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Preface

Thank you for purchasing the Canon product. Please read this manual thoroughly before
operating the product in order to familiarize yourself with its capabilities, and to make the
most of its many functions. After reading this manual store it in a safe place for future
reference.

How to Use This Manual

Symbols Used in This Manual

The following symbols are used in this manual to explain procedures, restrictions,
handling cautions, and also contain instructions that should be observed for safety.

@ IMPORTANT |Indicates operational requirements and restrictions. Be sure to read
these items carefully in order to operate the machine correctly, and to
avoid damage to the machine.

2 NOTE Indicates a clarification of operations or contains additional
explanations for a procedure. Reading these is highly recommended.

Keys Used in This Manual

The symbols and key names used in this manual are expressed in the following

way:
« Buttons on Computer Operation Screens .......... the [OK] button
« Buttons on toolbars ........ccccoeevieiiiiiiie the [ {71 (New) button




Displays Used in This Manual

Screenshots of computer operation screens used in this manual may differ from the
ones you actually see depending on the model or options that come with your
machine.

The keys or buttons which you should press are marked with ), as shown
below.

When multiple buttons or keys can be pressed, they will be highlighted and
mentioned in the order in which they should be pressed.

4 In the first dialog box of the Fax Driver Setup Wizard, click the
[Next] button, and then follow the instructions on the screen.
x|

Welcome to the InstallShield Wizard for
Raster/PCL5e Fax Driver

The InstallShield(R] ‘fizard will install Fiaster/PCLSe Fax Driver
an your computer. Ta continue, click Mext.

—— Click this button for
operation

Abbreviations Used in This Manual

In this manual, product names and model names are abbreviated as follows:
Microsoft® Windows® 95 operating system is referred to as Windows 95.
Microsoft® Windows® 98 operating system is referred to as Windows 98.
Microsoft® Windows® Millennium Edition operating system is referred to as
Windows Me.

Microsoft® Windows NT® operating system is referred to as Windows NT.
Microsoft® Windows® 2000 operating system is referred to as Windows 2000.
Microsoft® Windows® XP operating system is referred to as Windows XP.
Novell NetWare® is referred to as NetWare.

vii



Trademarks

Canon, the Canon logo, GP, imageRUNNER, iR, LBP, and NetSpot are trademarks
of Canon Inc.

PCL and HP-GL are trademarks of Hewlett-Packard Company.

Microsoft, the Windows logo, Windows, and Windows NT are registered trademarks
of Microsoft Corporation in the United States and/or other countries.

NetWare® and Novell are registered trademarks of Novell, Inc.
IPX/SPX is a trademark of Novell, Inc.
©1996 Novell, Inc., all rights reserved.

Other product and company names herein may be the trademarks of their
respective owners.

Copyright 2002 by Canon, Inc. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or by any
means, electronic or mechanical, including photocopying and recording, or by any
information storage or retrieval system without the prior written permission of
Canon, Inc.
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Before You Start

CHAPTER

This chapter provides an explanation of the system environments required for using the fax
driver. It also explains where to find help and information regarding the installation and use of

this driver.
INtrodUCHioN. . . .. 1-2
System Requirements . . ... . 1-3
Whereto Find Help. . . ... ... 1-4




Before You Start !

Intr

ction

The fax driver gives users of Microsoft Windows 95, Windows 98, Windows
Millennium Edition, Windows NT Version 4.0, Windows 2000, or Windows XP
(hereafter called Windows 95/98/Me/NT 4.0/2000/XP) operating systems the ability
to make full use of the fax function of the printer. If your printer is equipped with the
optional fax subsystem, the fax driver enables you to access the fax device.

@ MPORTANT
o The fax options are available only when a fax board is installed in your printer.
o The Fax Driver Version 1.70 is available for the following Canon products:
- imageRUNNER 3300/2800/2200
- imageRUNNER 3300i
- iR3250
- imageRUNNER 400/330
- imageRUNNER 210
- GP225/GP200
- GP215/GP200
- GP55/GP30
» For imageRUNNER 3300i, install the iR2200-3300 fax driver.

1-2
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System Requirements

The fax driver for Windows 95/98/Me/NT 4.0/2000/XP can be used in the following
system environments.

m Software
Microsoft Windows 95, Microsoft Windows 98, Microsoft Windows Me, Microsoft Windows
NT 4.0, Microsoft Windows 2000, or Microsoft Windows XP.

Before You Start

B Computer
Any computer on which Microsoft Windows 95, Microsoft Windows 98, Microsoft Windows
Me, Microsoft Windows NT 4.0, Microsoft Windows 2000, or Microsoft Windows XP runs

properly.

System Requirements 1-3



Before You Start !

Whg to Find Help

Here’s where to get immediate help if you have problems installing or using the fax
driver.

B README. TXT file
The hints, limitations, and restrictions you need to be aware of when installing and using
your fax driver are included in the README.TXT file provided with the driver.

B Online Help
You can locate additional help for questions you may have regarding your fax in the online
Help file provided with the driver software. In the [Properties] dialog box, you can click the
[Help] button to display additional information about every feature and option in the fax
driver. You can also click the [ ]] (Help) button in the upper right corner of most dialog
boxes, and then click a specific item in the dialog box for help on that item.

B Canon Authorized Dealers or Service Providers
If the online Help file does not provide the information you need, contact your Canon
authorized dealer or Canon authorized service provider.

14
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Getting Started

CHAPTER

This chapter provides instructions for installing the software and specifying the installed fax

memory.
Installing the Software . ....... ... .. .. . . 2-2
Installing the Fax Driver . .. ... 2-2
Installing Canon NetSpot Suite Service . . ... .. ... . 2-20
Updating the Existing Fax Driver . ... ... 2-22
Updating the Alternate Fax Driver (for Windows NT 4.0/2000/XP). . .. ...... ... ... ... ... 2-26
Uninstalling the Fax Driver . . ... .. 2-29
Specifying the Installed Fax Memory .. ... ... 2-31
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This section provides instructions for installing the software.

n Installing the Fax Driver

Before using the fax function of your printer, you must install the fax driver for your

Getting Started

printer.

You can install fax drivers by following various procedures.

Refer to the figure below in order to decide which procedure is needed and read the
corresponding pages in this manual.

With the Installer

\

To search automatically
for the port of a network
printer

Without the Installer

\

To set manually the port
of a printer

See “To Install Using the
Installer (Dynamic
Installation),” on p. 2-3.

See “To Install Using the
Installer (Standard
Installation),” on p. 2-8.

@ MPORTANT

\

See “To Install Using the
Add Printer Wizard,”
onp.2-17.

o For Windows NT 4.0/2000/XP, log in (enter a user name and password as a means of
user authentication to start a computer session or access to a service) as Administrator
when you install the driver.

» For imageRUNNER 400/300, only System Version 2.0 (or later) supports Fax Driver

Version 1.20 (or later).

« If older versions of the drivers are already installed on your computer, it is recommended
that you use the Installer to update the existing drivers simultaneously when installing
new ones. If you want to update the existing drivers without adding new drivers, see
“Updating the Existing Fax Driver,” on p. 2-22. To check the version of the existing drivers,
open the [Properties] dialog box, and then click the [About] button on the [Configuration]
sheet or the [Edit Address Book] sheet.

2-2
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To Install Using the Installer (Dynamic Installation)

If you are using a printer connected to a network using a TCP/IP protocol, you can
automatically search for a port to install the fax driver according to the following
procedure.

(M mMPORTANT

¢ You can search only for printers connected within the same subnet (network with the
same network ID) as the computer being used.

&2 NOTE

« If you are using a local printer or a printer connected to a network using a protocol other
than TCP/IP, see “To Install Using the Installer (Standard Installation),” on p. 2-8.

1 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive.

2 Double-click the [My Computer] icon, and then double-click
the [CD-ROM] icon.

3 Double-click the [Fax_Drivers], [us_eng], and [faxsetup] folder
icons. Then double-click the [Setup.exe] icon to start the
installation.

4 In the first dialog box of the Fax Driver Setup Wizard, click the
[Next] button, and then follow the instructions on the screen.

i Fau Driver - Fax Driver Setup Wizard x|

Welcome to the InstallShield Wizard for
Raster/PCL5e Fax Driver

The InstallShield(R] ‘izard will install Faster/PCLSe Fax Driver
an your computer. To continue, click Mest.

< Back

Cancel |

Installing the Software 2-3
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Getting Started H

5 Select [Search for Network Port to Install], and then click the
[Next] button.

i'é“ Fax Driver - Fax Driver Setup Wizard 1'

Faw Installation

Select fax installation

" Manually Set Port to Install
Specify existing ports to install fakes. Fawes connected locally can
be installed in this way Installation of fases connected to the
network and shared fax setting can also be performed.

& Seaich for Metwork Port to Instab

Seare o T e pons ore network o install faxes. Confirm that
TCPAF ports are connected.

& =
InstallShisld

< Back ‘ I Next > I ’ Cancel
N

6 If you want to install NetSpot Suite Service together with the
fax driver, select [Canon NetSpot Suite Service], and then
click the [Next] button.

ii::j“ Fax Driver - Fax Driver Setup Wizard

Select Function

Pleaze select itemns to install

¥ Faster/FElEe Faw Driver,
¥ Laron NetSpot Sufe Service

Tou heed to install Canon MetSpot Suite Service only when you want to
obtain device information, use job accounting funchion.

< Back ‘ I Next > I ' Cancel

N —

& NOTE

« If Canon NetSpot Suite Service is already installed on your computer, this dialog
box does not appear.

« For imageRUNNER 3300/2800/2200, imageRUNNER 3300i and iR3250, Canon
NetSpot Suite Service is needed to enable the fax driver to set up the printer
configuration automatically or to use the Job Accounting feature.

2-4
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7 Click the [Add/Delete] button to select the driver you want to

install.

i'_{.‘- Fax Driver - Fax Driver Setup Wizard

Select Fawes for Driver Installation

The same fax can be selected more than onece.

x|
Click Add/Delete, and then select fares for driver installation.
ax List for Driver Installation:
‘ Add/Delete... ’
< Back | et > | Cancel |

A list of network faxes found by the search displays in the [Add/Delete Faxes for

Driver Installation] dialog box.

&> NOTE

« Confirm that each printer found by the search is equipped with a fax board before

installing a fax driver.

Installing the Software
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8 Select the fax you want to install from the [Fax List]. Then click
the [Add to the Fax List for Driver Installation] button. If you
want to select all the faxes searched for, click the [Select All]
button.

Add/Delete Faxes for Driver Installation x|

Faux List:

Device Mame | Product Mame
(=) iA3250 )
| | i

Select All | ( Add ta the Fax List far Driver Installation D

Fau List far Driver Installation:

Device Mame | Product Marme

4 |
Delete |

Cancel |

The faxes you selected are added to [Fax List for Driver Installation].

To delete a fax that you do not want to install from [Fax List for Driver Installation],
select the fax, and then click the [Delete] button.

9 Click the [OK] button in the [Add/Delete Faxes for Driver
Installation] dialog box.

10 Check that the drivers you want to install are shown in the [Fax
Driver Setup Wizard] dialog box.

2-6
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1 1 If you want to specify the fax settings including the name, shared
fax setting or default fax setting, select [Set Fax Information], and

then click the [Next] button.

If you do not want to specify these settings, click the [Next] button,

and then skip to step 13.

i'-i"‘ Fax Driver - Fax Driver Setup Wizard LI

Select Faxes for Driver Installation
Click Add/Delete, and then select faxes for driver installation.
The same fax can be selected more than once.

S5 Fax List for Driver Installation:

Canon R3250 (FAX)(172,20,58.196)

Add/Delete. .. |
£ Back ‘I Next > I' Cance| |

12 Specify the name, shared fax settings, or default fax settings, and

then click the [Next] button.

ilé‘- Fax Driver - Fax Driver Setup Wizard x|
Fax Information
Set the port used for the selected fax.
Click Mext to proceed.

Selected Fax: Canon iR3260 (FAK)
lUze Driver: Canon Raster/PCLoe Driver Yer 1.70
Bort Sett... & sz Standard Port

£ lze Network Printer

€ fdd Port

Settinmzs. .. |
Port Set: IP_172.20.88.196

Fax Mame: Gmazm )
[~ Use as Shared Fax Detafls. .. |

< Back ‘ I et > I ' Cance | |

N —

Installing the Software
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Getting Started H

13 Verify the installation settings, and then click the [Start] button.

i Fax Driver - Fax Driver Setup Wizard x|
The Setup program will install the drivers with the following =...

Confirm the settings.

ax List for Driver Installation:

«<Add>
FaxiiR3250
Driver  : Canon iR3250 (FAX)
Part LIP_172.20.88.196
<Update >
Fax: Canon iR330-400-P1/R1 PCLIFAK)
Driver  : Canon R330-400-P1/R1 PCLIFAK)
Port PLPTL
Fax: Canon iR2200-3300 (FAX)
Driver  : Canon RE200-3300 (FAX)
Port (LPTL:

A Click Start to install.

< Back Cance|

& NOTE

» When you add a new fax driver, any previous version of a Canon fax driver already
installed is also updated automatically.

14 After the files have been copied, click the [Exit] button to finish the
installation.

The printer icon is displayed in the [Printers] folder. The driver is now installed.

To Install Using the Installer (Standard Installation)

To install a fax driver by selecting the existing printer port manually, perform the
Standard Installation. Also if you are using a local printer, follow the procedure
below.

You can also install a network printer or set up a shared printer by following the
procedure below.

& NOTE

« If you are using a printer connected to a network using a TCP/IP protocol, you can
automatically search for a port to install the fax driver. For instructions, see “To Install
Using the Installer (Dynamic Installation),” on p. 2-3.

1 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive.

Installing the Software



2 Double-click the [My Computer] icon, and then double-click
the [CD-ROM] icon.

3 Double-click the [Fax_Drivers], [us_eng], and [faxsetup] folder
icons. Then double-click the [Setup.exe] icon to start the
installation.

4 In the first dialog box of the Fax Driver Setup Wizard, click the n
[Next] button, and then follow the instructions on the screen.

i'é“ Fax Driver - Fax Driver Setup Wizard il

Welcome to the InstallShield Wizard for
Raster/PCL5e Fax Driver

The InstallShield(R] ‘Wizard will install Raster/PCLSe Fax Driver
on your computer. To continue, click Mext

Getting Started

< Back

Cancel |
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5 Select [Manually Set Port to Install], and then click the [Next]
button.

ii? Fax Driver - Fax Driver Setup Wizard

Faw Installation

Select fax installation

apeciry exising pors © install fakes. Fawes connected locally can
be installed in this way Installation of fakes connected to the
network and shared fax setting can also be performed.

€ Search for Metwark Port ta Install

Search far TCPAIP parts on the netwark to install faxes. Confirm that
TCPAF ports are connected.

—
Tnisbal5field

< Back ‘ I Next > I ’ Cancel
N —

6 Select [Raster/PCL5e Fax Driver], and then click the [Next]
button. If you want to install NetSpot Suite Service together
with the fax driver, select both [Raster/PCL5e Fax Driver] and
[Canon NetSpot Suite Service].

ii? Fax Driver - Fax Driver Setup Wizard

Select Function

Please select items to install.

ou need to install Canon MetSpot Suite Service only when you want to
obtain device information, use job accounting funchion.

< Back ‘ I Next > I ’ Cancel

N —

& NOTE

« If Canon NetSpot Suite Service is already installed on your computer, this dialog
box does not appear.

« For imageRUNNER 3300/2800/2200, imageRUNNER 3300i and iR3250, Canon
NetSpot Suite Service is needed to enable the fax driver to set up the printer
configuration automatically or to use the Job Accounting feature.

2-10 Installing the Software



7 Select [Add Faxes and Update Drivers], and then click the

[Next] button.

iiéq Fax Driver - Fax Driver Setup Wizard

Select Process

Select the process you want to execute, and then click Mest

@ Add Faxes and Update D_rivers)

" Update Diivers

—
InistallShield

< Back

Cancel |

&> NOTE

« This dialog box appears only when drivers that can be installed with the Installer

are already installed. Otherwise, proceed to step 8.

» When you add a new fax driver, any previous version of a Canon fax driver already

installed is also updated automatically.

install.

{& Fax Driver - Fax Driver Setup Wizard x|

Select Faxes for Driver Installation
Click &dd/Delete, and then select Faxes for driver installation
The same fax can be selected mone than once:

aw List for Driver Installation:

Add/Delete. ..

The [Add/Delete Faxes for Driver Installation] dialog box displays.

Click the [Add/Delete] button to select the driver you want to

Installing the Software
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9 Select the driver you want to install from [Fax List]. Then click
the [Add to the Fax List for Driver Installation] button.

Add/Delete Faxes for Driver Installation

Fax Lisk

iR 3250 [Fai)

Canon iR330-400-P1 /1 PCLIFAX)

Canon iR 330-400 PCLFAX]

Canon GP200-225 PCLFAX)

Canon GP200-215 PCLP3/E1[FAX) =

‘ Add to the Fax List for Diiver Installation I ’

Fa List for Driver Installation:

Dielete |
ok I Cancel |

The fax driver you selected is added to [Fax List for Driver Installation].

To delete a driver that you do not want to install from [Fax List for Driver
Installation], select the driver, and then click the [Delete] button.

10 Click the [OK] button in the [Add/Delete Faxes for Driver Installation]
dialog box.

1 1 Check that the driver you want to install is selected in the [Fax Driver
Setup Wizard] dialog box. Then click the [Next] button.

i'é" Fax Driver - Fax Driver Setup Wizard ll

Select Faxes for Driver Installation

Click Add/Delete, and then select fares for diver installation.
The zame fax zan be selected more than once.

Fax List for Diiver Installation:

@ |Canan iR2200-3300 (Fax)
Canon iR3Z50 (FAX)

B | Canan GP200-225 PCLIFAR)
& |Canon GP30-55 PCL{FAY)

Add/Delete.. |
Cancel |

< Back

2-12
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12 Set the desired port.

i"w!;" Fax Driver - Fax Driver Setup Wizard ll
Far Information
Set the port used for the selected fax.
Click Mext to proceed.

Selected Fax: Canon iR 2200-3300 [Fax]
Uz Driver: Canon Raster/PCLYe Driver Ver 1.70
Bort Settings: & Use Standard Port )
" Use Netwark Printer
 Add Part
Settings... IJ
Pt o, [
Far Mame: |Canon iR 2200-3300 [FAx)

Details.. |

I~ Set as Default

¢ Back I Mest > I Cancel |

&> NOTE

« If more than one fax driver is selected, this dialog box will reappear to enable
selection of different ports for other faxes.

@ If you want to set a standard port
V¥ Select [Use Standard Port] from [Port Settings], and then click the [Settings]

button.
V¥ Select the printer port you want to use from the list, and then click the [OK]
button.
Port Selection
Uzed Paort : (I LPT1: j)

Cancel |

N ——

V Click the [Next] button.

@ If you want to set a port for a network printer

¥V Select [Use Network Printer] from [Port Settings], and then click the [Settings]
button.

Installing the Software 2-13
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V¥ Select the network printer, and then click the [OK] button.

Browsze for Printer EHE

Birowese for Printer

0 I Cancel |

V¥ Click the [Next] button.

® If you want to add a port
V¥ Select [Add Port] from [Port Settings], and then click the [Settings] button.
V¥ Select the printer port you want to add, and then click the [OK] button.

Standard TCPAP Port

V¥ Specify the settings for the port you want to add in the dialog box displayed.
V¥ Click the [Next] button.

2-14
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13 Verify the installation settings, and then click the [Start] button.

ii.;j“ Fax Driver - Fax Diiver Setup Wizard

The Setup program will install the drivers with the following settings.

Canfirn the settings.

Far List far Driver Installation:

<Add>

Fax: Canon iRZ200-3300 (FAx) (Set as default)
Driver @ Canon iR2200-3300 (FAX)
Port L LPTL:

= Click Start to install

¢ Back

Cancel |

& NOTE

* When you add a new fax driver, any previous version of a Canon fax driver already
installed is also updated automatically.

14 After the files have been copied, click the [Exit] button to finish the
installation.

The printer icon is displayed in the [Printers] folder. The driver is now installed.

To Install an Alternate Fax Driver (for Windows NT 4.0/2000/XP)

If you are using one or more shared printers on Windows NT4.0/2000/XP, you can
install an alternate fax driver. Installing an alternate fax driver enables you to install
a fax driver on a client PC via a network.

To specify the settings for the shared fax, follow the procedure below.

& NOTE

« If an old version of the alternate fax driver is installed, it is necessary to update it
manually. For instructions on how to do this, see “Updating the Alternate Fax Driver (for
Windows NT 4.0/2000/XP),” on p. 2-26.

1 Start the Installer, and then follow the instructions in the
dialog boxes.
See steps 1 to 12 of “To Install Using the Installer (Dynamic Installation),” on p. 2-

3, or steps 1 to 12 of “To Install Using the Installer (Standard Installation),” on p.
2-8.
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2 Select [Use as Shared Fax], and then click the [Details] button.

i'é“ Fax Driver - Fax Driver Setup Wizard 5'

Fax Information
Set the port uzed for the selected Fax.
Click Nest to proceed.

Selected Fax: Canon iR2200-3300 [FAx)
Uze Driver: Canon Raster/PCLEe Driver Ver 1.70
Port Settings: = Use Standard Port
" Use Metwork Printer
' Add Port
Settings... |
Port Set: LPT1:

FaxMame: |Canon iR 2200-3300 [FAs]

[~ Set as Default

< Back I Next > I Cancel |

The [Detailed Settings for Shared Fax] dialog box displays.

3 Enter a share name, specify the operating system on which
the driver will run, and then click the [OK] button.

Detailed Settings for Shared Fax

If pou share this fa=, you must provide a share name.

(Share Mame: CanoniR2 )

“Fou may inztall additional drivers [alternate drivers) so that users on
the follawing systems can dawnlaad therm automatically when they
cannect.

(’TI) Cancel |
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4 In the [Fax Driver Setup Wizard] dialog box, click the [Next]
button.

i'é“ Fax Driver - Fax Driver Setup Wizard x|
Fax Information
Set the port uged for the selected fax.
Click Mext to proceed.

Selected Fax: Canaon iR 2200-3300 [FAx)
Usze Driver: Canon Raster/’PCLSe Driver Yer 1.70
Port Settings: ¢~ Use Standard Port

£~ Use Metwork Printer

& Add Port

Settings... |

Port Set: LPT1:
Fax Mame: |Canon iR2200-3300 (FeX)
7 s 2 Shared Far _ Dok |

[~ Setas Default

< Back a Mext > D Cancel |

N —

5 Follow the instructions in the dialog boxes or message box to
complete the installation.
See steps 13 to 14 of “To Install Using the Installer (Dynamic Installation),” on p.

2-3, or steps 13 to 14 of “To Install Using the Installer (Standard Installation),” on
p. 2-8.

To Install Using the Add Printer Wizard

To install a fax driver from the [Printers] folder in the Windows Control Panel, follow
the procedure below.

& NOTE

« If you install a new fax driver using the Add Printer Wizard, it is necessary to update all
existing Canon fax drivers manually. To do this, see “To Update Using the Add Printer
Wizard,” on p. 2-283.

1 Click the [Start] button, point to [Settings], and then click
[Printers].

2 In the [Printers] folder, double-click the [Add Printer] icon to
start the Add Printer Wizard, and then follow the instructions
on the screen to continue the installation.
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3 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive, and then click the [Have Disk] button.

Add Printer Wizard

= LClick the manufacturer and model of your printer. If your printer came with an
&
..!J ¥ installation disk, click Hawve Disk. |f your printer iz not listed, consult your printer
documentation for a compatible printer.

Manufacturers: Frinters:

Canon IRS000-6000-L1 FCLGe 2]

Canon iRES00-M1 PCLGe

Canon iR105-+41 PCLEe

Canon iR 3250 PCLSe ot

Canon iRS000-6000 PCLSe
Canon iR2200-3300 PCLGe

LI Cannn iRARAN PC] Re

Ll

¢ Back Mest » Cancel

4 Click the [Browse] button to select the folder of the driver you
want to install, and then click the [OK] button.

Install From Disk |
Inge the manufacturer's installation disk into
@ the drive selected, and then click OK. ’I
Cancel

Copy manufacturer's files fram:

= 1 G

You can select the driver from the following folders on the CD-ROM.

- Windows 95/98/Me: \Fax_Drivers\us_eng\fax\win9x_me
- Windows NT 4.0:  \Fax_Drivers\us_eng\fax\winnt40
- Windows 2000/XP:  \Fax_Drivers\us_eng\fax\win2k_xp
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5 Select your fax model from [Printers], and then click the [Next]
button.

Add Printer Wizard

I/g Click the manufacturer and model of pour printer. |f vour printer came with an
..!T ¥ installation disk, click Have Disk. If your printer is nat listed, consult paur printer
documentation for a compatible printer.

FPrinters:

Canon GP200-225 PCL{FA)

T

< Back | Mest > | Cancel

6 Follow the instructions on the screen to continue, and then
click the [Finish] button to start copying the files.

The printer icon is displayed in the [Printers] folder. The driver is now installed.
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Installing Canon NetSpot Suite Service

For imageRUNNER 3300/2800/2200, imageRUNNER 3300i, and iR3250, Canon
NetSpot Suite Service is needed to enable the fax driver to set up the printer
configuration automatically and to use the Job Accounting feature. When using the
Installer, Canon NetSpot Suite Service can be installed together with the fax driver.
(See “Installing the Fax Driver,” beginning on p. 2-2.) However, in the following
cases, install Canon NetSpot Suite Service according to the procedure below.

« If you install the fax driver using the Add Printer Wizard
« If you install only the fax driver using the Installer

1 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive.

2 Double-click the [My Computer] icon, and then double-click
the [CD-ROM] icon.

3 Double-click the [Fax_Drivers], [us_eng], and [faxsetup] folder
icons. Then double-click the [Setup.exe] icon to start the
installation.

4 In the first dialog box of the Fax Driver Setup Wizard, click the
[Next] button, and then follow the instructions on the screen.

Welcome to the InstallShield Wizard for
Raster/PCL5e Fax Driver

The InstallShield[R ] \wfizard will install R aster/PCLSe Fax Driver
on your computer. To continue, click Mext

< Back

2-20 Installing the Software



5 Select [Manually Set Port to Install], and then click the [Next]
button.

ii:::l“ Fax Driver - Fax Driver Setup Wizard

Far Inztallation

Select fax installation

Dpeciy existng pons o install fases. Faxes connected locally can
be inztalled in thiz wayp. Installation of fakes connected to the
network and shared fax setting can also be performed.

€~ Search for Metwark Part to Instal

Search for TCPAIP parts an the netwark to install Faxes. Confirm that
TCPAP parts are connected.

—
InistallShield

< Back ‘ I Meut > I ’ Cancel
N —

6 Select [Canon NetSpot Suite Service], and then click the
[Next] button.

iig Fax Driver - Fax Driver Setup Wizard

Select Function

Plzaze select items to install

‘r'ou need to install Canon NetSpot Suite Service only when you wart to
obtain device information, use job accounting function.

< Back ‘ I Mext > I ’ Cancel
N —

7 After the files have been copied, click the [Exit] button to quit
the installation.

Canon NetSpot Suite Service is now installed.
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Updating the Existing Fax Driver

@ mPORTANT
o It is recommended that you use the Installer to add new fax drivers or to update the

existing ones.

To Update Using the Installer

If you use the Installer to install new fax drivers, the Installer updates the existing
ones at the same time that the new drivers are installed.

You can also update the existing drivers already installed without having to add a
new driver by following the procedure below.

1 Start the Installer, and then follow the instructions in the
dialog boxes.

See steps 1 to 6 of “To Install Using the Installer (Standard Installation),” on p. 2-
8.

2 Select [Update Drivers], and then click the [Next] button.

i :: Fax Driver - Fax Driver Setup Wizard

Select Process

Select the process you want to execute, and then click Mest,

Tnisbal5field

< Back | Mext > | Cancel
S ——
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3 Verify the installation settings, and then click the [Start]
button.

ii:::l“ Fax Driver - Fax Driver Setup Wizard

The Setup program will install the drivers with the follawing settings.

Confirmn the settings.

# Fanx List for Driver Installation:

Y |<Update>

Fax: Canon iR2200-3300 (FAX)
Driver  : Canon iRZ200-3300 (FAX)
Port P LPTL:

< Back

Cancel |

4 After the files have been copied, click the [Exit] button to quit
the installation.

The fax drivers already installed are now updated.

To Update Using the Add Printer Wizard

If you add new drivers using the Add Printer Wizard instead of the Installer, follow
the procedure below to update all the existing drivers.

1 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive.

2 Click the [Start] button, point to [Settings], and then click
[Printers].

3 In the [Printers] folder, right-click the fax icon for your fax, and
then click [Properties].

4 Click the [Details] tab (Windows 95/98/Me), [General] tab
(Windows NT 4.0), or [Advanced] tab (Windows 2000/XP).
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5 Click the [New Driver] button, and then follow the instructions
on the screen.

Canon iR 2200-3300 [FAX] Properties EHE

General  Details IEdit Address Book | Fegister Cover Sheet | Special | Configuration |

@9 Canon F2200-3300 [F4X)
e

Frint ta the fallawing part

Add Poit..

A P Delete Port... |
PFrint uzing the following driver. ~

Canon iR 2200-3300 [Fa) I\ New Driver...

LCapture Printer Part... | End Capture... |

Timeout setting:

Mot selected: 15 seconds

Tranzmizzion ety (180 secohds

Spool Settings... | Port Settings...

0Ok I Cancel Lol Helm

& NOTE

« For Windows NT 4.0, take note of the fax name displayed for [Driver].

6 Click the [Have Disk] button to specify the path of the driver in
the CD-ROM, and then follow the instructions on the screen.

./g Click the manufacturer and model of your printer. If your printer came with an
Ll installation disk, click Have Disk. If your printer is not listed, corsult pour printer
documentation for a compatible printer.

Manufacturers: Frinters:
;l Canon iR5000-5000 P53 ;l
1 |CanoniRZ200-3300 P53
CanoniR7200 P53
Canon iR108 P53
Citizen Canon iRE500 P53 —
Compag Canon iR5000-6000-L1 PCLE
Natanmdurcts LI Cannn iR RENN-k41 PC1A |

< Back | Mext > | Cancel |

For Windows 95/98/Me/2000/XP, the fax driver is updated.
For Windows 95/98/Me/2000/XP, skip to step 8.
For Windows NT 4.0, proceed to step 7.
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7 If a message box appears asking if you want to replace the

existing driver, select [Replace existing driver], and then click
the [OK] button.

Add Printer Wizard
Canon iR2200-3300 [FAX)

A driver iz already installed for thiz printer. “would you like
to keep the existing driver or use the new one? Your
pragrams may print differently if pou use the new diver.

= Keep existing diver [recommended)

= Replace existing driver

( oK D Cancel

The fax driver is updated.

&> NOTE

©

11

« Check if the fax name has been changed. If so, rename the fax with its original
name, which you have taken note of in step 5. For example, you may see the fax
name being changed in the following way: from “Canon iR2200-3300 (FAX)” to
“Canon iR2200-3300 (FAX) (Copy 2).”

Repeat steps 1 to 7 for all other existing drivers.

Restart the computer.

Check the printer configuration settings in the [Configuration] sheet
(Windows 95/98/Me) or [Device Settings] sheet (Windows NT 4.0/
2000/XP), and then reconfigure them if they have been changed.

Install Canon NetSpot Suite Service if you want to use the Job
Accounting feature or to set up the printer configuration
automatically.

For instructions on installing Canon NetSpot Suite Service, see “Installing Canon
NetSpot Suite Service,” on p. 2-20.
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Updating the Alternate Fax Driver (for Windows NT 4.0/
2000/XP)

If you use a shared fax, it is necessary to update an alternate fax driver by following
the procedure below.

For Windows NT 4.0

1 Click the [Start] button, point to [Settings], and then click
[Printers].

In the [Printers] folder, right-click the fax icon for your fax, and
then click [Properties].

3 In the [Properties] dialog box, click the [Sharing] tab.

Select the alternate fax driver you want to update, and then
click the [OK] button.

?' Canon iR 2200-3300 (FAX] Properties [ 2] =]

Genela\l Parts | Scheduling  Sharing |Sacunl_u| Ennhgulatlnnl

b Canon R2200-2300 [FAk)

Mot Shared
@+ Shared

Share Name:  |[BETgTRME

“You may inztall alternate drivers so that users on the following systems can
download them automatically when they connect.

Alternate Diivers

‘windows 95 -
Windows NT 4.0 =86 [|nstalled)
‘windows NT 4.0 MIPS

‘Windows NT 4.0 Alpha

“windows NT 4.0 PPC

‘windows NT 3.5 or 2.51 486 )=

To madify the permizzions on the printer, go to the Security tab.

( oK D Cancel Helm
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5 When a message appears prompting you to insert the CD-
ROM, insert the Fax Driver Software CD-ROM into the CD-
ROM drive, and then click the [OK] button.

6 Click the [Browse] button to specify the path of the driver in
the CD-ROM, and then click the [OK] button.

The alternate fax driver is updated.

@ MPORTANT

« To use the updated fax driver on the client PC, first uninstall the current fax driver,
and then double-click the shared fax icon for the updated alternate fax driver on the
Server PC.

For Windows 2000/XP

1 Click the [Start] button, point to [Settings], and then click
[Printers] (Windows 2000) or [Printers and Faxes] (Windows
XP).

2 Click [Server Properties] on the [File] menu to open the [Print
Server Properties] dialog box, and then display the [Drivers]
sheet.
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3 Select the alternate fax driver you want to update, and then
click the [Update] button (Windows 2000) or [Replace] button
(Windows XP).

&% Print Server Properties x|
Faorms I Ports  Drivers | Advanced I

@ ITPMATA

Installed printer drivers:

| 9 - P VR T
AdobePS Aciobat Distiler  Inkel “windows 2000
Canon GP30-55 PCLIFAX]  Intel ‘windows 2000
Canon GP30-55 PCLIFAX]  Intel ‘windows NT 4.0 or 2000
Canon iR C2000 seies P Intel Windows 2000

Canon iR1600-2000 PCL... Intel “windows 2000
i Intel W'lndows ZDDU

Canon LBP-2000 PCLAe  Intel W’lndnws ZDI]I]

Canon LBP-2000 PCLE Irkel “windows 2000
Canor LEP-430 Irkel “windowes 2000
Add.. BRemave Update | Properties...
N —

I Cancel | Apply |

4 When a message appears prompting you to insert the CD-
ROM, insert the Fax Driver Software CD-ROM into the CD-
ROM drive, and then click the [OK] button.

5 Click the [Browse] button to specify the path of the driver in
the CD-ROM, and then click the [OK] button.

The alternate fax driver is updated.

(M MPORTANT

« To use the updated fax driver on the client PC, first uninstall the current fax driver,
and then double-click the shared fax icon for the updated alternate fax driver on the
Server PC.
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Uninstalling the Fax Driver

It is recommended that you use the Uninstaller in the Fax Driver Software CD-ROM
to delete unnecessary drivers.

1 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive.

2 Double-click the [My Computer] icon, and then double-click
the [CD-ROM] icon.

3 Double-click the [Fax_Drivers], [us_eng], and [faxsetup] folder
icons.

4 In the [faxsetup] folder, double-click the [uninstall.exe] icon to
start the uninstallation.

5 In the [Delete Fax] dialog box, select the fax name you want to
delete, and then click the [Delete] button.

% Delete Fax [ ]

I~
%

| Diriver Mame | ersion |
Canon iR2200-2300 (F&) 170

To start deleting, select the fax you want to delete and then click Delete.

Select Al ‘ Dielete |' Exit I
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6 Click the [Yes] button to confirm the deletion.

7 Click the [Exit] button in the [Delete Fax] dialog box.

B Delete Fax E

Fax Mame | Diriver Narme | ‘ersion |

To start deleting. select the fax you want to delete and then click Delete.

gereea | [noEEE
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Before sending a document by fax, you need to specify the amount of fax memory
installed in your fax.

g 2
« ForimageRUNNER 3300/2800/2200, imageRUNNER 3300i, iR3250, and GP55/GP30,
specifying the fax memory is not required.

1 Click the [Start] button, point to [Settings], and then click
[Printers].

Getting Started

2 In the [Printers] folder, right-click the fax icon for your fax, and
then click [Properties].

3 In the [Properties] dialog box, click the [Configuration] tab.

The [Configuration] sheet is displayed.
Canon GP300-405 PCL(FAX) Properties HE
Generall Detailsl Sharingl Address Bookl CoverShaetI Special  Configuration |

Fax Memary:

About |
ok I Cancel | Aol | Help |
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4 Select the amount of memory from [FAX Memory].

5 Click the [OK] button.

The installed memory size is specified.
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Using the Fax Driver Options

This chapter provides instructions for faxing a document, and specifying various settings for

faxing documents.

Faxinga Document. . .. ... ... . .
Sending @ DOCUMENT . . . . oo -
Sending to a Remote Memory Box .. ... ...

Specifying Recipients . . . ... ..o
Adding a New Name and Fax Number . . ... .. . -
Adding a Recipient from the Address Book. . . . ... .

Defining the Address Book Entries. . ... . i

Defining a Person Entry

Defining @a Group . . ..o
Registering Additional Address Books . .. ... . .
Attachinga Cover SheettoaFax. .. ... ... .. i

CHAPTER
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Faé'g a Document

This section explains how to fax a document and how to send a document to the
memory box of the recipient’s fax.

Sending a Document

To send a document by fax, follow the procedure below.

1 In the application, with the document open, select [Print] to
print your document.

2 In the [Print] dialog box, select your fax from [Name], and then
click the [Properties] button.

Using the Fax Driver Options E
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the [OK] button.

3 Specify the various settings in the [Edit Address Book],
[Register Cover Sheet], and [Special] sheets, and then click

Canon iR2200-3300 [FAX) Properties
Edit Address Book | Register Caver Sheatl Speciall
Address Book: Shaw V' Perzon V| Group
HeciientNam Company | Dept. /Div. | Faw Mumber | Description =
nagerment
Sustem
Sales
P Richardson Ste...  XYZ Corporation 01-234-5678
8.4 Fobert Brown ¥rZ corporation 01-333-5678 fo
.4 John Smith W72 corporation 01-222-5678
P 4 Peter Wilson XTZ corporation 01-444-5673
4 David.Johnson 72 comoration 01-555-5674 | _Ij
3
#dd Persan,. e gdt. | Delte |
Motes : -
Richardzon Steve Jr. : 01-234-5678
Robert Brown : 01-333-5678
John Smith : 01-222-5678
Peter Wilson : 01-444-5678
_>l_I
Import.. | Export.. | About... |
oK I Cancel | Apmr | Help |

4 Click the [OK] button in the [Print] dialog box.

Faxing a Document
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5 In the [Send FAX] sheet, specify the name and fax number of
the fax recipient, and then click the [Add to Recipient List]
button.

Canon iR 2200-3300 [FAX) Properties

Send FAX | Edit &ddress Bookl Cover Shaetl

Recipient Mame: Fiobert Brovwn )

Fax Mumber: ( [1-333-5678 )

Settings.. |

Add to Addiess Book |

Advanced Functions: Subaddiess ;O

( Add to Recipient List

\—/

NS

Recipient List: i} Select from Address Book... |

Bemaove from Recipient List |

™ Setthe Time to Send: | 0o oo :II e e
Ok I Cancel Help
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6 In the [Cover Sheet] sheet, specify a format for the cover
sheet attachment.

Canon iR2200-3300 [FAX] Properties 7| x|
Send Féix | EditAddress Book  Cover Sheet |
LCover Sheet Attachment:
Different Sheet to Each Recipient
Style: ITempIate 1 j
— [terns b [nchide: [Sender] -
Narne : oN m
Company : ON |
Diept. /Div. - ON
Fa Mumber : uli}
[Recipient] =
1 _'l_I
Settings.. |
[~ Remark: ILIrgent j
Comment to [nclude:
[
Preview |
(0] I Cancel | Help |

7 Click the [OK] button in the [Properties] dialog box.

The fax is sent to the specified recipients.

Sending to a Remote Memory Box

This mode is useful for sending a confidential document by fax. Documents to be
sent and stored in the memory box of the recipient's fax require the specified
subaddress and password.

For details about the subaddress, see “Chapter 2 Basic Fax Usage” in the Facsimile
Guide.

&> NOTE

« This option is available only for imageRUNNER 3300/2800/2200, imageRUNNER 3300i,
and iR3250.

» Obtain the subaddress and password of the memory box of the recipient's fax from the
recipient.

1 In the application, with the document open, select [Print] to
print your document.
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2 In the [Print] dialog box, select your fax from [Name], and then
click the [Properties] button.

3 Specify the various settings in the [Edit Address Book],
[Register Cover Sheet], or [Special] sheet, and then click the
[OK] button.

Canon iR 2200-3300 [FAX] Properties EE
Edit Address Book | Reaister Cover Shest | Special |

Addiess Book: Show: ¥ Persan ¥ Group

Company | Dept./Div. | Fax Number | Description =

#YZ Carporation 01-234-5678

3 R obert Brown HYZ coporation 1-333-6678 b
g ohin Srnith #YZ coporation 1-222-6678
g4 Meter wilson #YZ coporation -444-5678

1 David dohnson  #YZ coporation 1 -555-5678 I_ILI
»

Add Persan... Add Group... Edi...

Delete |

Hotes :

Richardzan Steve Jr. : 01-234-5675
Robert Brown : 01-333-5672

John Smith : 01-222-6678

Peter ‘wilzon : 01-444-5678

j
-
o
Import... | Export... | About.. |

Ok I Cancel | Lippl | Help |

4 Click the [OK] button in the [Print] dialog box.

5 In the [Send FAX] sheet, specify the name and fax number of
the recipient.
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6 Click the [Settings] button.

Canon iA2200-3300 [FAX] Properties [7]

Send FAx | Edit Address Book | Caver Sheet I

Recipient Mame: Ithelt Brown
Fax Mumber: |m-333-5678
Advanced Funchions: Subaddress - Off

Settings... I

Add to Address Book |

Add to Recipient List |

Recipient List 0 Select from Address Book... |

Bemove from Recipient List

I~ Setthe Time to Send: | 00 : 00 :II [0 o 2358

Ok I Cancel | Help |

The [Advanced Functions Settings] dialog box opens.

7 Select [Use Subaddress], enter the subaddress and password
of the memory box of the recipient’s fax, and then click the
[OK] button.

Advanced Funclions Settings EHE

I~ (e Subaddress

Subaddiess: I )
Easswond: I ,
ak. I Cancel | Help |

8 Click the [Add to Recipient List] button.
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9 In the [Cover Sheet] sheet, specify the format for the cover
sheet attachment.
Canon iR 2200-3300 [FAX) Properties 7| x|

Send Féix | EdiAddress Bak Cover Sheet |

LCover Sheet Attachment:

Different Sheet to Each Recipient

Style: ITempIata 1 j
——_ Items to Include: [Sender] -
Name aN ]
Company ON | -
Diept. /D, ON
Fa Mumber : aM
[Recipient] -
q _’I_I
Settings...
I Remark: IUTQE"1t

Comment to Include:

\_ L4
=

Preview

ak I Cancel | Help |

10 Click the [OK] button in the [Properties] dialog box.

The document is sent to and stored in the memory box of the recipient’s fax.

&2 NOTE

« The data can be output only when the correct password is specified on the
recipient’s fax.
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You can specify the names and fax numbers to whom you want to send a fax by
adding them to the [Recipient List]. You can add recipients by:

« Entering a new name and a new fax number in [Recipient Name] and [Fax Number].
« Selecting a recipient in the [Select from Address Book] dialog box.

Adding a New Name and Fax Number E

1 Display the [Send FAX] sheet.

Canon iR2200-3300 [FAX) Properties

Send FAx I dit Address Book | Cover Sheet I

Recipient Name: ||

Fau Mumber: I

Advanced Functions: Subaddress : D

Settings... |

e S |

Using the Fax Driver Options

adel o Flogipiart Lis |

Recipient List 0 Select from Address Book... |

FRemove from Recipient List |

I~ Set the Time to Send: 0o oo :II (I i ]

Ok I Cancel | Help |

For details on how to access the [Properties] dialog box, see “Sending a
Document,” on p. 3-2.

2 Enter the name and fax number you want to add in [Recipient
Name] and [Fax Number].

Specifying Recipients 3-9



Using the Fax Driver Options E

3 Click the [Add to Recipient List] button.

The new recipient is displayed in [Recipient List].

Adding a Recipient from the Address Book

1 Display the [Send FAX] sheet.

Canon iR2200-3300 [FAX) Properties 7| x|

Send FA% I dit Address Bookl CoverShaetI

Fecipient Mame: I‘

Fax Mumber: I

Advanced Functions: Subaddress : Off

Settings.. |

e i) e e |

e e |

Recipient List: i} Select from Address Book... |

Bemave from Recipient List |

I~ Setthe Time to Send: 0o oo j [0 i 22155

Ok I Cancel | Help |

For details on how to access the [Properties] dialog box, see “Sending a
Document,” on p. 3-2.
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2 Click the [Select from Address Book] button.

The [Select Recipient from Address Book] dialog box opens.

Select Recipient from Address Book [ 2] ]
Address Bogks: Search by Recipient: I
%% Canon Fax Driver A e | Recipient Name I Comnpary | Dept. Div. | Fax Mumber | De
ﬁAnd[E}' Savoy  ¥YZ Corp. 01-6E6-5678
ﬁ David Johnson  =vZ Corp. 01-555-5678
ﬁ Eric Tessler #rZ Corp. 01-777-B678
anhn Srmith HAZ Corp 01-222-6678
£ Peter wilson 2 Corp, 1-444.5678
£ Richard Stevene Y2 Carp. 1-234-6678
£ Robert Brown Y2 Carp. [1-333-5678
4] IS | |
|
;I
Add b Beeipent List
Recipient List:

Bemave franm Heciprent List |

[ I Cancel |

3 Select the address book you want to use from [Address
Books].

& NOTE

« If you want to use an address book other than Canon Fax Driver Address Book,
register the book before using it. (See “Registering Additional Address Books,” on
p. 3-22.)

4 Select an entry, and then click the [Add to Recipient List]
button.

5 Click the [OK] button in the [Select Recipient from Address
Book] dialog box.

The new recipient is displayed in [Recipient List] in the [Send FAX] sheet.
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Defini

g the Address Book Entries

This section provides instructions for defining person and group entries in the [Edit
Address Book] sheet.

Defining a Person Entry

Clicking the [Add Person] button in the [Edit Address Book] sheet opens the [Add
Person] dialog box for defining a new person entry. You see the same dialog box
under the title [Edit Person], if you click the [Edit] button in the [Edit Address Book]
sheet when a person entry is selected from [Address Book]. The [Edit Person]
dialog box enables you to change information on an existing person entry.

To Add a New Person

1

Canon iR 2200-3300 [FAX] Properties

Edit Address Book I iegister EoverSheet' Special|

Display the [Edit Address Book] sheet.

Addiess Book: Show: ¥ Persan [ Group
Company | Dept. /Div. | Fax Humber | Description o
#rZ Corporation 01-234-5678
%4 P obert Browin #¥Z coparation 01-333-5678 fran
3 cbn Srith #YZ corparation 01-222-5678
] Pater wilsan #YZ corparation 01-444-5678
&4 David Johnson  #YZ comoration 1 -555-667R | _ILI
»
Add Persan... Add Group... Edi. | Deete |
Notes : -
Richardzan Steve Jr. : 01-234-5678
Robert Brown : 01-333-5672
John Smith : 01-222-5678
Peter'wilzon : 01-444-6678
-
_'l_I
Impart... | Expart... | About... |
oK I Cancel | Lol | Help |

For details on how to access the [Properties] dialog box, see “Sending a

Document,” on p. 3-2.
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2 Click the [Add Person] button.

3
4

5

The [Add Person] dialog box opens.
Add Person EHE

Prefis: First: Last: Suffis

/ =l | | [

Recipient Mame: I

LCompany: |

Dept.Div. |

Fax Mumber

Primary Mumber:

Description:

Secondary Mumber:

Description:
Advanced Functions: Subaddress ﬂ
Primary Mumber - Off
Secondary Mumber : Off j
Settings.. |
Keyward: d
J -]

ak I Cancel Help |

Enter information about the new person, such as [Recipient
Name] and [Company].

Enter the fax number.

You can enter two fax numbers: a primary number and a secondary number.

Enter information about the fax numbers in each respective
[Description].

If you want to send documents to the memory box of the
recipient’s fax, click the [Settings] button.

The [Advanced Functions Settings] dialog box opens.

If you do not want to use this option, skip to step 8.

Defining the Address Book Entries 3-13
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& NOTE
« The Subaddress option is available only for imageRUNNER 3300/2800/2200,
imageRUNNER 3300i, and iR3250.

7 Select [Use Subaddress for Primary Number] and/or [Use
Subaddress for Secondary Number], enter the subaddress
and the password of the recipient’s fax, and then click the
[OK] button.

Advanced Functions Settings BRHE

Subaddress
< ¥ Use Subaddress for Primary Number)

Subaddress: I
Password: I
[™ iUse Subaddress for Secondany Mumber

Subsaddiess: I
Fassiond: I

0k I Cancel | Help |

& NOTE

« Obtain the subaddress and password of the memory box of the recipient's fax from
the recipient.

8 Enter any additional information about the person in
[Keyword].

9 Click the [OK] button to create the new person entry.

& NOTE

« When you specify two fax numbers for one person, two entries for that person
display in [Address Book].
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To Edit a Person Entry

1 Display the [Edit Address Book] sheet, and then select

[Person] under [Show].

C iR2200-3300 (FAX) Properties 7] %]
Edit Address Boak I tegister Cover Sheatl Speciall
Address Book: (Shuw ¥ Person ¥ Group )
ipi Company | Dept. /Div. | Fax Mumber | Description -
i Sales
[ Richardson Ste... %YZ Corporation 01-234-5678
3 Raben Brown ¥rZ corporation 01-333-5678 foe
P4 John Smith ¥YZ corporation 01-222-5678
.4 Peter Wilsan ¥rZ corporation 01-444-56578
4 DavidJohnson %2 comoration [1-555-5678 | _ILI
»
#dd Persan.. T Edi. | Delte |
Maotes : -
Richardson Steve.Jr. : 01-234-5675
Robert Brown : 01-333-5678
John Smith : 07-222-5678
Peter wilson : 01-444-5678
-
_>l_I
Import.. | Ezport.. | About.. |
Ok I Cancel | Lol | Help |

For details on how to access the [Properties] dialog box, see “Sending a

Document,” on p. 3-2.

All person entries display in [Address Book].
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2 Select the person you want to edit, and then click the [Edit]
button.

The [Edit Person] dialog box opens.

Using the Fax Driver Options E

Edit Person 7| x|
Prefis: First: Last: Suffiz:
IML j IHUberI IBruwn I j
Recipient Mame: |H0bert Brown
LCompany: |><YZ carporation
Dept /Div.: |
Fax Mumber
Primary Murber: |D1 -333-BE7E
Description: I
Secondary Mumber: |
Description: I
Advanced Funchions: e il
Primary Mumber - OIff
Secondary Mumber: Off LI
Settings... |
Feyword: | ;I
J |
Ok I Cancel Help |

3 Update the information if necessary.

4 Click the [OK] button to modify the selected person entry.

To Delete a Person Entry

1 Select the person entry you want to delete from [Address
Book].

2 Click the [Delete] button.
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Defining a Group

Clicking the [Add Group] button in the [Edit Address Book] sheet opens the [Add
Group] dialog box for defining a new group. A group can contain both persons and
other groups. You see the same dialog box under the title [Edit Group], if you click
the [Edit] button in the [Edit Address Book] sheet when a group entry is selected
from Address Book.

The [Edit Group] dialog box enables you to change information on an existing group
entry.

To Add a New Group

1 Display the [Edit Address Book] sheet.

Canon iR2200-3300 [FAX] Properties EES

Edit Address Book I iegister Cover Sheetl Speciall

Address Book: Show ¥ Peison [+ Group

Recipient Name Caormpany | Dept. Div. | Fax Mumber | Description =
: gement
4 System

Wi Sales

[ Richardson Ste.. ¥vZ Corporation 01-234-5678
[ Rober Brown ¥ corparation 01-333-5678
£ 10hn Smith ¥Z corporation 01-222-5678
£ Peter Wilson ¥rZ corporation 01-444-5678
B3 Davidohnson 2 cororation [1-555-6E78 | _DILI

Add Perso... £dd Gireup. .. Edt. | Deete |

Motes :

Richardson Steve Jr. : 01-234-5678
Robert Brown : 01-333-5678

John Smith : 01-222-5678

Peter Wwilson : 01-444 5678

j
-
of
Impart.. | Ezpart.. | Abaut... |

oK I Cancel | S | Help |

For details on how to access the [Properties] dialog box, see “Sending a
Document,” on p. 3-2.
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2 Click the [Add Group] button.
The [Add Group] dialog box opens.

Add Group 2]
Group Hame: I
Auwailable Recipients: Shiow: ¥ Perzon ™ Group
Recipient Mame Caormpany | Diept. Div. | Fax Mumber | Discription -~
Richardson 5t..  #YZ Corporation 01-234-5678
Fiobert Brown #Z corporation 01-333-5678
John Smith A2 corporation 01-222-5678 |
Peter Wilzon #(Z corporation 01-444-5678
David Johnson Y7 corporation 01-555-5678
Andrep Savow  ®¥YZ corporation 01-6E6-5673 | _lLI
4 »
Add to Group | l T Bemove from Group |
LCuirent Group Members:
[

Eeyword:

oK I Cancel Help |

3 Enter the new group name.

4 Select persons or groups as members of the new group from
[Available Recipients], and then click the [Add to Group]

button.

To remove an entry from [Current Group Members], select it, and then click the

[Remove from Group] button.

5 Click the [OK] button to create the new group entry.
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To Edit a Group

1 Display the [Edit Address Book] sheet, and then select

[Group] under [Show].

C iR2200-3300 (FAX) Properties 7] %]
Edit Address Boak I iegister Cover Sheatl Speciall
Address Book: (Shuw ¥ Person v Qruup)
ipi Company | Dept. /Div. | Fax Mumber | Description -
i Sales
[ Richardson Ste... %YZ Corporation 01-234-5678
3 Raben Brown ¥rZ corporation 01-333-5678 foe
P4 John Smith ¥YZ corporation 01-222-5678
.4 Peter Wilsan ¥rZ corporation 01-444-56578
4 DavidJohnson %2 comoration [1-555-5678 | _ILI
»
#dd Persan.. T Edi. | Delte |
Maotes : -
Richardson Steve.Jr. : 01-234-5675
Robert Brown : 01-333-5678
John Smith : 07-222-5678
Peter wilson : 01-444-5678
-
_>l_I
Import.. | Ezport.. | About.. |
Ok I Cancel | Lol | Help |

For details on how to access the [Properties] dialog box, see “Sending a

Document,” on p. 3-2.

All group entries display in [Address Book].

Defining the Address Book Entries
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2 Select the group you want to edit, and then click the [Edit]
button.

The [Edit Group] dialog box opens.

Edit Group [ 7]

Group Mame:

Auailable Recipients: Shiow: ¥ Person I Group

Recipient Mame Company | Dept /D | F au Mumber | Deseription |
John Smith HZ Corp, 1-222.5674
Pater wilzon 2 Corp, 1-444.5674
Richard Steve... XvZ Corp. [1-234-5674
Fobert Brovn  %v2Z Corp. 1-333-5678

Add to Graup | ¢ T Bemave from Group |

LCurrent Group Members:

Andrey Savoy  01-6B6-5678 ;I
David Johnson  01-555-6678

Eric Tessler  01-777-5675

Eepword:

ak I Cancel Help |

3 Change the group name if necessary.

4 Edit the group.

® To add a person or a group to the selected group

V¥ Select the person or group you want to add from [Available Recipients], and
then click the [Add to Group] button.

® To remove a member of the selected group

V¥ Select the person or group you want to remove from [Current Group Members],
and then click the [Remove from Group] button.

5 Click the [OK] button to modify the selected group entry.
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To Delete a Group

1 Select the group entry you want to delete from [Address
Book].

2 Click the [Delete] button.

Defining the Address Book Entries
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Registering Additional Address Books

You can select fax recipients from address books other than the Canon Fax Driver
Address Book if they are registered with the fax driver. Follow the procedure below
to register the address books you want to use.

& NOTE

 You can register the Messaging APl Address Book and the Windows Address Book.

1 Display the [Special] sheet.
Canon IR2200-3300 [FAX] Properties

Edit Address Book | Register Cover She

Page Size:

Qrientation:

L etter

& Paortrait
" Landscape

Fesaluticr

€ Wlkra Fitre
%) Firie

™ Outside Dialing Prefis: I

Address Books | BRestore Defaults |

o]

Cancel | Lpply | Help

For details on how to access the [Properties] dialog box, see “Sending a

Document,” on p. 3-2.

2 Click the [Address Books] button.
The [Address Books] dialog box opens.
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3 Click the [Register] button.

Address Books [ 2] %]

Address Book List:

‘ FRegister. . |’ Edit... | DElEtE |

0K I Cancel |

The [Register Address Book] dialog box opens.

4 Select an address book you want to register from [Available
Address Books], and then click the [OK] button.

Register Addiess Book HE

Available Addiess Books:
|Can0n Far Driver Address Book,

RS Addiess Book

aK I Cancel |

N —

The dialog box corresponding to the selected address book opens.

5 Specify the required settings in the dialog box.

For detailed information about an item in the dialog box, click the [ &l ] (Help)
button and then the specific item in the dialog box you want to know about.

Registering Additional Address Books 3-23
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6 Click the [OK] button in the dialog box.
The registered address book is added to [Address Book List] in the [Address

Books] dialog box.
Address Books

Address Book List:

x Driver &ddress Book
Address Book

T Hegisker..

Edit..

| Delete |

ok

| Cancel |

7 Click the [OK] button in the [Address Books] dialog box.
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ing a Cover Sheet to a Fax

This section provides instructions for attaching a cover sheet to a fax you send.

1 Display the [Cover Sheet] sheet.

Canon iR2200-3300 [FAX] Properties HE
Send Fax | Ecit Addiess Boal| Cover Shee |
= - LCover Sheet Attachment;
et to Each Recipient
Siyle: I Template 1 j
—_ [tems ta [nehude: [Sender] -
ame uii}
Company : (ul{]
Dept. /Div. ON
Fa Mumber : ui}
[Fecipient] _ILI
>
Settings.. |
I~ Remark: Urgent j
Comment ta [nclude:
J |
Preview |
Ok I Cancel | Help |

For details on how to access the [Properties] dialog box, see “Sending a
Document,” on p. 3-2.

2 Select an option for attaching the cover sheet to the fax under
[Cover Sheet Attachment].

& NOTE
» For GP225/GP200 under Windows NT 4.0, [Different Sheet to Each Recipient] is
not available.

3 Select a cover sheet template from [Style].

Attaching a Cover Sheet to a Fax 3-25
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4 Click the [Settings] button to specify the items to include on
the cover sheet.

The [ltem Settings] dialog box opens.

5 Display the [Sender] sheet, click the check boxes to select the
information you want to print on the cover sheet, and then
enter the information in the text boxes for the selected items.

You can select the following check boxes:
- Sender Name
- Company
- Dept./Div.
- Fax Number
Item Settings 7| x|

Sender IHecipientl Logo | Signature |

W Company:

|
|
¥ Dept./Div. |
|

¥ FaxMumber :

Impart Sender... | Save Sender... |

Ok I Cancel Help |

&2 NOTE

« You can save the information entered in the [Sender] sheet in a file by clicking the
[Save Sender] button. Also, you can import the information by using the [Import
Sender] button, instead of entering the sender information each time you send a
fax.
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Display the [Recipient] sheet, and then click the check boxes

to select the information you want to print on the cover sheet.

You can select the following check boxes:

- Recipient Name
- Company

- Dept./Div.

- Fax Number

Item Settings

Sender Recipient | Loga I Signaturel

J  Company
V' Dept./Div.
¥ Fai Number

EdE3

o]

Cancel Help

&> NOTE

« The information of the recipients specified in the [Send FAX] sheet prints on the

cover sheet.

Attaching a Cover Sheet to a Fax
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7

10

11
12

13
14

Display the [Logo] or [Signature] sheet.
Item Settings EE

Senderl Fecipient Logo |Signature|

File td ame: I

Brawze.. |
= I= | Manusl Sealing: 100 jz
- Fositian: E b IU [0 0]
-
= B:I i ID [Pt S0]
fawve to Center |

oK I Cancel Help

Select [Print with Logo] or [Print with Signature] to include a
logo or signature on the cover sheet.

Click the [Browse] button, and then select a bitmap logo or
signature file name in [File Name].

Specify the magnification and position of the selected logo or
signature.

Click the [OK] button in the [Item Settings] dialog box.

Select [Remark], and then select a remark from the drop-down list
box or enter a remark.

Enter any other information you want to include on the cover sheet
in [Comment to Include].

Click the [Preview] button if you want to see the preview image on
the cover sheet.
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15 Click the [OK] button.

The specified cover sheet is attached to the fax when the fax is sent.

Attaching a Cover Sheet to a Fax
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Using Canon Cover Sheet Editor

CHAPTER

This chapter provides instructions for installing Canon Cover Sheet Editor, launching the
editor, and creating and registering original cover sheets.
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Wh

s Cover Sheet Editor?

Canon Cover Sheet Editor is software for creating original fax cover sheet
templates for use with a Canon fax driver.

After registering cover sheets created with this software in your fax driver, you can
use them with any fax. If you specify fields instead of manually entering data for
sender or recipient information, the actual sender or recipient information that you
select in the fax driver is automatically entered in the cover sheet when the fax is
sent.

With the Canon Cover Sheet Editor, you can do the following:

« Insert text using different fonts, font styles, and font sizes into a cover sheet.
e Insert a variety of objects, such as drawings and images, into a cover sheet.
» Use the field feature for creating cover sheets for sending faxes to multiple recipients.

» Add fields for specifying remarks and comments in addition to the sender and recipient
information fields.

« Easily edit the display order and position of objects, and group different objects.
« Align objects on a grid while you work with them.

4-2
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Insj,a=+ling Cover Sheet Editor

This section explains how to install and uninstall Canon Cover Sheet Editor.

Installing Cover Sheet Editor

To install the Canon Cover Sheet Editor, follow the procedure below.

1 Insert the Fax Driver Software CD-ROM into the CD-ROM
drive.

2 Double-click the [My Computer] icon, and then double-click
the [CD-ROM] icon.

3 Double-click the [Fax_Drivers], [us_eng], and [cse] folder
icons. Then double-click the [Setup] icon to start the
installation.

Installing Cover Sheet Editor 4-3
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4 In the first dialog box of the Installer, click the [Next] button,
and then follow the instructions on the screen to continue the
installation.

i'é‘- Canon Cover Sheet Editor - InstallShield Wizard 1[

Welcome to the InstallShield Wizard for Canon
Cover Sheet Editor

The InstalShield(R) Wizard will install Canon Cover Sheet Editor
on your computer, To continue, click Mext,

WARNING: This program is protected by copyright law and
international treaties.

Cancel |

= Back

5 In the dialog box for selecting a setup type, select [Complete]
or [Custom], and then click the [Next] button.

i'é“ Canon Cover Sheet Editor - InstallShield Wizard

Setup Type

Choose the setup bype that best suits your nesds,

Please select a setup bype.

ull program Features will be installed. (Reguires the most disk.
pace.)

"hoose which program features vou want installed and where they
iill be installed, Recommended for advanced users,

InstallShisld

< Back ‘ I Mext = I ’ Cancel

S —

& NOTE

« If you select [Custom] in the dialog box for selecting [Setup Type], you can specify
the directory in which Canon Cover Sheet Editor is to be installed.

4-4 Installing Cover Sheet Editor



6 Click the [Install] button to start copying the files.

|_¥ Canon Cover Sheet Editor - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

If wou wank ko review or change any of yaur installation settings, click Back. Click Cancel ta
exit the wizard,

InstallShield

< Back Cancel |

Starting Cover Sheet Editor

To start the Canon Cover Sheet Editor, follow the procedure below.

1 Click the [Start] button, point to [Programs], [Canon], and
[Cse], and then click [Cover Sheet Editor].

Canon Cover Sheet Editor starts.

4% Canon Cover Sheet Editor - [New Cover Sheet1] =18 x|
©) Fle Edt View Insert Drawing Layodt Wi 18 x|
REEFIEEFEEEE =a)

[f|=Al/000|R]

I ol =Bz vj= = =]

o o e e

EEEIRE

Ready 0 Lot soaxinoes [ 650,040 [0
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Uninstalling Cover Sheet Editor

If it becomes necessary to uninstall the Canon Cover Sheet Editor, follow the
procedure below.

1 Click the [Start] button, point to [Settings], and then click
[Control Panel].

2 In the [Add/Remove Programs] dialog box in the [Control
Panel], select [Canon Cover Sheet Editor], and then click the
[Add/Remove] button.

3 When the [InstallShield Wizard] dialog box appears, follow the
instructions on the screen.

Canon Cover Sheet Editor is uninstalled.

Using Canon Cover Sheet Editor H
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Opﬂ' g, Saving, and Closing a File

This section explains how to create, open, save, and close files.

Opening a File

To Create a New File

To create a new cover sheet, follow the procedure below.

1 Click the [ { 1] (New) button on the toolbar.

You can also select [New] from the [File] menu.

The [New] dialog box opens.

2 Select a paper size for the new cover sheet, and then click the

[OK] button.

Mew

Paper Size:

7] x|

] )

(]9

Cancel |

The New Cover Sheet screen appears.

Opening, Saving, and Closing a File
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To Open a Saved Cover Sheet

You can open a saved cover sheet by specifying its file name.

Follow the procedure below.

1 Click the [|7 ] (Open) button on the toolbar.
You can also select [Open] from the [File] menu.

The [Open] dialog box opens.

2 Specify the file name of the cover sheet that you want to open.

&2 NOTE

« Clicking [Preview] displays an image of the selected cover sheet.

3 Click the [Open] button.

The selected cover sheet appears.

Saving and Closing a File

To Save a New File

If you save a cover sheet, you can later register it in the fax driver for use as an
original cover sheet.

Using Canon Cover Sheet Editor E

1 Select [Save as] from the [File] menu.

The [Save as] dialog box opens.

2 Enter a name for the file in [File name], specify the location
where you want to save the file, and then click the [Save]
button.

The file extension is automatically set to “cse.”

& NOTE

» The [Save as] dialog box also appears if you click the [ E ] (Save) button on the

toolbar or select [Save] from the [File] menu when saving a newly created cover
sheet for the first time.
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To Save an Existing File
Follow the procedure below to save an existing cover sheet after editing it.

1 Click the [ F]] (Save) button on the toolbar.

You can also select [Save] from the [File] menu.

(M MPORTANT

« To preserve the existing file also, select [Save As] and select a different name or
location for saving the edited file. Selecting [Save] would overwrite the existing file.

To Close a File

Follow the procedure below to close a currently open cover sheet without exiting
the Canon Cover Sheet Editor.

1 Click the lower of the two [ x|] (Close) buttons at the top-right
corner of the Canon Cover Sheet Editor main window.

NEE)

You can also select [Close] from the [File] menu.

2 NOTE

« If you close a cover sheet that has not been saved after editing, a message
appears asking whether you want to save the changes. Click the [Yes] button to
save the changes, or the [No] button if you do not want to save changes. Click the
[Cancel] button if you do not want to close the cover sheet.

Opening, Saving, and Closing a File 4-9
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Creﬂ' g an Original Cover Sheet

This section explains how to insert text, adjust text properties, specify fields, create
objects, adjust objects, and specify grid options in order to create an original cover
sheet.

Inserting Text

You can insert text and numbers into the cover page. The properties of any text or
the text box itself can also be changed. To edit the text, change to the edit mode by
clicking anywhere inside of a text box, and then place the cursor on the text that you
want to edit.

1 Click the [ A ] (Text Box) button on the toolbar.

You can also select [Text Box] from the [Insert] menu.

2 Drag the pointer on the area of the cover sheet where you
want to insert text.

A square or rectangular text box appears.

3 Click inside the text box.

The cursor for editing text appears.

4 Enter the desired text.
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Adjusting Text Properties

You can change text properties whenever you want. When you change text
properties, all text inside the selected text box is affected.

& NOTE

» Text properties for field settings inside a text box are also changed according to the text
properties you specified. For details on field features, see “Specifying Fields,” on p. 4-15.

To Change the Font

1 Click inside the text box.

The text box is now ready for editing.

2 Select the desired font from [Font] on the toolbar.
To Change the Font Size

1 Click inside the text box.

The text box is now ready for editing.

2 Select the desired font size from [Size] on the toolbar.

You can also enter the desired font size directly into [Size].

To Change the Font Color

1 Click inside the text box.

The text box is now ready for editing.

2 Select the desired font color from [Color] on the toolbar.

To Apply Bold Formatting to Text

1 Click inside the text box.

The text box is now ready for editing.
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2 Click the [ B ] (Bold) button on the toolbar.
To undo the bold formatting, click the [ B 1 (Bold) button once more.

To Apply Italic Formatting to Text

1 Click inside the text box.

The text box is now ready for editing.

2 Click the [ [ ] (Italic) button on the toolbar.

To undo the italic formatting, click the [| J ] (Italic) button once more.

To Underline Text

1 Click inside the text box.

The text box is now ready for editing.

2 Click the [ T ] (Underline) button on the toolbar.

To undo the underlining, click the [ TJ ] (Underline) button once more.

To Align Text to the Left, Center, and Right

1 Click inside the text box.

The text box is now ready for editing.

2 Click the [= ] (Align Left), [ =] (Align Center), or [ =] (Align
Right) button on the toolbar.
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To Specify the Text Properties

You can specify all of the properties for text inside a text box simultaneously.

[Preview] inside the [Text Properties] dialog box displays a preview of how the text
would appear with the currently selected settings. Use it as a guide when specifying

settings.

1

Click inside the text box.

The text box is now ready for editing.

2 Click the [L® ] (Properties) button on the toolbar.

You can also select [Properties] from the [Edit] menu.

The [Text Properties] dialog box opens.

3 Select [Font], [Font Style], and [Size] from the respective list

boxes.

Text Properties

sCreen,

Thiz iz a TrueType font. This zame font will be uzed on both your printer and wour

Preview: abc

Frwt-
IAliaI
N

Avial Black.
D Arial Marmow

B Book 4ntiqua

B Bookman Old Style

Fort Shile:

Effects: I Shikethrough
™ Underline

Caolor: I- Black - I

Alignment: & Align Left
" Align Center
€ Align Bight

Cancel |

You can also enter the desired font size directly into [Size].

4 Select [Strikethrough] or [Underline] to draw a line through or

to underline text.
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5 Select the desired text color from [Color].
6 Specify [Alignment] for the text.

7 Click the [OK] button.

To Specify the Text Box Properties

Follow the procedure below to specify the type of border, border color, and
background color of the selected text box.

1 Click anywhere on the border of the text box.

The border of the text box is selected.

2 Click the [@ ] (Properties) button on the toolbar.

You can also select [Properties] from the [Edit] menu.

You can also display the [Text Box Properties] dialog box by double-clicking
anywhere on the border of the text box.

The [Text Box Properties] dialog box opens.

Text Box Properties 7]
Ling Styls: | semm— i =]
Width: |Fj mm (0.1 to 50.0]

Caolor: I- Black. j
Fill ir: ||:|W’hite =l
Cancel |

3 Select the desired border type from [Line Style].

4 Specify the [Width] setting to set the thickness of the border.
& NOTE

o The [Width] setting is available only when [Line Style] is set to [Solid].
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5 Select the desired color of the border from [Color].

6 Select the desired background color for the text box from [Fill
in].

7 Click the [OK] button.

Specifying Fields

You can show sender or fax recipient information such as the name, fax number,
company name, and department/division name on the cover sheet using a feature
called a “field”

Fields are objects in the cover sheet that you can replace with data when sending a
fax. Actual sender and recipient information as specified in the fax driver is
automatically inserted in the corresponding fields on the cover sheet during
transmission.

[Rermark] Caonfidential

FAX Substituted FAX
when the fax
From is sent From )
[Sender Name] ) - George Smith
[To To
R ecipient Mame] MWr Diavid Walters

« Available fields:
- Sender information: Name, Fax Number, Company, Dept./Div.
- Recipient information: Name, Fax Number, Company, Dept./Div.
- Other information: Remark, Comment
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A recipient information field that contains multiple values is called a “repeating
field.” This feature is convenient for using the same cover sheet to send faxes to
multiple recipients.

The repeating field is used to insert data for every recipient specified in the fax
driver.

FAMX Substituted FAMX Dept. C
for each Mr. Green
[Recipient Campany]| | recipient when || %5 Company
[Begin Repeat] the faxis sent. || Dept. A Dept. D _
[Recipient Dept /Dt || | — Or. Curtis Ms. Harrison
[Recipient Name] Dept. B
[End Repeat] Mr. Alter

In addition to the [Sender Information] and [Recipient Information] fields, you can
also insert [Remark] and [Comment] fields on the cover sheet. When the fax is sent,
information specified in the fax driver such as [Urgent] or [Confidential] is inserted
in the [Remark] field, and comments specified in the fax driver are entered in the
[Comment] field.

To Insert Sender and Recipient Information Fields When Editing Text

1 Inside the text box, place the cursor where you want to insert
the field.

2 Click the [Insert] menu, point to [Sender Information] or
[Recipient Information], and then select the field such as
[Name], [Fax Number], [Company], and [Dept./Div.] that you
want to insert.

The selected field is inserted.

&> NOTE

« If you select [Insert All], all of the available fields for sender or recipient information
are inserted simultaneously. The fields are inserted in this order: [Name], [Fax
Number], [Company], and [Dept./Div.]. You can change the position of the fields as
needed.
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To Insert Sender and Recipient Information Fields When Not Editing
Text

1 Click the [Insert] menu, point to [Sender Information] or
[Recipient Information], and then select the field such as
[Name], [Fax Number], [Company], and [Dept./Div.] that you
want to insert.

2 Drag the pointer on the area of the cover sheet where you
want to insert the field.

A square or rectangular text box containing the selected field appears.

&> NOTE

« If you select [Insert All], all of the available fields for sender or recipient information
are inserted simultaneously. The fields are inserted in this order: [Name], [Fax
Number], [Company], and [Dept./Div.]. You can change the position of the fields as
needed.

To Insert Repeating Fields for Specifying Multiple Recipients

Follow the procedure below to show information for multiple recipients on the cover
sheet when sending a fax.

1 Insert the desired recipient information field, such as [Name],
[Fax Number], [Company], and [Dept./Div.].

2 Inside the text box, place the cursor to the left of the field that
you want to repeat.

3 Click the [Insert] menu, point to [Recipient Information], and
then click [Begin Repeat].

The [Begin Repeat] field is inserted.

4 Inside the text box, place the cursor to the right of the field
that you want to repeat.
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5 Click the [Insert] menu, point to [Recipient Information], and
then click [End Repeat].
The [End Repeat] field is inserted.

The field between the [Begin Repeat] and [End Repeat] fields is replaced with
multiple recipients’ information when sending a fax.

& NOTE

» The text box may not be able to accommodate all of the actual data for a repeating field if
a large number of recipients are specified for sending a fax. In this case, a new page is
automatically created and data that does not fit into the text box displays from the top of
the new page.

To Insert Borders Between Repeating Fields

When you specify a repeating field for recipient information, you can also select to
insert borders between the values for easier reading.

1 Click the [Insert] menu, point to [Recipient Information], and
then click [Borders].

The [Border Settings] dialog box opens.

2 Select [Insert a Border Between Repeats] to insert borders
between multiple values in a repeating recipient information
field.

Border Settings i E3

(|7 Inzert a Border Between Flepeals)

Line Style; I_ Solid j
Width: [0z :I mm (0.1 to 10.0]
Calor: I- Black j

Cancel |

If you do not want to insert borders between the values, clear this check box, and
then click the [OK] button.

3 Select the type of line to use as the border from [Line Style].

4 Specify the [Width] setting to set the thickness of the borders.
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&> NOTE

« The [Width] setting is available only when [Line Style] is set to [Solid].

5 Select the desired color of the borders from [Color].

6 Click the [OK] button.

To Insert Remark and Comment Fields When Editing Text

1 Inside the text box, place the cursor where you want to insert
the field.

2 From the [Insert] menu, select either [Remark] or [Comment].

The [Remark] field or the [Comment] field is inserted depending on your selection.

To Insert Remark and Comment Fields When Not Editing Text

1 From the [Insert] menu, select either [Remark] or [Comment].

2 Drag the pointer on the area of the cover sheet where you
want to insert the field.

A square or rectangular text box containing the selected field appears.

Creating Objects

You can draw lines, rectangles, rounded rectangles, or ovals on the cover sheet.
You can also change their properties once they are drawn.

To Draw Lines

1 Click the [ /] (Line) button on the toolbar.

You can also select [Line] from the [Drawing] menu.

2 Drag the pointer on the area of the cover sheet where you
want to draw the line.
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To Draw Rectangles

1 Click the [[]] (Rectangle) button on the toolbar.

You can also select [Rectangle] from the [Drawing] menu.

2 Drag the pointer on the area of the cover sheet where you
want to draw the rectangle.

To draw a square, hold down the [SHIFT] key while dragging.

To Draw Rounded Rectangles

1 Click the [ ] (Rounded Rectangle) button on the toolbar.

You can also select [Rounded Rectangle] from the [Drawing] menu.

2 Drag the pointer on the area of the cover sheet where you
want to draw the rounded rectangle.
To draw a rounded square, hold down the [SHIFT] key while dragging.

You can adjust the degree of the curve or the roundness of the corners of the
rounded rectangle by clicking anywhere outside the newly created rounded
rectangle to deselect it, clicking the rounded rectangle again to reselect it, and
then dragging the inner handle in its upper right corner to change the degree of
the curve.

To Draw Ovals

1 Click the [ ] (Oval) button on the toolbar.

You can also select [Oval] from the [Drawing] menu.

2 Drag the pointer on the area of the cover sheet where you
want to draw the oval.

To draw a circle, hold down the [SHIFT] key while dragging.
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To Insert Images

1 Click the [d] (Image) button on the toolbar.
You can also select [Image] from the [Insert] menu.

The [Open] dialog box opens.

2 Specify the file name of the bitmap file that you want to insert.

&> NOTE

« Clicking the [Preview] button opens the [Preview] dialog box, where an image of the
selected bitmap file is displayed.

3 Click the [Open] button.

Editing Objects

You can copy, move, and delete objects such as lines, rectangles, rounded
rectangles, ovals, images, and text boxes on the cover sheet.

To Select an Object

1 Click the object that you want to select.
You can also drag the pointer completely over the object.
The object is selected.

&2 NOTE

« You can also select multiple objects by holding down the [SHIFT] key and clicking
each object that you want to select, or by dragging the pointer completely over the
objects. If you want to deselect any of the objects you selected, hold down the
[SHIFT] key, and then click the objects that you want to deselect.

To Move an Object within the Same Cover Sheet

1 Select the object that you want to move.

& NOTE

« You can select multiple objects and move them at the same time.
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2 Drag the selected object to the desired location.

You can also use any of the four arrow keys [«], [T], [-], or [{] to move the
object in the desired direction in 0.1 mm increments.

&> NOTE

« Hold down the [SHIFT] key while dragging to move the object horizontally or
vertically only.

« Hold down the [CTRL] key while dragging to copy the selected object and drag the
copy to the desired location.

* When [Snap to Grid] is specified, holding down the [SHIFT] key while pressing an
arrow key moves the object in the direction of the arrow in half-grid space
increments. If [Snap to Grid] is not specified, holding down the [SHIFT] key while
pressing an arrow key moves the object in the direction of the arrow in 2.0 mm
increments.

To Move an Object to a Different Cover Sheet

1 Select the object that you want to move.

&2 NOTE

« You can select multiple objects and move them at the same time.

2 Click the [ ] (Cut) button on the toolbar.

You can also select [Cut] from the [Edit] menu.

3 Display the second cover sheet.

& NOTE

« If the second cover sheet is open, you can select it from the [Window] menu.

4 Click the [ 73] (Paste) button on the toolbar.

You can also select [Paste] from the [Edit] menu.

The selected object is moved to the active cover sheet.

To Resize an Object

1 Select the object whose size you want to change.
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&> NOTE

« You can select multiple objects and change all of their sizes at the same time.

2 Drag any handle on the selected object to change its size.

& NOTE

« The shape of the pointer changes depending on which handle you place it over.
- Dragging the handles on the top and bottom sides of the object changes its
height.
- Dragging the handles on the left and right sides of the object changes its width.
- Dragging the handles on the corners of the object changes both its height and
width.

To Copy an Object by Dragging

1 Select the object that you want to copy.

& NOTE

« You can select multiple objects and copy them at the same time.

2 Hold down the [CTRL] key, and then drag the selected object
to the desired location.

&> NOTE

« Dragging the selected object without holding down the [CTRL] key moves the
object to the new location instead of copying it.

To Copy an Object by Using Button or Menu Commands

You can use button and menu commands to copy an object such as a line,
rectangle, rounded rectangle, oval, image, or text box on the same cover sheet or to
another cover sheet.

Follow the procedure below.

1 Select the object that you want to copy.

&> NOTE

« You can select multiple objects and copy them at the same time.
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2 Click the [ 221] (Copy) button on the toolbar.

You can also select [Copy] from the [Edit] menu.

3 If you want to copy the object to a different cover sheet,
display the second cover sheet.

& NOTE

« If the second cover sheet is open, you can select it from the [Window] menu.

4 Click the [ 73] (Paste) button on the toolbar.

You can also select [Paste] from the [Edit] menu.
The selected object is copied.

&2 NOTE

« You cannot copy an object to a different cover sheet by dragging.

« To copy text, drag the pointer over the text to select it, and then use the [ 22 ]
(Copy) button or [Copy] command to copy it. Then click the [ [ ] (Paste) button or
select the [Paste] command. If you want to copy text within the same text box, hold
down the [CTRL] key while dragging the selected text.

To Duplicate an Object

Duplicating enables you to copy and paste an object in one operation.

1 Select the object that you want to duplicate.

&2 NOTE

« You can select multiple objects and duplicate them at the same time.

2 Click the [La1] (Duplicate) button on the toolbar.

You can also select [Duplicate] from the [Edit] menu.

The selected object is duplicated.

To Delete an Object

1 Select the object that you want to delete.
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&> NOTE

« You can select multiple objects and delete them at the same time.

2 Click the [ X' ] (Delete) button on the toolbar.

You can also select [Delete] from the [Edit] menu, or press the [DELETE] key on
the keyboard.

The selected object is deleted.

To Group Objects

You can edit or handle multiple objects that are grouped together as a single object.
You can move, copy, or change the size of grouped objects in a single operation.
You can also simultaneously modify the properties of all objects in the group.

1 While holding down the [SHIFT] key, select all the objects that
you want to group.

2 Click the [I'}] (Group) button on the toolbar.

You can also select [Group] from the [Layout] menu.

You can ungroup objects by selecting the group of objects that you want to
ungroup and clicking the [ &% ] (Ungroup) button on the toolbar or selecting
[Ungroup] from the [Layout] menu.

Specifying Object Properties

Follow the procedure below to change the line style, line color, and background
color of objects such as lines, rectangles, rounded rectangles, ovals and images.

1 Select the object whose properties you want to change.

&2 NOTE

« You can select multiple objects and change their properties at the same time.

2 Click the [L® ] (Properties) button on the toolbar.

You can also select [Properties] from the [Edit] menu, or display the [Object
Properties] dialog box by double-clicking the selected object.

The [Object Properties] dialog box opens.
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3 Select the desired line type for the object from [Line Style].

4 Specify the [Width] setting to set the thickness of the line.
& NOTE

« The [Width] setting is available only when [Line Style] is set to [Solid].

5 Select the desired line color for the object from [Color].

6 Select the desired background color for the object from [Fill
in].

&2 NOTE

« [Fill in] cannot be specified if the selected object is either a line or an image.

7 Click the [OK] button.

Arranging Objects

You can rearrange the order and appearance of objects such as lines, rectangles,
rounded rectangles, ovals, images, and text boxes on the cover sheet.

To Change the Display Order of Objects

When multiple objects overlap, you can specify the order in which they overlap. Use
the following four commands to change the order of display of overlapping objects.

« [Bring to Front] - Moves the selected object to the front.
«[Send to Back] - Moves the selected object to the back.
« [Bring Forward] - Moves the selected object one level higher.
¢ [Send Backward] - Moves the selected object one level lower.

1 Select the object whose display order you want to change.

& NOTE

« You can select multiple objects and change the order of display for all of them at
the same time.

« If the object you want to select lies behind other objects and thus is hidden from
view, press the [TAB] key repeatedly until the object you want is selected. You can
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also select in reverse order by holding down the [SHIFT] key while pressing the
[TAB] key.

2 Click the ['C}] (Bring to Front), [21] (Send to Back), [-}i]
(Bring Forward), or [ L] (Send Backward) button on the
toolbar.

&> NOTE

« You can also select [Bring to Front], [Send to Back], [Bring Forward], or [Send
Backward] from the [Layout] menu.

To Align Multiple Objects

You can align multiple selected objects according to their left edge, right edge, top
edge, bottom edge, or center in one operation. The position of the last selected
object becomes the point of reference of alignment.

Use the following commands to change the alignment of the selected objects.

« [Align Left] - Aligns the left edge of all objects along the left edge of the last selected object.

« [Align Center] - Aligns the left-right center axis of all objects along the left-right center axis
of the last selected object.

« [Align Right] - Aligns the right edge of all objects along the right edge of the last selected
object.

« [Align Top] - Aligns the top edge of all objects along the top edge of the last selected object.

« [Align Middle] - Aligns the top-bottom center axis of all objects along the top-bottom center
axis of the last selected object.

« [Align Bottom] - Aligns the bottom edge of all objects along the bottom edge of the last
selected object.

1 While holding down the [SHIFT] key, select the objects that
you want to align.

Select the object to be used as the point of reference last.

&2 NOTE

« If you drag the pointer to select multiple objects, the object positioned at the front is
used as the point of reference.
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2 Click the [|2:] (Align Left), [ =] (Align Center), [ =] (Align
Right), []j3] (Align Top), [}z ] (Align Middle), or [ [I5] (Align
Bottom) button on the toolbar.

You can also click the [Layout] menu, point to [Distribute Horizontally] or
[Distribute Vertically], and then select the type of alignment you want.

Specifying Grid Options

The grid function is useful for arranging created objects.

To Show Grids

You can display grids on the cover sheet to help you create and arrange objects.

1 On the toolbar, click the [ iii ] (Show Grids) button to activate
the grid.

You can also activate the command by clicking [Show Grids] from the [View]
menu.

Hide the grids by clicking the activated [ i ] (Show Grids) button to deactivate it
or by clicking [Show Grids] from the [View] menu.

To Snap Objects to Grid

If you activate the [Snap to Grid] setting for the cover sheet, objects are aligned
along the grid when they are moved or resized on the cover sheet.

1 On the toolbar, click the [ {7 ] (Snap to Grid) button to activate
it.
You can also activate the command by clicking [Snap to Grid] from the [View]
menu.

Deactivate the [Snap to Grid] setting by clicking the activated [ %3 ] (Snap to
Grid) button or by clicking [Snap to Grid] from the [View] menu.

& NOTE

« [Snap to Grid] is available only after this setting is specified. It does not affect
objects that are modified before this setting is specified.
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To Specify Grid Properties

Follow the procedure below to specify the properties for the grid on the cover sheet,
such as type, color, and spacing. You can also specify whether to display the grid

and whether to snap objects to grid.

1 Select [Grid Properties] from the [View] menu.

The [Grid Properties] dialog box opens.

2 Select [Show Grids].

Grid Properties

( ¥ Show Grids )

Type:

& Dotted
("' Dashed

|

Lolor:

Herizontat: [5.0 :II i (1.0 ta 50,00

Vetical |50 :II mm (1.0 to 50.0]

Spacing:

¥ Shap to Grid

Flestore Mefaults |

Cancel |

Clear the check box if you do not want to display the grid.

& NOTE

« Clearing this check box disables the [Type], [Color], and [Spacing] settings.

3 Select [Dotted] or [Dashed].

4 Click the button to the right of [Color].
The [Color Setting] dialog box opens.
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5 Select a color to use as the grid’s basic color in the [Color
Setting] dialog box.

Color Setting 7| x|
Basic colors:

||
=
I
I
HENE... .
I

LCustom colors:
-
e

Define Custom Calors »» |

Cancel |
& NOTE

« You can also create your own color by clicking on a color that is closest to the color
you want, and then clicking the [Define Custom Colors] button. In the color matrix
that appears, click the color you want. Adjust the luminosity of the color, and then
click the [Add to Custom Colors] button.

6 Click the [OK] button in the [Color Setting] dialog box.

7 Specify the [Horizontal] and [Vertical] spacing for the grid.
& NOTE

« You can change the unit of measure for the spacing in the [Unit Setting] dialog box
displayed by selecting [Unit] from the [View] menu.

8 To align objects along the grid, select [Snap to Grid].

To deactivate [Snap to Grid], clear the check box.

9 Click the [OK] button.
& NOTE

« Clicking the [Restore Defaults] button in the [Grid Properties] dialog box restores all
[Grid Properties] settings for the cover sheet to their default values.
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Priﬂ g a Cover Sheet

Follow the procedure below to print the cover sheet.

1 Click the [z ] (Print) button on the toolbar.
You can also select [Print] from the [File] menu.

The [Print] dialog box opens.

2 Select the printer, and then click the [OK] button.

As necessary, click the [Properties] button to specify detailed print settings.

3 Specify the number of copies to print.
& NOTE

« [All] is the only active selection for the [Print range] setting because the cover sheet
consists of only one page.

4 Click the [OK] button.
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Registering an Original Cover Sheet as a
Te te

You can register the cover sheet created with Canon Cover Sheet Editor with the
fax driver for use as a template.

1 Click the [Start] button, point to [Settings], and then click
[Printers].

2 In the [Printers] folder, right-click the fax icon for your fax, and
then click [Properties] (Windows 95/98/Me), [Document
Default] (Windows NT4.0), or [Printing Preferences] (Windows
2000/XP).

3 Display the [Register Cover Sheet] sheet.

&" Canon iR2200-3300 {FAX) Printing Preferences 3 2=l

Edit &ddress Bocl HegistertoverSheetl pecial |

late
Template 2
Template 3
samplel

Preview Begister... Delete

Ok I Cancel Apply Help

4-32 Registering an Original Cover Sheet as a Template



4 Click the [Register] button.

The [Register Cover Sheet] dialog box opens.

Look jr: Ia My Pictures j @I gl

File name: | Open I

File:s of type: ICDVE[ Sheet [*.c38] j Cancel |/
7

5 Select the cover sheet template file, and then click the [Open] n
button.

The selected template is added to [Style] in the [Register Cover Sheet] sheet.

&> NOTE

« In addition to the default templates, you can add up to 30 templates to the fax
driver.
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Special Fax Driver Options

CHAPTER

This chapter provides instructions for using Job Accounting features, and for setting the time to

send a fax.

Using the Job Accounting Feature . .. ... ... ... .. ... .. .. . 5-2
About JOD ACCOUNTING . . . . oo 5-2
Specifying the ID and Password for Job Accounting .. ............ ... .. ... ... ... ... 5-2
Faxing with Job Accounting (for Windows 95/98/Me) . ... ... . .. .. ... .. .. .. ... ... 5-4
Faxing with Job Accounting (for Windows NT 4.0/2000/XP) . .. ........ .. ... .. .. ... ..... 5-5

Presetting the Fax Transmission Time . .......... .. ... .. . .. 5-7
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Usizthe Job Accounting Feature

This section explains Job Accounting, how to specify the ID and password for Job
Accounting, and how to fax with Job Accounting.

About Job Accounting

Job Accounting enables you to count the fax totals for each department or user for
management purposes, under an ID and a password assigned to each department
or user.

A document will be faxed only when the specified ID and password are verified as
valid. Job Accounting is available for imageRUNNER 3300/2800/2200,
imageRUNNER 3300i, and iR3250.

Specifying the ID and Password for Job Accounting

In order to fax documents using the Job Accounting feature, follow the procedure
below to specify the ID and password.

@ MPORTANT

o It is necessary to install Canon NetSpot Suite Service to use the Job Accounting feature.
(See “Installing Canon NetSpot Suite Service,” on p. 2-20.)
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1 Display the [Configuration] sheet (Windows 95/98/Me) or
[Device Settings] sheet (Windows NT 4.0/2000/XP). Then click
the [Get Device Status] button to confirm that [Job
Accounting] is selected, or manually select [Job Accounting]
and [Allow Password Setting] if desired.

% Canon iR2200-3300 (FAX) Properties [2]x]
Generall Farts I Schedulingl Sharingl Securiw
Sender. IHobert Stevens

W Job Accounting Settings...

I il Passware

Get Device Status About.. |
Ok I Cancel | Help |

For details on how to access the [Properties] dialog box, see “Sending a
Document,” on p. 3-2.

2 Click the [Settings] button to open the [ID/Password Settings]
dialog box, and then enter the [ID] and [Password].

ID/Password Settings E

1D

Paszword:

)
)
Werify |

¥ Canfirm ID/Pazsword when Sending Fax

ak. I Cancel |
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&2 NOTE

» The ID and password can be changed when faxing a document only if [Confirm ID/
Password when Sending Fax] is selected in the [ID/Password Settings] dialog box.

o For Windows NT 4.0/2000/XP, you can specify the password in the [ID/Password
Settings] dialog box only when [Allow Password Setting] is selected in the [Device
Settings] sheet.

« You can leave [Password] blank.

3 Click the [Verify] button to confirm that the specified ID and
password are valid.

4 Click the [OK] button.

Faxing with Job Accounting (for Windows 95/98/Me)

To fax with Job Accounting, follow the procedure below.

1 In the application, select [Print], and then click the
[Properties] button in the [Print dialog] box.

2 Specify the various settings in the [Properties] dialog box.

Special Fax Driver Options H

3 Click the [OK] button to close the [Properties] dialog box, and
then click the [OK] button in the [Print] dialog box.

4 If the [Confirm ID/Password] dialog box opens, enter the ID
and the password, and then click the [OK] button.

Confirm ID/Password E E2

Confirm 1D and passwaord.

ID: 1234567 )
Password: (|7 )

The document is printed under the specified ID and password.
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&> NOTE

« The [Confirm ID/Password] dialog box opens only if [Confirm ID/Password when
Sending Fax] is selected in the [ID/Password Settings] dialog box. Otherwise, the
document is printed under the previously specified ID and password.

« You can leave [Password] blank.

Faxing with Job Accounting (for Windows NT 4.0/2000/XP

The procedure for faxing with Job Accounting differs depending on whether [Allow
Password Setting] is selected in the [Device Settings] sheet.

With [Allow Password Setting] Selected

The password for Job Accounting can be specified in advance in the [ID/Password
Settings] dialog box.

1 In the application, select [Print], and then click the
[Properties] button in the [Print] dialog box.

2 Specify the various settings in the [Properties] dialog box.

3 Click the [OK] button to close the [Properties] dialog box, and
then click the [OK] button in the [Print] dialog box.

The document is faxed under the specified ID and password.

With [Allow Password Setting] Not Selected

The password for Job Accounting cannot be specified in the [ID/Password Settings]
dialog box.

1 In the application, select [Print], and then click the
[Properties] button in the [Print] dialog box.

2 Specify the various settings in the [Properties] dialog box.

3 Click the [OK] button to close the [Properties] dialog box, and
then click the [OK] button in the [Print] dialog box.
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4 In the [Confirm ID/Password] dialog box, enter the password,
and if necessary change the ID.

&2 NOTE

« You can leave [Password] blank.

5 Click the [OK] button.

The document is faxed under the specified ID and password.
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Preﬁting the Fax Transmission Time

By temporarily storing data in the printer, you can set the time at which a fax will be
sent.

& NOTE
« This feature is available for only imageRUNNER 3300/2800/2200 and imageRUNNER
3300i.

1 In the application, with the document open, select [Print] to
print your document.

The [Print] dialog box opens.

2 In the [Print] dialog box, select your fax from [Name], and then
click the [OK] button.

3 In the [Send FAX] sheet, specify the name and fax number of
the fax recipient, and then click the [Add to Recipient List]
button.

Presetting the Fax Transmission Time 5-7

Special Fax Driver Options ﬂ



Special Fax Driver Options E

4 Select [Set the Time to Send], and then specify the time to
send a fax.

Canon iR2200-3300 [FAX) Properties K E

Send FAX I Edit ddress Book | Cover Shest |

Recipient Mame: |Hacipienl Mame
Fax Mumber: |00-000-0000
Advanced Functions: Subaddress Off

Settings... |

fdd to Address Book |

Add to Recipient List |

Recipient List: 1 Select from Address Book... |

Fiecipient Hame

Bemove from Recipient List

(|7 Set the Time to Send: 12200 0000 to 23:59]

oK I Cancel Help

5 Click the [OK] button in the [Properties] dialog box.

The data is stored temporarily in the printer, and the fax is sent at the specified
time.
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CHAPTER

This chapter provides information about additional software used with the fax drivers.
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Adgﬂ' tonal Software

This section explains additional software used with the fax driver.

Canon Port Setting Tool

The Canon Port Setting Tool enables you to identify the network address for the
device installed in your computer. Use Canon Port Setting Tool when the [Get
Device Status] option in the fax driver does not work properly.

1 In Windows Explorer, double-click the [Program Files],
[Canon], and then [Portset] folder icons.

2 In the [Portset] folder, double-click the [Portset.exe] icon to
start Canon Port Setting Tool.

&2 NOTE

« Canon Port Setting Tool is installed with Canon NetSpot Suite Service.

 For more information about using Canon Port Setting Tool, see the online Help. To
display the online Help, start Canon Port Setting Tool, and then click the [Help]
button.

Device Status Extension

When you use a shared fax on Windows 2000/XP, you can browse information on
the shared fax and manage fax jobs through a web browser.

Appendix H

Installing Device Status Extension on Windows 2000/XP enables you to browse
detailed information on faxes supporting Device Status Extension. Device Status
Extension also enables you to start NetSpot Console from the [Device Status
Extension] window to set up faxes.

For instructions on installing and using Device Status Extension, see the
README.TXT file.
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