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¢ How to use the system - Panel

Switch to main menu

Open Help screen

Energy Safe
Mode on/off

Status indicator

Switch to Copy
ey function*

n Stop a process

Touch screen

— Start a process

Login/logout Display keypad*

Interrupt a copy job

*This is a Register key. In the Administrator Settings it can be assigned to any function.

¢ Touch screen — Main menu

Display total number

of printed pages
Message display
Toner supply indicator
Display active or standby jobs

Change to the functions of
the shortcut key

— Shortcut key area*

Configure settings/

: ) : display use status
*Up to 24 shortcut keys assigned to any function can be displayed here.
By default, the main menu shows Copy, Scan/Fax, User Box, Sound Setting, and Utility. Utility is always displayed.

Giving Shape to ldeas

Switch to Scan/Fax function*

Reset the settings
{. _t_ ] | &)
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¢ Operating the touch screen*

1. Tap to select or determine 6. Drag & Drop to move a
a menu. document to the intended
place.

2. Double-tap to retrieve de-

tailed information 7. Pan to move a displayed
or enlarge a thumbnail image.
image.
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8. Pinch-in/Pinch-out to enlage
3. Drag to move a display or reduce a preview image.

position on an application or
preview screen.

9. Rotate two fingers to rotate
a preview image.

4. Flick to scroll an address or
iob list and feed thumbrai-

view pages.

5. Long-tap to display the icon
related to the document.

*Available touch functions vary depending on displayed screen.
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¢ Basic copy functions — Make a copy

¢ Copy operations — Basic copy screen

¢ Operation of keypad*

1. Position the original(s).
1. Tap the numerals or the input area on the @ Number of copy sets
screen to display the keypad. = = A = ey R

W | _,.-""'r I _l o Puda al St sl AT AR B1S

= o f : ' . 1

Input/output image : - [Fwud T lidin Check copy settings

_ . (only visible when originals are placed
2. Tap Copy in the main menu. on platen glass or document feeder)
E | Size of the document
i, (O\ Al

to be copied

Specify the type of . u
2. If necessary, touch the upper side of the the original e ' - : I
keypad and drag it to another display posi- & o Specify a zoom ratio
tion. Adjust the copy density Tt/ Fhwvem AviaT L iles I
Dty Ol Typs Orgpeind San Farrer ] S —— |
3. Tap the input area to display the : pecify additional
keypad. Register a copy program rrapEm Pront Cogs 0 Eopy copy settings
4. Type in the number of copies. Proof of copy set Select paper size and type of the

original/change size and type of the
paper loaded in paper trays

Card copying function

*Available functions depend on system configuration.
5. Press the Start key.

*If the system is equipped with the optional hardware
keypad KP-101, it can be used instead.

#Document Print / Delete Operations

Recieves and stores

: . Q facsimilies , »
Print  Dedete Stores ‘ID and Print
ch - jobs when user
ange zoom N
=t manuilly Stores ‘Proof then authentication is

pLilic s Print’, ‘Secure Job’ seiact s et funalion o W installed
: and ‘Store Job’ when
sending a print

1. Position the original(s).
2. Tap Zoom in the copy screen.
3. Make the desired settings.
4. Tap OK.
5. Press the Start key. User defined zoom
- (values can be changed)
Ad = 85 |
. Y an=un ||
Automatically reduce/ mepge l b— Prints a file from USB
enlarge original SIZQ to ———~ e | e v I Bl ] e B8 F _J_ L Change user defined in PDF, Compact
paper size l J zoom values PDF, JPEG, TIFF,

XPS, Compact XPS,
Viw or delete file Recieves and stores OOXML and PPML

Copy the entire original saved in the HDD confidential facsimilies
including its edges by slightly
Preset zoom values reducing the original size
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¢ Scan operations — Scan to E-mail & Scan to Folder Scan operations — Changing Scan to E-mail & Scan to Folder Settings

1. Tap Scan to E-mail or Scan to

@ @ Folder in the main menu. Specify the file type used
Soan 1o Scan to The destinations categorized into to save the scanned data
E-rnadl Falder

Check scan settings Favorite are displayed.

. Tap a destination.

2
- Enter a destination Select a destination from Display job View destinations 3. Tap Application.
Selectthz giﬁiﬁ:g;?g manually Folder Favorites history as keys or 4. Select the scan settings to change.
sortable list 5. Tap Close.
6. Press the Start key.
: Select a Select a color mode for
dRe?_'St? a destination scanning — Specify simplex
estination
e
=
— book Specify the scan

resolution

Specify scan
settings

Specify scan
settings ———

¢ Search for a destination

Register a scan program

1. Tap Scan/Fax in the main menu.
The destinations categorized into Favorite are displayed. _

. Tap Addr. Search > Search. =] i

. Tap Name Search or Address search.

. Enter the search text and tap Search.

. Select the destination from the search result.

. Press the Start key.

¢ Scan to USB memory — (Direct input) ¢ Scan to e-mail (Direct input)

1. Position the original(s). 1. Position the original(s).

2. Tap Scan to E-mail in the

o O &~ W N

2. Plug the USB memory main menu.
device into the USB port*. 3. Tap Direct Input.
4. Tap E-mail.

w

g ||

. Tap Scan to Folder.

4. Tap Direct Input then 1. Position the original(s). 1. Position the original(s).
External Memory. 2. Tap Fax in the main menu. 2. Tap Fax in the main Fai
Fax menu.
5. Enter the destination “"__I 3. Tap the fax favourite 3. Tap Direct Input.
address. ]

Note: Shift key changes clefefela el Qe fe] [ | 4. Enter fax number

keypad dx el frfefa) [ejefifolt Note: When entering multiple

6. Tap OK. B N R R JRRCH I A destinations tap Next Dest.

eelefaf ol ] |.]-] 5. Tap OK.

5. Tap Application to change /@ i

scan settings (if required). \_ @
6. Press the Start key. (\

*Do not insert the USB memory device into the USB port close to the rear panel of this machine. 7. Press the Start key.

//71 - -
@ 4. Press the Start key. \@P\\/ 6. Press the Start key. @P\\/
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