applications from the machine, and displaying the web application
screen on the machine

* Storing scanned documents directly in a web application folder

* Printing a file directly that is stored on a remote server

Note * The web applications that can be displayed on the machine are those which are compatible
with the machine. You cannot access website on the Internet.

To access the web application on the machine, prior settings are required. For information on the

settings, refer to "S Tools" > "Web Applications Service Setup" in the Administrator Guide.
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Accessing Web Applications

The following describes how to access web applications.

You need to register an access destination in advance.

For information on how to register an access destination, refer to "5 Tools" > "System Settings" > "Web
Applications Service Setup" > "Server Setup" in the Administrator Guide.

1 Press the <Services Home> button.

2 Select [Web Applications].

Note ¢ |f Auto Link has been set, the machine
can access the remote service.

* WSD stands for Web Services on
Devices.

3 Select an access destination.

4 Select [Open] from the pop-up menu
displayed.

HOpen
Accesses the specified remote service.

HDetails

<Services Home> button

i E Screen
‘ Store to USB Brightness
e

=

= 2/2

""“E"“"'T""""’"::"""

| = |

= Web Applications

Server Name URL

‘WebService01 http://www.test01

7
WebService11 hitp://www.test11 _

‘WebService21 http://www.test21

‘WebService31 http://www.test31

WebService41 http://www.testal

WebService51 hitp:/fveww.test5 1 v
a (i
=y Web Applications
Server Name
|/~ open...
| 1] Details.. S
WebService11 - 11 .
(X) closevenu
WebService21 — o est21

‘WebService31 http://www.test31

‘WebService41 http://www.testa1

WebService51 http:/www.test51 v

Displays the information of the specified remote service.

HClose Menu
Hides the pop-up menu.
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8 Web Applications

Accessing Using Buttons Registered on the [Services Home]
Screen

You can register frequently used web applications on the [Services Home] screen as
buttons. The following describes how to access the applications by simply selecting the
buttons.

For information on how to assign buttons displayed on the [Services Home] screen, refer to "5 Tools" >
"Common Service Settings" > "Screen/Button Settings" > "Services Home" in the Administrator Guide.

1 Press the <Services Home> button.

<Services Home> button

2 Select [Head Office] registered on the |
[Services Home] screen. ) ey

Note * In this example, an access destination
named [Head Office] is registered in the
default position of the [Web Applications]
button. You can assign the button
anywhere on the screen.

* WSD stands for Web Services on
Devices.
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9 Media Print - Text

This chapter describes the basic procedures and features of Media Print - Text
when the USB Media Print Kit is installed.

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

® Media Print OVEIrVIEW.........uiiiiii ittt 286

* Inserting USB Memory DeVICe........c.uuuiiiaiiiiiie et 289

¢ SeleCtiNg FleS ....ueeeiiieieeieeie e 292

* Setting the Printing Options ........c..cuviiiiiiiieece e 294
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Media Print Overview

The installation of the USB Media Print Kit (optional) allows the machine to retrieve and
print document files (PDF, TIFF, XML Paper Specification (XPS), XDW (XBD), and
JPEG (JFIF)). This feature is called Media Print.

When 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.
Important ¢ Data stored in media may be lost or damaged for the following reasons. Make sure to back
up data in media before use.
* When ejecting the medium, switching the power off/on, disconnecting/connecting USB
cables by methods other than described in this guide.
* When switching the machine off/on or disconnecting/connecting the USB memory device.
* When receiving the effect of electrical noise or an electrical discharge
* When a failure occurs or repairing
* When receiving damage resulting from a natural calamity
* We assume no responsibility for any direct and indirect damages arising from or caused by
such data loss.
* For Media Print - Text, files cannot be displayed in thumbnail view and cannot be previewed
either.
Note * The Store to USB service is not available for some models. An optional component is
required. For more information, contact our Customer Support Center.
e Commercially available Memory Card Reader with single slot ™" can be used for Media Print
feature, but its safe performance is not guaragteed.
When a Memory Card Reader with multi-slot 2is used, only one particular slot is available.
The slot available differs according to the models, and the 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 allows 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.

* This feature may not be available depending on the setting in the CentreWare Internet
Services. For more information, refer to "6 CentreWare Internet Services Settings" >
"Configuring Machine Settings Using CentreWare Internet Services" in the Administrator
Guide.

The Media Print feature includes the Media Print - Text mode that prints data stored in
text format. It also includes Index Printing that prints a list of files retrieved in the mode.

Supported File Formats

The following file formats are available:
* PDF files

Extension: pdf, PDF 1.3 or later
* TIFF files

Extension: tif, Grayscale 4 bit/8 bit uncompressed, 8 bit/24 bit JPEG compressed,
MH/MMR compressed

* XML Paper Specification (XPS) files
Extension: xps

* DocuWorks files
Extension: xdw
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DocuWorks binder files
Extension: xbd

* JPEG (JFIF) files

Extension: jpg

Important « When specifying destination, only folder names appear on the destination list. File names

and shortcuts (symbolic link and alias) do not appear on the list. If the medium contains
more than 900 folders, the machine may not be able to recognize them correctly.

* PDF files, TIFF files, or JPEG (JFIF) files (extension: jpg) cannot be printed if they are stored
in folders.

* PDF files saved on Mac OS cannot be displayed on the screen and cannot be printed.

« If a file name contains characters that are not supported by the machine, the file name will
not be displayed on the screen.

* To use the Memory Card Reader, the USB Hub (optional) is required. For more information,
contact our Customer Support Center.

Note * Up to 255 characters (83 double-byte characters) can be recognized as a file name.

* Up to 900 files can be processed with Media Print.

* Use media formatted with 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

The following notes and restrictions apply on the use of the Media Print - Text feature.

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 on the medium.

Before storing document files, format the medium with a computer.

When you print a PDF file using Media Print, [PDF Bridge] is selected regardless of
the [Print Processing Mode] setting in [PDF Direct Print].

For more information on [Print Processing Mode], refer to "13 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.
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* 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.
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Inserting USB Memory Device

1 Insert the USB memory device into the USB memory slot.

2 One of the following occurs.

* The [USB Device Detected] screen appears.

* The [Store to USB] screen appears.

* The [Media Print - Text] 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 during the Energy Saver
mode, the touch screen does not light. After exiting the Energy Saver mode by pressing the
<Energy 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 Energy Saver mode, refer
to "Exiting the Energy Saver Mode" (P.40).

* 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.

* The screen display remains the same when the inserted USB memory device or Memory
Card is removed. Press the <Servicrs Home> button or do anything else to change the
screen display before starting next operation.

When the [USB Device Detected] Screen Appears

1 Select [Media Print - Text]. . USB Device Detected Goom )

| e

@
iﬁ
Media Print

Store to USB J \ e

2 Select a feature on the [Media Print - Text] [& ] ]

screen.

[ select All

[ a]Name | Last Updated
| 001 IMAGE_1.JPG 2011/6/8 19:02
Select From -

List...
| 002 IMAGE_2.JPG 2011/6/8 19:02 l

Select Range
L 003 IMAGE_3.JPG 2011/6/8 19:02 ‘

(@ output Color | | [Paper Supply el [ B 2 Sided [ [ Pagesper
4 - a | LI printing a | L side
| Black & White | | Auto Select | [1Sided ) loff )
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When the [Store to USB] Screen Appears

1 Press the <Services Home> button.

2

Select [Media Print - Text] on the [Services
Home] screen.

Note * WSD stands for Web Services on
Devices.

Select a feature on the [Media Print - Text]
screen.

When the [Media Print - Text] Screen Appears
Select a feature on the [Media Print - Text] screen.

When the Screen Display Does Not Change

1

If any screen other than the [Services Home]

screen is displayed, press the <Services Home>

button.

<Services Home> button

Screen
Brightness

Name Last Updated

001 IMAGE_1.JPG 2011/6/8 19:02

Select From

ist...
= 002 IMAGE_2.JPG 2011/6/8 19:02

Select Range

003 IMAGE_3.JPG 2011/6/8 19:02

Index Print

Output Color Pagesper |
- - Side -
off |

| Black & White

Paper Supply s
- Printing
Auto Select 1 Sided

-Text Setting

[T & Name | Last Updated

11001 IMAGE_1JPG 2011/6/8 19:02

Sel
Li
Select Range

Index Print

002 IMAGE_2.JPG 2011/6/8 19:02

003 IMAGE_3.JPG 2011/6/8 19:02

q Output Color ‘ Paper Supply [ ][] 2Sided D Pages per
\J N - Printing N Side -
Black & White | Auto Select . |1Sided off

<Services Home> button
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2 Select [Media Print - Text] on the [Services

Home] screen.

S e
’ - o) — ’ Screen
Network Scanning Brightness

Note * WSD stands for Web Services on M .
Devices. prpnirenny 22
-Text i )
—
Select a feature on the [Media Print - Text] preseri: :
screen. Sl (=] Name Last Updated

001 IMAGE_1.JPG 2011/6/8 19:02

Select From

List...
}7 002
Select Range

IMAGE_2.JPG 2011/6/8 1902

003 IMAGE_3.JPG 2011/6/8 19:02
ndex Print
[9 Output Color [Papersupply [rel] 2 Sided | (7] Pagesper ]
! - all Printing - Side N
| Black & White | Auto Select ) |1 sided . off )

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 failure occurs or repairing
* When receiving damage resulting from a natural calamity
* 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.
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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] pdER

to specify files. | B v et Upitsd
e i 001  IMAGE_1JPG 2011/6/8 19:02
List...
}—{ l 002 IMAGE_2.JPG 2011/6/8 19:02
Select Range
L J iooa IMAGE_3.JPG 2011/6/8 19:02
( Output Color | | [Paper Supply 2Sided | Pages per
Q/ - - Printing - M Side
off )

|Block & White || | Auto Select ) |1 Sided

2 Adter selecting the files to be printed, set the printing options.

For more information on the printing options, refer to "Setting the Printing Options" (P.294).

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 [ ¥] to move to the next screen.

ESelect 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.
Refer to "[Select From List] Screen" (P.293).

HSelect 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.

Eindex Print

Prints a list of the selected files with the index numbers automatically assigned.
For more information on Index Print, refer to "Index Print" (P.295).
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[Select From 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 [Reance || save
‘ IFolder1/
S [#774] Name Last Updated Selectll s l
= ek
“ﬁ 001 IMAGE_1.JPG 20091078 19:02 :et;isl:ve
“‘l 002 IMAGE_2.JPG 2009/10/8 19:02
\LIO(B IMAGE_3.JPG 2009/10/819:02
Previous
Note * Select [ A] to return to the previous

screen or [ ¥] to move to the next screen.

* You can sort the list in ascending or descending order by selecting [# A ], [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.48).

* 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.

HDetails
Displays detailed information on the selected (highlighted) file. To print the file, select
the [Print] check box on the [Details] screen.

ESelect all files in this level
Selects all files in the current folder.

HPrevious
Allows you to move to the upper directory.

Note * This button is grayed out if there is no upper directory.

ENext
Allows you to move to the lower directory.

Note ¢ This button is available when a folder is selected.
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Setting the Printing Options

You can set the printing options on the [Media Print - Text] and [Advanced Settings]

tabs.

By default, pressing the <Review> button on the control panel allows you to view a list

of the setting values.

Media Print - Text

Tab Item

Setting Value

- Quantity

Specify the number of print sets in the range from
1 - 999, using the numeric keypad.

Media Print Text Paper Supply

Auto Paper Select, Trays 1 -7

Note ¢ Select [Auto Select] or a tray in which any of
the following sizes of paper is loaded: A3, B4,
A4, A4€], B5, B5E], A5, A5(], 8.5 x 11", 8.5 x
11"@, 8.5x 14", 11 x 17"

¢ When you select [Auto Select], the machine
automatically select 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.

* Paper Size
A3, B4, A4, A4(l, B5, B5E, A5, A5(],
85x11",8.5x 11", 8 x 14", 11 x 17"

* Paper Type
Select the paper type to be used from the list.

2 Sided Printing

Off, Long Edge Flip, Short Edge Flip

Output

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.

Pages per Side

Off, 2 Pages, 4 Pages

Advanced Settings Bitmap Smoothing

Off, On

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.

* Features displayed on the [Media Print - Text] and [Advanced Settings] screens may vary
depending on the combination of the options installed on the machine.
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Index Print

For Index Print, file names, dates when files were stored on the USB memory device,
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 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
Paper Supply Trays 1-7
Note ¢ Select the tray in which any of the following sizes of paper
is loaded: A3, A4, A4€],8.5x 11", or8.5x 11"(]
Output Not available
Multiple-Up Not available
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10 Job Status

This chapter describes how to check the status of jobs and operate the jobs.

¢ JOD Status OVEIVIEW ........coiiiiiiiiiiiiii e 298
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* Checking Completed JODS.........ooiiiiiiieiee e 301
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10 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.

<Job Status> button

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.
For more information, refer to "Checking Current/Pending Jobs" (P.299).

B Checking completed jobs

Displays the status of completed jobs, and their details.
For more information, refer to "Checking Completed Jobs" (P.301).

B Checking stored jobs

Prints or deletes jobs stored using the Charge Print, Secure Print, Private Charge Print,
Sample Set, and Delayed Print features.
For more information, refer to "Printing and Deleting Stored Jobs" (P.302).

HPrinting Pending Jobs

Prints jobs that are waiting to be output or resumed.
For more information, refer to "Printing Pending Jobs" (P.313).

—
‘les¥ snje)g qor
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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.

<Job Status> button

2 Select the job to be canceled or T (T T e i
preferentially executed. g N - e
File/ Job Type Remote Terminal Status Progress
Note * Select [ A] to return to the previous e o— p— o
screen or [ ¥] to move to the next screen. ||~ — — o
* From the drop-down menu, you can
select and display the desired type of
jobs. v
3 Select [Delete] or [Promote Job]. 4 print Job — - [xcee |
2: user name
E . ST
Sba )
Quantity:  2/10 — ([ Promotescb |
Pages: 15730 = )
V= =
(=]l
Cmaray

HPrint Waiting Jobs

Prints the jobs that are waiting to be output or resumed.
For more information, refer to "Printing Pending Jobs" (P.313).

EDisplay Time
Displays the estimated time required to complete the job. The time is displayed in the
form of either [Cumulative time for all jobs] or [Time required for single job].
Note * The estimated time is not displayed while data is being processed.

* The estimated time is not displayed for the following jobs: Printing without using a print
driver, copy, and printing reports and lists.

You can change the form in which the estimated time is displayed. For more information, refer to "5
Tools" > "Common Service Settings" > "Other Settings" > "Estimated Job Time" in the Administrator

Guide.

HDelete
Cancels the current or pending job.
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10 Job Status

EPromote Job

Preferentially executes the selected job.
If you select this button, [#] appears under the [Status] of the selected job.

HDelete
Stops processing the job.

EmLast Original
Select this button to end scanning of documents. The job is then executed.

ENext Original
Select this button when you have another document to scan.

H Start
Resumes the suspended job.

EChange 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.

1 Press the <Job Status> button.

<Job Status> button

2 Select the [Completed Jobs] tab. ] - eI
[ et =) | Group Parent lobs
Note « Select [ A ] to return to the previous %‘? . . ‘ ’ N
screen or [ ¥] to move to the next screen. & — 2
- -Copy A4 Complet ”n
* From the drop-down menu, you can T ewePin  BARUTANHOSTNAME  Completed
select and display the desired type of
jobs.

3 Select a job to see the details.

4 Select [Close] after the confirmation. | Copy & close

Reduce / Enlarge : 100%

Status, : Completed Time Completed :2011/5/19 2:50 PM

Quantity 11
E Print this Job 1\ Print this

begs 81 { 2 History Report | | L& Job Report
Paper s -

EGroup Parent Jobs
Allows you to check the list or history of related jobs (such as job flow jobs).

EShow Child Jobs
Displays a job list.

HPrint this Job History Report
Prints the Job History Report.

EPrint this Job Report
Prints the Job Report.
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Printing and Deleting Stored Jobs

1

2

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.

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

The following shows the reference section for each feature.

SECUIE PIINt .....oiiiiiiiiiiiiiic ettt sttt ene s 302
SAMPIE SEL....eeeeete ettt ettt et et bttt et et e et et e bt ert e aeebeeteeneesneeneenes 304
Dlay@d PriNt......cceieeieee ettt ettt b ettt b et et ettt e et neenaeenean 306
CRATZE PIINE ..ottt ettt ettt sttt ettt st eae et be st ebesb e b et st ebeesebenean 308
Private Charge PriNt.........ccooiiirieeeeees ettt sttt sttt ettt eneesaeeneens 310

Press the <Job Status> button.

<Job Status> button

Select the [Secure Print Jobs & More] tab. e - TIIIE—"—]

Secure Print.. Sample Set.. Delayed Print...
[C% ecure Prin HE:] ample Se H% elayed Prin }‘
\ ]
J

[ /=, Charge Print... | [ = Private Charge Print...
& JE

[Secure Print] and [Private Charge Print] are not displayed simultaneously on the screen. For more
information on the settings, refer to "5 Tools" > "Authentication/Security Settings" > "Authentication"
> "Charge/Private Print Settings" in the Administrator Guide.

Secure Print

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].
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Printing and Deleting Stored Jobs

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 "S5 Tools" >
"Authentication/Security Settings" > "Authentication" > "Charge/Private Print Settings" in the
Administrator Guide.

For information on how to operate a Secure Print job, refer to the print driver's help.

1 Select [Secure Print].

Select the user to be checked, and select (S5 Secure Print (@refien oo |
[Job List]. T
l001 User Name1 h 002 User Name2 ‘ ‘
Note * Select [Refresh] to display the updated —
. A | 003 User Name3 h 004 User Name# Jobs: 300
information. | 005 User Name5 h 006 User Name6 ‘
* Select [ A] to return to the previous 1007 serName? | 005 sertiames
screen or [ ¥] to move to the next screen. {009 User ames 010 serNameto
* You can enter a user ID in [Go to] using 011 User Name11 | 012 serhamer2 v | [ bt

the numeric keypad to display the user ID
at the top of the list.

3 Enter the passcode, and select [Confirm]. . User Name1 [Rcaneel || coniim

Passcode

Note « If the passcode is not set, the passcode
entry screen does not appear. H;”

4 Select the job to be printed or deleted. () User Name1 [@reien || close
. Job N Stored Dat P Number of Jobs:
Note * You can select up to 100 files === e e 2
simultaneously to print or delete the files [14 DocName1-012345678901234 2011/5/19638PM 9999 Select All
|fy0u Select multiple ﬁIeS they are printed ‘2 DocName2--012345678901234 2011/5/19 6:38 PM 9999 Delete
. ’ \ 3. Doc Name3-012345678901234 2011/5/19 6:38 PM 9999
in the selected order. Print Quantity
\4, Doc Name4-012345678901234 2011/5/19 6:38 PM 9999‘ Teogpeds
‘5. Doc Name5-012345678901234 2011/5/19 6:38 PM 9999 ‘

|6 DocName6-012345678901234 2011/5/19 638 PV 9999 v print

5 Select any option.

6 When printing, specify the number of print sets using the numeric keypad.

HSelect All
Selects all jobs. To deselect all the jobs, select this button again.

EDelete

Deletes the Secure Print job.
Note * If jobs with the same Billing ID are all deleted, the Billing ID will be deleted.

Refer to "When [Delete] is Selected" (P.304).
EPrint Quantity
Specify the number of print sets.

EPrint

Prints the Secure Print job. After printing, the job is deleted.
Refer to "When [Print] is Selected" (P.304).
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10 Job Status

When [Delete] is Selected

1 Select [Delete].

EDelete

Deletes the job.
Important * Once the job is deleted, it cannot be restored.

ECancel

Cancels deleting the job.

When [Print] is Selected

1 Specify how to process the job after printing.

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 "5 Tools" >
"Stored File Settings" > "Print Job

A Elmns Alaiannt [ pateac 1[0 rinea J
e YA
| /1 Delete Secure Print Job(s) |
5
E Are you sure you want to delete the selected job?
2 User ID: User Name1 =
Job Name: Doc Name1-0123456789012345678901234567890123456789
E Stored Date: 2011/5/19 6:38 PM
[
E Delete < Cancel
& x -
o
T
(= s CY e
| /1\ Secure Print |
5
E The selected job will be printed.
2 User ID: User Name1 =
Job Name: Doc Name1-0123456789012345678901234567890123456789
[ Stored Date: 2011/5/19 6:38 PM
3 (ES
Select to delete or save the job after printing.
[
E . - ‘
N Print and Print and Save Cancel
Delete B
6
T

Confirmation Screen" in the Administrator Guide.

HPrint and Delete
Starts printing the job. After printing, the job is deleted.

EPrint and Save
Starts printing the job. After printing, the job remains undeleted.

ECancel

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.
For information on how to operate a Sample Set job, refer to the print driver's help.

Note

For more information, refer to "5 Tools" > "Authentication/Security Settings" > "Authentication" >

* 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.

"Charge/Private Print Settings" in the Administrator Guide.

1 Select [Sample Set].
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2 Select the user you want to check, and

select [Job List].

Note * Select [Refresh] to display the updated

information.

» Select [ A] to return to the previous
screen or [ ¥] 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.

3 Select the job to be printed or deleted.

Note * 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.

4 Select any option.

(=) Sample Set (Grefresn  [[Pctose |
Goto
001 & 200
[001 User Name ]\ 002 User Name2 ‘ ‘
‘ 003 User Name3 h 004 User Name4 Jobs: 300
| 005 User Names h 006 User Name6
| 007 UserName7 h 008 User Nome8
‘ 009 User Name9 h 010 User Name10
|11 UserName11 h 012 UserName12 v || 53 Jobiblst
(5 User Name [@refresn [ close
Job Name Stored Date Pages Number of Jobs:
[1‘ DocName1-012345678901234 2011/6/26 3:51 PM 9999] Select All
‘Z. Doc Name2--012345678901234 2011/6/26 3:51 PM 9999 Delet
elete
|
|3 DocName3-012345678901234 2011626351 P 9999
Print Quantity
| 4. Doc Name4-012345678901234  2011/6/26 3:51 PM 9999 1 9,999 Sets
|5 Doc Name5-012345678901234 2011/6/26 3:51 PM 9999 ‘
6. DocName6-012345678901234 20111626 351 PV 9999 v ulald |

5 When printing, specify the number of print sets using the numeric keypad.

ESelect All

Selects all jobs. To deselect all the jobs, select this button again.

EDelete

Deletes the Sample Set job.

Refer to "When [Delete] is Selected" (P.305).

HPrint Quantity

Specify the number of print sets using the numeric keypad.

EPrint

Prints the Sample Set job. After printing the remaining sets of the job, the job is deleted.

Refer to "When [Print] is Selected" (P.306).

When [Delete] is Selected

1 Select [Delete].

EDelete

Deletes the job.

1 b Rt [Aoatrac 1[5 r1nca J
— m Delete Sample Set Job(s) =
s
Are you sure you want to delete the selected job?
User ID: User Name1 =

Job Name: Doc Name1-0123456789012345678901234567890123456789
Stored Date: 2011/6/26 3:51 PM

( \
0 Delete 3 Cancel L

Important « Once the job is deleted, it cannot be restored.

ECancel
Cancels deleting the job.
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When [Print] is Selected

1 Select[Yes].

Note

BYes

Ei;;;l:s . =Y PRR— Py J
* The screen as shown on the right does E e slocted il b deleted e prning.
not appear if [Print Job Confirmation L v 5
Screen] iS set tO [Dlsabled] in the System J;::rzlggs:lz(;2%1;1;1;2721(;2?5213;;6789012345678901234567890123456789
Administration mode. If [Disabled] is E Do you il wont o prine? B
selected, the machine automatically E
deletes the job after printing without E P L ‘ -
displaying the confirmation screen. For F ——

more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job
Confirmation Screen" in the Administrator Guide.

Starts printing the job. After printing, the job is deleted.

Note

ENo

* 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 "5 Tools" > "Common Service Settings" > "Machine Clock/
Timers" > "Auto Job Release" in the Administrator Guide.

Cancels printing the job.

Delayed Print

This feature allows you to temporarily store print data on the machine to print it at
specified time.

—
‘les¥ snje)g qor

Note

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.

For information on how to operate a Delayed Print job, refer to the print driver's help.

* 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 "5 Tools" > "Authentication/Security Settings" >
"Authentication" > "Charge/Private Print Settings" in the Administrator Guide.

1 Select [Delayed Print].

Select the job to be printed or deleted. () Delayed print [@refen ][ close
. Job Name Print Time Pages Number of Jobs:
Note * Select [Refresh] to display the updated e i il
Informatlon ) l 23 Doc Name2--012345678901234 3:55 PM 9999 ‘j
. Delete
* Select [‘] to return to the previous [3. Doc Name3-012345678901234 355 PM 9999 |
screen or [' ] to move to the next screen. [4‘ Doc Name4-012345678901234 355 PM 9999 |
i [Prlnt Tlme] shows the time to start ls. Doc Name5-012345678901234 3:55 PM 9999 |
printing. is. Doc Name6-012345678901234 355 PM 99| v Brint

3 Select any option.
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EDelete

Deletes the Delayed Print job.
Refer to "When [Delete] is Selected" (P.307).

EPrint

Prints the Delayed Print job. After printing, the job is deleted. If printed manually, the
job will not be printed at the specified time.

Refer to "When [Print] is Selected" (P.307).

When [Delete] is Selected

1 Select [Delete]. - P |

[~ /1\ Delayed Print - Delete
Are you sure you want to delete the selected job?

Job Name: Doc Name1--01234567890123456789012345678901234567890
Print Time: 3:55 PM (Stored Date: 2011/5/19 3:55 PM)

User Name: Toyoda1.1666666666666667

Host Name: Miffy1.1666666666666667

O~ 1558

I B
4
ﬁ T&Delete | % Cancel
16 I
HDelete
Deletes the job.
Important ¢ Once the job is deleted, it cannot be restored.
ECancel
Cancels deleting the job.
When [Print] is Selected
— 7 Y
1 Select [Yes]. < /A\ Delayed Print - Print & J

s
The selected job will be deleted after printing and
will o longer print at the programmed time.

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 "5 Tools" >
"Stored File Settings" > "Print Job
Confirmation Screen" in the Administrator Guide.

Job Name: Doc Name1--01234567890123456789012345678901234567890

Print Time: 3:55 PM (Stored Date: 2011/5/19 3:55 PM)

User Name: Toyoda1.1666666666666667

Host Name: Miffy1.1666666666666667 —

Do you want to print now?

(o Yes

& xNo L

HYes
Starts printing the job. After printing, the job is deleted.

ENo
Cancels printing the job.
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10 Job Status

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].

For more information on how to register user IDs on the machine, refer to "5 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].

For information on how to set Charge Print, refer to "5 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.

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]. 8 Login [ emer

Note * When the passcode is set, enter the user ||

ID and select [Next]. Then, enter the T e e e ‘
1 2 3 4 5 6 7 8 9 0 - Backspace

passcode and select [Enter]. B e e e o

UserlD:| ‘39\! Delete Text

Shift z X c v b n m ; - i Shift

Select [Charge Print].

Select the user to be checked, and select (=) Charge Print [@refren [ close
[Job List]. 2

X 001 (No User ID) 002 User Name2 ‘ ‘
Note * Select [Refresh] to display the updated 403 Ueer Names P— —

005 User NameS “ 006 User Name6

007 User Name7 008 User Name8

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

009 User Name9 010 User Name10

011 User Name11 012 User Name12 v || Job List...

|
information. l
|
l

* 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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8 Enter the passcode, and select [Confirm]. . User Namet [Rcanet || contim

Passcode

Note « If the passcode is not set, the passcode —
entry screen does not appear. [—

6 Select the job to be printed or deleted. = User Name2 (Groten [ clow
Job Name Stored Date Pages ;‘;’"ber ek
1. Doc Name1-012345678901234 2011/6/26 4:03 PM 9999
\ 74 Doc Name2--012345678901234 2011/6/26 4:03 PM 9999
Delete
‘ 3. Doc Name3--012345678901234 2011/6/26 4:03 PM 9999
Print Quantity
‘ 4. Doc Name4-012345678901234  2011/6/26 4:03 PM 9999 19,999 Sets
|5 DocNames-012345678901234 2011/626 403 9999 ‘
‘ 6. Doc Name6--012345678901234 2011/6/26 4:03 PM 9999 ‘ v Print

7 Select any option.

8 When printing, specify the number of print sets using the numeric keypad.

EDelete

Deletes the Charge Print job.
Refer to "When [Delete] is Selected" (P.309).

HPrint Quantity
Specify the number of print sets using the numeric keypad.

EPrint

Prints the Charge Print job. After printing, the job is deleted.
Refer to "When [Print] is Selected" (P.310).

When [Delete] is Selected

1 SeIeCt [Delete] ' Eihl—)t:;t:h(;l‘mrge Print Jobs R 4

5

Are you sure you want to delete the selected job?
User ID: User Name2

Job Name: Doc Name1-0123456789012345678901234567890123456789
Stored Date: 2011/6/26 4:06 PM

( \
0 Delete 3 Cancel L

HDelete
Deletes the job.

Important « Once the job is deleted, it cannot be restored.

ECancel
Cancels deleting the job.
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10 Job Status

When [Print] is Selected

1

Specify how to process the job after printing. = s Bremr ) A |
Note * The screen as shown on the right does E e selected il b printd,
not appear if [Print Job Confirmation User 10+ User Name2
Screen] |S Set tO [Dlsabled] |n the System % Jstzgrzlggs:lgz%l;l?;g?;g(z?ozgsifmw12345678901234567890123456789 |
Administration mode. If [Disabled] is Select 1o deleteor save the ob after pinting.
selected, the machine automatically E
deletes the job after printing without E Xt ond Bt did save (Cancel L
displaying the confirmation screen. For F —— )

more information, refer to "5 Tools" >
"Stored File Settings" > "Print Job
Confirmation Screen" in the Administrator Guide.

EPrint and Delete

Starts printing the job. After printing, the job is deleted.

EPrint and Save

Starts printing the job. After printing, the job remains undeleted.

ECancel

Cancels printing the job.

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 and their associated sub 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.

If received print jobs are set to be saved with Private Charge Print, the jobs are saved
for each authentication user ID.
Note * An application (sold separately) is required to use the feature that associates sub users with
the user ID of a login user. For more information, contact our Customer Support Center.
* [Private Charge Print] is displayed when [Receive Control] in [Charge/Private Print Settings]
is set to either of the following:
* Select [According to Print Auditron] in [Receive Control], and then select [Save as Private
Charge Print Job] in [Job Login Success].
* Select [Save as Private Charge Print Job] in [Receive Control].
* When the Private Charge Print feature is selected, you cannot specify normal print, Secure
Print, Sample Set, Delayed Print on the print driver.
To delete a print 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 "3
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 "5 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.
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Enter the user ID, and select [Enter].

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.

Select [Private Charge Print].

& Login

[q? Enter

UserlD:|

@’5) Delete Text |

Gl 2] W0 R T e Backspace
‘ J

Shift ZA |

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.

When [Delete] is Selected

HDelete
Deletes the job.

Select the job to be printed or deleted. (% Private Charge Print [@reen JFcom )
Number of selected jobs: 1/3
Note * You can select up to 100 files 0 ererren ‘
simultaneously to print or delete the files. || oo o2 12 B:seiBor
If you select multiple files, they are printed (EEser D sicealEoff ‘ "
in the selected order. I erorr 356000 175 §rseeall o ‘
Select any option.
@Selectml
When printing, specify the number of print —
sets using the numeric keypad.
HSelect All
Selects all jobs. To deselect all the jobs, select this button again.
HDelete
Deletes the Private Charge Print job.
Note * If jobs with the same user ID are all deleted, the user ID will be deleted.
Refer to "When [Delete] is Selected" (P.311).
EPrint Quantity
Specify the number of print sets using the numeric keypad.
EPrint
Prints the Private Charge Print job. After printing, the job is deleted.
Refer to "When [Print] is Selected" (P.312).
Potuenbo Claccon Dt [Aateac 1[5 r1nea
1 SeIeCt [Delete] %&Delete Private Charge Print Jobs e !
E Are you sure you want to delete the selected job?
[ iobNome Dooments.e-wm
= Stored Date: 1/9/2011 17:01 n
[
m| \ QA Delete ‘ % Cancel
L — N

Important « Once the job is deleted, it cannot be restored.

ECancel
Cancels deleting the job.
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10 Job Status

When [Print] is Selected

1 Specify how to process the job after printing. [Fr—rmmm

N & Private Charge Print
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 it | (==

The selected job will be printed.

User ID: User Name1
Job Name: Document3.txt - i 1l
Stored Date: 1/9/2011 17:01

=A== o= |

Select to delete or save the job after printing.

(@ patrach

Cancel

% rinea J

displaying the confirmation screen. For : v~

more information, refer to "5 Tools" >

"Stored File Settings" > "Print Job

Confirmation Screen" in the Administrator Guide.
EPrint and Delete

Starts printing the job. After printing, the job is deleted.

EPrint and Save
Starts printing the job. After printing, the job remains undeleted.

ECancel
Cancels printing the job.

—
‘les¥ snje)g qor

312




Printing Pending Jobs

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.

For information on how to set [Auto Print], refer to "5 Tools" > "Common Service Settings" > "Machine
Clock/Timers" > "Auto Print" in the Administrator Guide.

1 Press the <Job Status> button.

<Job Status> button

1 iti Active Job Completed S Pri Print Close
2 Select [Print Waiting Jobs]. e |l o |
\:EM“‘M = | Display Time ‘
J

File/ Job Type Remote Terminal Status Progress

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

|

02223 - Print 11x22mm:3% Print Wait 66
Set Information
set Information XXX
set Informatio XK
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Handling Error Terminations

This section describes how to handle error terminations.

BFor 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.

For more information on the setting, refer to "5 Tools" > "Print Service Settings" in the Administrator
Guide.

For information on error codes, refer to "12 Problem Solving" > "Error Code" in the Administrator
Guide.

BFor a Scan Job

A Transmission Report - Job Undelivered is printed.

For more information on the Transmission Report - Job Undelivered, refer to "4 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 "S Tools" > "Common Service Settings" > "Reports" >
"Scan File Transfer Report" in the Administrator Guide.

mFor Other Jobs

Print a Job History Report, and check the execution results.
For information on the Job History Report, refer to "5 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 "12 Problem Solving" > "Error Code" in the Administrator Guide.

n
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11 Computer Operations

This chapter describes how to print documents, import scanned files, and
operate CentreWare Internet Services on your computer.

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 January 2012.

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

O FEatUreS OVEIVIEW. ... et e e e e e e e e e 316
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11 Computer Operations

Features Overview

This section describes an overview of features you can perform from a computer.

HPrinting

Submits a print job to the machine from a computer.
For more information, refer to "Print" (P.317).

BE-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.

For more information, refer to "E-mail Printing" (P.320).

Himporting Scanned Data

Imports files stored in a folder of the machine to a computer.
For more information, refer to "Importing Scanned Data" (P.322).

ECentreWare 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.
For more information, refer to"CentreWare Internet Services" (P.330).

For information on how to import scanned data stored in a folder, refer to "Importing Using CentreWare
Internet Services" (P.327).
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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

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.319).

Note * Some features become available after you make option settings on the [Configuration] tab.
The unavailable features are grayed out.

HPages Per Sheet (N-Up)
Prints multiple pages onto one sheet of paper.

m2-Sided Print
Prints data on both sides of paper.

HPoster
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.

EBooklet Creation

Performs 2-sided printing and page allocation for printing a booklet in the correct page
order.

Note * This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.
ETransparency Separators
Automatically inserts a blank sheet of paper as a separator each time a transparency
is printed.
EWatermark
Prints preset text, such as "Confidential", over the print data.

ESecure 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.

For information on how to print a Secure Print job, refer to "Secure Print" (P.302).

ESample 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.

For information on how to print a Sample Set job, refer to "Sample Set" (P.304).

EDelayed Print

Temporarily stores the print data on the machine to print it at specified time.
For information on how to print a Delayed Print job, refer to "Delayed Print" (P.306).
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11 Computer Operations

B 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.

* This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.

For information on how to print files in a folder, refer to "Printing Files in Scan & Other Jobs" (P.248).

Direct Printing

Allows you to directly send TIFF, PDF, JPEG, XML Paper Specification (XPS), XDW
(DocuWorks), or XBD (DocuWorks binder) format files from a computer to the machine
without using a print driver.

For information on Direct Printing, refer to "Print">"Job Submission" in the help of CentreWare Internet
Services.

E-mail Printing

Allows you to send e-mail with the TIFF, PDF, JPEG (JFIF), XML Paper Specification
(XPS), 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 * If the Authentication feature is enabled, received e-mails are not printed automatically.

For information on how to use E-mail Printing, refer to "E-mail Printing" (P.320).

Print Features Using Authentication Information

ECharge 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. 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.

For information on how to set Charge Print, refer to "5 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.308).

EPrivate 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 and their associated sub 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.

* An application (sold separately) is required to use the feature that associates sub users with

the User ID of a login user. For more information, contact our Customer Support Center.
For information on how to set Private Charge Print, refer to "5 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.310).
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Setup
To print from your computer, your computer must have a print driver installed.
For information on how to install the print driver, refer to the manual included in the Driver CD Kit.
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.

For more information on print features, click [Help] on the print driver screen to view the print driver's
help.

Select [Print] from the [File] menu on the application.

Confirm [Printer Name] and click [Properties] if necessary.

3 Set the properties if necessary. a3 B BT IRL  Propris
Note * You can change the print feature in [Job Type]. S =T S
DEELY ¥ )
= R r—
‘Eg 0] i 2
Coee It
4 Click [OK]. s
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 CD-
ROM of the Driver CD Kit. For information how to install the document monitor, refer to the
manual included in the Driver CD Kit.

« Environment-friendliness level is indicated on the notification screen with leaves =
This information is provided only when [Normal Print] or [Sample Set] is selected in the [Job
Typel.
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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.

* This feature does not appear for some models. An optional component is required. For more
information, contact our Customer Support Center.

* The following file formats can be used: TIFF, PDF, JPEG (JFIF), XML Paper Specification
(XPS), XDW (DocuWorks), or XBD (DocuWorks binder).

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.

BE-mail Account Registration

Registering an e-mail account in advance.

HConfiguration on the Machine

Configuring the required settings on the machine.

For information on E-mail Environment Settings, refer to "8 E-mail Environment Settings" in the
Administrator Guide.

Receiving E-Mail

The following describes how to receive e-mails from Outlook Express on a computer
as an example.

1 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"*, ".xdw", and ".xbd", the file may not be printed correctly.
* XPS stands for XML Paper Specification.
* Up to 31 documents can be attached.
2 Enter the machine's e-mail address as a ]

recipient.

Toi [rvgdevcet sxansie o n

@ |
subjet: Reference

Al Y[o® |87 UA EES
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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] > [Logical Printer Number] in CentreWare Internet Services when [Print
Processing Mode] is set to [PS] in PDF Direct Print.
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Importing Scanned Data

This section describes how to import files from a machine's folder to your computer.
The following four methods are available. The following shows the reference section for
each procedure.

Importing to a TWAIN Compatible Application..........ccccoueeveiniinieiniiienicciiiicieceeeeieen 322
Importing Using Stored File Manager 3 .......c..oooiiviiiriiiiniiieeneeeeenieeeee e 324
Importing Using CentreWare Internet SErviCes........cevuireerierieriieienierinieree e se e 327
Importing USing EaSyOPerator...........cciveiieriinieienienieeieenienienieeste sttt st see st tese e eaens 328

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 * Install Network Scanner Utility 3 from the Driver CD Kit .

To import files stored in a folder, prior settings are required, such as enabling ports. For more
information, refer to "9 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 Network Scanner Driver, refer to the manual included in the Driver
CD Kit.

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 the "Readme" included
in Network Scanner Utility 3.

From the [File] menu, select the command for selecting the scanner (source).

Select [FX Network Scanner 3 TWAIN], and F—
click [Select]. Sources

Cancel

From the [File] menu, select the command for importing the image from the scanner.
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5 From the displayed list, click the scanner &, Specify Scanner &
name of the machine, and click [Next]. e e
E\thal agtav the scanner IP agddlass of select it fram the scanners
Note « If no scanners are shown in the list, click e
[Search Again]. The application searches IPAdastsorFaON e
for scanners. o R T
eTo Change the d|sp|ay of scanner names, Scanner Name IP Address /FQ... | Installed Location

use the dialog box that appears by
clicking [Search/Display Settings]. For
more information, refer to "Changing the
display of scanner names" (P.324).

[ Seach Again | [ Search / Display Settings...

* 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.324).

[ tbou | [ Hew> ][ concel J[ Hep |

In the [Folder Number] field, enter the F5, Specify Folder X
number Of the f0|der (001 - 500) that sp“ign::::'ru\dernumherandpasscnde
contains the file to be imported. In the
[Passcode] field, enter a passcode (up to 20 o
d Ig |tS) : Folder Number: [1] [ et to Ofterels=d Folders
Note * You can also select a folder number from Basszode:
[Registered Folders]. Begitcred Folfers
Falder No. Folder Name
* Clicking [Select Scanner] returns to step : o
5, where you can reselect a scanner.
Click [Confirm]' ¢SelectSeanner | [ Confim ] [ Cancel | [ Heb |
Select a file to be imported from the
list, and click [Import]. He E e S E E
QRefresh Select Scanner Sereen [ ] Select Folder Screen
Note * You can select muItipIe files. File Mo, File Name Stored Date ¥ Format | Pages | Image Size File Type
« [Import], [Refresh], and R e
[Delete] are available from the
menu that appears when you
right-click on the list.
< b
File can be imparted by double-clicking. 1P Address: Y ET e e—————

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 "5 Tools" > "Setup” > "Create Folder" in the Administrator
Guide.

323

i suoneltadQ 193ndwo’n
—



—
el  SuoneladQ Jayndwon

11 Computer Operations

Changing Network Scanner Driver Settings

To learn about fields in the displayed dialog box, click [Help] to view the Network Scanner Driver's
help.

EChanging the display of scanner names

You can change the display of scanner
names listed. ——

Display b
To change the display of scanner names, use Prodct e v

the dialog box that appears by clicking
[Search/Display Settings] in the scanner
selection dialog box. I T T

Soanners for Searching

Under [Scanner Name Display], you can
change the method in which scanner names
are displayed in [Scanner for Searching].

Scanner Name & IP Address / FO

Specify scanners to search for under [Search

Target Settings]. L
Commurity Mame [Fead Only)
Note * If you click [Add] and then register a
scanner, you can display scanners from
other networks. 0k ][ cacel | [ Hep

Eimport method for scanned files

You can change the display and the import Import Sattings

settings for files scanned from a folder. (2 rimation Dl hen Ipoting

TO Change the |mp0rt methOd, C”Ck [Import [ Invert Negative/Pasitive Image for Imported File
Settings] from [File] menu in the file selection oy imes

dialog box, and configure the settings in the
dialog box that appears.

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 * Install Network Scanner Utility 3 from the Driver CD Kit.

To import files stored in a folder, prior settings are required, such as enabling ports. For more
information, refer to "9 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 the manual included in the Driver CD
Kit.

To learn about fields in the displayed dialog box, click [Help] to view the Stored File Manager 3 help.
1 Click [Start] and select [All Programs] > [Fuji Xerox] > [Network Scanner Utility 3] >
[Stored File Manager 3].

Note * If you used another directory for installation, specify the directory instead.
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2 From the displayed list, click the scanner name of

the machine, and click [Next].

Note

3 In the [Folder Number] field, enter the number of the
folder (001 - 500) that contains the file to be
imported. In the [Passcode] field, enter a passcode

« If no scanners are shown in the list, click [Search
Again]. The application searches for scanners. — Tarnan

* 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.326).

* 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

L' Specify Scanner, g‘

Specily Scanner
Start network scanner settings

Either enter the scanner |P address or select it from the scanners
detected.

P Address or FODM. Exanple:

2001:DB8:1:1:1:1:1:1
hostname. example. net
Scarners Detected:

IP Address / FODM | Installed Location

Scanner Wame

et \ Sl By Beitge |

register the IP address and scanner name. For
information on how to change the settings, refer to
"Changing the display of scanner names" (P.326).

(up to 20 digits).

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, and click [Import].

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.326).

sbout Hext> Cose | Hep |
R Specify Folder 53
Specify Folder
Enter the folder number and passcode.
Scanner Name: 3
IP Address: & e i e

5 I Setto Often-Used Folders
Passcode: |7

Fegistered Folders

Ealder Number:

| [_corfm Cose | Hep |

< Select Scanner

R 005:Documents - Stored File Manager 3 QEJE‘
File Edt View Help

I t@nfh KDH fF B (5| seect 5 5 Select Folder 5
mpor ¥ fefres elete clect Suanner Soreen (|| Select Falder Screen

File No.

IS
13 img 607152255

File can be imported by double-clicking.

2011/06/07 15:22:68 MR 1

Fomat | Pages | Image Size File Type
241210 1)

Scan File
A4 (210 % 237mm) Scan File

TP Address: (60 Ga 8 8 Model:s o

6 The file 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.326).
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Changing Stored File Manager 3 Settings

To learn about fields in the displayed dialog box, click [Help] to view the Stored File Manager 3 help.

EChanging 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
[Scanner for Searching].

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.

Bimport 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.

Search / Display Settings E|

Soanner Name Display
Disglay by:

Product Name h

Search Taiget Settings
Scanners for Searching
[Newark Seanners |

¥ Display Eiegistered Scanners

Scanner Mame & |P Address / FADN

sdd. | Edt. | pelr |

Camrwnity Name (Fread Onp)

BE—
oK. Cancel | Help \

Details g|
Display / lmpart Settings ] Saveds|
rgervallmins)
E =] i)
Eile Saving Options:
[SetDestinationfor Each Fie =]
[ - |
Natification
IV Anjmation
I~ Sound
B |
[ ok ] conea | Help ‘

Details E‘

Display / Import Setings  Save de |
Save Options
# Bave Mutple Pages per Fiig

" SaveFile for Each Page

[ JE|

Naming

I™ Custom

0K Cancel Help
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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.

For information on an overview of CentreWare Internet Services, refer to "CentreWare Internet
Services" (P.330).

For more information on this operation, click [Help] in the top frame to view the help.

1 Start up the computer, and a web browser.

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. T o

Folder

Goto @01 -500) 12343 DI
Folder NunberFolder Name
5 m
B w
5w
CI™
5 o <Avaibl
B o <Avaii
5w <Avaiti
B o <Avala
B w <avaisi
(=R <Availabl
B o <Availabi [Create Il

FUJI XeroX g,

CentreWase Internet Services fo Version 18
©F

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).
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5 Place a check mark next to each S s S
file to be imported, set the S —
necessary items, and then click

Folder : List of Files
SelectAll

[Retrieve]. il B b
D | e G i o (T
H T H 0 4 img-607153036 (07/06/2011 1530 MMR 1 Scan Searchable
Note * When you import files in Tl i e
PDF format from a folder,
imi e |
they cannot be optimized for A
‘ age: [CEasbted
web view. e N 7 .
v Fopm e reo
—— o
— ——
Language of the Original:
[ @ Retrieve

FUJIXEIOX @,

CentrsWare Intemet Services for g s £ Version 15
Fi XeroxCo, Lid. 2011

6 Click a file name and save a link. o ——

Retrieve Files from Folder - Folder Number: 1

Job Flow Shests File Nunber: pot

Link to: img 607153036

FUJIXErOX @)

CentreWare Intermet Services for s o £ Version 12
© Fuji XeroxCo, Ltd. 2011

7 Click [Savel. File Download X

Do you want to open or save this file?

pr Name: img00014.4F
-
Type: TIF Image, 309 KB

From: 08 oed 0is

Open Save [ Cancel |

“while files from the Intemet can be useful, some files can potentially
hiarmn your computer, If pou do not st the source, do nat open or
save this file. What's the risk?

Importing Using EasyOperator

When you use Fuji Xerox applications such as EasyOperator, you can import files
stored in a machine’s folder to your computer without using Network Scanner Driver.
The files in a folder can also be listed or displayed in thumbnail view.

To import files stored in a folder, prior settings are required, such as enabling ports. For more
information, refer to "9 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.

The following describes how to import files stored in a machine’s folder by using
EasyOperator as an example.

1 Click the [Start] menu, and select [All Programs] > [Fuiji Xerox] > [CentreWare
EasyOperator] > [EasyOperator].

Note * If you used another directory for installation, specify the directory instead.
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2 In the left frame of the window displayed,
add a machine’s folder to [Mailbox].

Size | Updated On

Add the folder in which files to be imported are
stored. For more information on how to add a folder,
refer to the EasyOperator’s help.

To view Help, press "FL",

3 Select [Refresh] from the [View] menu.

4 Click [+] to the left of [Folder] to display the
added folder.

| Greation Date/Ti.. | Number

When you select the added folder, the file
will be displayed in the right frame.

1 a6ee 403 2011/08/17 1944 1
£] 2600 ime-817194419 2011/08/17 1944 1

[ To view Help, press "F1"

5 Select [Show Thumbnail] in the [View] menu
to display the file in thumbnail view.

6 Check the thumbnails of the file to be
retrieved, and select the file.

[ To view Help, press "F1"

7 Select [Retrieve] from the [Tools] menu.

8 Select a save destination in the [Browse For Folder] dialog box, and click [OK].
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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.

For information on how to import files, refer to "Importing Using CentreWare Internet Services"
(P.327).

For information on the settings of CentreWare Internet Services, refer to "6 CentreWare Internet
Services Settings" in the Administrator Guide.

CentreWare Internet Services Screen

Upper left frame — oo

The [CentreWare Internet Services] screen consists of five frames (divided windows).
The information displayed in each frame depends on the feature selected: [Status],
[Jobs], [Print], [Scan], [Address Book], [Properties], or [Support].

Note * For details on the setting items, click [Help] at the upper right corner of the CentreWare
Internet Services screen to see 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.

Top frame

Active Jobs

Job Name. Oumer Status Type Quantity

<l— Upper right frame

Lower left frame ——

Refresh

FUJIXEroX §,)

CentreWare Internet Services for S e 0141 Version 1 8
©Fuji XeroxCo,, Ltd. 2011

ETop Frame

~al——Lower right frame

Displayed at the top of the window. This frame includes the machine model name, a
link to the help, user information, and tabs (links) leading to each feature.

For information on each feature provided by CentreWare Internet Services, click [Help] in this frame to
view the help.

BUpper Left Frame/Upper Right Frame

Information appearing in the upper left and upper right frames changes depending on
the feature. Selecting a feature displays its available features and information in these
frames.

EmLower Left Frame

Displays the machine information and status, and the [Refresh] button. Clicking
[Refresh] updates the information.

HLower Right Frame

Clicking the logo opens the Fuji Xerox home page.
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Main features of CentreWare Internet Services are listed below.

Tab Name Main Features

Status * Displaying the machine status
Displaying 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 [Scanner], [Output Device], [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 import files in a folder
and print the files.
* Job Flow Sheets
Allows you to create, edit, and delete job flow sheets.

Address Book * Allows you to add, edit, and delete 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.

* CSV file
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).

« If a setting is changed by CentreWare Internet Services during operation on the control
panel, the updated information does not appear on the control panel. In that case, switch the
power off and then on again.

* To change the settings of items set by the system administrator, you need to enter the user
ID and passcode. Ask your system administrator for the user ID and passcode.

Browser
CentreWare Internet Services supports the following browsers:

BFor Windows 7

* Microsoft® Internet Explorer® 8.0

BFor Windows Vista

¢ Microsoft Internet Explorer 7.0
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BFor Windows XP
* Mozilla Firefox 3.0

* Microsoft Internet Explorer 6.0 Service Pack 3

BFor Mac OS X 10.6
e Safari 4

* Mozilla Firefox 3.0

BFor Mac OS X 10.5

* Mozilla Firefox 3.0

BFor Mac OS X 10.4
* Mozilla Firefox 3.0
e Safari 1.3

BmFor Mac OS X 10.3.9

* Mozilla Firefox 3.0

Browser Settings

Before using this service, ensure the following settings on your browser.
The following describes the setting procedure for Internet Explorer 6.0 Service Pack 3.

1 Select [Internet Options] from the [Tools] menu.
On the [General] tab, click [Settings] for [Temporary Internet Files].

3 In the [Settings] dialog box, select [Every visit to the page] or [Every time you start
Internet Explorer] for [Check for newer versions of stored pages:].

4 Click [OK].

Proxy Server and Port Number

The following describes proxy server settings and a port number required for this
service.

HProxy 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.
EPort 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/
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You can check the port number in a Configuration Report. For information on the Configuration Report,
refer to "4 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.

1 Start up the computer, and a web browser.

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 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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12 Appendix

This chapter contains a glossary of terms used in this guide.
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12 Appendix

Glossary
Term Description
A3 420 x 297 mm paper
A4 297 x 210 mm paper
A5 210 x 148 mm paper

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 Image Positioning

A feature that adjusts the image position so that the printing
position from the edge of each page remains consistent
between the inner and outer pages of a booklet.

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, 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.

Booklet Pressing

A feature that presses the spine of a booklet to flatten the
spine for booklet printing.

Book Scanning

A feature that copies the left and right pages of an unfolded
document onto two separate sheets of paper.

Collate A feature where each copy set is delivered in the same order
the documents were copied.

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.

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.

Edge Erase A feature that erases the top/bottom, left/right or center edge

of a document image when copying.
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Term

Description

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.

Energy Saver Feature

A feature that switches the machine status to standby after a
period of inactivity.

The following energy 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 <Energy Saver>
button lights up.

Most of the units in the machine are in
standby status. The machine consumes
the least power.

Sleep Mode:

Error Code

A code is displayed on the touch screen or a report when a
problem occurs.

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.
Job Offset This feature outputs sheets in alternating offsets to make each

set easier to recognize.

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.

NV Memory A non-volatile memory, which stores the settings information

of the printer even when the power is switched off.

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.
PJL An abbreviation of Printer Job Language.

A command language for controlling printers developed by

Hewlett Packard.
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Term

Description

POP3

An abbreviation of Post Office Protocol Version 3.

One 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.

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.

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.

Sender

Originator of a communication. It is used as opposed to
"recipient”.

Separator

A blank, colored, or copied paper inserted between two copy
sets.

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.
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Stored Programming

By registering a series of operations, the machine executes
the operations with just one press of [Stored Programming] on
the touch screen.

Transparency Copy

A feature that copies on transparency films or inserts a sheet
of blank or copied paper between transparency films.

Trimming A feature that trims the fore edge of a booklet, which is
opposite of the booklet spine, to finish the edge neatly.
UNC An abbreviation of Universal Naming Convention. UNC is 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 if its host shared folder name
is "sharefolder", the UNC syntax is described as follows:
\\myhost\sharefolder
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