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Basi .
> How to Make Copies

You can make copies without having to worry about paper size and image
density since they are chosen automatically.

@®Auto Image Density
Automatically selects the image density.

@®Auto Paper Select
Automaticaliy selects a suitable size of copy paper.

Make sure that

L. A:[Auto Image Density] is
Set the original. highlighted.
B: [Full Size] (100%) is highlighted.
C: [Auto Paper Select] is

highlighted.
Tip )
w
On the exposure glass In the document feeder
*Face down /) *Face up

Set the first page r / Set the originals in page
of the originals. order.




Enter the number
of copies with the

number keys.

Press the [Start]
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If the panel display is too
light or too dark

Adjust the brightness using the
screen contrast knob in the left
corner of the operation panel.
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Sortmg
sample Copy - Make a Sample Copy Before

To avoid large numbers of waste copies,
make one sample copy to check the output check the output quality by making one
sample copy first.

quality.
If the setting is correct, continue copying.

—AAA

One sample Make remaining copies.
copy
(When making 4 copies, for example)

Using the Sample Copy function, you can

. ] Press the [Sort] key and
Set the originals in select any other functions

the document you require.

e.g., - Staple - Duplex
feeder. « Punch -« Image Density
Adjustment

orig. | ety |y
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Copying a Large Volume

*If it is not acceptable, press the [Cancel]
key and return to Step 2.

Check the Sample copy.
Enter the number of If it is acceptable, press
copies with the the [Resume] key.*
number keys.
The remaining
Press the [Sample copies are made.

Copy] key.

One sample set is copied.



N .
opy New Jo Presetting the Next

To avoid a waste of time, Using the Copy New Job function, you can
preset the next copy job. set up to 8 job settings while copying.
After the preset job is finished, new jobs
are copied in order automatically.

Set the next copy

job.
Press the [Copy
New Job] Key.



Job While Copying

Set the originals.

Press the [Start)
key.*

*The originals are scanned.
After the previous copy job is
finished, the next job automati-
cally starts.

& Job List

Status

Job number Doz name  Time To End - Original - Quartity  Function

FRetum to menu in printing

| omines| 12 [ 15 |cCopy

3:
. Copying

2

E Murnber of preset jobes|

1

Pressing Copy:Preset
or Doc. Server;
Preset key,

you can preset nexd job.

Delete preset jobs




S1PING o4 pling While Copying

The optional finisher is required to use this function.

You don’t have time
to staple each copy
set together by
hand.

Each copy set can be stapled together
automatically.
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KOrientation of the Original ) You can set the original orientation
Standard T gq. 1y | Select these . - Standard Orientation
Orientation keys on the Copies _ )
P & | Panel Display Use this function for copying in the
El standard orientation.
¢ 90° Turn
Use this function when you want to
copy onto A3, B4 or 117 x 17" paper.
p Original |Exposure glass| Document feeder
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* You can select the stapling position.
For details, see the User Tools in the Copy Reference manual.



Set the originals
in the document
feeder.

Select the stapling

position based on

the direction of the
originals.

Press the [Start]
key.

Enter the number
of copies with the
number keys.




Combine

Stapling Combine

The optional finisher is required to use this function.

You wish to combine your originals Using the Combine 2 Sided function and
and staple them automatically. the Staple function, you can make two-
sided copies and staple them together.

1 7/
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front back

Example: A4

! A4

v
4
0 T
0 T

front back

Set the originals in
the document
feeder.

Press the [Special
Original] key.

Special Original

Press the |[E& key,
then press the [OK]
key.

Press the [Duplex/
Combine] key.




2-Sided Copies

[ cCombine 2 Sidelect mode |

B 43 o

Press the [4 Originals]
key, then press the [OK]
key twice.

Enter the number of
copies with the
number keys.

Select the stapling
position based on the
direction of the originals.

Press the [1 Sided] key,
then press the [Combine
2 Side] key. [ e

Press the [Start] key.
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Magazine _ .
Mode Making Copies into a

2 4
X X
<=
8 6

X X

Using the Magazine function, you can
You wish to bind copies into a make copies in page order when they
book-like format. are folded and stacked.

Press the [Book] key,
select the [Magazine]
key, and then press
feeder. the [OK] key.

Set the originals
in the document

(*Paper Size Selection R

When copying at 100%, select the > Se|ect the paper

paper size equal to 2 original pages.

Example: —— size, then press the
Originals |Copy paper
A[) —A3 [Duplex/Combine]
B5[)—B4 3
key.

If the correct size of paper is not
available, use the Auto Reduce/

Enlarge function.
E arge functio

Select original type, desired copy output anddr orientation.

#uto Paper
Select b

Aod Select mode.

93 AP 100%

ok
Shrink .) .) .)18

Centre
ook + 1 Sided Book et




Book-Like Format

Tip )
~_" " Magazine style binding

@ Fold all of the copies in half. @ Put them in order.

7
4|5 <
Fold the copies in
half and bind.
Press the [OK] key. Press the [Start]

key.

|| duto Paper
([ Select b

Wagazine Capies
B, | Tsided ][ Combine 1 5ide ]
Ld

3E'| 25ided | Corioine 7 Side |

Check Modes




Batch

Mode  When the Original Stack is too

You can set maximum 100 originals in the document
feeder. If there are more than 100 originals...

Split your original into
stacks, then set the

2\

Split your originals into stacks and use the
Batch (SADF) mode.

1st 2nd 3rd
stack stack stack

Press the [Batch
(SADF)] key, then
press the [OK] key.

first stack in the
document feeder.
Press the [Special
Original] key.
Tip

)
~2

Start with the first stack.

Split the originals into stacks of
about 100 pages.

1st 2nd 3rd

stack stack stack




Large to Fit in the Document Feeder

Enter the number of

copies with the

numbe

press the [Start] key.

r keys, then

Special Qriginal

After the first stack of
originals has been
scanned, set the next
stack of originals.*

*If the next stack of originals
is not fed automatically,
press the [Start] key.

After the final original
has been scanned in,
press the [#] key.
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Document
Server  Printing Saved Docu

The Document Server enables you to save documents in the machine memory and then edit and print
them as you want.

<Saved Documents> <Print>
( )

Saved Documents
Prepare the documents you want to save.

(DPress the [Document Server/New Job] key.
(@Press the [Scan Originals] key.

(®Set the originals in the document feeder.
@Press the [Start] key.

@
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* You can edit the filenames of documents stored in the Document Server or set the password.
For details, see the Copy Reference manual.




ments as You Want

Press the [Document
Server/New Job] key.

Select the document
you want to print.

Press the [Print Setting]
key, then make sure the
printing setting.

Enter the number

of copies with the Press the [Start] key.
number keys.
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Selected file can be printed continuously.
ndicated onler: | File Mame  UseriD | Time  {Page [Frint order].- /m '
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Features at
a Glance

For details, see the following pages in the Copy Reference manual.

Cover / Slip Sheet |

(
= Page 151 Front / Back Covers | = Page 154 = Page 156

= Page 158

P

= Page 162

J

\.

|Origina| Mode Setting | = Page 42 €—————

|Copy Image Density Adjustment | = Page 40 ¢

|Specia| Original | = Page 36-¢

Edit / Stamp

r

Image Repeat | = Page 167
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Shrinks:
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< Cormbine Z Side 4] Orientation |

DuplexConfrine
=

Reducegnlarge

| Combine 1 Side | *

= Page 179
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EN

= Page 181

| Duplex | [
r
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|2 Sided |+ |1 Sided|

1 Sided — 2 Sided | = Page 111
1 2
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2 Sided — 2 Sided | = Page 11

-

77

2 Sided — 1 Sided | = Page 1

3

|1 Sided|+| Combine 1 Side |

~
|2 Sided |+ |Combine 1 Side |

| Sied 2 Pages - Combire 1 Sce | Page 117
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1 Sided 4 Pages —» Combine 1 Side |= Page 119
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| Sited 8 Pages - Cambie 1 S - Page 120
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*1 Optional finisher is required.
*2 Optional finisher and punch kit are required.

|Sort || Stack || Staple |

f )
Sort = Page 55 Rotate Sort| = Page 56 = Page 58 " Staple = Page 60 "

*\"n| 32T [0- Q| |- @|

~\
= Page 69 2 | Reduce /Enlarge |
—— R R [ Reduce / Enlarge | = Page 94 | Size Magnification |
E> o
(- )
Size Magnification | = Page 99
<~
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Zoom | = Page 97 —
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|Directiona| Magnification (%) | = Page 101
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|Direcﬂona\ Size Magnification (mm) |: Page 104
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| Combine 2 Side |

o _/
(" h Book - /
|1Sided |+|Combine 2 Side | [2Sided|+|Combine 2 Side |
(

|1 S\ded4Pages—>Comb|neZS|de = Page 122 |2 Sided4Pages—>CombineZSide|:>Page131 Book — 1 Sided| = Page 138 Booklet = Page 145
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' ' ' | 2
j; V V I:> Landscape
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Magazme = Page 147
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Make copies of the pages and

put them up on the wall.

Put up the copies on the
wall.

Set this manual
face down on the
exposure glass.

w7
: : Start
@
Press the [Start] key.
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