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Introduction

This manual contains detailed instructions on the operation and maintenance of this machine. To get
maximum versatility from this machine all operators should carefully read and follow the instructions in
this manual. Please keep this manual in a handy place near the machine.

Please read the Safety Information before using this machine. It contains important information related
to USER SAFETY and PREVENTING EQUIPMENT PROBLEMS.

Notes

Some illustrations may be slightly different from your machine.
Certain options may not be available in some countries. For details, please contact your local dealer.

Operator Safety

This machine is considered a class 1 laser device, safe for office/EDP use. The machine contains two
GaAlAs laser diodes, 5-milliwatt, 760-800 nanometer wavelength for each emitter. Direct (or indirect
reflected) eye contact with the laser beam might cause serious eye damage. Safety precautions and
interlock mechanisms have been designed to prevent any possible laser beam exposure to the opera-
tor.

The following label is attached on the right side of the machine.

CLASS 1 LASER PRODUCT

LASER KLASSE 1 PRODUKT

Laser Safety:

The optical housing unit can only be repaired in a factory or at a location with the requisite equipment.
The laser subsystem is replaceable in the field by a qualified Customer Engineer. The laser chassis is
not repairable in the field. Customer engineers are therefore directed to return all chassis and laser sub-
systems to the factory or service depot when replacement of the optical subsystem is required.

Warning:

Use of controls or adjustment or performance of procedures other than those specified in this manual
might result in hazardous radiation exposure.

Notes:

The model names of the machines do not appear in the following pages. Check the type of your ma-
chine before reading this manual. (For details, = P.1 “Machine Types”.)

e Type1: Aficio 1035
e Type2: Aficio 1045
Certain types might not be available in some countries. For details, please contact your local dealer.

Two kinds of size notation are employed in this manual. With this machine refer to the metric version.
For good copy quality, Ricoh recommends that you use genuine Ricoh toner.

Ricoh shall not be responsible for any damage or expense that might result from the use of parts other
than genuine Ricoh parts in your Ricoh office product.

Power Source

220 - 240V, 50/60Hz, 8A or more

Please be sure to connect the power cord to a power source as above. For details about power source,
= P.231 “Power Connection”.



In accordance with IEC 60417, this machine uses the following symbols for the main power switch:
| means POWER ON.
() means STAND BY.

Copyright © 2001 Ricoh Co., Ltd.



Safety Information

When using your equipment, the following safety precautions should always be
followed.

Safety During Operation

In this manual, the following important symbols are used:

/\ WARNING:
Indicates a potentially hazardous situation which, if instructions

are not followed, could result in death or serious injury.

/A CAUTION:
Indicates a potentially hazardous situation which, if instructions are not

followed, may result in minor or moderate injury or damage to property.

N\ WARNING:

e Connect the power cord directly into a wall outlet and never use an ex-
tension cord.

e Disconnect the power plug (by pulling the plug, not the cable) if the
power cable or plug becomes frayed or otherwise damaged.

e To avoid hazardous electric shock or laser radiation exposure, do not
remove any covers or screws other than those specified in this man-
ual.

e Turn off the power and disconnect the power plug (by pulling the plug,
not the cable) if any of the following conditions exists:

e You spill something into the equipment.
e You suspect that your equipment needs service or repair.
e Your equipment's cover has been damaged.

¢ Do not incinerate spilled toner or used toner. Toner dust might ignite
when exposed to an open flame.

e Disposal can take place at our authorized dealer or at appropriate col-
lection sites.

e Dispose of the used toner bottle in accordance with the local regula-
tion.




A\ CAUTION:

Protect the equipment from dampness or wet weather, such as rain, snow,
and so on.

Unplug the power cord from the wall outlet before you move the equipment.
While moving the equipment, you should take care that the power cord will
not be damaged under the equipment.

When you disconnect the power plug from the wall outlet, always pull the
plug (not the cable).

Do not allow paper clips, staples, or other small metallic objects to fall inside
the equipment.

Keep toner (used or unused) and toner bottle out of the reach of children.

For environmental reasons, do not dispose of the equipment or expended
supply waste at household waste collection points. Disposal can take place
at an authorized dealer or at appropriate collection sites.

The inside of the machine could be very hot. Do not touch the parts with a
label indicating the “hot surface”. Otherwise it could cause a personal burn.

Our products are engineered to meet high standards of quality and function-
ality, and we recommend that you only use the expendable supplies avail-
able at an authorized dealer.




How to Read this Manual

Symbols

In this manual, the following symbols are used:

/AN WARNING:

This symbol indicates a potentially hazardous situation that might result in
death or serious injury when you misuse the machine without following the in-
structions under this symbol. Be sure to read the instructions, all of which are in-
cluded in the Safety Information section.

/\ CAUTION:

This symbol indicates a potentially hazardous situation that might result in mi-
nor or moderate injury or property damage that does not involve personal injury
when you misuse the machine without following the instructions under this
symbol. Be sure to read the instructions, all of which are included in the Safety
Information section.

¢ WARNINGS and CAUTIONS are notes for your safety.

#Important
If this instruction is not followed, paper might be misfeed, originals might be
damaged, or data might be lost. Be sure to read this.

=] Preparation

This symbol indicates the prior knowledge or preparations required before op-
erating.

& Note

This symbol indicates precautions for operation or actions to take after misoper-
ation.

b4 Limitation

This symbol indicates numerical limits, functions that cannot be used together,
or conditions in which a particular function cannot be used.

A Reference
This symbol indicates a reference.

[ 1]
Keys that appear on the machine's display panel.

(]

Keys built into the machine's control panel.
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Machine Types

This machine comes in two models which vary by copy speed. To make sure
which model you have, see the inside front cover.

Type 1

Type 2

Copy speed

35 copies/minute (A4[J,8!/,"
x11"0)

45 copies/minute (A4[J, 8! /5"
x11"[)
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1. “Selecting Original Type Setting”
=P.36

2. “Adjusting Copy Image Density”
=P.35

3. “Setting Special Originals” = P.31
4. “Image Repeat” = P.109
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Guide To Components

1. Document Feeder (ADF)

The document feeder automatically feeds
a stack of originals one by one.

2. Exposure glass

Place originals here face down for copy-
ing. = P.18 “Originals”

3. Internal tray
Copied paper is delivered here face down.

4. Main power switch

If the machine does not operate after turning
on the operation switch, check if the main
power switch is turned on. If it is off, turn it on.

5. Main power indicator

This indicator light up when the main
power switch is turned on, and goes off
when the switch is turned off.

6. On indicator

This indicator lights up when the opera-
tion switch is turned on, and goes off
when the switch is turned off.

ZCAH030A

7. Operation switch

Press this switch to turn the power on (the On
indicator light up). To turn the power off, press
this switch again (the On indicator goes off).

8. Control panel
= P.9 “Control Panel”

9. Remove Paper Indicator

The indicator is lit when paper is output
to the internal tray 2 (1 bin tray). When
paper is removed from the internal tray 2,
the indicator goes off.

& Note
O Internal tray 2 (1 bin tray) is optional.

10. Duplex unit (Unit for two-sided
copies)
Makes two-sided copies.

11. Front cover
Open to access the inside of the machine.

12. Paper tray
Set paper here.

13. Paper tray unit (Option)
14. Holding stand
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1. Bypass tray 2. Right side cover

Use when copying onto OHP transparen- Open this when a paper jam occurs.
cies, adhesive labels, translucent paper,

postcards, and custom size paper.

ZCAH100E

1. Ventilation hole

Prevents overheating. Do not obstruct
the ventilation hole by placing an object
near it or leaning an object against it. If
the machine overheats, a fault might oc-
cur.



Output Tray Guide

When copying onto OHP transparencies and translucent paper, raise the guide.
This prevents copies from being curled when delivered.

< To copy onto normal paper and thick paper
Slide the guide in the direction of the arrow.

ZDSH070J

< To copy onto OHP transparencies and translucent paper
Insert your forefinger into the indent on the guide and slide the guide to the
right.

ZDSHo71J

< To copy onto A3, 11” x 17” paper
Raise the end fence.

ZDSH090J



1. 1000-Sheet Finisher
Sorts, stacks, and staples copies.

2. External tray

If you selected this as the output tray,
copied paper is delivered here face
down.

3. Platen cover

Lower this cover over originals for copy-
ing.

4. Document feeder (ADF) = P.30
Insert a stack of originals here.

They will be fed automatically.

5. Internal tray 2 (1 bin tray)

If you selected this as the output tray,
copied paper is delivered here face
down.

ZCAXO30E

6. Large Capacity Tray (LCT)
Holds 1,500 sheets of paper.

7. Paper tray unit
Consists of two paper trays.

8. Bridge unit
Relays copies to the external tray or fin-
isher.

9. 2 Tray Finisher

Sorts, stacks, and staples copies. You can
also punch copies. (The Punch function is
optional.)

¢ 1: Finisher shift tray 1

* 2:Finisher shift tray 2



Control Panel
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1. Screen Contrast knob

Adjusts the brightness of the display pan-
el.

2. Indicators

These indicators show errors or the status
of the machine. = P.165 “Troubleshoot-

. ”

ing
3. [User Tools/Counter] key
¢ User Tools
Press to change the default settings

and conditions to meet your require-
ments.

¢ Counter
Press to check or print the total
number of copies made.

4. Display panel

Shows operation status, error messages,

and function menus. = P.11 “Display
Panel”.

5. [Check Modes ] key

Press to check the entered copy job set-
tings.

6. [Program] key

Press to select the program mode. = P.62
“Programs”.

7. [Clear Modes] key

Press to clear the previously entered copy
job settings.

16 15 14 13 12

2ZCAS042A

8. [Energy Saver] key
Press to switch to and from Energy Saver
mode. = P.66 “Energy Saver Mode”.

9. [Interrupt] key
Press to make interrupt a long copy job to
make copies. = P.66 “Interrupt Copy”.

10. Main power indicator
This indicator goes on when the main
power switch is turned on, and goes off
when the switch is turned off.

11. Operation switch

Press this switch to turn the power on
(the On indicator goes on). To turn the
power off, press this switch again (the On
indicator goes off).

12. [Sample Copy] key

Use this key to make a single sample
copy before starting a long copy run. By
checking the sample copy and making
any necessary changes to the image qual-
ity settings before you make multiple
copies, you can save time and paper. =
P.67 “Sample Copy”.

13. [Start] key

Press to start copying. Press to start scan-
ning and printing in Document Server
mode.
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14. [Clear/Stop] key

e (Clear
Press to delete a number entered.

s Stop
Press to stop a copy job in progress.

15. [#] key

Press to enter a value.

16. Number keys

Use to enter the desired number of copies
and data for selected modes.

17. Function keys

Press the appropriate key to choose any
of the following functions:

* Copy

e Document Server
e Facsimile

e Printer

e Scanner

18. Function Status indicator

These show the status of the above func-
tions:

¢ Yellow: the function is selected.
¢ Green: the function is active.

* Red: the function has been interrupt-
ed.



Display Panel

The display panel shows the status of the machine, error messages and function

menus.

#Important

O Do not apply a strong shock or force of about 30 N (about 3 kgf) or more to
the display panel. If you do, the display might be damaged.

& Note

O The function items displayed serve as selector keys. You can select or specify

an item by lightly pressing it.

O When you select or specify an item on the display panel, it is highlighted like

-]
O Keys appearing as

cannot be used.

Displays and Key Operations

& Note

O The following illustrations are examples for the machine with the optional 2
Tray finisher and large capacity tray (LCT) installed.

« Initial copy display

W

1B D28 ojse U4k
A3%BS€B

[rd of o«
4gEA4iBwass

P

1 A i s Reduce/Enlarge

e
Ane | Aans §
A 1Bl eselioox

1. Original mode, Image Density
and Special Original mode.

2. Operational status or messages.

3. You can register up to three fre-
quently used reduce/enlarge ratios
other than the fixed reduce/enlarge
ratios. = “Shortcut R/E” in P.213
“Reproduction Ratio 1/,”.

ZCAS130E

4. The number of originals scanned
into memory, number of copies set,
and number of copies made.

5. Sort, Stack, Staple or Punch
mode.

6. Displays the contents of the
Shortcut keys. You can register fre-
quently used functions in these
keys. = “Copy Function Key F1-F5”
in P.211 “General Features 3/,”.



7. Shows the available functions.
Press a function name to display its

menu. For example, press the [Re-
duce/Enlarge] key to bring up the Re-

duce/Enlarge menu.

< Function menu

8. A clip mark appears for a current-
ly selected function.

sE [
B5

=
B4

T
Ad

v
Eypass

Select item

B-8

._.+

CoverSlip Sheet

Store File i

1. Items you can select.

< Document Server initial display

Search by Liser Nam

ZCAS140E

2. The key highlighted with the
lower line underlined indicates the
tray feeding the paper.

1 Fierame | Dae
| “searchby FileMeme 1| | |SALES DIV. |copvanz [20July

[copvan

[20July

iPage [
[
[

il can scan originals
to store them

Scan Original

Atter selecting file, 3
Print Settings can
be changed

1. Operational status and messages.

2. Display titles.

ZCAS150E

3. Operational keys.

4. Documents sent by fax.



Function List Based on Options

The functions that are available to you depend on your machine configuration
and which options you have. See the table below.

O...Available
X...Not available

Type 1 Type 2 Place originals
on the expo- | in the docu-
sure glass ment feeder

Mixed Sizes Mode oO®» o ©) O
Custom Size Originals O O O O
Original Orientation (Standard O O O o]
Orientation)
Auto Image Density ©] O O O
Manual Image Density O O O O
Auto Paper Select O O O o]
Manual Paper Select O O O ©]
Copying from the Bypass Tray O ©) O O
Sample Copy/Job Preset O O O O
Auto Reduce/Enlarge ] O O @]
Reduce/Enlarge @] O O @]
Create Margin Mode ©] O O ©]
Book O O O O
Duplex O O O O
Combine 1 Sided 2 pages, 4 | O O O ©]

pages, 8 pages, — 1

Side

1 Sided 4 pages, 8 | O O O ©]

pages, 16 pages, —

2 Side

2 Sided 2 pages, 4 | O O O o]

pages, 8 pages, = 1

Side

2 Sided 4 pages, 8 | O O O O

pages, 16 pages, —

2 Side
Series Book — 1 Sided o] O O X

Book — 2 Sided O O O X

Front & Back »2 | O O O X

Sided




Type 1 Type 2 Place originals
on the expo- | in the docu-
sure glass ment feeder

Copying Book Originals O O O O
Image Repeat ©] O O ©]
Double Copies O O O O
Centering ©] O O ©]
Positive/Negative O O O O
Border Erase/Center Erase O @] @] O
Margin Adjustment ©] O O ©]
Background Numbering 6 6 O ©]
Preset Stamp 6 *6 @) O
User Stamp 6 6 O ©]
Date Stamp/Page Numbering ©] O O ©]
Cover/Front/Back Cover/Slip @] O O O
Sheet

Sort O O O ©]
Shift Sort 3 3 O O
Rotate Sort 172 172 O ©]
Shift Stack 3 3 O o]
Staple 3 3 O o]
Punch 4 4 O o]
Store File ©] O O ©]

*1
*2
*3
*4
*5
*6

Set the paper of the same size [J[Z in the paper trays.

You can use this function when “Rotate Sort” is selected in “Select Stack Function”.
1000-sheet Finisher or 2 Tray Finisher and Bridge unit required.

2 Tray Finisher and Bridge unit required.

Document feeder required.

32 MB Memory required. (If the machine is equipped with the Printer unit, 32 MB
memory is not required.)



Turning On the Power

To turn the machine on, press the op-
eration switch.

& Note

O This machine automatically enters
Energy Saver mode or turns itself
off if you do not use the machine
for a while. P.28 “Auto Off” and
“Timer Setting” in the System Set-
tings manual.

LEPower switches

This machine has two power switch-
es. = P.5 “Guide To Components”

% Operation switch (right side of the
control panel)
Press this switch to activate the
machine. When the machine has
warmed up, you can make copies.

1. Basics

Turning On the Main Power

ﬂ Make sure that the power cord is
firmly plugged into the wall out-
let.

B Open the switch cover and turn
on the main power switch (make
sure that the Main Power indica-
tor goes on).

ZDSH040J

ﬂlmportant

O Do not switch off the main pow-
er immediately after it has been
switched on. Failure to observe
this may result in damage to the
hard disk or memory, leading to
malfunctions.
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Basics

Turning On the Power

ﬂ Press the operation switch to
make the On indicator goes on.

The display panel will come on.

Energy Saver

- Interrupt

Sample Copy

ZCAS050N

& Note

O If the power is not turned on
when the operation switch is
pressed, check if the main pow-
er switch is on. If off, turn it on.

O During the warm-up period (less
than 10 seconds for Type 1, less
than 15 seconds for Type 2), you
can use the Auto Start function.

Turning Off the Power

I] Make sure that the platen cover or
the document feeder is in the
right position.

B Press the operation switch to
make the On indicator goes off.

Energy Saver

Interrupt
el =4

Sample Copy

ZCAS050N

& Note
O Even if you press the operation

switch, the indicator do not

goes off and blink in the follow-

ing cases:

¢ When the platen cover or the
document feeder is open.

e When communication is in
progress with external
equipment.

* When the hard disk is oper-
ating.

Turning Off the Main Power

I] Make sure that the On indicator
goes off.

B Turn off the main power switch to
make sure the indicator goes off.

ﬂlmportant
O Do not turn off the main power

switch when the indicator goes
on or blink Hard Disk or Mem-
ory might be broken.

Pull out the power plug after
you turn off the main power
switch. Hard Disk or Memory
might be broken.

If the main power switch is
turned off, or the power plug is
disconnected, any documents
stored in fax memory will be
lost after approximately one
hour elapses.



Changing Modes

Changing Modes

You can use this machine not only as a copier, but also as a fax, printer, docu-

ment server and scanner as well. Press the [ Copy], [ Facsimile], [Printer], [ Scan-
ner] or [Document Server] key to use that function.

Copy Mode

Document Server Mode

w
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Scanner Mode
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e Limitation

O You cannot switch modes in the following cases:

During interrupt copying

When scanning in a fax message for transmission
During immediate transmission

During on hook dialing for fax transmission
While scanning an original

When accessing the user tools



Basics

Originals

Sizes and Weights of Recommended Originals

< Metric version

Where Original Is Set | Original Size Original Weight

Exposure glass Upto A3 -

Document feeder 1-sided originals: 40 - 128g/m?
A3D -Bs DD
2-sided originals: 52 - 105g/m?
A3D - A5

< Inch version

Where Original Is Set | Original Size Original Weight
Exposure glass Upto 11" x 17" -
Document feeder 1-sided originals: 11-341b.

11" x17'0 - 5!/,"x 8!/," D2

2-sided originals: 14 -28 Ib.

11"x 17" - 51/," x 81/,"D 2

& Note
O The number of originals that can be set in the document feeder is about 80.
O Original weight in Mixed Size mode is 52-81g/ m?, 13.8-21.5 Ib.

Non-recommended originals for the document feeder

Setting the following types of originals in the document feeder can cause paper
misfeeds or damage to the originals. Set these originals on the exposure glass in-
stead.

* Originals other than those specified in = P.18 “Sizes and Weights of Recom-
mended Originals”

* Stapled or clipped originals

¢ Perforated or torn originals

¢ Curled, folded, or creased originals
¢ Pasted originals

¢ Originals with any kind of coating, such as thermal fax paper, art paper, alu-
minum foil, carbon paper, or conductive paper

¢ Originals with perforated lines



Originals

¢ Originals with indexes, tags, or other projecting parts

e Sticky originals such as translucent paper

¢ Thin originals that have low stiffness

¢ Thick originals such as postcards

¢ Originals of inappropriate weight

¢ Bound originals such as books

¢ Transparent originals such as OHP transparencies or translucent paper

¢ Originals that have correction fluid or ink on them that has not completely
dried

Sizes Detectable by the Auto Paper Select

< Metric version

Size | A3 |B4 |A4[) |B5D) |ASD [11"x |81/, x |81/, x |51/, x 81/," x
DD | D [ [y " " " " "

Place of 17 uwr |1bE |8, 0o | 130
original
Exposure | O | O O ©] X X X X X O
glass
Document | O | O O ©] ©] O X X X O
feeder

< Inch version

Size | A3 | B4 | A4 B5 A5 11"x | 81/,"x | 81/,"x | 51/," % 81/,"x | 71/4"%
Placeof |2 |2 U |PR|PP|170 | uwD |[11'DP | st/ 13'5 | 101/,"
original ve L
Expo- X | X X X X @] O @] X X X
sure glass
Document | x | x ©) X X O ©) O ©) ©) ©]
feeder
Sizes difficult to detect

It is difficult for the machine to detect the sizes of the following originals, so se-
lect the paper size manually.

¢ Originals with indexes, tags, or other projecting parts

¢ Transparent originals such as OHP transparencies or translucent paper
¢ Dark originals with many letters and drawings

¢ Originals which partially contain a solid image

¢ Originals which have solid images at their edges
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Missing Image Area

< Exposure glass

Reference — =

position
Horizontal size

Maximum Scanning area
A3 [ (297x420mm)
11"x17" [P (279x432mm)

le——— o715 [BOIMBA

oz
[z

CPOTAEE

< Document feeder

-+ Horizontal size ——————

Maximum Scanning area
(297x1,260mm)
(11"x49")

le— ozIS [EOIBA

A4 A3
[E=

|

ZCAX020E

® Limitation

O Even if you correctly set originals in the document feeder or on the exposure
glass, 3mm (0.1") margins on all four sides of the original might not be copied.

O There are cases where the paper will be fed diagonally when a paper size of
433mm or larger is used. Ensure that the paper is set in place it is fed straight.

O The system length setting is at its maximum value when set at 1260mm (49").



Copy Paper

Copy Paper

Recommended Paper Sizes and Types

The following limitations apply to each tray:

Metric Version Inch Version Paper Paper Ca-
Weight pacity

Tray 1™ A3, B4D9, <A3D, B47>, 64-105g/m? | 500 sheet
Tray 2 MDD, MpD, (17-281b.)

B5 [, <A5P>, | <B5[J2, ASF>,

<11"x 17>, 11"x 17",

<81/," x 14"D>, 8l/,"x14"D7,

<81/y"x11"DD>, |81/, x 11"DD,

<8"x13"D>, <8"x13"F>,

<81/,"x13">, 81/2"x13"'07,

<81/4"x13">,
<81/4"'x14"E>,
<11"x 14"E>,
<7l/4" X 101/2"D>,
<8"x10'/," >,
<51/2" X 81/2"D>

& Note

O When selecting
paper sizes in
parentheses,
set the paper
size selector
knob to the %
mark. = P.188
“Changing the
Paper Size”

O You have to
specify the pa-
per size with
the User Tools
(System Set-
tings). See “Pa-
per Size
Setting” in the
System Settings
manual.

<81/4"x13"P>,
<81/4"x14"P>,
<11"x 14"B>,
<7'/4"x10'/,"O>,
<8"x101/,"[ >,
<51/2" X 81/2"D>

& Note

O When selecting
paper sizes in
parentheses,
set the paper
size selector
knob to the ¥
mark. = P.188
“Changing the
Paper Size”

O You have to
specify the pa-
per size with
the User Tools
(System Set-
tings). See “Pa-
per Size
Setting” in the
System Settings
manual.

2]
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Tray 3™ A3, B4D9, A3, B45, 60-105g/m? | 500 sheet
Tray 4 MDD, BDD, |A4DD,B5DD, | (16-281b)
A5, 11"x 17", | A5, 11"x 17",
OPTION 81/," x 14", 81/," x 14",
81/,"x11"D 3, 81/,"x 11",
8"x 13", 8" x 13",
81/, x13"0, 81/,"x13'0,
81/4"x14"3, 81/4"x 14",
11" x 14", 11" x 14",
71/4"x101/,"D0, 71/4"x101/,"07,
8"x10'/," D3, 8"x10/,"D 5,
51/," x 81/," 51/," x 81/,"
Bypass Standard A3, B4, AP, | A3, B4Y, A4, | 52-90.2g/ m? | 50 sheet
Tray 2™ ™ | Size B5Y, A5, B52, A5, (14-241b.)
Postcard=?, Postcard™,
11"x 175, 11"x17'5, 91-163g/m” | 25 sheet
81/, x 14", 81/, x 145, (24-43b.)
81/,"x11"D 3, 81/,"x 11",
51/," % 81/,"D, 51/2"x 81/,"DY,
71/4"x101 /"D, | 71/4"'x 101 /2" DD,
8"x 13", 8" x 13",
81/,"x13"'D, 81/,"x 13",
81/4"x13"D, 81/,"x 13",
11" x 14", 11" x 14",
11" x 15", 11" x 15",
10" x 14", 10" x 14",
10" x 15", 10" x 15",
81/4"x14"D, 81/4"x 14",
8"x10'/," D3, 8"x10/,"D 5,
8"x10"J@ 8"x 10"
Custom Vertical: Vertical: 4.0"~11.7" | 52-90.2g/ 50 sheet
size 100~297mm Horizontal: m? (14-
Horizontal: 5.9"-23.6" 241b.)
148~600mm 91-163g/m? | 25 sheet
(4-83b.)
Postcard, adhesive labels, translucent
paper, OHP transparencies
Large Capacity Tray A4, 8/ x11"D A4[),8'/,"x11"[) | 60-105g/m? 1500 sheet
(LCT) 1 ™ (16-281b.)
(OPTION)

*1

contact your service representative.

*2

ify the size. = P.58 “Copying from the Bypass Tray”.

*3

The paper tray fence is fixed. If you wish to change the size of paper set in this tray,
If you wish to copy onto custom size paper, set the paper in the bypass tray and spec-

If you wish to copy onto OHP transparencies or thick paper, select OHP or Thick Pa-

per mode. = P.60 “When Copying onto OHP Transparencies or Thick Paper”.

*4

When setting copy paper, make sure that the stack height does not exceed the limit

mark. The maximum number of sheets you can set at a time depends on the paper
thickness and condition.

*5

mode. = “Special Paper Indication” in the System Settings manual.

If you wish to copy onto thick (128g/m? 34 Ib or heavier) paper, select Thick Paper




Copy Paper

#Important

O If you use damp or curled paper, a misfeed might occur. In this case, try turn-
ing over the paper stack in the paper tray. If there is no improvement, change
to paper with less curl.

& Note

O When you use the bypass tray, it is recommended to set the copy paper direc-
tion to 7.

O Postcards should be fed from the bypass tray.

O If you load paper of the same size and in the same direction in two or more
trays, the machine automatically shifts to another tray when the tray in use
runs out of paper. This function is called Auto Tray Switching. (However, this
only true if the Paper Type is recycled or special paper, and the setting for the
other trays are the same.) This saves interrupting a copy run to replenish pa-
per when making a large number of copies. = P.38 “Selecting Copy Paper”, =
P.206 “Auto Tray Switching”

O If you select Thick Paper mode, copying speed might be reduced.

23
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Direction-fixed paper or 2-sided paper

The direction-fixed (top to bottom) or 2-sided paper (letterhead paper, punched
paper, or copied paper, e.g.) might not be printed correctly depending on how
the originals and paper are set in place. Set "Letterhead setting” of system set-

tings and then set the original and paper as shown below. = “Letterhead Setting”

in = P.226 “Input/Output”

7

Copy Mode

Paper Tray

Large Capacity
Tray

Bypass Tray

Original on the
exposure glass

Original on the
document feeder

Paper
setting
direction

B

1 Sided

R

2 Sided _— _—
Paper | 1 Sided
setting [ o 1 I O )
direction
D 2 Sided —_— —_—

GCAH100E



Copy Paper

Non-recommended Paper

A\ CAUTION:
e Do not use aluminum foil, carbon paper, or similar conductive paper to avoid
a fire or equipment failure.

i@klmportant
O Do not use any of the following kinds of paper or a fault might occur.
¢ Thermal fax paper
¢ Art paper
e Aluminum foil
¢ Carbon paper
¢ Conductive paper
¢ Colored OHP transparencies
¢ Paper with perforated lines
¢ Hemmed paper

& Note
O Do not use the following kinds of paper or a misfeed might occur.

¢ Bent, folded, or creased paper

¢ Torn paper

* Slippery paper

¢ Perforated paper

¢ Rough paper

¢ Thin paper that has low stiffness

¢ Paper with much paper dust on its surface

O If you make a copy on rough grain paper, the copy image might be blurred.

Paper Storage

& Note

O When storing paper, the following precautions should always be followed:
¢ Do not store paper where it will be exposed to direct sunlight.
¢ Avoid storing paper in humid areas (humidity: 70% or less).
e Store on a flat surface.

O Keep open reams of papers in the package, and store as you would unopened
paper.

O Under high temperature and high humidity, or low temperature and low hu-
midity conditions, store paper in a vinyl bag.

25
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Toner

Handling Toner

A\ WARNING:

* Do not incinerate used toner or toner containers. Toner dust might ig-
nite when exposed to an open flame. Dispose of used toner containers
in accordance with local regulations for plastics.

A\ CAUTION:

* Keep toner (used or unused) and toner containers out of reach of children.

A\ CAUTION:

* Qur products are engineered to meet high standards of quality and function-
ality, and we recommend that you only use the expendable supplies availa-
ble at an authorized dealer.

#Important
O If you use toner other than the recommended type, a fault might occur.

A Reference
If you want to add toner. = P.178 “1&J Adding Toner”

Toner Storage

When storing toner, the following precautions should always be followed:
¢ Store toner containers in a cool, dry place free from direct sunlight.

e Store on a flat surface.

Used Toner

& Note
O Used toner cannot be re-used.



Basic Procedure

I] Make sure that the machine is in
Copy mode.

If the machine is not in Copy
mode, press the [Copy] key.

TextPhoto

ikEEN WiEEk]
| A4=AS § AS+R4

I_@EI Special Original i

E When the machine is set for the
user code, enter the user code
with the number keys and then
press the [#] key.

/O Reference
= P.66 “Other Functions”.

B Make sure that there are no previ-
ous settings remaining,.

& Note

O To clear settings,
[Clear Modes] key.

press the

ﬂ Set your originals.

pe Reference
= P.29 “Setting Originals”.

B Set your desired settings.

2. Copying

BEnter the number of copies re-
quired with the number keys.

~J

Sample Copy

OO ®
... Start

Clear/Stop
: : : Ente@

ZCAS060A

& Note

O The maximum copy quantity
can be set between 1 and 999
(default: 999).

O To change the number entered,
press the [Clear/Stop] key and
enter the new number.

ﬂ Press the [Start] key.
The machine starts copying.

& Note

O When you set originals on the
exposure glass, press the [#]
key after all originals are
scanned.

O Copies are delivered face down.

O To stop the machine during the
multi-copy run, press the [ Clear/
Stop] key.

3 To return the machine to the in-
itial condition after copying,
press the [ Clear Modes ] key.

27
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Copying

LESystem Reset

The machine returns to its initial con-
dition automatically when your job is
finished, after a certain period of
time. This function is called “System
Reset”.

& Note

O You can change the System Reset
time. = “System Reset Timer” in
“System Settings manual”.

L Auto Off

The machine turns itself off automat-
ically after your job is finished, after a
certain period of time. This function is
called “Auto Off”.

& Note

O You can change the Auto Off time.
= “Auto Off Timer” in the System
Settings manual.

O Auto Off time function will not op-
erate in the following:

¢ When the warning massage is
displayed.

¢ When the service call massage is
displayed.

¢ When the paper is jammed.

¢ When the cover is open.

¢ When "Adding Toner" message
is displayed.

¢ When the toner is being replen-
ished.

e When the User Tools/Counter
screen is displayed.

e When fixed warm-up is in
progress.

e When the facsimile, printer or
other functions are operating.

When operations have been
suspended during printing.

When the handset is in use.
When the On-hook dialing
function is in use.

When a recipient is being regis-
tered in the address list or
group dial list.

When the Data In indicator goes
on or blinking.

When the sample print/confi-
dential print screens are dis-
played.
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Setting Originals

? Limitation

O Set originals after correction fluid
and ink has completely dried. Not
taking this precaution could mark
the exposure glass and cause
marks to be copied.

& Note

O Basically originals should be
aligned to the rear left corner.
However, some copy functions
may produce different results de-
pending on the direction of the
originals. For details, see the expla-
nations of each function.

Original |Exposure glass| Document feeder
v R
®©
©
5 N———
» R]
. o
=)
el
GCGSET1E
yY Reference

= P.18 “Originals”.

Setting Originals on the
Exposure Glass

I] Lift the platen cover or the docu-
ment feeder.

i@klmportant

O Do not open the document feed-
er with a force. Otherwise, the
cover of the document feeder
might open or be damaged.

& Note

O Be sure to open the document
feeder by more than 30°. Other-
wise the original size might not
be detected correctly.

B Set the original face down on the
exposure glass. The original
should be aligned to the rear left
corner.

ZDSH050J

1: Reference mark
2: Scale

& Note
O Start with the first page to be
copied.

B Lower the platen cover or docu-
ment feeder.
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Setting Originals in the
Document Feeder

& Note

O The last page should be on the bot-
tom.

O Do not stack originals beyond the
limit mark on the side fence of the
document feeder.

O The original might become dirty if

it is written with a pencil or similar
tools.

pe Reference
Regarding originals that the docu-
ment feeder can handle. = P.18
“Originals”.

ﬂ Set the aligned originals face up
into the document feeder.

ZDSH060J

1: Limit mark

2: Document guide

& Note

O Straighten curls in the originals
before setting them in the docu-
ment feeder.

O To avoid a multi-sheet feed,
shuffle the originals before set-
ting them in the document feed-
er.

Original Orientation

You can set the original orientation
separately in the following ways.

This function is useful for copying
torn originals or large originals.

% Standard Orientation [[=]®;
Select this function when the origi-
nal direction is the same as the
copy paper direction.

< 90° Turn |
This function rotates the copy im-
age by 90°.
Use this function when you want
to copy onto A3, B4, 11" x 17" pa-

per.
B press the [Special Original] key.

ito Reduce/Enlarge i Egjgg Eéjgg

I_@EI Special Original

E Select the original orientation.

Standard Orientation

© Make sure that the [[Rle]]
selected.

OReady

] A3+Ad i AeA3
#iuto Reduce/Enlarge i Ri+A3 | As-AT
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90° Turn

When you want to copy A3[J,
B4[) or 11" x 17"[D size originals,
set your original in the landscape
orientation and then press the
EI@ key. The machine rotates the
original image and you can make
copies as you wish. This is useful
for copying large originals with
the Staple, Punch, Duplex, Com-
bine or Stamp functions.

For example, if you want to copy
A3[) or 11" x 17"[J originals with
for the Staple function configured
as shown below:

& Note
O It is recommended to use this
function together with the Auto
Paper Selector Preset Reduce/
Enlarge function.
@ Press the :

CReady

Special Original
| Batch(SADF) &

=

Auto Feduce/Enkarge i ggjgg ] ggjgg

E Custm Size Origi j

B Press the [OK] key.

Setting Special Originals

Use this function when you want to
use Batch, Mixed Sizes, or when you
select the original orientation.

Batch mode

Up to 80 standard originals can be set
in the document feeder at a time.

*@klmportant

O When setting special originals
such as translucent paper, set them
one by one.

& Note

O The [Batch] key can be change to
the [SADF] key. = P.226 “Switch to
Batch (SADF)”.

O In Batch mode, even when one
original is set in the document
feeder, the original is automatical-
ly fed each time it is set.

B press the [Special Original] key.

Auto Reduce/Enlarge ; f3ad | Raas

E Press the [Batch] key.

OReady

u J]2e 5|5y D]aw d
B4

A3+A4 § A4+A3
#iuto Reduce/Enlarge i Ri+A3 | As-AT
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B Press the [OK] key.

i Custm Size Qrigi j

Original Orientation

Auto Feduce/Enkarge i ggjgg ] ggjgg

ﬂ Set your originals, then press the
[Start] key.

B After all the previously set origi-
nals are fed, set the next originals.

The second and subsequent origi-
nals can be fed automatically with-
out pressing the [Start] key.

ZDSH060J

1: Limit mark
2: Document guide

& Note

O When the Sort, Combine or Du-
plex function has been set, press
the [#] key after all originals are
scanned.

ﬂ Press the [Start] key.

Mixed Size mode

When originals of different sizes are
set on the document feeder at a time,
the machine automatically checks the
size of the originals and makes cop-
ies.

? Limitation

O When setting originals of different
sizes on the document feeder and
making copies without using
Mixed Sizes mode, parts of the
original image might not be cop-
ied, or paper might be jammed.

O The weight of originals that can be
set with this function is 52 — 81g/
m?2,14-201b.

O The original sizes that can be set
with this function are as follows:

Metric | A37, B407, A4 2, B5J 2

version

Inch 11"x 17", 8'/," x 14", 81 /5"
version |y 11" D D, 51/2w % 8]/2" D o)

O For smaller originals, the copy im-
age might be slanted since the orig-
inals might not be correctly
aligned with the original guide.

O Copying speed and scanning
speed will be reduced.
& Note

O This key is not used when sending
a fax message in Mixed size origi-
nals. Switch to Facsimile mode and
set Mixed size originals. Refer to
the Facsimile Reference manual.



Setting Originals

B press the [Special Original] key.

Auto FeduceEnlarge § ggjgg ] ggjgg

I_@EI Special Original i

B Press the [Mixed size] key.

A3+A4 § Ad=A3

Auto Feduce/Enlarge g AdsR5 | AS+RG

B Press the [OK] key.

ﬂ Align the rear and left edges of
the originals as shown in the il-
lustration.

CP19AE

1: Set into the document feeder.

2: Vertical size

BAdjust the guide to the widest
original size.

B Set the aligned originals face up
into the document feeder.

ﬂ Press the [Start] key.

Setting Custom Size Originals

When setting custom size originals in
the document feeder, specify the size
of the originals.

? Limitation

O The paper size that can be set with this
function is vertical 128-297mm (5" —
11"), horizontal 128-1,260mm (5" —49").

B press the [Special Original] key.

B5 | B4

uto Reduceniarge || AFA3 § BI-AS

auto Feducenlarge | A4 3 REAT

BEnter the horizontal size of the
original with the Number keys,
then press the [#] key.

Special Original Custom Size Origi.
Enter measurement with Mumber keys, then press @),

1 Vertical

m

& Note

O If you make a mistake, press the
[Clear] or [Clear/Stop] key, and

then enter the value again.
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ﬂ Enter the vertical size of the origi-
nal with the Number keys, then
press the [#] key.

Special Original-Custom Size Qrigi
Enter measurement with Mumber keys, then press (&,

I Horiz.
800mni Clear i

B Press the [OK] key.

ﬂ Set your originals, then press the
[Start] key.
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Basic Functions

The following basic functions are ex-
plained in this section.

< Adjusting Copy Image Density
Auto and Manual Image Density

% Selecting Original Type Setting
Text, Text-Photo, Photo, Pale, Gen-
eration Copy

% Selecting Copy Paper
Auto Paper Select and Manual Pa-
per Select

2
L ¥4

Auto Reduce/Enlarge

The machine can choose an appro-
priate reproduction ratio based on
the paper and original sizes you se-
lect.

< Sort
Copies can be assembled as sets in
sequential order.

% Rotate Sort

Every other copy set is rotated by
90° ﬁ [Y and delivered to the copy
tray.

2
L ¥4

Stack (The optional Bridge unit and
the optional finisher are required for
this function)

Copies can be assembled with each
page set.

< Staple (The optional Bridge unit and
the optional finisher are required for
this function)
Each copy set can be stapled to-
gether.

< Punch (The optional Bridge unit and
the optional 2 Tray finisher are re-
quired for this function)
This function is used to make
punch holes in copies.

& Note

O You can select functions to be acti-
vated when System Reset is turned
on, when Energy Saver is turned
off, or after the machine is pow-
ered on.

O You can change default settings for
basic functions. = “Settings You
Can Change with the User Tools”
in System Settings manual.

Adjusting Copy Image Density

You can adjust the copy image densi-
ty to match your originals.

There are three types in this function:

< Auto Image Density
The machine automatically adjusts
the image density.

< Manual Image Density
If you require darker or lighter
copies, adjust the image density
yourself.

< Combined Auto and Manual Image
Density
Use when copying originals with a
dirty background (such as news-
papers). You can adjust the fore-
ground density while leaving the
background unchanged.
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Auto Image Density

I] Make sure that the [Auto Image Den-
sity] key is selected.

TextPhoto

Auto Feduce/Enkarge i ggjgg gg

I_@EI Special Original i

& Note

O If the [Auto Image Density] key is
not selected, press the [Auto Im-
age Density] key.

O If you do not wish to set any
other functions, press the [ Start]
key to start copying.

Manual Image Density

ﬂ Press the [Auto Image Density] key
to cancel it.

E Press the [Lighter] or [Darker] key to
adjust the image density.

Auto Image Densfty i S}iﬁé 5
[WEEE T ] ]

I_@EI Special Original i

& Note

O If you do not wish to set any
other functions, press the [ Start]
key to start copying.

Combined Auto and Manual Image
Density

ﬂ Make sure that the [Auto Image Den-
sity] key is selected.

E Press the [Lighter] or [Darker] key to
adjust the density.

B5 | B4

Az-+A4 A4-A3

#iuto Reduce/Enlarge i Ri+A3 | As-AT

E CoverSlip Sheet

LRI Special Original Edit/Stamp

& Note

O If you do not wish to set any
other functions, press the [ Start]
key to start copying.

Selecting Original Type
Setting

Select one of the following types to
match your originals:

% Text
Select this mode when your origi-
nals contain only letters (no pic-
tures).

« Text-Photo
Select Text-Photo when your origi-
nals contain photographs or pic-
tures with letters.

+ Photo
Delicate tones of photographs and
pictures can be reproduced with
this mode.
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< Pale
Select this mode for originals that
have lighter lines written in pencil,
or for faint copied slips. The faint
lines will be clearly copied.

% Generation Copy
If your originals are copies (gener-
ation copies), the copy image can
be reproduced sharply and clearly.

& Note

O You can directly display the [Origi-
nal Mode] key on the copy original
display.

O You can adjust the quality level for
each original type.

I] Press the appropriate key to select
the original type.

TextPhoto

A3-A4 | A4
A4-AS § A5

I_@EI Special Original i

& Note

O If “Yes” has been selected in
“Original Mode Display” of the
User Tools, press the [Original
Mode] key to select the original
type, then press the [OK] key. =
“QOriginal Mode Display” in
P.206 “General Features 1/,”.

TextPhoto
Phato i

A3-A4 A4-A3

#uto Reduce Enlarge i A4-a5 | As-pd
Pale i "

O If you do not wish to set any
other functions, press the [ Start]
key to start copying.
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Selecting Copy Paper

There are two ways to select copy paper:

< Auto Paper Select
The machine selects a suitable size of copy paper automatically based on the
original size and the reproduction ratio. = P.40 “Rotated copy”.

< Manual Paper Select
Choose the tray containing the paper you wish to copy onto: Paper Tray, By-
pass Tray or large capacity tray (LCT).

A Reference
= P.58 “Copying from the Bypass Tray”.

? Limitation

O Auto Paper Select mode is intended for normal and recycled paper.
O If you set all the paper trays other than “No Display” or “Recycled Paper”,
you cannot use Auto Paper Select.

& Note

O See the following table for possible copy paper sizes and directions with Auto
Paper Select (when copying at a ratio of 100%):

< Metric version

Where Original Is Set Paper Size and Direction
Exposure glass A3, B4D?, A4, B5 D
Document feeder A3, B402, A4, B2, A5,

11"x 17", 81 /»" x 11" D&

< Inch version

Where Original Is Set Paper Size and Direction
Exposure glass 11"x 17", 81 /," x 14", 81 /," x 11" Z
Document feeder A4, 11" x 17", 81 /," x 14",

81/, x 11" 2, 5'/," x 81 /," [ 2

O For some originals, the original size might not be detected correctly. = P.19
“Sizes difficult to detect”.

O When you set special paper, such as recycled paper, in the paper tray, you can
have the paper type shown on the display. = “Special Paper Indication” in
the System Settings manual.
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Auto Paper Select

I] Make sure that the [Auto Paper Select] key is selected.

TextPhoto

e e Ex R AR

I_@EI Special Original i

& Note

O If the [Auto Paper Select] key is not selected, press the [Auto Paper Select] key.

O If you do not wish to set any other functions, press the [ Start] key to start
copying.

O If “Yes” has been selected in “Original Mode Display” of the User Tools,
press the [Auto Paper Select] key.

O The tray with the key mark will not be automatically selected.

Manual Paper Select

I] Select the paper tray, bypass tray or large capacity tray (LCT).

it Fieduce/Entarge i Egjag Egjag

& Note
O If you do not wish to set any other functions, press the [ Start] key to start

copying.
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{¥Rotated copy

If the direction in which your original is set (landscape or portrait) is different
from that of the paper you are copying onto, this function rotates the original im-
age by 90° and fits it on the copy paper. This function works when Auto Paper
Select or Auto Reduce/Enlarge is selected. = “Auto Paper Select” in P.38 “Se-
lecting Copy Paper” and = P.41 “Auto Reduce/Enlarge”.

Original Paper Copy
Orientation | Orientation | Orientation

R = |30

GCROTAOE

? Limitation

O The default setting for “Auto Tray Switching” is “With Image Rotation” You
cannot use the Rotated Copy function because this setting is changed to
“Without Image Rotation” or “Off”.

O You cannot use the Rotated Copy function when enlarging onto B4 or A3 size
paper. In this case, set your original in the landscape direction.

Original Size and Direction Copy Paper Size and
Direction
You cannot A4, When enlarg- | B4, A3
rotate: B5, or ing to - \ /
A5
hor o
trait

GCROTATE / \

GCROTA2E

However,you | A4, When enlarg- | B4, A3

can rotate: B5, or ing to —
= [R R
land_ GCROTASE
SCape GCROTA4E

O You cannot use the Rotated Copy function when “Top Slant”, “Left 2” or
“Saddle Stitch” is selected for stapling or if the Punch function is selected
when using the 2 Tray finisher. = P.47 “Staple” and = P.54 “Punch”.

O You cannot use the Rotate Copy function if the Staple function is selected
when using the 1000-sheet finisher.
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Auto Reduce/Enlarge

The machine can choose an appropri-
ate reproduction ratio based on the
paper and original sizes you select.

R

R &>

? Limitation

O You cannot use the bypass tray
with this function.

& Note

O When you use Auto Reduce/En-
large, see the following table for
possible original sizes and direc-
tions:

< Metric version

Where Original Is
Set

Original Size and
Direction

Exposure glass

A30, B4,
MDD, B0

Document feeder !

A3, B47,
A4, B0,
AP, B6 DD,
11"x 170,
81/, x 11"

"I You cannot scan 2-sided B6 origi-

nals.

< Inch version

Where Original Is
Set

Original Size and
Direction

11"x 17",
81/, x14"D,
8/, x11"D &
Documentfeeder ™! | A4,

11"x 17",
81/, x 14",
81/, x11"D3,
51/,"x81/," D

Exposure glass

' You cannot scan two sided B6 orig-
inals.
O The reproduction ratios the ma-
chine will select are 25 — 400%.

O For some originals, the original
size might not be detected correct-
ly. = P.19 “Sizes difficult to detect”.

O You can set originals of different
sizes in the document feeder at a
time. = P.32 “Mixed Size mode”.

O You cannot use the Rotate function
when enlarging B4 or A3 originals.
When enlarging on to B4 or A3 size
copy paper, set the original in the
[ direction.

ﬂ Press the [Auto Reduce/Enlarge] key.

18 028 ojse Djdw ofTe U] o
Ad ASIBS}B4 A4}Ewass

uto Reduce/Enlarge i Eg:Eg Eg:gg i 9 E%i 100

B Select the paper tray.

& Note

O If you do not wish to set any
other functions, press the [ Start]
key to start copying.
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Sort/Stack/Staple

The machine can scan your originals
into memory and automatically sort
the copies.

< Sort
e Sort
e Rotate Sort
¢ Shift sort (the optional finisher
and the optional Bridge unit are
equired)
< Stack

e Stack
(the optional finisher and the
optional Bridge unit are re-
quired)

< Staple (the optional finisher and the
optional Bridge unit are required)
With 1000-Sheet Finisher

e Top Slant
With 2 Tray Finisher

e Top

¢ Top Slant

¢ Bottom

e Top2

Limitation

You cannot use the bypass tray
with this function.

Y )

O The maximum capacity for Sort,
Rotate Sort, and Stack with A5 [
is 100 sheets.

& Note

O When the number of copies ex-
ceeds the tray capacity, remove
copies from the tray.

O The maximum tray capacity is as
follows.

< Metric version

Inter- | e B4 or larger: 250 sheets
nal tray (80g/m?)
e A4[) orsmaller: 500 sheets
(80g/m?)
Inter- | 125 sheets (80g/m?)
nal tray
2 (1 bin
tray)
Extar- | 125 sheets (80g/m?)
nal tray
1000- e B4 or larger: 500 sheets
Sheet (80g/m2)
Finish- |, A4[) or smaller: 1,000
er sheets (80g/m?)
2 Tray | Finisher shift tray 1
Finish- | 4 A3, B4[P: 250 sheets
er (80g/m?)
e MDD, B0, A50:
500 sheets (80g/m?)
e A5[F: 100 sheets (80g/m?)
Finisher shift tray 2
e A30,B4, A4DP,B55:
750 sheets (80g/m?)
*  A4[J:2,000 sheets (80g/m?)
e A5[J): 500 sheets (80g/m?)
e A5[F: 100 sheets (80g/m?)
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< Inch version

Inter- e 8!/,"x 14" or larger: 250

nal tray sheets (20 1b.)
e 81/,"x11[J) orsmaller: 500
sheets (20 1b.)
Inter- 125 sheets (20 1b.)
nal tray
2 (1 bin
tray)
Extar- | 125 sheets (20 1b.)
nal tray
1000- e 8!/5y"x 14" or larger: 500
She.et sheets (20 Ib.)
SII_mSh- e 8'/,"x11"[J or smaller:
1,000 sheets (20 1b.)
2 Tray | Finisher Shift Tray 1
Finish- | ¢ 11 x17'3, 81/," x 14'5:
er 250 sheets (20 Ib.)
e 81/,"x11"[) [ : 500sheets
(20 1b.)
o 5/, %81/,
100sheets (20 1b.)
Finisher Shift Tray 2

o 11"x 172, 81/," x 14",
8!/," x 11" 750 sheets
(20 1b.)

e 81/y"x11"[J :2,000sheets
(201b.)

i 51/2" ><81/2"DD :
100sheets (20 Ib.)

Sort

Copies can be assembled as sets in se-
quential order.

% Sort
Copies can be assembled as sets in
sequential order.

J-OICH

& Note

O The paper sizes that can be used
in the Sort function are as fol-

lows:
Metric version A3, B4,
A4DD,B50 0,
A5

Inch version 11"x 17", 81/,"
x14'D, 81/," x
11"D 5, 5/," %

81/, DD

< Rotate Sort
Every other copy set is rotated by
90°[,)[7 and delivered to the copy
tray.

IRyl

& Note

O When the optional finisher is in-
stalled, you can switch to or
from the Rotate Sort function
with the User Tools. = “Select
Stack or Rotate sort” in P.226
“Input/Output”.
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O The paper sizes that can be used & Note
in the Rotate Sort function are as O The paper sizes that can be used
follows: in the Sort function are as fol-
Metric version AMPD, B0 lows:
Inch version 81/,"x11"D @ 1000-Sheet | 2 Tray
aT he R S ; Finisher Finisher
o use the Rotate Sort function, -
B two paper trays identical in size xiggn ﬁigi_—?@’ iigg‘lg’
and different in direction ([J @) B505, B5D5.
are required. ASDD, | ASDD
p B6Z, A6
Reference
For the paper capacity of the op- iI;Crlgion 51;11/ x l715, 51;11/ x >l<715,
tional finishers, = P.238 “1000- o 21 . i 21 |
Sheet Finisher (Option)”, = P.239 11,’,%/5 x 11{,%/52 x
“2 Tray Finisher (Option)”. 51/, % 8/1/2" 51/, x 8/1/2"
When using the Rotate Sort, Bl D
Punch or Staple functions, the
capacity may be reduced. I] Press the [Sort] or [Rotate Sort] key.
< Shift Sort < When the finisher is not installed

¢ 1000-Sheet/2 Tray Finisher

The shift tray moves backward
or forward each time the copies
of one set or those of each job
are delivered, causing the next et | o6 | 102 | o92x) 100%
copy to shift when delivered so

that you can differentiate each
set or job.

o
B4

Store File

< When the 1000-Sheet Finisher is
EN installed
1]

uce£ntarge i ggjgg | ggjgg i ] ax% 100%

44



Sort/Stack/Staple

< When the 2 Tray Finisher is
installed

Origi. [Total [Copies

28 Ofse Dite olTy i o
;A3 l BS}; B4 g;Ad.}Bypass

egnione ] 20 102 B aan] 100%

H i)

& Note

O When the optional finisher is in-
stalled, use the User Tools to
display [Rotate Sort]. = “Select
Stack Function” in P.226 “Input/
Output”.

BEnter the number of copy sets
with the number keys.

? Limitation
O The maximum number of sets is
999.

& Note
O To change the entered number,
press the [ Clear/Stop] key.

B Set your originals, then press the
[Start] key.

When setting a stack of originals
in the document feeder

@ Set a stack of originals in the
document feeder, then press
the [Start] key.

& Note

O The last page should be on
the bottom.

O If an original is misfed dur-
ing sorted copying, reset
your originals in the docu-
ment feeder according to the
instructions on the display.
The display will indicate the
number of scanned originals.

When setting an original on the
exposure glass or in the
document feeder using Batch
mode

/O Reference
= P.31 “Batch mode” .

@ Set the original, then press the
[Start] key.

& Note
O Start with the first page to be
copied.
@ Set the next original. When it is

placed on the exposure glass,
press the [Start] key.

& Note

O Set the original in the same
direction as the first one.

© After all originals are scanned,
press the [#] key.

Stack

Copies can be assembled with each page
set.

< Shift Stack

* 1000-Sheet/2 Tray-Sheet Finish-
er
This function groups copies of
each page in a multi-page origi-
nal together. Every other page
stack is shifted for ease of sepa-
ration. The finisher shift tray of
the finisher provides this func-
tion by sliding from side to side.

-

45



Copying

& Note

O The paper sizes that can be used in
the Stack function are as follows:

1000-Sheet 2 Tray
Finisher Finisher
Metric | A307, B4A7, | A3Z, B4,
version | A4, A[LD,
B5[ 3, B5[ 2,
AP A5
Inch 11"x17'2, |[11"x 17",
version |8l/,"x 14"?, | 81/," x 14",
81/ x 11" [81/2"x 11"
7, 5'/2" % 7, 5'/2" x
81/, D 81/, D
/O Reference

For the maximum tray capacity of
the optional finisher, = P.238
“1000-Sheet Finisher (Option)”, =
P.239 “2 Tray Finisher (Option)”.

I] Press the [Stack] key.

e | T | B | 207] 1 00x

S/ e e

EditStanp | Dup . [

StoreFile

B Enter the number of copies with
the number keys.

& Note
O To change the entered number,
press the [ Clear/Stop] key.

B Set your originals, then press the
[ Start] key.

When setting a stack of originals
in the document feeder

@ Set a stack of originals in the
document feeder, then press
the [Start] key.

& Note

O The last page should be on
the bottom.

When setting an original on the
exposure glass or in the
document feeder using Batch
mode

/O Reference
= P.31 “Batch mode”.

@ Set the original, then press the
[Start] key.

& Note
O Start with the first page to be
copied.
@ Set the next original. When it is

placed on the exposure glass,
press the [Start] key.

& Note

O Set the original in the same
direction as the first one.
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Staple

The optional finisher and the bridge unit are required to use this function.

Each copy set can be stapled together.

e Limitation

O You cannot use the following paper in this function:

e Postcards

¢ Translucent paper

¢ OHP transparencies
¢ Adhesive labels
¢ Curled paper

¢ Low stiffness paper

* Paper of different vertical sizes

& Note

O For this mode, the following limitation applies. When the number of copies
exceeds the tray capacity, copying stops. In this case, remove the copies from
the shift tray and then resume copying.

< Metric version

With 1000-Sheet Finisher With 2 Tray Finisher
Paper size | A3C?, B4D?, A4[J 2, B5[J A3, B4D?, A4D D, B5 )
Stapler e A4 or smaller: 30 sheets (80g/m?) |* A4 or smaller: 50 sheets (80g/m?)
capacity e B4 orlarger: 20 sheets (80g/m?) | ® B4 or larger: 30 sheets (80g/m?)
¢ Mixed Size: 30 sheets (80g/m?)

Shift tray | 1,000 sheets (80g/m?) e Finisher shift tray 1: 500 sheets
capacity (80g/m?)
(a4l * Finisher shift tray 2: 1,500 sheets

(80g/m?)

1 Depending on the number of sheets to be stapled and whether sheets have
punched holes or not, the maximum tray capacity might be reduced.
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< Inch version

With 1000-Sheet Finisher With 2 Tray Finisher
Papersize |11"x17'02,8!/,"x 14", 11"x17'3, 81/," x 14",

81/,"x11"DD 81/, x 11"
Stapler e 8!/5"x 11" or smaller: 30 sheets e 8!/5"x 11" or smaller: 50 sheets
capacity (201b.) (201b.)

e 81/5"x 14" or larger: 20 sheets e 8!/ x 14" or larger: 30 sheets

(201b.) (201b.)
e Mixed Size: 30 sheets (201b.)

Shift tray | 1,000 sheets (20 Ib.) * Finisher shift tray 1: 500 sheets
capacity (20Ib.)
@72 % * Finisher shift tray 2: 1,500 sheets
11'D) (201b.)

I Depending on the number of sheets to be stapled and whether sheets have
punched holes or not, the maximum tray capacity might be reduced.

"2 If you copy when the paper remains on the tray, the capacity might be reduced.

3 Available staple positions are “Top” and “Bottom”.

O In the following cases, the copies will be delivered to the shift tray without stapling.
¢ When the number of sheets for one set is over the stapler capacity.
¢ When memory reaches 0% during copying.

O When you select Staple, Sort mode is automatically selected.

O When the machine is equipped with the optional 2 Tray Finisher, originals of
mixed paper sizes can be stapled, using Auto papaer select and Mixed sizes
function together. Make sure the appropriate paper sizes are loaded in paper
trays. The mixed paper sizes that can be stapled are as follows.

e A3[Y and A4[J}, B4? and B5[J, 11" x 17"'? and Letter (8!/2" x 11" [}

A Reference
If you want to add staples, = P.192 “I1¥ Adding Staples”.
When staple is jammed, = P.196 “ <% Removing Jammed Staples”.
When using 1 Sided — 1 Sided, 1 Sided — 2 Sided, 2 Sided — 1 Sided, 2 Sided

— 1 Sided for double copies in Combine mode, select [J original for I copy,
[ original for [J) copy.

Stapling position and original setting

Set all the originals in a direction in which they can be read. They will automat-
ically be rotate copied. When there is copy paper that is identical in size and di-
rection as your original, the staple positions are as follows:

When using “1 Sided 2 Pages— Combine 1 Side”, “1 Sided 4 Pages— Combine 2 Sided”
for double copies in Combine mode, select ] original for 7 copy, I? original for ] copy.
When using “Top Slant”, “Left 2” or “Top 2” with “1 Sided — 1 Sided”, “1 Sided
— 2 Sided”, “2 Sided — 1 Sided”, or “2 Sided — 2 Sided” of combine function
for double copies, select [J original for 2 copies and [ originals for [J copies.
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% 1000-sheet Finisher
When your machine is equipped with the 1000-sheet finisher, the stapling po-
sition will be fixed to “Top Slant”.

Original setting Stapling
position
Exposure Document
glass Feeder
E

Top Slant

STAPLEBE

R | TR

[

& Note
O Original images are not rotated.

< 2 Tray Finisher

Original setting Stapling
position
Exposure Document
glass Feeder
E
o
S
STAPLEAE I . — E
i1 ‘R
U
: R
<
7]
o
ssse | (O L . ’7
D ~
R
STAPLECE STAPLE2S STAPLE26 STAPLE27
g
£
;‘2 =
R IR
STAPLE28 STAPLE29 STAPLE30
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Original setting Stapling
position
Exposure Document
glass Feeder
U 1
n
B i ©
o~
STAPLEDE % =
- Y R/
q G
STAPLE31 STAPLE32 STAPLES3
U 1
STAPLEEE STAPLE22ADA STAPLE23ADA
o~ STAPLE24ADA
o
9]
= [
STAPLE10ADA STAPLE14ADA STAPLE20ADA

1 Available staple positions except A3, B4, size of paper.

& Note

O You cannot change stapling positions during copying.
O When the original image is rotated, the stapling direction turns by 90°.

O By setting orientation of papers and originals, “Blank part will appear. Check
orientation.” message is displayed. In this case, change the paper orientation.

O The maximum original image size that can be rotated is as follows:

Metric A4
version

version

Inch 8/,  x 11"
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I] Select one of the stapling positions.

< 1000-Sheet Finisher

uto ReducerEnlarge g i Raaes

(B0 =

Edit;Stamp up./Combing/Series i Fieduce/Enlarge

gaxg 100%

|

Coweri3lip Shest | StoreFile

LLEJEI Special Original

% 2 Tray Finisher

- - | Ad |

| A3+R4 ¥ A4-R2 §
Ad+AS | AT+A4

[£3
Bypass

[®l®] Special Original i

& Note
O When you select the stapling position, Sort mode is automatically selected.

A Reference
= P.48 “Stapling position and original setting”

E Enter the number of copy sets with the number keys.

& Note
O To change the entered number, press the [ Clear/Stop] key.

B set your originals, then press the [Start] key.

When setting a stack of originals in the document feeder

@ Set astack of originals in the document feeder, then press the [Start] key.

& Note
O The last page should be on the bottom.
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When setting an original on the exposure glass or in the document feeder

using Batch mode

/O Reference
= P.31 “Batch mode”.

@ Set the original, then press the [Start] key.

& Note

O Start with the first page to be copied.

@ Set the next original. When it is placed on the exposure glass, press the

[Start] key.
& Note

O Set the original in the same direction as the first one.

© After all originals are scanned, press the [#] key.

To Stop Scanning Temporarily

When Memory Reaches 0%

When you are using the Sort, Stack, or
Staple function, the originals are
scanned into memory.

ﬂ Press the [Clear/Stop] key to stop
originals from being scanned into
memory.

To resume scanning

@ Press the [No] key to resume
scanning.

& Note
O Scanned images in memory
are not cleared.

To clear scanned images of the
originals

@ Press the [Yes] key.

Scanning is stopped with the
images cleared.

Scanning will be stopped if the size of
scanned image data exceeds memory
capacity.

& Note

O There is enough memory to store
approximate 1,000 originals of A4,
81/," x 11" size. The number of
originals that can be stored in
memory varies depending on the
memory setting and original type.
In addition, the number of origi-
nals that can be stored in memory
will be reduced when you use oth-
er functions.

pe Reference

Scanning will stop when memory
reaches 0% during sorted copying.
However, you can change this set-
ting so that all the scanned pages
are copied and delivered to the
tray first, then the machine auto-
matically continues scanning the
remaining originals. = “Memory
Full Auto Scan Restart” in P.226
“Input/Output”.
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ﬂ Press the [Start] key.

The scanned pages are delivered to
the tray. Then, the image data in
memory is cleared.

B Remove the copies and continue
copying by following the instruc-
tions on the display.

To Remove the Paper from the
Staple Unit

If you cancel the stapling copy job in
the middle of the job, the paper might
be left in the staple unit. In this case,
remove the paper from the staple
unit.

ﬂ Press the [Clear Modes] key to can-
cel the copy settings.

B Set the next original, then press
the [Start] key.

The paper left in the staple unit is
automatically delivered, then the
next job starts.

& Note

O When the paper is not delivered
and the message is displayed,
follow the instructions on the
display to remove the paper.
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Punch

The optional 2 tray finisher and the bridge unit are required to use this function.
This function is used to make punch holes in copies.

< 2 holes

R =R

GCPNCHIE

< 3 holes

R =R

GCPNCHIE

< 4 holes

R =R

GCPNCHOE
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& Note

O When using Punch and Combine, Double Copies, or Auto Reduce/Enlarge,
the message "Blank part will appear. Check orientation." may appear because
of the orientation of the original and the copy paper. If this occurs, change the

orientation of the copy paper.

O The relationship between the direction in which you set the original and the

punch hole positions is as follows:

< Punch hole positions

Direction in which Original is Set

Exposure glass

Document feeder

Punch Hole Positions

2 holes

3 holes

Standard

IIIII

oo

D

4 holes

G000

SEIEIEIEE

B =] =] =] =

IIII
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Direction in which Original is Set Punch Hole Positions
Exposure glass Document feeder
2holes | [J -
=
3holes | [J ]
(= Ca R
E
=
B
& g
[* [ 500
Tl x| R
4holes | [J ]
Ej Cl
[
[=] 3

O Punchable paper sizes are as follows:

With 2 Tray Finisher
Punch kit type
2 & 4 holes type 2 holes g A3-A5,11"x 17"-51 /5" x 81 /5"
D A4-A5,8!/5" x 11"-51 /5" x 81/5"
4 holes = A3,B4,11"x 17"
U A4, B5,8/," x 11"
4 holes type 4 holes g A3-A5,11" x 17"-5'/," x 81 /5"
U A4-A5,81/," x 11"-51 /5" x 81/,"
2 & 3 holes type 2 holes = A3-A5, 11" x 17"-51/," x 81 /,"
U A4-A5,81/," x 11"-51 /5" x 81/,"
3 holes g A3,B4,11"x 17"
U A4, B5,8!/," x 11"

O Since punch holes are made in each copy,

slightly.

the punch hole positions vary

O The punch hole positions change according to the direction of the paper se-

lected.
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A Reference
If the punch waste box fills up, = P.200 “c&' Removing Punch Waste”.

ﬂ Select the Punch position.

[ uto Reducenlerge g Fsl W g 9 ng 100%

I_@EI Special Original i

& Note
O When stapling copies, also select a stapling position. = P.47 “Staple”.

E Enter the number of copy sets with the number keys.

& Note
O To change the entered number, press the [Clear/Stop] key.

O If you wish to use the Sort function, press the [Sort] key.

B set your originals, then press the [Start] key.
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Copying from the Bypass Tray

Use the bypass tray to copy onto OHP
transparencies, adhesive labels, trans-
lucent paper, postcards, and copy pa-
per that cannot be set in the paper tray.

& Note

O The machine can automatically de-
tect the following sizes as standard
size copy paper:

Metric
version

A3, A4lD, ASDD,
81/y"x 13"

Inch A3, 11"x 17", 81 /," x 14D,
version 81 /2" X 11”5, 51/2" X 81 /ZHD

O If you do not use the standard size
copy paper, you should input ver-
tical and horizontal dimensions.
The sizes that you can input are as
follows:

Metric | e
version | o

Vertical: 100 — 297mm
Horizontal: 148 — 600mm
Vertical: 3.9" - 11.6"
Horizontal: 5.8" — 23.4"

Inch .
version | o

O When using paper larger than 433
mm in size, set it so that it is fed
straight into the machine.

O When using paper larger than 433
mm in size, the paper may become
wrinkled, and may not be fed into the
machine, or may cause paper jams.

O To make copies onto OHP trans-
parencies or thick paper exceeding
128g/m?, 35 lb., specify the paper
type in = P.60 “When Copying onto
OHP Transparencies or Thick Paper”.

O The maximum number of sheets
you can set at a time depends on
the paper type. For details about
paper capacity of the bypass tray,
= P.21 “Copy Paper”.

1. Extender

ﬂ Open the bypass tray.

ZDSH110J

B Adjust the guides to copy paper

size.

#Important

O If the guides are not flush with
the copy paper, a skew image or
paper misfeeds might occur.

B Lightly insert the copy paper face
up until the beeper sounds.

The = indicator on the display au-
tomatically goes on.

ZDSH100J
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& Note

O The face side of the paper set is
copied on.

O Do not stack paper over the lim-
it mark, otherwise a skew image
or paper misfeeds might occur.

O If the beeper is turned off, light-
ly insert the copy paper until it
stops. Refer to the System Set-
tings manual.

O When the document feeder is
open, set the direction of the
copy paper to [J.

O Swing out the extender to sup-
port paper sizes larger than
A4, 81/, x 11",

O Fan paper to get air between the
sheets and avoid a multi-sheet
feed.

O Before setting, adjust the paper
if curled or warped.

When copying onto standard size
paper (Thick Paper, Thin paper,
Transparent Paper, or OHP
transparecies)

@ Press the [#] key.
@ Press the [Select Size] key.

CReady ‘

Bypass Tray Paper

Specity paper for bypass tray.
W Paper Size W Special paper

4 Set paper in Caorientation
E:' Adjust paper quide with paper size | OHP Sheet

© Select the paper size.

[ = I =0 |

IR G G EEEN

IRE=N (EE=3 IR =R | LSl | s

|7 1antec | [71an 12D} sxn jfe oo | el ]

[MESE=20 [INIESE=I LNCESE=1 | = | e =D

[oxmem || o0zl §| ez J[ swod |

? Note

O The copy paper sizes that can
be selected are as follows:

e A3, MDD, A,
A6, B47, B5[J 7,
B6[7, 11x172, 8! /,x143,
81/,x110 5, 51/,%x8!/,03,
71/4x101 /., 8x1307,
81/,x137, 81/,x13[),
11x142, 11x150,
10x142, 10x15,
81/,x1403, 8x10'/,J 3,
8x10J) &

When copying onto custom size
paper

i@klmportant

O You should specify the size of
copy paper to avoid paper mis-
feeds.

@ Press the [#] key.
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@ Press the [Custom Size] key.

CReady

Bypass Tray Paper
W Paper Size

Specity paper for bypass tray.

W Special paper

Set paper in CIarientation
Adjust paper guide with paper size

Custom Size

@ Press the [Vertical mm] key and
enter the vertical size of the pa-
per with the number keys, then

press the [#] key.
[STETY
Bypass Tray Paper Specify paper for bypass tray.

W Paper Sire
Specity paper size

W Special paper

s, then press (@,

Clear | | Progamm | [ OHPGhest |

& Note

O To change the number en-
tered, press the [Clear] or
[ Clear/Stop] key and enter the

new number.

O Enter the horizontal size of the
paper with the number keys,
then press the [#] key.

& Note

O If the [Horiz mm] key is not
highlighted, press the [Horiz
mm] key.

O To change the number en-
tered, press the [Clear] or
[ Clear/Stop ] key and enter the
new number.

@ To register the custom size en-
tered, press the [Store] key and
then press the [Cancel] key.

& Note

O If you do not register the cus-
tom size, go to step @.

O Only one custom size can be
stored.

3 To recall the custom size
stored, press the [Recall] key.

O If you do not register the cus-
tom size, the size you set is
deleted when modes are
cleared.

O Press the [0K] key.

ﬂ Set your originals, then press the
[ Start] key.

B When your copy job is finished,
press the [Clear Modes] key to
clear the settings.

When Copying onto OHP
Transparencies or Thick Paper

To make copies onto OHP transpar-
encies or thick paper, you need to
specify the paper type.

& Note

O Select [Thick Paper] if the paper
weight is more than 128g/m?, 34
Ib.

ﬂ Open the bypass tray, and adjust
the guides to the paper size.

#Important

O If the guides are not flush with
the copy paper, a skew image or
paper misfeeds might occur.



Copying from the Bypass Tray

B Lightly insert the OHP transpar-
encies or thick paper face down
until the beeper sounds.

The = indicator on the display au-
tomatically goes on.

#Important

O When you set an OHP transpar-
ency, make sure that its front
and back faces are properly po-
sitioned.

O To avoid paper misfeeds, fan
the paper before setting it in the
tray.

B Press the [#] key.
ﬂ Select [OHP Sheet] or [Thick Paper].

[STETY

Bypass Tray Paper Specify paper for bypass tray.
W Paper Sire W Special paper

Set paper in CRorientation
Adjust paper quide with paper size

B Press the [OK] key.

B Set your originals and press the
[Start] key.

ﬂlmportant

O When copying onto OHP trans-
parencies, remove copied sheets
one by one.

ﬂ When your copy job is finished,
press the [Clear Modes]) key to
clear the settings.
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Programs

You can store frequently used copy
job settings in machine memory, and
recall them for future use.

% Storing Your Settings
You can store your settings you
frequently use.

< Deleting A Program
You can delete a stored program.

< Recalling A Program
You can recall a stored program.

& Note
O You can store up to 10 programs.

O You can select the standard mode
or program No. 10 as the mode to
be set when modes are cleared or
reset is made, or immediately after
the operation switch is turned on.

O Paper settings are stored based on
paper size. So if you place more
than one paper tray of the same
size, the paper tray prioritized
with the User Tools (System Set-
tings) will be selected first.Refer to
the System Settings manual.

O Programs are not cleared by turn-
ing the power off or by pressing
the [Clear Modes] key. They are
canceled only when you delete or
overwrite them with another pro-
gram.

B Enter the program name with the

Storing a Program

ﬂ Edit the copy settings so that all

functions you want to store in this
program are selected.

B Press the [Program] key.

Check Modes Clear Modes Energy Saver

Program
P 5] 1 [6] \m:m_d

ZCAS070N

B Press the [Register] key.

Frogram {Copy)

Select program Mo. to recall.

|21 Jrepart 1 1®2 [reso

‘ 9 |;§=.(» s ot !‘ 5 |;§=.('

Lo N

] N

. s
% Register § Change Name g

E’Press the program number you

want to store.

& Note
O Program numbers with £ al-
ready have settings in them.

A Reference
= P.63 “Changing a Stored Pro-
gram”.

letter keys on the display panel.

| shiftLock |
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& Note
O If you do not wish to enter the
program name, go to step a.

O You can register up to 40 char-
acters.

O To change the name entered,
press the [Backspace], [Delete] or
[Clear/Stop] key and enter new
letters.

A Reference
For details on entering charac-
ters, = "Entering Text Charac-
ters" in the System Settings
manual.

B Press the [OK] key.

When the settings are successfully
stored, the € indicator goes on.

Changing a Stored Program

ﬂ Make sure the program settings.

& Note

O When you want to check the
contents of the program, recall
the program. = P.64 “Recalling a
Program”.

2] Repeat steps @ to B in Storing a
Program.

@ Aprograrn has been registered already
Irnew one is registered, former ane will be overwriten

Are you sure you want to register it?

To overwrite the program

#Important

O If you select [Register], the previ-
ous program is lost.

@ Repeat steps Band Bin Storing
a Program.

Not to overwrite the program

@ Press the [Do not Register] key.

Deleting a Program

ﬂ Press the [Program] key.

Check Modes

|

eeeee Energy Sa

Frogren Interrupt
S I I I0®I :

ZCAS070N

B Press the [Delete] key.

1[%2 [rerort 2
I
I
I
I

Change Mame ; Delete §

TR

BPress the program number you
want to delete.

ﬂ Press the [Yes] key.

Are you sure you wart to delete
the registered program?
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& Note

O To cancel the deletion, press the
[No] key.

Recalling a Program

I] Press the [Program] key.

Check Modes Energy Saver

Program Clear Modes .
||OQIII|| < l// I |0@| ==

ZCASO7ON

B press the [Recall] key.

Program {Copy)
Select program Mo. to recall

[&71 Jrepart 1 ] [® 2 Jreeo
[ I
: I
- I
L Jwlx

4> Register ‘ Change Mame ; [

BPress the program number you
want to recall.

The stored settings are displayed.

& Note

O Only programs with £» contain
a program.

ﬂ Set your originals, then press the
[Start] key.



Job Preset

Job Preset

If a long copy job is in progress and
you do not wish to wait for it to finish,
you can use this function to set up the
next one copy job in advance. When
the current copy job is finished, your
copy job will be started automatically.

ﬂ Press the [Copy] key.

Auto Feduce/Enkarge i ggjgg ggjgg i ] ax% 1002

& Note

O To cancel this job, press the
[Cancel] key.

[‘] Set the originals in the document
feeder and press the [Start] key.

All originals are scanned.

O press the [To "Printing"] key.

After the current copy job, the next
job starts automatically.

& Note

O You can switch the display to
the current copy job by pressing
the [To "Printing"] key. You can
switch the display to the preset
job by pressing the [To "Reserv-
ing"] key.
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Other Functions

Energy Saver Mode

If you do not operate the machine for
a certain period after copying, or
when you press the [Energy Saver]
key, the display disappears and the
machine enters Energy Saver mode.
When you press the [ Energy Saver]
key again, the machine returns to the
ready condition. In Energy Saver
mode, the machine uses less electrici-

ty.
& Note

O If you press the [ Energy Saver] key
during the operation, the current
settings will be cleared.

O It takes about 3 seconds to return
to the ready condition from Energy
Saver mode.

/O Reference

="“Low Power Timer” in the Sys-
tem Settings manual.

Interrupt Copy

Use this function if you wish to inter-
rupt a long copy job to make urgently
needed copies.

? Limitation

O You cannot use the Interrupt Copy
function when scanning fax origi-
nals.

& Note

O The procedure for making inter-
rupt copies depends on which
kind of operation the machine is
currently carrying out.

To interrupt an original being fed

ﬂ Press the [Interrupt] key.
The Interrupt indicator goes on
and scanning stops.

B Remove the originals that were
being copied and set the originals
you wish to copy.

B Press the [Start] key.
The machine starts making your

copies.

ﬂ When your copy job is finished,
remove your originals and copies.

B Press the [Interrupt] key again.
The Interrupt indicator goes off.

ﬂ When the display prompts you to,
replace the originals that were be-
ing copied before.

ﬂ Press the [Start] key.

The previous copy job settings will
be restored and the machine will
continue copying from where it
left off.

To interrupt copying after all originals
have been fed

ﬂ Press the [Interrupt] key.
The Interrupt indicator goes on.

& Note
O Copying will not stop yet.

B Set your original.

B Press the [Start] key.

The machine stops the original job
and starts copying your original.



Other Functions

ﬂ When copying is complete, re-
move your originals and copies.

B Press the [Interrupt] key again.

The Interrupt indicator goes off.

The previous copy job settings will
be restored and the machine will
continue copying from where it
left off.

Original Beeper

The beeper sounds and an error mes-
sage is displayed when you leave
your originals on the exposure glass
after copying.

& Note

O To cancel this function, = “Tone:
Original remains” in P.209 “Gener-
al Features %/,”.

Sample Copy

Use this function to check a copy set
before making a long copy run.

? Limitation

O This function can be used only
when the Sort function has been
turned on.

ﬂ Select Sort and any other func-
tions, then enter the number of
copy sets to be made.

B Set the originals.

B Press the [Sample Copy] key.
One copy set is delivered for proof
copying.

ﬂAfter checking the finish, press
the [Print] key if the sample is ac-
ceptable.

The number of copies made is the
number you specified minus one
for the proof copy.

& Note

O If you press the [Suspend] key
after checking the finish, return
to step @ to adjust the copy set-
tings as necessary. You can
change the settings for Staple,
Punch, Duplex, Copy Orienta-
tion, Stamp, Margin Adjust, and
Cover/Slip Sheet. However, de-
pending on the combinations of
functions, some settings might
not be changed.

O You cannot use the Sample
Copy function after changing
the settings.

Changing the Number of Sets

You can change the number of copy
sets during copying.

® Limitation

O This function can be used only

when the Sort function has been
turned on.

nPress the [Clear/Stop] key when
“Copying” is displayed.

OOG

T~

Sample Copy
Start

Clear/Stop
Enter, C /@

OO
OO
CTIO

ZCAS060A
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B Press the [Change Quantity] key.

[Stop] key was pressed.
Stop copying?

“¥ou can change quantity of print sets
| Change Quantity

Continue

B Enter the number of copy sets
with the number keys, then press
the [#] key.

@ [Stop] key was pressed.
Stop copying?

jantity of sets, then press ().
0 ___ < §-335>

Continue

& Note

O The number of sets you can en-
ter differs depending on the
timing of pressing the [Clear/
Stop] key.

O To change the entered number,
press the [ Clear/Stop] key.

ﬂ Press the [Continue] key.

[Stop] key was pressed.
Stop copying?

Enter nesw quant fty of sets, then press (&
i | 10> ___ < 3-899-

Cortinue




Preset Reduce/Enlarge

Preset Reduce/Enlarge

You can select a preset ratio for copy-

mng.

R

& Note

O You can select one of 12 preset ra-
tios (5 enlargement ratios, 7 reduc-
tion ratios).

O Use “Create Margin” to reduce the
image to 93% of its original size
with the centre as reference. You
can register this function in a
shortcut key on the initial display.

O You can change the preset ratios to
other ratios you frequently use. =
“Enlarge” in P.213 “Reproduction
Ratio 1/,” and “Reduce” in P.214
“Reproduction Ratio %/5”.

O You can set and display three
kinds of ratio on the initial display.
= “Shortcut R/E” in P.213 “Repro-
duction Ratio 1/,”.

O You can specify which of [Reduce],
[Enlarge] or [Mag. Ratio] is to be giv-
en priority and displayed when
the [Reduce/Enlarge] key is pressed.

O You can select a ratio regardless of
the size of an original or copy pa-
per. With some ratios, parts of the
image might not be copied or mar-
gins will appear on copies.

O Copies can be reduced or enlarged
as follows:

< Metric version

Original — Copy
Ratio (%) paper size
400 (enlarge area | --
by 16)
200 (enlarge area | A5—A3
by 4)
141 (enlarge area A4—A3, A5—A4
by 2)
122 F—A3, A4—B4
115 B4—A3
93 -
82 F—A4, B4—A4
75 B4—F4, B4—F

71 (reduce area by
1/2)

A3—A4, A4—A5

65 A3—F
50 (reduce area by | A3—>A5, F>A5
1/4)
25 -
< Inch version
Ratio (%) Original — Copy
paper size

400 (enlarge area
by 16)

200 (enlarge area
by 4)

51/2"x81/5,"—11"x
17"

155 (enlarge area
by2)

51/,"x81/,"—8l/
2" x 14"

129 81/, x 11">11" x
17"

121 81/," x 14"-11" x
17"

93 -

85 F—8!/," x 11"

69
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Create Margin mode

Ratio (%) Original — Copy
paper size

78 81/,"x14"—8! /5" x
11"

73 11" x 15" -8 /5" x
11"

65 11" x 17"—81 /5" x
11"

50 (reduce area by | 11" x 17"—5!/," x

1/4) 81/y"

25 -

ﬂ Press the [Reduce/Enlarge] key.

arorerceenine | £08 | A2 T aax] 1005

CoweriSlip Sheet up.CombinesSeriesf|  Reduceniarge

EdiStamp

& Note

O To select a preset ratio on the in-
itial display, directly press the
shortcut reduce/enlarge key
and go to step 0.

E Press the [Enlarge] or [Reduce] key.

B Select a ratio.
ﬂ Press the [OK] key.

B Set your originals, then press the
[Start] key.

Use “Create Margin” to reduce the
image by 93% of its original size with
the centre position as reference. You
can register this function in a shortcut
key on the initial display. By combin-
ing it with the Reduce/Enlarge func-
tion, you can also provide the
Reduce/Enlarge copy with a margin.

& Note
O You can register “Create Margin”
in a shortcut key.

O You can change the Reduce/En-
large ratio for “Create Margin”.

ﬂ Press the [Create Margin] key dis-
played on the initial display.

128 D3 Di1E OiTH J§ &
A3 % B5S % B4 §5A4 | ops

ucedEnlage g Fsl W g 9 ng 100%

ﬂ j ::Ar;;iii "

Edit;Stamp iesp  ReduceEnlarge

E If you do not wish to combine it
with the Reduce/Enlarge func-
tion, set your originals, then press
the [Start] key.



Zoom

Zoom

You can change the reproduction ra-
tio in 1% steps.

\\

RRERR

& Note

O The following ratios can be select-
ed:
® Metric version: 25 — 400%
¢ Inch version: 25 — 400%

O You can select a ratio regardless of
the size of an original or copy pa-
per. With some ratios, parts of the

image might not be copied or mar-
gins will appear on copies.

O You can select a preset ratio which
is near the desired ratio, then ad-
just the ratio with the [+] or [—]
key.

I] Press the [Reduce/Enlarge] key.

e | T | B | 207] 1 00x

Edit/Stamp

E Enter the ratio.

To select the ratio with the []
and [—] keys

@ Select a preset ratio which is
close to the desired ratio by us-
ing [Reduce] or [Enlarge].

18 028 ojse Djdw ofTe U] o
Ad ASIBS}B4IA4}Ewass

=1 % | [veg o [ Eiage | Full e |

Coversslip Sheet ! Edit/Stamp iDuD.JCDmmnefSemes | Reduce£nlane
g

@ Adjust the ratios with the []
or [=] key.

& Note

O To change the ratio in 1%
steps, just press the [+] or
[—] key. To change the ratio
in 10% steps, press and hold
down the [+] or [—] key.

To enter the ratio with the number
keys

@ Press the [Mag. Ratio] key.

T8 Djze ojse Ojaw ofTw O] &
A3 BS}B4IA4}EW6&5

| Ok

Enter reproduction ratio with Mumber keys, then press (.
T 1% <263-400%>

L_mmjhj_; Reduce i Enlarge
CoversSlip Sheet E Edit Stamp !Duu CombineSeriss]

i Full Size ‘
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@ Enter the desired ratio with the
number keys.

& Note

O To change the ratio entered,
press the [Clear] or [Clear/
Stop] key and enter the new

ratio.
B © Press the [#] key.
@ Press the [0K] key.

B Set your originals, then press the
[Start] key.
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Size Magnification

Size Magnification

This function calculates an enlarge-
ment or reduction ratio based upon
the lengths of the original and copy.

amm

Amm E>

R |

ﬁ Preparation

O -9

Measure and specify the lengths of
the original and copy by compar-
ing “A” with “a.”

Limitation

If the calculated ratio is over the
maximum or under the minimum
ratio, it is corrected within the
range of the ratio automatically.
However, with some ratios, parts
of the image might not be copied
or blank margins will appear on
copies.

& Note

A ratio is selected in the range of 25
to 400%.

m

(218 3l [Ji4d T D &
A3 535134 EAa,laypass

Juce£nlae ; Eg:aé Sg:ag g ] ng 100%

B e e

Edit/Stamp

StoreFile

B press the [Specifid Ratio] key.

Full Size

Edit/Stamp

CoverSlip Shest | Dup Combine/Seri

] Reduce/Enlarge

B Make sure that the [Specifid Ratio]

key is highlighted.

ﬂ Enter the length of the original

with the number keys and press
the [#] key.

OReady
Specified Ratio: Size

Enter original size with Mumber keys, then press @,

T 19 <255-400%>

N

& Note
3 You can enter sizes within the
following ranges:

Metric | 1-999mm (in Imm steps)
version

Inch 0.1"=99.9" (in 0.1" steps)
version

O To change the length entered,
press the [Clear] or [Clear/Stop]
key and enter the new length.
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B Enter the length of the copy with
the number keys and press the [#]
key.

& Note
O To change the length entered,

press the [Clear] or [Clear/Stop]
key and enter the new length.

O To change the length after
pressing the [#] key, select [Orig-
inal] or [Copy] and enter the de-
sired length.

B Press the [OK] key.
ﬂ Press the [OK] key.

B Set your original, then press the
[Start] key.



Directional Magnification (%)

Directional Magnification (%)

Copies can be reduced or enlarged at
different reproduction ratios horizon-

tally and vertically.
a%
P
2> b%
& Note
O The following ratios can be select-
ed:

e Metric version: 25 — 400%
e Inch version: 25 — 400%

O You can select a ratio regardless of
the size of an original or copy pa-
per. With some ratios, parts of the
image might not be copied or
blank margins will appear on cop-
ies.

O You can also select a preset ratio
which is close to the desired ratio
by using Reduce or Enlarge, then
adjust the ratio with the [+] or

[—] key.
I] Press the [Reduce/Enlarge] key.

Bypass

e | 0 | LR ] 5e7] 1 00% |

e e gm

Edit/Stamp

StoreFile

Press the [Specifid Ratio] key.

Full Size

Cover/Slip Sheet ] Edit Stamp Dup.Combine/Series B

Press the [Direct. Mag.%] key.

OReady
Specified Ratio: Directional Magnification %

Select Horizontal] or [Vertical]

Riatlo can be alsa entered with =) With @) E

Harizorkal
T 12 | <253-400%>
=TI 3
[Fpl=d

Site Mm;niﬂnami

To enter the ratio with the number
keys

@ Press the [Horizontal] key.

OReady
Specified Ratin: Directional Magnification %

Enter reproduction ratio with Number keys, then press (&),

Fiatio can be also entered with ) o with @5

Site Magnmcamg

@ Enter the desired ratio with the
number keys, followed by the
[#] key.

& Note

O To change the ratio entered,
press the [Clear] or [Clear/
Stop] key and enter the new
ratio.
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@ Press the [Vertical] key.

@ Enter the desired ratio with the
number keys, followed by the
[#] key.

@ Press the [0K] key.

To specify a ratio with the [4]
and [—] keys

@ Press the [With +—1] key.
@ Press the [Horizontal] key.

[STETY
Specified Ratio: Directional Magnification %

Enter reproduction ratio with EI=)
Ratio can be also entered with

s Ma};mllcalni

© Adjust the ratio using the [4]
or [=—] key.

& Note

O Pressing the [#+] or [—] key
changes the ratio in 1% steps.
Pressing and holding down
the [+] or [—] key changes it
in 10% steps.

O If you have incorrectly en-
tered the ratio, readjust the
ratio with the [4] or [—]
key.

@ Press the [Vertical] key.

© Adjust the ratio with the [4] or
[=] key.

O Press the [OK] key.

ﬂ Press the [OK] key.

B Set your originals, then press the
[Start] key.



Directional Size Magnification (mm)

Directional Size Magnification (mm)

The suitable reproduction ratios will
be automatically selected when you
enter the horizontal and vertical
lengths of the original and copy im-
age you require.

+

N

=1

CP2MotEE

1: Horizontal original size
2: Vertical original size
3: Horizontal copy size

4: Vertical copy size

=] Preparation
Specify the vertical and horizontal
sizes of the original and those of
the copy, as shown in the illustra-
tion.

Limitation

If the calculated ratio is over the
maximum or under the minimum
ratio, it is corrected within the
range of the ratio automatically.
However, with some ratios, parts
of the image might not be copied
or blank margins will appear on
copies.

0 -9

& Note
O You can enter sizes within the fol-
lowing ranges:

Metric | 1-999mm (in 1mm steps)
version

Inch 0.1"-99.9" (in 0.1" steps)
version

O The following ratios can be select-

ed:
e Metric version: 25 — 400%
¢ Inch version: 25 — 400%

ﬂ Press the [Reduce/Enlarge] key.

rigi. [Total [ Copies
0 1 0

1 [T ] o
5 g;B4g;A4g;BWSSS

coerie | 5082 | 2082 | aex] 100

Store File ;

B press the [Specifid Ratio] key.
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B press the [Dir.Size Mag mm] key.

CReady
Specified Ratio: Directional Size Magnification ma

Enter horizontal original size with Mumber keys, then press @&,

nEnter the horizontal size of the
original with the number keys,
then press the [#] key.

& Note

O To change the value entered,
press the [Clear] or [Clear/Stop]
key and enter the new value.

B Enter the horizontal size of the
copy with the number keys, then
press the [#] key.

B Enter the vertical size of the origi-
nal with the number keys, then
press the [#] key.

ﬂ Enter the vertical size of the copy
with the number keys, then press
the [#] key.

& Note

O To change the length, press the
place you wish to change and
enter the new value.

B Press the [OK] key.
g Press the [OK] key.

[m Set your originals, then press the
[Start] key.



Duplex/Combine/Series

Duplex/Combine/Series

You can make copies in a variety of
formats by combining the following
modes:

1 Sided /2 Sided originals
1 Sided /2 Sided copies
Duplex

Combine

Book

Series

ﬂ Press [Dup./Combine/Series] and
check your originals. And select
[1 Sided] or [2 Sided] for the origi-
nals.

o
Se| et original and copy | pe and,or orientation
O jinal

1 umbmezswde! Orientation i
I Comer/Slip Sheet ! Edit/Stamp HDup ﬁnmhineﬁanesl Reduce,Enlarge

ZCAS180E

1: 1-sided
2: 2-sided
3: Series/Book

B Select [1 Sided] or [2 Sided] for cop-
ying.

= 3l3|=| Di
Al | B5

Select original and copy type andst| orientation
Original: Copy:

|
'-) ]

! CoveriSlip Sheet ! EdityStamp HDuMZm

o
EREE
B

ZCAS170E

1: 1-sided
2: 2-sided
A: Front
B: Back

B Press the [OK] key.
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Original Direction and
Completed Copies

The resulting copy image will differ
according to the direction in which
you set your original (lengthwise [
or widthwise ).

Original  =>How to Set Your Original=>  Copy

Standard Top to Top

-[50 | T4
Vertical - : A

A
@ g Top to Bottom
= 90°turn g}u
~BC 4 o
Top to Top

Horizontal

90°turn Top to Bottom

- i

GCRYOU1E

& Note

O The illustrations show the direc-
tions of copied images on the front
and back, not the directions of de-
livery.

Originals and Copy Direction

You can select the orientation ([Top to
Top], [Top to Bottom]). = P.80 “Specify-
ing Orientation of Bound Originals”.

e Top to Top

Duplext

o liE

Duplex2

Specifying Orientation of
Bound Originals

You can specify the orientation of
bound originals (how you turn the
pages). The default setting is [Top to
Topl.

& Note

O You can change the orientation de-
fault with the User Tools. = “Copy
Orientation in Duplex Mode” and
“Original Orientation in Duplex
Mode” in P.209 “General Features 2/

ﬂ Press the [Dup./Combine/Series] key.

B (Jjze ojse Diie ojTe U] o
A BS}B4 A4}Ewass

uto Reduce/Enlarge i Eg:Eg Eg:gg i 9 E%i 100




Duplex/Combine/Series

g Press the [Orientation] key.

Select original and copy type andor orientation. [s]'3
Qriginal: Copy:

Combine 1 Swnai SeriesBotk
[R-[A 55 |
[ ZSided Combine Z Side Orientation

i Cower/Slip Sheet E Edit/Stamp iDqu’CDmDIﬂEﬁErIESE Reduce/Enlarge

B Select an original orientation and
a copy orientation.

Il rientation Select opening direction of originals and copies,
Original.

i

ﬂ Press the [OK] key.
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Duplex

This function can be used in two
ways:

< 1 Sided — 2 Sided
This mode makes two-sided copies
from one-sided originals.

% 2 Sided — 2 Sided
This mode makes two-sided copies
from two-sided originals.

Limitation

You cannot use the following copy
paper in this function:

¢ Paper smaller than A5[J, 51/,"
x 8!/5"[) (possible on A5C7, 5!/
2" 81/2"5)

e Paper thicker than 105g/m?, 28
Ib.

e Paper thinner than 64g/m?, 17
Ib.

¢ Translucent paper
¢ Adhesive labels
¢ OHP transparencies

d -9

e Postcards

O You cannot use the bypass tray
with this function.

1 Sided — 2 Sided

[

& Note

O If you set an odd number of 1-sid-
ed originals in the document feed-
er, the reverse side of the last page
is left blank.

O When original images are copied,
the images are shifted by a width
of the binding margin. You can ad-
just the binding margin or binding
position. You can also change their
default values. = “Front Margin:
Left/Right”, “Back Margin: Left/
Right”, “Front Margin: Top/Bot-
tom” and “Back Margin: Top/Bot-
tom” in P.216 “Edit /"

O A binding margin can be automat-
ically made on the back side. = “1
sided — 2 sided Auto Margin: T to
T” in P.216 “Edit 1/,”.

B press the [Dup./Combine/Series] key.

uto Reduce/Enlarge i Egjgg i Eéjgg i g 3%; 100




Duplex

E Press the [1 Sided] key for original,
then press the [2 Sided] key for

copy.

Ok

Select ariginal and copy type andsor orientation

Original: Copy:

wmmnezsmg Oriertation
E CowelSIip Sheet i Edn/stamp !Dupmmblneﬁerlesi Reguceniarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key.

ﬂ Set your originals, then press the
[Start] key.

When setting an original on the
exposure glass or in the
document feeder using Batch
mode

/O Reference
= P.31 “Batch mode”.

@ Set the original, then press the
[Start] key.

& Note
O Start with the first page to be
copied.
@ Set the next original. When it is

placed on the exposure glass,
press the [Start] key.

© Press the [#] key after the last
original has been scanned.

ﬂ Set your originals, then press the

2 Sided — 2 Sided

oLy

B press the [Dup./Combine/Series] key.

woremconage | A28 ] B | sax] 100

E Press the [2 Sided] key for original,
then press the [2 Sided] key for

copy.

Select original and copytype andser arientation.
Qriginal; Copy:

[T

Coversslip Sheet ! Edit/Stamp i.ﬁnmmneﬁemes! Reuee/Enlarge
i

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key.
[ Start] key.
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When setting an original on the
exposure glass or in the
document feeder using Batch
mode

/O Reference
= P.31 “Batch mode”.

@ Set the original, then press the
[Start] key.

& Note
O Start with the first page to be
copied.
@ Set the next original. When it is

placed on the exposure glass,
press the [Start] key.

© Press the [#] key after the last
original has been scanned.



Combine

Combine

You can combine two or more origi-
nals into one copy. 1 Sided Combine
mode is for 1-sided copies, and 2 Sid-
ed Combine mode for 2-sided copies.

This function can be used in twelve
ways:

% 1 Sided 2 Pages — Combine 1 Side
Copies two 1-sided originals to
one side of a sheet.

% 1 Sided 4 Pages — Combine 1 Side
Copies four 1-sided originals to-
gether to one side of a sheet.

% 1 Sided 8 Pages — Combine 1 Side
Copies eight 1-sided originals to-
gether to one side of a sheet.

1 Sided 4 Pages — Combine 2 Side
Copies four 1-sided originals to the
two-page spread on both sides of a
sheet.

1 Sided 8 Pages — Combine 2 Side
Copies eight 1-sided originals to-
gether to both sides of a sheet.

% 1 Sided 16 Pages — Combine 2 Side
Copies 16 1-sided originals togeth-
er to both sides of a sheet.

% 2 Sided 2 Pages — Combine 1 Side
Copies one 2-sided original to one
side of a sheet.

2 Sided 4 Pages — Combine 1 Side
Copies two 2-sided originals to
one side of a sheet.

2 Sided 8 Pages — Combine 1 Side
Copies four 2-sided originals to
one side of a sheet.

2
L ¥4

2
L ¥4

2
L ¥4

2
L ¥4

% 2 Sided 4 Pages — Combine 2 Side
Copies two 2-sided originals to-
gether to both sides of a sheet.

% 2 Sided 8 Pages — Combine 2 Side
Copies four 2-sided originals to-
gether to both sides of a sheet.

% 2 Sided 16 Pages — Combine 2 Side
Copies eight 2-sided originals to-
gether to both sides of a sheet.

? Limitation
O You cannot use the bypass tray
with this function.

O If the calculated ratio is under the
minimum ratio, it is corrected
within the range of the ratio auto-
matically. However, with some ra-
tios, parts of the image might not
be copied.

& Note

O In this mode, the machine selects
the reproduction ratio automati-
cally. This reproduction ratio de-
pends on the copy paper sizes and
the number of originals.

O The machine uses ratios in the fol-
lowing range:
e Metric version: 25 — 400%
¢ Inch version: 25 — 400%

O A separation line between origi-
nals can be printed with the User
Tools. = “Separation Line in Com-
bine” in P.218 “Edit %/,”.

O Even if the direction of originals is
different from that of the copy pa-
per, the machine will automatical-
ly rotate the image by 90° to make
copies properly.
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O When making copies in Combine - -
mode, the border of each original 1 Sided 2 Pages — Combine 1
can be automatically erased by Side
3mm, 0.1". = “Erase Original
SP;ac}PW in Combine” in P.216 “Ed-  Copies two 1-sided originals to one
it'f". side of a sheet.

O If the number of originals placed is
less than the number specified for
combining, the last page is copied
blank as shown in the illustration.

N
N
Y
N
N

T You can Change the copy order in < Settlng Originals (Originals set in the
Combination mode. = “Copy Or- document feeder)
der In Combine” in P.218 “Edit */;". * Originals read from left to right
O Direction of the originals and ar-
rangement of combined images.

& T TTTTTT

< Open to Left ([})) originals

Combines
p
o~ < 112|3|4

\ @ ! 2 - @ 5(6|7(8
¢ Originals read from top to bot-
tom
% Open to Right (&) originals ‘ = ‘
lzet 24\\\\\13

1 o<
§> 3|4
56 Combines
718

2 —

GCSHUY2E



Combine

B press the [Dup./Combine/Series] key. 1 Sided 4 Pages —> Combine 1
| Side

Copies four 1-sided originals together
to one side of a sheet.

Auto Feduce/Enkarge i ggjgg ggjgg ] ax% 1002

(B0 =

2]

Cower/Slip Sheet Edit/Stamp up «Combing/Series i Reduce-Enlarge

7
g Press the [1 Sided] key for the orig- i => E)

inal, then press the [Combine 1
Side] key for the copy.

B press the [Dup./Combine/Series] key.

Select original and copy type andor orientation. [s]'3
Qriginal: Copy:

 }po )
[ ZSided Sided Combine Z Side Orientation
i Cower/Slip Sheet E Edit/Stamp iDup ﬂCanlnEﬂSenesE Reduce/Enlarge

iuta Reduce/Enlarge i Egjgg Eéjgg g 3%; 100

Bl press the [2 Originals] key, then ([
press the [OK] key.

g Press the [1 Sided] key for the orig-
inal, then press the [Combine 1
Side] key for the copy.

iz
314

4 Qriginals i:

& Originals i

Select original and copytype andsr orientation.

ﬂ Select the paper. Orgra copy
. N J: Combine 1 Sick ;
OReady Zsited | E5ided_{FCombine 2 Sie | | orertaion
. Cover/Slip Sheet i Edit Stamp EDuuﬁnmh\neﬁer\asim
] o

Select original and copy type andyor orientation
Originial originals  CopYy

_) | 15ided
[ 2Sided I [ 2Sided i Combine 2 Side Oriertation
i CowersSlip Sheet ! Edit;Stamp Dug ﬁnmninerﬁeries! Feduce/Enlarge

B Set your originals, then press the
[Start] key.
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Bl press the [4 Originals] key, then
press the [OK] key.

Select original and copy type andor orientation. oK
i Criginal: aorignats COpY:

| . Sided i i
[ ZSided I [ ZSided i Combine Z Side i Orientation
i Cower/Slip Sheet E Edit/Stamp Dug ﬂCanlnEﬂSenesE Reduce/Enlarge

W | Series/Book

B Set your originals, then press the
[Start] key.

1 Sided 8 Pages — Combine 1
Side

Copies eight 1-sided originals togeth-
er to one side of a sheet.

B press the [Dup./Combine/Series] key.

iuta Reduce/Enlarge i Egjgg Eéjgg g 3%; 100

Reduce/Enlarge

g Press the [1 Sided] key for the orig-
inal, then press the [Combine 1
Side] key for the copy.

Select original and copytype andsr orientation.
Original Copy:

2 Sited i . 2 Sited ; ;Cnmhinezsins,; | Qrientation
Cover/Slip Sheet i Edit Stamp EDUD /‘Cnmh\neﬁenasi Reduce/Enlarge

BPress the [8 Originals] key, then
press the [OK] key.

Z Originals i 4 0riginals

ﬂ Select the paper.

OReady
e

Auto Paper
Selecti

Select original and copy type andar orientation.

Original &Orignals  CORY. S
mﬁ [F]»
2 Sided 2 Sided ; J: Carnbine 2 Sine; | Orientation

Cover/Slip Sheet i Edit Stamp !Du ﬁnmh\neﬁenasi Reduce/Enlarge

B Set your originals, then press the
[Start] key.



Combine

1 Sided 4 Pages — Combine 2
Side

Copies four 1-sided originals to the
two-page spread on both sides of a
sheet.

=>

arorerceenine | £08 | A2 T aax] 1005

g Press the [1 Sided] key for the orig-
inal, then press the [Combine 2
Side] key for the copy.

Select ariginal and copy type andsor orientation [s] 4
Original: Copy:

E CoweriSlip Sheet i Edit/Stamp !Dupﬂcamblneﬁerlesi Reduce/Entarge

Bl press the [4 Originals] key, then

press the [OK] key.

Select original and copytype andsr orientation. E OK

Original 40rignals COpY. f
1 7 \ I ‘ Tomn 1F - = | Series/ Book
oo ] L2 e |
2 Sided e’ | _2sied rientaton

Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the

[Start] key.
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Copying

1 Sided 8 Pages — Combine 2
Side

Copies eight 1-sided originals togeth-
er to both sides of a sheet.

GCSHVYAE

1. Front
2. Back

ﬂ Press the [Dup./Combine/Series] key.

DzuusuDausTuD [
Ad

L Bypass

Ao Feducentarge § A33RE § AIRT § g a%! 1008

E Press the [1 Sided] key for the orig-
inal, then press the [Combine 2
Side] key for the copy.

v} | 2L| D 31 r] [A1E OfTI D (1
A 4 B 5 B 4 A 4 | Bypass
Select original and copy type andor orientation 0K
Qriginal. C

Corbing 1 5ide
[F-L]
2 Sided E‘ wmmnezsmg ‘ Oriertation
E CowerSlip Sheet i Edit/Stamp !Dup pcamblneﬁerlesi Reduce/Enlarge

%0

BPress the [8 Originals] key, then
press the [OK] key.

Select original and copytype andsr orientation.
Original 80rignals  COPY:

! . " Tsided | [Combine 1 5ie | ; Seies/ Buok
£ Sided £ Sided rientation

Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the

[Start] key.



Combine

B Press the [16 Originals] key, then
press the [OK] key.

1 Sided 16 Pages — Combine
2 Side

Copies sixteen 1-sided originals to-
gether to both sides of a sheet.

J[Combine 2 Side Gelect em

W
1 . 112134 dorginals | 8 Onginals oures T
5(6(78
=> !
15
16 9 [10|11[12
13(14|15(16
2 Selectw
GOSHVYSE R
Select original and copytype andsr orientation. E 0K
1. Front oignal___ tGoriginals S0Py, ]
i g\ VSiced | [Combine 1 Sie | 1 221es/ Bosk
2. Back 2 Sited i STﬁmﬁ | | Orientation
. . Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge
I] Press the [Dup./Combine/Series] key.

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top

Rk | B | 9% 100% to Bottom]. See = P.80 “Specify-
ing Orientation of Bound Origi-
nals”.

B Press the [OK] key.

E Press the [1 Sided] key for the orig-
inal, then press the [Combine 2
Side] key for the copy.

E Select the paper.

ﬂ Set your originals, then press the
[ Start] key.

Select original and copy type andor orientation. [s]'3
Qriginal: Copy:

Combine 1 Side SeriesBotk
iR e

[ ZSided [ ZSided Combine Z Side Orientation

i Cower/Slip Sheet E Edit/Stamp iDup ﬂCanlnEﬂSenesE Reduce/Enlarge
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2 Sided 2 Pages — Combine 1
Side

Copies one 2-sided original to one
side of a sheet.

=> 7 =z

B press the [Dup./Combine/Series] key.

EET e
| fa-As | Asene | 93"% 1003

g Press the [2 Sided] key for the orig-
inal, then press the [Combine 1
Side] key for the copy.

B Press the [2 Pages] key, then press
the [OK] key.

Select original and copy type andor orientation. oK

iinal: Copy:

Combine 1 Swnai SeriesBotk

[7.-(1

Combine Z Side i Oriertation

TtoT
Edt/Atamp

DuﬂCanlnEﬂSenesE Reduce/Enlarge

4500

Select original and copytype andsr orientation.
Original 2Pages Copy:
1 Sided

£ Sided ; nmhineZSinE; rientation
Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the

[Start] key.



Combine

Sided 4 Pages — Combine 1
Side

Copies two 2-sided originals to one

side of a sheet.

EET e
| fa-As | Asene | 93"% 1003

g Press the [2 Sided] key for the orig-
inal, then press the [Combine 1
Side] key for the copy.

Select original and copy type andor orientation. oK

iinal: Copy:

Combine 1 Side i SeriesBotk
Combine Z Side i Oriertation
Lup ﬂCanlnEﬂSenesE Reduce/Enlarge

4500

[7.-(1

TtT

Edt/Atamp

B Press the [4 Pages] key, then press
the [OK] key.

Select original and copytype andsr orientation.
Original 4Pages Copy:
1 Sided

£ Sided ; nmhineZSinE; rientation
Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the

[Start] key.
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Copying

; ; B Press the [8 Pages] key, then press
2 Sided 8 Pages — Combine 1 the [OK] key.

Side

Copies four 2-sided originals to one
side of a sheet.

Select original and copytype andsr orientation.

Original & Pages Copy:
@ 1 Sided
2 " P -
ThT £ Sided ; ﬂmhIﬂEZSIﬂE; rientation

Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying

EET e
| fa-As | Asene | 93"% 1003

B press the [2 Pages] key for the orig- Orientation of Bound Originals”.
inal, then press the [Combine 1
Side] key for the copy. B press the [OK] key.

B Select the paper.

ﬂ Set your originals, then press the
[Start] key.

Select original and copy type andor orientation. oK

iinal: Copy:

Combine 1 Side i SeriesBotk
Combine Z Side i Oriertation
Lup ﬂCanlnEﬂSenesE Reduce/Enlarge

4500

[7.-(1

TtT

Edt/Atamp




Combine

2 Sided 4 Pages — Combine 2
Side

Copies two 2-sided originals together
to both sides of a sheet.

EET e
| fa-As | Asene | 93"% 1003

g Press the [2 Sided] key for the orig-
inal, then press the [Combine 2
Side] key for the copy.

Select original and copy type andor orientation. oK

iinal: Copy:

Combine 1 Swnai SeriesBotk

[7.-(1

TtT

Combine Z Side i Oriertation

DuﬂCanlnEﬂSenesE Reduce/Enlarge

4500

Edt/Atamp

B Press the [4 Pages] key, then press
the [OK] key.

J[Combine 2 Side Gelect em

e
[k

|G

Select original and copytype andsr orientation. E OK

Original 1Pages Copy )
I ‘ 1Sided [ Series/ Bk
[ -5, L“ML:
2 T4 3 - =
Tt T TtaT 1 Sited rientation

Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key
B Select the paper.

ﬂ Set your originals, then press the
[Start] key.
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Copying

2 Sided 8 Pages — Combine 2
Side

Copies four 2-sided originals together
to both sides of a sheet.

GCSHVY2E

1. Front
2. Back

ﬂ Press the [Dup./Combine/Series] key.

Ty Uf

{28 Ofse Ui of [£3
A3 % B5S % B4 % Ad | e

Auto Reduce/Enlarge g i g Raaes - ng 100%|
Create
bangin

Feduce/Enlarge

E Dup CombineSeries

H CowersSlip Sheet Edit;Stamp

E Press the [2 Sided] key for the orig-
inal, then press the [Combine 2
Side] key for the copy.

Di3E Djas OfTH JF &
% B5S % B4 §5A4 | ops

Select original and copy type andyor orientation
iinal: Copyt

@ 2 . ] |

2

TwT 2 Sided Combine 2 Side Origrtation
Dup ﬁnmninerﬁeries! Feduce/Enlarge

4500

0K

Edt/Atamp

B Press the [8 Pages] key, then press
the [OK] key.

Select original and copytype andsr orientation. E OK
Original & Pages Capy. ¥
‘ Toided [ Series/ Bk
gty e |
2 -, " -
ThT Tl £ Sided rientation

Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

& Note

O To change the copy orientation
to “Top to Bottom”, press the
[Orientation] key and select [Top
to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

B Press the [OK] key
B Select the paper.

ﬂ Set your originals, then press the
[Start] key.



Combine

B Press the [16 Pages] key, then press
the [OK] key.

2 Sided 16 Pages — Combine
2 Side

Copies eight 2-sided originals togeth-
er to both sides of a sheet.

J[Combine 2 Side Gelect em

-
1 21314 4 Pages i & Pages | ) i
V 5|6(7|8
v => !
9 (10|11 {12
VV 13|14|15|16
2 Selectw
GCSHVYGE (R |
Select original and copytype andsr orientation. E OK
Original 16 Pages Copy: P
1. Front i @ g\ VSiced | [Combine 1 Sie | 1 221es/ Bosk
2. Back et ETﬁmﬁ 2 Sided f| [ orientation

Cover/Slip Sheet i Edit Stamp EDU /‘Cnmh\neﬁenasi Reduce/Enlarge

B press the [Dup./Combine/Series] key.

& Note
O To change the copy orientation
to “Top to Bottom”, press the
: : : [Orientation] key and select [Top
worswsae | 20 | 1R | 9ex]100x to Bottom]. = P.80 “Specifying
Orientation of Bound Originals”.

Cower/Slip Sheet Edit/Stamp Dup ACombine/Seriesf  Reduce/Enlarge B Press the [OK] key.

lect th .
g Press the [2 Sided] key for the orig- E Select the paper

inal, then press the [Combine 2 ﬂ Set your originals, then press the
Side] key for the copy. [Start] key.

Select original and copy type andor orientation. [s]'3
Qriginal: Copy:

Iﬂ Sided T Smgi Series/ Book
2 j

2 f
TwT 2 Sided i Cnmh\nazsmai Oriertation

CowerfSlip Sheet | Edit/Stamp DuﬂCanlnEﬂSenesE Reduce/Enlarge

4500
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Series/Book

Series copies are made by separately
copying the front and back of a 2-sid-
ed original or the two facing pages of
a spread original onto two sheets of
paper. A book is made by copying
two or more originals in page order.

The following types of Series and
Book modes can be used:

< Series Copies

e Book — 1 Sided
Copies the two facing pages of a
spread original to make two 1-
sided copies.

* Book — 2 Sided
Copies a spread two-page origi-
nal onto both sides of a sheet.

¢ Front & Back— 2 Sided
Copies each two-page spread
original as it is onto both sides
of a sheet.

< Booklet

¢ 1 Sided — Booklet
Make copies in page order for a
folded booklet.

¢ 2Sided — Booklet
Copies a 2-sided original in
page order for a folded booklet.
¢ 1 Sided — Magazine
Copies two or more originals to
make copies in page order (as

when they are folded and
stacked).

¢ 2 Sided — Magazine
Copies 2-sided originals to
make copies in page order (as
when they are folded and
stacked).

Series Copies

Book — 1 Sided

You can make one-sided copies from
two facing pages of a bound original
(book).

? Limitation

O You cannot use the Book — 1 Sided
function from the document feed-
er.

& Note

O See the following table when you
select original and copy paper siz-
es with 100% ratio:

< Metric version

Original Copy paper

A3 A4[) x 2 sheets
B4> B5[J x 2 sheets
A4 A5[) x 2 sheets

< Inch version

Original Copy paper

11"x17'3 81/,"x11"[) x 2
sheets

81/, x11"5 51/7"x81/2"[) x2
sheets




Series/Book

B press the [Dup./Combine/Series] key.

Auto Feduce/Enkarge =g§jsg =ggjﬁ ]

93%| 100%

Select original and copy type andyor orientation
Qriginal. Copyt

w .
Ce] 1 e
[ 2Sided . [ 2Sided Combine 2 Side Oriertation
i CowersSlip Sheet ! Edit;Stamp iDup ﬁnmnlnerﬁenes! Feduce/Enlarge

[‘] Make sure that the [Series] key is
selected.

LID4LIDTL|D [£3
Bypass

3
3%85

Il Series/ Book

-.”*@ [-Lh

| Books2Sided | FrontdBacks 2 Sided |

Select fem.

O Press the [Book—1 Sided] key, then
press the [OK] key.

Sisa
BS

4LIDTLI D_ [
'Bypass

Il Series/ Book

(AL b [ -l

Select fem.

B Press the [OK] key.

B Make sure that the [Auto Paper Se-
lect] key is selected.

& Note

O If the [Auto Paper Select] key is
not selected, press the [Auto Pa-
per Select] key.

ﬂ Set your originals, then press the
[Start] key.

Book — 2 Sided

Copies a two-page spread original
onto both sides of a sheet.
? Limitation

O You cannot use the Book — 2 Sided
function from the document feeder.

°[y

& Note

O See the following table when you
select original and copy paper siz-
es with 100% ratio:

< Metric version

Original Copy paper
A3 A4 (2-sided)
B4 B5 (2-sided)
A4 A5 (2-sided)

< Inch version

Original Copy paper
11"x 17" 81/,"x 11" (2-sided)
8l/,"x 11" 51/5" % 81/," (2-sid-

ed)
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B press the [Dup./Combine/Series] key.

ﬂ Set your originals, then press the

[ Start] key.

Front & Back — 2 Sided

| nd=n3 §
| AS-A4 §

ik
| RA4-AS

93%| 100%

] Auto ReducedEnlarge

Select original and copy type andyor orientation
Qriginal. Copyt

w .
Ce] 1 e
[ 2Sided . [ 2Sided Combine 2 Side Oriertation
i CowersSlip Sheet ! Edit;Stamp iDup ﬁnmnlnerﬁenes! Feduce/Enlarge

[‘] Make sure that the [Series] key is
selected.

38
3%85

DiaE D TL| D [£3
Bypass

Il Series/ Book

-.”*@ [-Lh

| Books2Sided | FrontdBacks 2 Sided |

Select fem.

O press the [Book—2 Sided] key, then
press the [OK] key.

Sisa
BS

4LIDTLI D_ [
'Bypass

Il Series/ Book

(AL b [ -l

Select fem.

B Press the [OK] key
E Select the paper.

Copies each two-page spread original
as it is onto both sides of a sheet.

? Limitation

O You cannot use the Front & Back —
2 Sided function from the docu-

ment feeder.

& Note

O See the following table when you
select original and copy paper siz-
es with 100% ratio:

< Metric version

Original Copy paper
A3 A4 (2-sided)
B4 B5 (2-sided)
A4Y A5 (2-sided)

< Inch version

Original Copy paper

11"x 17" 8l/," x 11" (2-sid-
ed)

81/y"x11"DY 51/," x 81/," (2-sid-

ed)




Series/Book

I] Press the [Dup./Combine/Series] key. ﬂ Set your originals, then press the
[ Start] key.

& Note

3 Press the [#] key after all origi-

WEERE e nals are scanned.
| Ad=As | AS+Ad |

Auto ReducedEnlarge

Select original and copy type andyor orientation
Qriginal. Copyt

w .
Ce] 1 e
[ 2Sided . [ 2Sided Combine 2 Side Oriertation
i CowersSlip Sheet ! Edit;Stamp iDup ﬁnmninerﬁeries! Feduce/Enlarge

[‘] Make sure that the [Series] key is
selected.

DSLIDdLIDTLID £
BS Bypass

IlSEHESIEnnk Select ftem

BV T

Books2 Sided | FrontdBacks 2 Sided |

O press the [Front & Back — 2 Sided]
key, then press the [OK] key.

=] Dgzu DgBLI Diae DgTLI [A]

Ilsarlasmnnk Select ftem

Books=1 Sided

1 -1 [9-L

B Press the [OK] key.
E Select the paper.
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Copying Book Originals

? Limitation

O You cannot use the bypass tray
with this function.

& Note

O The machine sets the reproduction
ratio automatically to meet the pa-
per size and copies the originals to-
gether onto the paper.

O The machine uses ratios in the
range of 25 to 400%.

O If the calculated ratio is under the
available minimum ratio, it will be
adjusted to the minimum ratio.
However, with some ratios, parts
of the image might not be copied.

O Even if the direction of originals is
different from that of the copy pa-
per, the machine will automatical-
ly rotate the image by 90° to make
copies properly.

1 Sided — Booklet

Make copies in page order for a fold-
ed booklet as shown in the following
illustrations:

< Open to Left

=1l

GCBOOKOE

< Open to Right

1|

GCBOOK1E

ﬂlmportant

O Before selecting this function, se-
lect “Open to left” or “Open to
right.” with the User Tools. =
“Orientation: Booklet, Margine” in
P.218 “Edit 2/,”.

& Note
O Four originals are copied onto each
sheet of copy paper.

O In this mode, the machine sets the
reproduction ratio automatically
to meet the paper size and copies
the originals together onto the pa-

per.
O A ratio is selected in the range of 25
to0 400%.

O If the calculated ratio is under the
available minimum ratio, it will be
adjusted to the minimum ratio.
However, with some ratios, parts
of the image might not be copied.

O If the number of originals scanned
is less than a multiple of 4, the last
page is copied blank.

O You can have a 3mm, 0.1" bound-
ing margin around all four edges
of the original left blank (erased).
= “Erase Original Shadow in
Combine” in P.216 “Edit 1/,”.



Series/Book

How to fold copies to make a

booklet

1. Open to Left
2. Open to Right

GCBOOKZE

B press the [Dup./Combine/Series] key.

Auto Feeducs Enlarge Egjag Egjag

33%|100%

Ok

Select original and copy type andor orientation.
Qriginal: Copy:

Combine 1 Swnai SeriesBotk

‘
I . ? i i
[ ZSided . [ ZSided Combine Z Side Orientation

i Cower/Slip Sheet E Edit/Stamp iDqu’CDmDIﬂEﬁErIESE Reduce/Enlarge

B Press the [Book] key.

Select item

Il Series/ Bk

Book 2 Sided | FrontaBack»2 Sided |

O press the [1 Sided — Booklet] key,
then press the [OK] key.

| .
Il Series/Book  Select ftem

>4 -4k 7 @w IR

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the
[Start] key.

& Note

O When placing one original on
the exposure glass or in the doc-
ument feeder in Batch mode,
press the [#] key after all origi-
nals are scanned.
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2 Sided — Booklet

Make 2 sided originals to copies in
page order for a folded booklet as
shown in the following illustrations:

< Open to Left

ELSR

< Open to Right

ENAR

#Important

O Before selecting this function, se-
lect “Open to left” or “Open to
right.” with the User Tools.

O Two originals of 2 sided are copied
onto each sheet of copy paper.

GCAHO10E

GCAH020E

O In this mode, the machine sets the
reproduction ratio automatically
to meet the paper size and copies
the originals together onto the pa-
per.

O A ratio is selected in the range of 25
to 400%.

O If the calculated ratio is under the
available minimum ratio, it will be
adjusted to the minimum ratio.
However, with some ratios, parts
of the image might not be copied.

O If the number of originals scanned
is less than a multiple of 4, the last
page is copied blank.

3 You can have a 3mm, 0.1" bound-
ing margin around all four edges
of the original left blank (erased).
= “Erase Original Shadow in
Combine” in P.216 “Edit 1/,”.

How to fold copies to make a
booklet

.0 0-

GCBOOK2E

1. Open to Left
2. Open to Right

B press the [Dup./Combine/Series] key.

uto Reduce/Enlarge i Egjgg Eéjgg i g 3%; 100




Series/Book

E Press the [Series/Book] key.

Select original and copy type andor orientation. [s]'3
Qriginal: Copy:
E | Combine 1 Side i Serfes/ Btk
> i
Z Sided I 2 Sided i Combine Z Side i Oriertation

i Cower/Slip Sheet E Edit/Stamp iDqu’CDmDIﬂEﬁErIESE Reduce/Enlarge

B Press the [Book] key.

IlSEHESIEnnk Select ftem

O press the [2 Sided — Booklet] key,
then press the [0OK] key.

IlSEHESIEnnk Select ftem

IHM!-@@@

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the
[Start] key.

& Note

O When placing one original on
the exposure glass or in the doc-
ument feeder in Batch mode,
press the [#] key after all origi-
nals are scanned.

1 Sided — Magazine

Copies two or more originals to make
copies in page order when they are
folded and stacked.

< Open to Left

1

LTI S
g U U

GCBOOKSE

< Open to Right

1

1o A6
0 U NP

GCBOOK4E

ﬂlmportant

O Before selecting this function, se-
lect “Open to left” or “Open to
right.” with the User Tools. =
“Orientation: Booklet, Magazine”
in P.218 “Edit 2/,".

& Note
O Four originals are copied onto each
sheet of copy paper.

O In this mode, the machine sets the
reproduction ratio automatically
to meet the paper size and copies
the originals together onto the pa-

per.
O A ratio is selected in the range of 25
to 400%.
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Copying

3 If the calculated ratio is under the
available minimum ratio, it will be
adjusted to the minimum ratio.
However, with some ratios, parts
of the image might not be copied.

O If the number of originals scanned
is less than a multiple of 4, the last
page is copied blank.

O You can have a 3mm bounding
margin around all four edges of
the original left blank (erased). =
“Erase Original Shadow in Com-
bine” in P.216 “Edit 1/,”.

O The copying may take some time
after scanning originals.

How to fold and unfold copies to
make a magazine

< Open to Left

900

GCBOOKSE

< Open to Right

T[T

GCBOOKGE

106

B press the [Dup./Combine/Series] key.

iuta Reduce/Enlarge i Egjgg Eéjgg g 3%; 100

i Create
E Mangin

] Reduce/Enlarge

lie D28 ojse D4 ofTe U] &
}B4 A4}Ewass

Select original and copy type andar orientation.
Original Cap!

[ 1w ] (][ ®
2 Sided i . 2 Sided iECnmhinQZEinei | Orientation
Cover/Slip Sheet i Edit Stamp !Duuﬁnmhmﬁenasi Reduce/Enlarge

[‘] Press the [Book] key.

18 0i28 @j3d U4 o|Te U [N
A3 | B5| B4 ] Ad | ewes
Il Series/Book  Select item

U1 [ [ [F-1H,

BookZ Sided | FrontaBack»Z Sided |

O press the [1 Sided — Magazine] key,

then press the [OK] key.

D}a

= 5Ty
B4 ] A

al

Il Series/Book  Select item

Series

B Press the [OK] key.
E Select the paper.



Series/Book

ﬂ Set your originals, then press the
[Start] key.

& Note

O When placing one original on
the exposure glass or in the doc-
ument feeder in Batch mode,
press the [#] key after all origi-
nals are scanned.

2 Sided — Magazine

Copies two or more originals of 2 sid-
ed to make copies in page order when
they are folded and stacked.

< Open to Left

>l AL/
N 8N 4

GCAHO30E

< Open to Right

e
N 8 4

GCAHO40E

ﬂlmportant

O Before selecting this function, se-
lect “Open to left” or “Open to
right.” with the User Tools. =

“Orientation: Booklet, Magazine”
in P.218 “Edit %/,”.

& Note

O Two originals of 2 sided are copied
onto each sheet of copy paper.

O Four originals are copied onto each
sheet of copy paper.

O In this mode, the machine sets the
reproduction ratio automatically
to meet the paper size and copies
the originals together onto the pa-

per.
O A ratio is selected in the range of 25
to 400%.

O If the calculated ratio is under the
available minimum ratio, it will be
adjusted to the minimum ratio.
However, with some ratios, parts
of the image might not be copied.

O If the number of originals scanned
is less than a multiple of 4, the last
page is copied blank.

O You can have a 3mm bounding
margin around all four edges of
the original left blank (erased). =
“Erase Original Shadow in Com-
bine” in P.216 “Edit 1/,".

O The copying may take some time
after scanning originals.
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How to fold and unfold copies to
make a magazine

< Open to Left

900

GCBOOKSE

< Open to Right

Tl

GCBOOKSE

B press the [Dup./Combine/Series] key.

Auto Feduce/Enkarge i ggjgg ggjgg ] ax% 1002

g Press the [Series/Book] key.

Select original and copytype andsr orientation.
Original Copy:

ealhigliley |
2 Sited . 2 5ided  { [ Comhine Z Side rientation
Cover/Slip Sheet i Edit Stamp EDUD /‘Cnmh\neﬁenasi Reduce/Enlarge

B Press the [Book] key.

lie D28 ojse D4 ofTe U] &
BS}BA‘. A4}Ewass

Il Series/Book  Select item

‘Zalﬂ Eﬂam

Buok»2 Sided | FrantaBacks2 Sided |

O press the [2 Sided — Magazine] key,
then press the [OK] key.

B 5j3e D]ie ot 0
Selert 3 35134 A4}.:_ %

1
Il Series/Book  Select item

-»I! 7. -4 (1= - @

|| 1 SigedsBocklet || 2 SidedsBouklet | | 1 SidedsMagarine

B Press the [OK] key.
B Select the paper.

ﬂ Set your originals, then press the
[Start] key.

& Note

O When placing one original on
the exposure glass or in the doc-
ument feeder in Batch mode,
press the [#] key after all origi-
nals are scanned.



Edit Image

Edit Image

Image Repeat

The original image is copied repeat-

edly.
R R
R-

& Note

O The number of repeated images
depends on the original size, copy
paper size, and reproduction ratio.
See the following table:

% Original: A5[)/Copy paper: A4[J)
or Original: ASL>?/Copy paper
A

4 repeats (71%) 16 repeats (35%)

Repeat! Repeat2

% Original: A5 [J/Copy paper: A4C>
or Original: AS>?/Copy paper
A4l

2 repeats 8 repeats 32 repeats
(100%) (50%) (25%)

Repeat3 Repeatd Repeat5

O Part of a repeated image might not
be copied depending on copy pa-
per size, copy paper direction or
reproduction ratio.

O You can insert separation lines be-
tween repeated images. = “Repeat
Separation Line” in P.218 “Edit 2/,".

I] Select the size of the copy paper
and the reproduction ratio.

E Press the [Edit/Stamp] key.

e Dize ojsw Djse ofTe U] o
Ad | A3 BS}B4 A4}Ewass

A3+A4 § A4+A3
#iuto Reduce/Enlarge i Hi-A5 i H5-A4 i ] E%i 100

b

‘ Edit Image 3 Erase Margin Adjustment E Stamp |

Coversslip Sheet Edit/Stamp Dup.ﬁnmn\neﬁer\es! Reuee/Enlarge

E] Press the [Image Repeat] key.

______ 83 [RE

‘ Double Copies El Centering ”Pnsilivemlegaiivei

B Press the [OK] key.
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B Press the [OK] key.

ﬂ Set your original, then press the
[Start] key.

Double Copies

One original image is copied twice on
one copy as shown in the illustration.

R R

R

? Limitation

O The following originals cannot be
detected properly on the exposure
glass. Be sure to select the copy pa-
per manually or set the originals in
the document feeder.

Metric | A52, B6[[J 2

version

Inch 51/," x 81/,"F
version

O You cannot use the bypass tray
with this function.

& Note
O You can insert separation lines be-
tween repeated images. = “Dou-

ble Copies Separation Line” in
P.218 “Edit 2/,”.

O See the following table when you
select original and copy paper siz-
es with 100% ratio:

< Metric version

Original Size and | Copy Paper Size
Direction and Direction
A5 A4l

B6C7 B5[)

A4l A3

A5[) AL

B6[) B5C5

< Inch version

Original Size and | Copy Paper Size
Direction and Direction
51/2"x8'/,'0 81/2"x 11" [
51/2"x81/2"[) 81/2"'x11"D
8l/,"x 11"[J 11"x 17"

ﬂ Press the [Edit/Stamp] key.

w

D]2e olsw D] o]t
A3 | B5]|B4]A Bypass

al

o Rhuce nlage gg;gg feis] saxioo

Select ftem. O K
(2R,
i
3 Erase

| Edt Image

Margin Adjustment £ Stamp |

Coversslip Sheet Edit/Stamp Dup.ﬁnmn\neﬁer\es! Reuee/Enlarge




Edit Image

B Press the [Double Copies] key.

Select tem.

ABC|
o

ﬂ Press the [OK] key.
B Press the [OK] key.
E Select the paper.

ﬂ Set your originals, then press the
[Start] key.

Centering

You can make copies by moving the
image to the centre of the copy paper.

R

GCCNTROE

? Limitation

O You cannot use the bypass tray
with this function.

O If the direction of originals is dif-
ferent from that of the copy paper,
the machine will not rotate the im-
age by 90°(rotated copy).

O If the original size cannot be meas-
ured, the centring function will not
work.

& Note

O The original sizes and directions
for centring are listed below.

< Metric version

Original | Original size and direction

placed on:

Exposure | A3[7, B4?, A4 7,

glass B[

Document | A37, B42, A4 7,

feeder B[, A0, B6 D2,
11"x 17"

< Inch version

Original | Original size and direction
placed on:

Exposure |11"x 17", 81/," x 14",
glass 81/, x11"D P

Document | A4[J2, 11" x 17"F, 11" x
feeder 157, 81/," x 14", 81 /5" x

11", 5'/,"x 81/," D2

I] Select the paper.
E Press the [Edit/Stamp] key.

28 Bjse Jjaw ofTe U] o
BS} B4 A4}Ewass

| suto Reducesnlarge i A3+A1

RaoA3
Ri-As | As-Ad i 93"1 100

e Dize ojsw Djse ofTe U] o
A3 BS}B4IA4}EW6&5

E OK
33
m1fi
| Edtmage ¥ Erase | Mergin Adjustent £ Stamp |
Coversslip Sheet ! EditStamp iDup.JCummneﬁemes! Reduce/Enlarge
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ﬂ Press the [Centering] key.

Select tem.

1[Eqi image

B Anc)
wpf] =] @[5 RO
Image Repeat i | Double Copies i 1

B Press the [OK] key.
B Press the [OK] key.

ﬂ Set your originals, then press the
[Start] key.

Positive/Negative

If your original is black and white,
copy images are inverted.

GCHATN1E

ﬂ Press the [Edit/Stamp] key.

Uy

28 Dis3e Disg ofTy U &
Ad A3g 'B4§;

B5 { Ad :Bwass

Auto Reduce/£nlarge ! fA3:Rd ¢ Ad+A3 §

f3i0d § B2 4 BS%!IUO%

g Press the [Edit Image] key.

Select item. f OK
T
@
‘ Edit Image Erase hargin Adjustment i Stamp I

Cover/Slip Sheet Edit Stamp Dup. /‘Cnmh\neﬁenasi Reduce/Enlarge

B Press the [Positive/Negative] key.

lie D28 ojse D4 ofTe U] &
}B4 A4}Ewass

w5 [RHE

Centering I

| Image Repeat i‘ Double Copies

|

ﬂ Press the [OK] key.
B Press the [OK] key.
E Select the paper.

ﬂ Set your originals, then press the
[ Start] key.



Erase

Erase

This function erases the centre and/
or all four sides of the original image.
This is useful for avoiding shadows
on the copy image caused by the
bound originals, such as books.

This function can be used in three
ways:

< Border
This mode erases the edge margin
of the original image.

< Center
This mode erases the centre mar-
gin of the original image.

< Center/Border
This mode erases both the centre
and edge margins of the original
image.

& Note

O You can change the width of the
erased margin as follows:

Metric | 2-99mm (in Imm steps)
version

Inch 0.2"-3.9" (in 0.1" steps)
version

O The default setting of the erased
margin is as follows. You can
change this settings with the User
Tools. = “Erase Border Width”
and “Erase Center Width” in P.216
“Edit 1/,”.

Metric
version

Inch 0.4"
version

10mm

O The width of the erased margin
varies depending on the reproduc-
tion ratio.

O If the size of the original is differ-
ent from sizes listed in the follow-
ing chart, the erased margin might

be shifted.

< Metric version

Where Origi-
nal Is Set

Paper Size and Orien-
tation

Exposure glass

A3, B47, Ad0 3,
B2

Document
feeder

A3, B47, AdD 3,
B2, A5,
Bo[J 2, 11" x 17'?

< Inch version

Where Origi-
nal Is Set

Paper Size and Orien-
tation

Exposure glass

11"x 17", 81 /5" x
143, 8 /" x11"D B

Document
feeder

AP, 11"x 17",
81/," x 14",
81/, x11"D 3,

5/,"x8' /2" DD

O The relationship between the orig-

inal orientation and the erased part

is as follows:

[ original

[ original

L

O 1: Erased part
0 2: 2-99mm
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Border Erase

This function erases the edge mar-
gins. You can set the same margin
width for all four sides, or you can set
different margin widths for each side.

GCCENT2E

& Note

O If you want to erase the centre mar-
gin too, use the Centre/Border
function. = P.116 “Center/Border
Erase”.

ﬂ Press the [Edit/Stamp] key.

38 [Jiae oty U] &
B5 ;B4 g;A4 | By

Ad A3g

Auto Reduce/£nlarge ! fA3:Rd ¢ Ad+A3 §

f3i0d § B2 4 BS%!IUO%

| Edit Image Erase

bargin Adjustment I Stamp ;

E CoweriSlip Sheet Edit/Stamp Dup. ﬂCaleneﬂSerlesi Reduce/Entarge

B Press the [Border] key.

OReady

Erase
Adjust width of the rea to erage with BE)

<En~99m>

Diff. ‘Width

ﬂ Set the erase border width.

Selecting [Same Width]

@ Press the [Same Width] key.

OReady

Erase
Adjust width of the rea to erage with BE)

<En~99m>

@ Set an erase border width with
the [4] and [—] keys, fol-
lowed by the [OK] key.

& Note

O To change the value entered,
press the [4] and [—] keys

and enter the new value.

Selecting [Diff. Width]

@ Press the [Diff. Width] key.

OReady

Erase
Adjust width of the area to erase with EI=)

Same 'Width

<2 ~30m >




Erase

@ Press the key for the border
you wish to change and set an
erase border width with the
[4] and [—] keys.

& Note
O To change the value entered,

press the [+] and [—] keys

and enter the new value.
© Press the [0K] key.

B Press the [OK] key.

B Set your originals, then press the
[Start] key.

Center Erase

This function erases the centre mar-

gin.

GCCENTIE

& Note

O If you want to erase the border
margin too, use the Center/Border
function. = P.116 “Center/Border
Erase”.

ﬂ Press the [Edit/Stamp] key.

woreawsr | 20 | BRI ] s 100%
] _) Creale

Dup.Combine Series

Cowersglip Sheet Edit/Stamp Reduce/£ntarge

E Press the [Erase] key.

Select item

-
b

‘ Edit Image Erase

hargin Adjustment i Stamp I

Cover/Slip Sheet Edit Stamp Dup. /‘Cnmh\neﬁenasi Reduce/Enlarge

B Press the [Center] key.

OReady

Erase

Adjust width o the area to erase with 2
10m

<t~38m>

| CenterBarder i

ﬂ Set the erase centre width with
the [4] and [—] keys. Then press
the [OK] key.

OReady

Erase
Adjust width o the area to erase with 2

<t~38m>

& Note

O To change the value entered,
press the [4] and [—] keys and

enter the new value.

B Set your originals, then press the
[Start] key.
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Center/Border Erase

This mode erases both the centre and
edge margins. You can set the same
margin width for all four sides and
centre, or you can set different margin
widths for each.

GCCENT3E

ﬂ Press the [Edit/Stamp] key.

1E Dgzu =) | 3|_| D

4|_| D TLI D [
'Bypass

uto Reduce/£Enlarme !

A3+A4
A4-+AS

Ao+A4

! A1+A3 ! sax|100%

[ mage

bargin Adjustment I Stamp

I Cowrsip sheet

EdiStamp

Dup. ﬂCaleneﬂSerlesi Reduce/Entarge

B Press the [Center/Border] key.

OReady
Erase

Center | 1 0m <tm-~$m

Diff. ‘Width

ﬂ Set the erase margin width.

Selecting [Same Width]

@ Press the [Center] key, then set
the erase centre width with the
[4] and [—] keys.

& Note

O To change the value entered,
press the [4] and [—] keys

and enter the new value.
@ Press the [Same Width] key.

OReady
Erase

Select the area, then adjust
Center | 1 0m <tm-~$m

Diff. ‘Width

© Press the [Border] key, then set
the erase border width with the
[] and [—] keys.

& Note

O To change the value entered,
press the [4] and [—] keys
and enter the new value.

O Press the [0OK] key.



Erase

Selecting [Diff. Width]
@ Press the [Diff. Width] key.

CReady

Erase
Select the area, then adjust width to erase wi

<Zrm~%nin > g

@ Press the key for the part you
wish to change and set an erase
margin width with the [4] and
[=1] keys.

& Note
O To change the value entered,
press the [4] and [—] keys

and enter the new value.
© Press the [0K] key.

B Press the [OK] key.

B Set your originals, then press the
[Start] key.
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Margin Adjustment

You can shift the image left, right, top
or bottom to make a binding margin.

A

A

? Limitation

O If you set the margin too wide, ar-
eas you do not want to delete
might be erased.

& Note

O You can change the width of the
binding margin as follows:

Metric | 0—30mm (in Imm steps)
version

Inch 0"-1.2" (in 0.1" steps)
version

O The margin width default is as fol-
lows. You can change this default
setting with the User Tools. =
“Front Margin: Left/Right”, “Back
Margin: Left/Right”, “Front Mar-
gin: Top/Bottom”, “Back Margin:
Top/Bottom” in P.216 “Edit /2.

Metric | ® Front: 5mm Left

version | e Back: 5mm Right

Inch e Front: 0.2" Left

version | ¢ Back: 0.2" Right

O When making two-sided copies
from one-sided originals, you can
set a binding margin for back pag-
es. = “1 sided — 2 sided Auto
Margin: Tto T”, “1 sided — 2 sided
Auto Margin: T to B” in P.216 “Edit
.

O When making copies in Combine
mode, the binding margins are
made on the copies after the com-
bining is finished.

O When “2 Sided — 1 Sided” is se-
lected, set the binding margins for
front and back pages of the origi-
nal.

ﬂ Press the [Edit/Stamp] key.

e Dize ojsw Djse ofTe U] o
Ad | A3 BS}B4 A4}Ewass

A3+A4 § A4+A3
#iuto Reduce/Enlarge i Hi-A5 i H5-A4 i ] E%i 100

‘ Edit Image Erase

hargin Adjustment i Stamp I

Cover/Slip Sheet Edit Stamp Dup. /‘Cnmh\neﬁenasi Reduce/Enlarge




Margin Adjustment

B Set a binding margin for a front
page. Press the [«] and [—] keys
when setting the left and right
margins, and the [{]and [T] keys
when setting the top and bottom
margins.

Ty D &
Ad | epass

18 Pjze olse Ul o)
A4 |'AS | BS5 'B4§;

IlMargin Adjust. Adjust margin

& Note

O To change the value entered,
press the [«], [-], [], M keys
and enter the new value.

ﬂ Set a binding margin for back
pages. Press the [«] and [—] keys
when setting the left and right
margins, and the [{]and [T] keys
when setting the top and bottom
margins.

& Note

O You can specify the back margin
only when the Duplex or the
Two Sided copy with Combine
is selected.

O If you do not need to specify the
back margin, press the [OK] key
and go to step B.

B Press the [OK] key.

ﬂ Set your originals, then press the
[Start] key.
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Stamp

This function prints stamp on the
copies. Stamp modes are as follows:

< Background Numbering
This function prints numbers on
the background of copies.

% Preset Stamp
This function prints preset messag-
es on copies.

% User Stamp
This function prints custom mes-
sages on copies.

< Date Stamp
This function prints the date on
copies.

< Page Numbering
This function prints page numbers
on copies.

Background Numbering

32 MB of memory is required to use
this function (If the machine is
equipped with the Printer unit, 32MB
memory is not required.).

Use this function to have numbers
printed on the background of copies.

This function can help you to keep
track of confidential documents.

R-R

GCSTMP2E

& Note

O You can change the size of the
numbers with the User Tools. =
“Size” in P.221 “Background Num-
bering”.

O You can change the density of the
numbers with the User Tools. =
“Density” in P.221 “Background
Numbering”.

O The numbers appear to overlap the
copied image in some cases.

I] Press the [Edit/Stamp] key.

B D28 o5 Djae o]Te O] o
BS}B4 A4}Ewass

A3+A4 A4-A3

#uto Reduce/Enlarge ; Ad-A5 ; A5-A4 ; 9 3%; 100

112 Create
* hargin

Select item. [ Ok
353
-]
| Edtmage ¥ Erase | Mergin Adjustent £ Stamp |
Cover/sIip Sheet ! Edf/Stanp iDuD./Cummneﬁemes! Reduce/Enlarge




Stamp

BPress the [Background Numbering]
key.

CReady
Stamp

el
|| [conmogtmeL [

| Background {f  Presst
| Mumbering {f  Stamp

User Stamp ” Date Stamp %

Page
MHumbering

ﬂ Enter the number to start count-
ing from with the number keys.
Then press the [OK] key.

ahe a single set.

Background Mumbering
Enter start number.

Start Humber 1
<1999

& Note

O The number can be set from 1 to
999.

O To change the entered number,
press the [Clear] or [Clear/Stop]
key and enter the new number.

B Press the [OK] key.

User Stamp ” Date Stamp %

Pag
MHumbering

E Press the [OK] key.

ﬂ Set your originals, then press the
[Start] key.

Preset Stamp

32 MB of memory is required to use
this function (If the machine is
equipped with the Printer unit, 32 MB
memory is not required.).

GCSTMP1E

? Limitation

O You cannot use the bypass tray
with this function.

O One message can be stamped at a
time.

& Note

O One of the following eight messag-
es can be stamped on copies with a
frame around it: “COPY”, “UR-
GENT”, “PRIORITY”, “For Your
Info.”, “Preliminaray”, “For inter-
nal use”, “CONFIDENTIAL”,
“DRAFT”.

O You can change the print page
with the User Tools.

O You can change the size and densi-
ty of the stamp with the User
Tools.

O Depending on the paper size, if
you change the stamp size, parts of
the stamp might not be printed.

121



122

Copying

O You can choose the default settings
for the position, size and density of
the stamp with the User Tools. =
“Stamp Position”, “Stamp For-
mat” in P.221 “Preset Stamp 1/1-4/4".

O You can choose the default settings
for the print page with the User
Tools. = “Stamp Format” in P.221
“Preset Stamp /s-*/4".

O You can change the stamp lan-
guage with the User Tools. =
“Stamp Language” in P.221 “Preset
Stamp /4"

O The relationship between the di-
rection in which you set the origi-
nal and stamp orientation/
position is as follows:

oY)

[©]

(€]
©

Standard

®
®
®

com
[©]
®
®

=

@
®
®

[0]
@
@

90° Turn
U
5 o o™
® 6 e
©® ® i®

lKey on the disp\ayl
[Siamp position

oA

GCSTMPSE

O You can change the stamp position
to top, bottom, left and right each
way in Imm, 0.1" steps. = “Stamp

osition” in P.221 “Preset Stamp /4~
/4"

I] Press the [Edit/Stamp] key.

iuta Reduce/Enlarge i Egjgg Eéjgg g 3%; 100

i Create
E Mangin

] Reduce/Enlarge

[TE 028 ojse D}AEI DlTlal D} [
Ad ] Bpass

Ad | A3 ]| B5|B4
Select item. E O K
33
=]
‘ Edit Imane 1 Erase Margin Adjustrnent i Starnp l
Cover/Slip Sheet Edit Stamp Dup. ﬁnmh\neﬁenasi Reduce/Enlarge

[‘] Press the [Preset Stamp] key.

OReady

Bachground

Preset
Mumbering %‘ % User Stamp %| Date Stamp I

Page
Stamp E Mumbering

URGENT | PRIORITY I Forfow i, |

[ PRELIMINARY JForitemal UszOniy] CONFIDENTIAL § DRAFT |

<FositionSize/Density- <Frint Page>

B Press the [All Pages] or [1st Page on-

ly] key to select the print page.



Stamp

B Change the stamp position, size
or density.

If you do not wish to change, go to
step 0.

To change the stamp position,
size or density

@ Press the [Change] key.

@ Select the desired position,
size and density.

[STETY
Posttion/Size/Density

<Density-

=5tamp Positions =5izex

@ Press the [0K] key.

ﬂ After you specified all the desired
settings, press the [OK] key.

B Press the [Cancel] key.

User Stamp ” Date Stamp %

Pag
| Stamp MHumbering

& Note

O To cancel the settings, press the
[Cancel] key.

ﬂ Set your originals, then press the
[Start] key.

User Stamp

32 MB of memory is required to use
this function (If the machine is
equipped with the Printer unit, 32 MB
memory is not required.).

Up to four messages which you use
frequently can be stored in the ma-
chine's memory and stamped on cop-

1€es.
R-

5] Preparation
Before using this function, you
have to store your messages with
the User Tools. = P.125 “Program/
Delete User Stamp”.

®

R

GCSTMPOE

? Limitation

O You cannot use the bypass tray
with this function.

O One message can be stamped at a
time.

& Note

O You can change the print page
with the User Tools.
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O The relationship between the di-
rection in which you set the origi-
nal and stamp Orientation/
Position is as follows:

©
°© © 0@

Standard

®
®
®

90" Turn
U
© @ 0@
® 6 e
o ® |®

A E 5[V ]y]
eleo[ele|o[e o]

GCSTMPGE

lKey on thedisp\ayl ~ l 1 l
[S!amp position [ 0] [ @ [

&

O You can change the stamp position
to top, bottom, left and right each
way in Imm, 0.1" steps. = “Stamp
position” in P.222 “User Stamp /-
.

O You can choose the default settings
for the print page and the stamp
position with the User Tools. =
“Stamp condition” and “Stamp
position”in P.222 “User Stamp 1/»-?/

O You can combine this function
with only one Preset Stamp.

ﬂ Press the [Edit/Stamp] key.

ofse Uise oity J§ o
=A3 ;35 ;B4g;A4 ;Bypass

| A4=AD Ao+A4 F

uto ReduceEntarge § 032RE ! AR 4 g S%! 100%]

Press the [Stamp] key.

Select item. f OK

T

=]

‘ Edit Image Erase hargin Adjustment i Stamp I
Cover/Slip Sheet Edit Stamp Dup. /‘Cnmh\neﬁenasi Reduce/Enlarge

Press the [User Stamp] key.

Page
Nurnbering

Background Preset

Murtbering Starnp User Stamp i| Date Stamp I

Select the stamp you require.

OReady
User Stamp

Select stamp type:

2 | pare | 3 ke

__ 2] KNG
Stamp size: Horiz, B dm Werl, 3 2m

=Stamp Position= <Print Page=

Press the [All Pages] or [1st Page on-
ly] key to select the print page.

To change the stamp position

@ Press the [Change] key.



Stamp

@ Select the desired position.

CReady
Stamp Position

© Press the [OK] key.

E After you specified all the desired
settings, press the [OK] key.

& Note

O To cancel the settings, press the
[Cancel] key.

ﬂ Press the [OK] key.

Top right
All Pages

| Background I Preset

E Mumbering Jf  Stamp

B Set your originals, then press the
[Start] key.

Program/Delete User Stamp

l] Make sure that the machine is in
Copy mode.

EI Press the [User Tools/Counter] key.

User Tools/Counter

(o/=)

9 Screen
Contrast

ZCAS100N

E] Press the [Copier/Document Server]
key.

T

Copier/Document Server ~3
‘ De Settings ! | o
‘ EB Facsimile Settings i
Settings
‘ & Printer Settings %
‘ é Scanner Settings ! | [z

ﬂ Press the [Stamp] key.

ycument Server Features

eproduction Fatio | it | T |
Priority ;l\ﬂes H Auto Image Density Priority !
hing §|wnn image rotation ‘ ‘ Copy Quality !
' ;lNu H Image Density !
riortty

spley 144 [a

B Press the [User Stamp] key.

rcument Server Features

eprocuction Fetio | Edt B T |
E Preset Stamp i User Stamp i Date Stamp i
R Cr—
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BPress the [Program/Delete Stamp]
key.

ycument Server Features

eproduction Ratio Edit Stamp I Input Output I

Date Stamp

J:Stamp Position: 4 Mot progrmd [

tit rop riam | [Samp Format: 1 [ 1
*Mot progrmnd ”Tup right || Stamp Format: 2 Mot progrmd ;l
Mot progrmd lTup Tight 12 ’E

To program the User Stamp

@ Press the [Program] key.

S 1 [stawel | 2 [stawez || "3 | Nt progma |

@ Press the stamp number (1 - 4)
you want to program.

& Note

0 Stamp numbers with £ al-
ready have settings in them.

O If the stamp number is al-
ready being used, the ma-
chine will ask you if you
wish to overwrite it — Press
the [Yes] or [No] key.

© Enter the user stamp name
with the letter keys on the dis-
play panel.

& Note
O You can register up to 10
characters.

O For details on entering char-
acters, refer to "Entering Text
Characters" in the System
Settings manual.

O Press the [0OK] key.
@ Enter the horizontal size of the

stamp with the number keys,
then press the [#] key.

Program;Delete Stamp

Enter sizes (horizontal and wertical fram top right comer) with Mumber keys
Place stamp ariginal, then press

& Note
3 You can enter sizes within 10
- 432mm, 1.0" - 17.0" hori-

zontal, and 10 - 297mm, 1.0"
— 11.7" vertical. However, if
the value exceeds the maxi-
mum value of the area
(5,000mm?, 7.75 inch?), it is
corrected within the range of
the area automatically.

O To change the value entered,
press the [Clear] or [Clear/
Stop] key and enter the new
value.



Stamp

@ Press the [Vertical] key, and en-
ter the vertical size in the same

way as step @.

@ Set the user stamp on the expo-
sure glass, and then press the
[Start Scanning] key.

& Note

O The machine scans the origi-
nal three times. Do not lift the
document feeder until the
main menu of the Copy/
Document Server features
appears.

O If you press the [Exit] key, the
main menu of the Copy/
Document Server features
appears with nothing pro-
grammed.

@ Press the [Exit] key.

To delete the User Stamp

iﬁklmportant
O You cannot restore a deleted
stamp.

@ Press the [Delete] key.

Pragram,Delete Stamp
Select keyto program

| 9 1 [stewnl | 2 [whotprogmd |3 | wniat progmng |

@ Press the stamp number (1 - 4)
you want to delete.

& Note
O Only programs with £ con-
tain a user stamp.

© Press the [Delete] key.

& Note

O To cancel the deletion, press

the [Stop] key.

O Press the [Exit] key.
@ Press the [Exit] key.

ﬂ Press the [Exit] key.
The initial display appears.

Date Stamp

R-

02/04/2001

R

? Limitation
O You cannot use the bypass tray
with this function.

& Note
O You can select the following styles:

MM/DD/YYYY
MM.DD.YYYY
DD/MM/YYYY
DD.MM.YYYY
YYYY.MM.DD
DD.JUN.YYYY

GCSTMP3E
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O You can change the Date Stamp
settings with the User Tools. =
P.223 “Date Stamp”.

O The font and size of the Date
Stamp can be changed with the
User Tools. = “Font” and “Size” in
P.223 “Date Stamp”.

O You can select whether the Date
Stamp is printed negative if it
overlaps black parts of an image.
= “Superimpose” in P.223 “Date
Stamp”.

O For how to set the date, see “Set
Date” in the System Settings man-
ual.

O You can choose the default settings
for the stamp position with the
User Tools. = “Stamp Position” in
P.223 “Date Stamp”.

O The relationship between the di-
rection in which you set the origi-
nal and the stamp position is as
follows:

oole
° o
8 o} oMO)
=
g
@ o e _io
(I
© o lo
e 9
[ o o
€ s
= e ®
o
()
Lo L
L oL
HE @
[key on the display| & [ [A [ie [4 [ N]
[Stamp position |® [ @ [® |® [® | @ |

GCSTMP7E

O You can change the stamp position
to top, bottom, left and right each
way in Imm, 0.1" steps. = “Stamp
Position” in P.223 “Date Stamp”.

O If you combine this function with

the Combine, Magazine or Booklet
function, the page is stamped as
follows.

e Combined with the Combine
function

02/04/2001

A B

* Combined with the Magazine
or Booklet function

GCSTMPAE

02/04/2001 02/04/2001

A B

GCSTMP9E

ﬂ Press the [Edit/Stamp] key.

Uiz ojsw Dise ojTe 0] «
A3 |1 B5 | B4 | A4 | e

uto Reduce/Enlarge i Eg:Eg i Eg:gg i 9 E%i 100

Select ftem. E Ok
k3]
@]
‘ Edit Image 3 Erase Margin Adjustment E Stamp |
CoversSlip Sheet Edit/Stap Dup.ﬁumnmeﬁemes! Reduce/Enlarge




Stamp

B Press the [Date Stamp] key.

CReady
Stamp

Page
Murabering

| Background Jf  Preset
E Mumbering Jf  Stamp

E User Stamp ” Date Stamp i

E] Press the [All Pages] or [1st Page on-
ly] to select the print page.

To change the style of date

@ Press the [Change Format] key.

CReady
Date Stamp
Check format and position of date.
=Today is=

<Stamp Position= «Print Page=

@ Select the format of date.

CReady
Date Formit
Select format.
| MDDy

MM.DDYY

@ Press the [0K] key.

To change the stamp position

@ Press the [Change] key.

OReady
Date Stamp
Chec formiat and position of date.
=Today ig>

=Stamp Position= <Print Page>

@ Select the desired position of
the Date Stamp.

OReady
Stamp Position

© Press the [0K] key.

B After you specified all the desired
settings, press the [OK] key.

& Note
O To cancel the settings, press the
[Cancel] key.

B Press the [OK] key.

All Pages

User Stamp

[CORFIDERTIRL]E]

Background Preset
Murnbering Stamp

ﬂ Set your originals, then press the
[ Start] key.
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Page Numbering

Use this function to print page num-
bers on your copies. There are six
types of Page Numbering (n is the to-
tal number of pages in your original):

e P1,P2,...Pn

e 1/n2/n,.n/n
e -1--2-,..n-

e P.1,P2,.Pn
e 1,2..n

e 1-1,1-2,..1-n

? Limitation
O You cannot use the bypass tray
with this function.

& Note
O You can change the Page Number-

ing settings with the User Tools. =
P.224 “Page Numbering 1/2-2/2".

O The font and size of Page Number-
ing can be changed with the User
Tools. = “Font” and “Size” in
P.224 “Page Numbering 1/2-2/2".

O You can select whether the Page
Numbering is printed negative if it
overlaps black parts of image. =
“Superimpose” in P.224 “Page
Numbering 1/,-2/>".

O You can choose the default settings
for the stamp position with the
User Tools. = “Stamp Position” in
P.224 “Page Numbering 1/2-2/2".

O You can choose the default settings
for the stamp format with the User
Tools. = “Stamp Format” in P.224
“Page Numbering 1/»-%/2".

O The relationship between the di-
rection in which you set the origi-
nal and the Page Numbering
orientation/position is as follows:

®@®
3 "
_‘g ®:6:0
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S
@ ° o o
=
® o ®
fo. Lo
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= © ®
)
(o]
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L L 0 i
©:; @
[Keyon(hedisp\ay[ﬂ 11‘ ]7| ]Iﬁ l ¥ l N]
lStampposinon l@l@l@l@l@l@]

GCSTMPSE

O You can change the stamp position
to top, bottom, left and right each
way in Imm, 0.1" steps. = “Stamp
Position” in P.224 “Page Numbering
12"

O If you combine this function with
the Duplex (Top to Top) function
and select the “P1, P2” or “1/n, 2/
n” style, the page numbers on the
back of the copy paper are printed
as follows.

P1 P2

A B

1 2

GCSTMPBE

1. Front
2. Back
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O If you combine this function with
the Duplex (Top to Top) function,
you can change the setting to
stamp on the back side in the same
position as the front side. = “Du-
plex Back Page Stamping Position”
in P.224 “Page Numbering 1/2-2/2".

O If you use this function with the
Combine, Magazine, or Booklet
function, the page is stamped as
follows.

< Page Numbering per original

e Combined with 1 Sided/2
Sided in the Combine func-
tion

P! P2

A B

GCANPEOE

¢ Combined with the Maga-
zine or Booklet function

DA DA

GCANPE{E

< Page Numbering per copy

¢ Combined with 1 Sided/2
Sided in the Combine func-
tion

AB

1.

A B

GCANPE2E

0 = “Page Numbering In Combine”
in P.224 “Page Numbering 1/2-2/2".

O If you use the “1-1, 1-2” style, you
can print page numbers on the slip
sheets in Designate or Chapters
mode. = “Stamp on Designated
Slip Sheet” in P.224 “Page Number-
ing 121"

ﬂ Press the [Edit/Stamp] key.

Select item

-
b

‘ Edit Image Erase

hargin Adjustment i Stamp I

Cover/Slip Sheet Edit Stamp Dup. /‘Cnmh\neﬁenasi Reduce/Enlarge

B Press the [Page Numbering] key.

N .ﬁ

Background Preset
Mumnbering Stamp

P Pag
£ Numbering

Lser Stamp §
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ﬂ Select the format.

RN A

irst Prirting Page:  From page 1
Mumbering fromto: 1~~tothe end

BTO change the stamp position,
press the [Change] key.

If you do not wish to change the
stamp position, go to step 7]

BSelect the stamp position, then
press the [OK] key.

ﬂ To change the first printing page
and start number, press the
[Change] key.

& Note

O The display differs depending
on the selected style.

O If you do not wish to change,
press the [OK] key and set your
originals, then press the [Start]
key.

B Specify the page and number.

If you selected (P1,P2..., -1-,-2-
..P1,P2.,1,2..,)

@ Press the [First Printing Page]
key, then enter the original
sheet number from which to
start numbering with the
number keys.

Change Mumbering  <P1,
Enter starting page number, then press &,

AEGTTNES | Frivting starts fom page 5

Mumbering fromn 1~ totheend [ Last Number

& Note
O To change the number en-
tered, press the [Clear] or
[Clear/Stop] key and enter a
new number.
@ Press the [#] key.

© Press the [Numbering from/to]
key, then enter the number
from which to start numbering
with the number keys.

Change Mumbering  <P1,
Enter starting page number, then press &,

First Printing Page 4 Printing starts from page 2
1~ totheend | Last Number

Nurtbering fomdo |

O Press the [#] key.



Stamp

@ Press the [Last Number] key,
then enter the page number at
which to stop numbering with
the number keys.

Change Numbering  <P1
Enter last page number, then press (&)

irst Printing Page # Printing starts from page

1~ tothe end

& Note

O If you wish to print onto the
last page, press the [to the
end] key and go to step .

O Press the [#] key.

If you selected (1/5,2/5...)

@ Press the [First Printing Page]
key, then enter the original
sheet number from which to
start numbering with the
number keys.

Change Numbering <1/5,2/5->
Enter starting page nurnber, then press &

Printing starts fum page 5

1 ~totheend | Last Mumber §

Total Pages Print total pages as 1

& Note

O To change the number en-
tered, press the [Clear] or
[Clear/Stop] key and enter a
new number.

@ Press the [#] key.

© Press the [Numbering from/to]
key, then enter the page
number from which to start
numbering with the number
keys.

Change Mumbering <148, 25>
Enter starting page number, then press (&)

O Press the [#] key.

@ Press the [Last Number] key,
then enter the page number at
which to stop numbering with
the number keys.

Change Mumbering <148, 25>
Enter last page number, then press .

Prirting starts from page
1~ tothe end

Prirt total pages as

& Note

O If you wish to print onto the
last page, press [to the end]
key and go to step (L.

O Press the [#] key.

@ Press the [Total Pages] key, then
enter the total number of origi-
nal pages with the number
keys.

Change Mumbering <148, 25>

Enter total page number as a denominator,
then press (g

T Firet Printing Page § Printing starts from page

1~ tothe end

ik total pages as
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@ Press the [#] key.
© Press the [0K] key.

If you selected (1-1, 1-2,...)

@ Press the [First Printing Page]
key, then enter the original
sheet number from which to
start numbering with the
number keys.

Change Numbering  <1-1,1-;
Enter starting page number, then press (&)

| Prining starts fom page __ 5

[y

Hurbering from to 1 1'},

& Note

0 To change the number en-
tered, press the [Clear] or
[Clear/Stop] key and enter a

new number.
@ Press the [#] key.

@ Press the [First Chapter No.] key,
then enter the chapter number
from which to start numbering
with the number keys.

Change Numbering  <1-1,1-;
Enter first chapter No. to
st then press (&)

Printing starts from page

[y
P

-1
T+

O Press the [#] key.

@ Press the [Numbering from/to]
key, then enter the page
number from which to start
numbering with the number
keys.

Change Mumbering  <1-1,1-
Enter starting page number, then press (&)

T Firet Prirting Page““ Prirting starts from page
1 1

1]

O Press the [#] key.
@ Press the [OK] key.

ﬂ Press the [OK] key.

& Note

O To change the settings after
pressing the [OK] key, press the
[Change] key and enter the new
value.

[[U Press the [OK] key.

1-1,1-20
Battom center

Bachground % ‘ Preset

Mumbering Stamp

& Note

O To cancel the settings, press the
[Cancel] key.

m Set your originals, then press the
[ Start] key.



Cover/Slip Sheet

Cover/Slip Sheet

Using this function, you can add or
insert cover or paper designate.

There are four types in this function:

< Front Cover
The first page of your originals is
copied on a specific paper sheet for
covers.

2
L ¥4

Front/Back Cover

The first and last pages of your
originals are copied on specific pa-
per sheets for covers.

< Paper Designate
Use this function to have certain
pages of your original copied onto
slip sheets.

2
L ¥4

Chapter

If you specify the first page of each
chapter with this function, those
pages will always appear on the
front of copies when using 1 sided
— 2 sided mode.

5] Preparation
Before selecting this function, set
the tray for front cover paper and
slip sheet paper. = “Cover”, “Slip
Sheet 1”7 and “Slip Sheet 2” in the
System Settings manual.

The cover or slip sheets should be
identical in size and direction with
the copy paper.

Limitation

You cannot set the copy paper in
the bypass tray. Only set the cover
or slip sheets in the bypass tray.

& Note

O If Blank mode is selected, the cover
will not be counted as a copy.

Y )

Front Cover

The first page of your originals is cop-
ied on specific paper sheet for covers,
or a cover sheet is inserted before the
first copy.

< Copy

,12 |12
< Blank

112 1
& Note

O You can specify whether to make a
copy on a sheet for covers. If you
select [Copy], the first page will be
copied on the cover sheet. If you
select [Blank], a cover sheet will just
be inserted before the first copy.

O When choosing [Copy], select
whether the front and back covers
are copied single-sided (“1 Sided
Only”) or double-sided (“Duplex
Copy”). = “Cover” in the System
Settings manual.
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O In “Cover” of the User Tools (Sys-
tem Settings), if you selected
“Mode Selected” for “Tray Dis-
play” setting, the machine refers to
the settings in “Cover” about
whether the front and back covers
are copied single-sided (“1 Sided
Only”) or double-sided (“Duplex
Copy”). If you selected “Display
Always” for “Tray Display”, the !
machine refers to the Settings in overfSI\pSneet E Edit/Starp iDup.mmmneﬁemes! Reduce/Enlarge
“Special Paper Indication” about
whether the front and back covers  [J Select the paper tray containing
are Copied single—sided ("1 Sided the non-cover sheet paper.
Copy”) or double-sided (“Duplex
Copy”). = “Special Paper Indica-
tion” and “Cover” in the System
Settings manual.

B select [Copy] or [Blank] for a cover
sheet, and then press the [OK] key.

FrontfBack Cover | || Desig.Chepter | |

O When you use this function with
Combine mode, you can specify
whether to combine the front cover

-
Front/Back Cnver; | Desig./Chapter i ‘

or nOt- = ”Front COVer Copy in CoverSlip Shest i Edit Stamp EDuqunmhmﬁenasi Reduce/Enlarge
Combine” in P.218 “Edit 2/,". =
n Press the [Cover/Slip Sheet] key. B Set your originals in the document

feeder, then press the [Start] key.

Front/Back Covers

morscetay | IS | 12 ] sexj1oodd  The first and last pages of your origi-
- nals are copied on specific paper
sheets for covers.

KD
< Copy
Do olse Ojad ojTe DI o ! ::> g'
A4 |'AZ | B5 | B4 | Ad |mms o 2
Cower, Designate and Chapter can be selected together,
’ 3”‘ s Lok ] Sooovese
F KD
‘ Front Cover lanthaJ:KCuver' ‘ Deslgpchavleril’ Slip Sheet E * Blank
CowerSlip Sheet i Edit/Stamp !Dup pcamblnerserlesi Reduce/Enlarge
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& Note

O You can specify whether to make a
copy on a cover sheet. If you select
[Copy], the first and last pages will
be copied on the cover sheets. If
you select [Blank], a cover sheet
will just be inserted before the first
copy and another sheet after the
last copy.

O When choosing [Copy], select
whether the front and back covers
are copied single-sided (“1 Sided
Only”) or double-sided (“Duplex
Copy”). = “Cover” in the System
Settings manual.

O In “Cover” of the User Tools (Sys-
tem Settings), if you selected
“Mode Selected” for “Tray Dis-
play” setting, the machine refers to
the settings in “Cover” about
whether the front and back covers
are copied single-sided (“1 Sided
Only”) or double-sided (“Duplex
Copy”). If you selected “Display
Always” for “Tray Display”, the
machine refers to the settings in
“Special Paper Indication” about
whether the front and back covers
are copied single-sided (“1 Sided
Copy”) or double-sided (“Duplex
Copy”). = “Special Paper Indica-
tion” and “Cover” in the System
Settings manual.

ﬂ Press the [Cover/Slip Sheet] key.

EIDZLIDBLIDtlLIDTLID [
Ad

L Bypass

[ Raona § raeRs §
[ Fiohs | Roona ! 93%! 1004

Edit/Stamp Dup Combine Seriesl{  Reduce/Enlarge

CoeriSlip Sheet

E Press the [Front/Back Cover] key.

| Front Cover  JiFront/Back Cover | | Desio.Chagter § | SlipSheat |

Cover/Slip Sheet Edit Stamp EDUD /‘Cnmh\neﬁenasi Reduce/Enlarge

B select [Copy] or [Blank] for the cov-

er sheets, and then press the [OK]

= N
i Front Cover  § | Desig./Chapter i b
éﬂmrﬁl\p Shest i Edit Stamp EDUD /‘Cnmh\neﬁenasi Reduce/Enlarge

ﬂ Select the paper tray containing

the non-cover sheet paper.

BSet your originals in the docu-

ment feeder, then press the [Start]
key.
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Designate

Use this function to have certain pag-
es of your original copied onto slip

5] Preparation
Before using this function, set the
special paper tray for slip sheets.
= “Slip Sheet 17, “Slip Sheet 2” in
the System Settings manual.

? Limitation

O You cannot use this function with
Slip Sheet mode.

& Note

O You can specify the pages up to 20.

3 When Combine mode (“1 Sided —
2 Sided”) has been selected, the
page numbers you designate will
always be copied onto the front of
copies in the same way as Chapters
mode.

B press the [CoversSlip Sheet] key.

E= N L= LT
3%585%584%§A4

uto ReducerEnlarge g Fsl W g 9 ng 100%|

g Press the [Desig./Chapter] key.

| Front Cover  JiFront/Back Cover | | Desio.Chagter § | SlipSheat |

Cover/Slip Sheet Edit Stamp EDUD /‘Cnmh\neﬁenasi Reduce/Enlarge

B Press the key to select the chapter
number.

Desig.Chapter  Copying first page ofeach chapter on a slip sheet. Enter number of
page in each chapter with Number keys, then press (&)

ﬂ Enter the page number of the orig-
inal's location you want to copy
onto a slip sheet with the number
keys. Then, press the [#] key.

Desig.Chapter  Copying first page ofeach chapter on a slip sheet. Enter number of
page in each chapter with Number keys, then press (&)

=l
1l

& Note
O To change the value entered,
press the [Clear] or [Clear/Stop]

key and enter the new value.
B Select the paper tray for slip sheets.

B To specify another page location,
repeat steps B to B.

& Note

O To select chapters 11 to 20, press
the [V11~20] key.



Cover/Slip Sheet

ﬂ When you wish to finish specify-
ing page location, press the [OK]
key.

Desig.«Chapter  Copying first page of each chapter on a slip sheet. Enter number of
page in each chapter with Nurber keys, then press &,

This display shows example set-
tings.

& Note

O To change the number entered,

enter the new number in the
same way as steps H to 0.

B Select the paper tray containing
the non-slip sheet paper.

Cower, Designate and Chapter can be selected together,

DesigiChpir: 3times
Front Cover  §iFrontBack Cnver]

Cower/Slip Sheet Edit/Stamp

Dup_Combine/Series|

Reduce/Enlarge

g Set your originals, then press the
[Start] key.

Chapter

The page locations you specify with
this function will appear on the front
of copy sheets.

N

=> 7
7

5] Preparation
Before selecting this function,
press the [Dup./Combine/Series] key
and select Duplex (1 Sided — 2
Sided) mode or Combine mode.

? Limitation

O You cannot use this function with
Slip Sheet mode.

& Note
O You can specify the pages up to 20.

O This function can be used only
when you use the Duplex (1
Sided—2 Sided) or Combine func-
tion.

O This function can be combined
with the Designate function.

B press the [Cover/Slip Sheet] key.

woresnnenare | A204 ] 0583 1 sax] 100
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EI Press the [Desig./Chapter] key.

| Front Cover | Front/Back Cover | | Desig Chapter | || slip Shest |

Cower/Slip Sheet Edit/Stamp iDup ﬂCanlnEﬂSenesE Reduce/Enlarge

Press the [Chapter] key.

DesiqChapter  Copying first page of each chapter on & new paper. Enter number of
page of each chapter with Nurmber keys, then press (&,

ﬂ Enter the page location of the first

page of the first chapter with the
number keys. Then, press the [#]

Desig.Chapter  Copying first page of each chapter on a new paper. Enter number of
page of each chapter with Number keys, then press (&,

Ll e
| D,

& Note

O To change the value entered,
press the [Clear] or [Clear/Stop]
key and enter the new value.

B To specify another page location,

repeat steps B to 8.

& Note
O To select chapters 11 to 20, press
the [11-20] key.

B When you finish specifying the
page location, press the [OK] key.

Cover, Designate and Chapter can be selected together.

% % Chapters: 3times

Front/Back Cover

Coversslip Sheet Edit/Stamp Dup./Combine/SeriesHl  Reduce/Enlarge

This display shows example set-
tings.

& Note

O To change the number entered,
enter the new number in the
same way as in steps B to B.

ﬂ Set your originals, then press the
[Start] key.
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Slip Sheets

Every time the original's page chang-
es, a slip sheet is inserted. This func-
tion can be used to insert a slip sheet
automatically between each OHP
transparency copied or used as a
stack function. You can also copy
onto the inserted slip sheets.

5] Preparation
Before selecting this function,
specify the paper tray for slip
sheets. = “Slip Sheet 17, “Slip
Sheet 2” in the System Settings
manual.

? Limitation

O You cannot use this function with
Chapters and Paper Designate
modes.

& Note

O Set the slip sheets in the same ori-
entation as originals.

O You can specify whether to make
copies onto the inserted slip sheets
or not.

O If you do not copy onto slip sheets,
they are excluded from the
number of copies counted.

When using OHP transparencies
set on the bypass tray

2
E
& Note

O Press the [#] key and set the “Spe-
cial Paper” setting to [OHP Sheet].
= P.60 “When Copying onto OHP
Transparencies or Thick Paper”.

< Blank

B press the [Cover/Slip Sheet] key.

iuta Reduce/Enlarge i Egjgg Eéjgg i g 3%; 100

e ¢ ¥ g'

o
| Front Cover  JiFront/Back Cover | | Desio.Chagter § | SlipSheat |

Cover/Slip Sheet Edit Stamp EDUD /‘Cnmh\neﬁenasi Reduce/Enlarge
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B select [Copy] or [Blank], followed
by the [OK] key.

Az

¢

‘ Front Cover

FromtBack Cuver' ‘ Desig. Chapter ;

ConeriSlip Sheet

Edit/Stamp !Dup ﬂCaleneﬂSerlesi Reduce/Entarge

ﬂ Select the paper tray containing
the non-slip sheet paper.

When using OHP transparencies,
open the bypass tray.

B Set your originals, then press the
[Start] key.
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Combination Chart

The combination chart given below shows which modes can be used together.
When you read the chart, see the following table:

O means that these modes can be used together.

o means that these modes cannot be used together. The mode after
you select will be the mode you're working in.

x means that these modes cannot be used together. The mode before
you select will be the mode you're working in.

The following shows the combinations of functions.

Made after you select

2
— >
g il |2
k] B |2
2 g 3| &
= @
|2 g Rk e
2l2].13 |slslel el [B] |8 £
HHEHEEREREREHEE £ 2
HEHEEMEEEEHEERE 2|« 5| |2lg
Seol5la| 8o &lels|5|El [B] |2 8% ARIEEEE
BIN|2 sl 5| Ss|s|=| S » @ S| & FHEIEE ™
Blo|S| 8 E| 8| S12|2 8| 2| |Z]e|~| |2|8]8 MMEEEEH °
21|z |E|s|S 5|2@ 8| |L|s]t|3|5]el% e b B A R N ole|E
3le s N EI RS EE R EE 21821882 |5|alE|e
=12(2|3|5|5|5|8|3|8|2|8|5|8]|8]8|8|3| & HEEER SRR
S|5|6|2(=|2|=[S|2|2|5|a|2|S|a|a|=|S|E S|la|d|a|d [S|a|a|o |6 |a B
Mixed Sizes X [e][e][e][e][e][e] @] [e][e][e][e) 0] [e][e][e][e][e] [e][e]
Custom Size Originals X OIX]O[O[O]O O [O]O]0]O el [e][e][e][e][e] olo
Original Ori ion(Standard Orientatiol [e][e] b [e][e][e][e][e] O[X]O|O C (o] [e][e][e][e][e] [e][e]
Auto Image Density [e][e][¢ [e] (0] [e] (o] [e] (o] [e] [®][e) [e][e][e) [e][e][e][e][e][e)] [e][e)
Manual Image Density ] [e][e][e] [e] (@] [e] ¢ j[e][e][e] [e] [e] [e] ] [e][e][e][e](e][e] o] [e]
Auto Paper Select O|@|O]|O]C L1 ][e] [e][e][e] o O]O|0[0|@|@|C o
Manual Paper Select [e][e][e][e] @[0[O Ol0]C 0] [ O[C O
Copying from the Bypass Tray @] [e] () C XXX ) [e][e) X0 X
Auto Reduce/Enlarge O X D[O[O]O (©] (@)
Reduce/Enlarge g][e] [e) D[O]O]O 6] ] [6)
Create Margin Mode ) X D|O|C o O
Book _ o [e) [6) QlC (@)
|1 Sided— 2 Sided /2 Sided— 2 Sided /2 Sided — 1 Sided @) *1 [ ) #1[C [@)
§ [ Combine [e][e) X ¢ [ ) X|C O
“© | Book — 2 Sided / Front & Back— 2 Sided [e] X|C [ ] X [e]
2 [Booklet [e][e} X x| X
S [Magazine [O]¢ X ° X]C [@)
@ | Double Copies 0|0 X O X X X
S [ Image Repeat (@) [@) O[x X X
|8 [ Margin Adj 8) [e] [e) [e][e] D[ C o [e]
o | Positive/Negative ) (@) [e) @) [][e][e] olo (@) X
'S [ Centering olo]o]o X[ i[el[elle]le][e] 6] @) O[O
= | Center Erase (o] (e][e][e] o] [e] D (0] C o
Border Erase @] [e] [e) b][e][e] @] [e] o O
o] (e} [e) b][e]ie] [e][e] o)
Preset Stamp Qo X [e][e] e][e} D
Page i @] [e] X|C @] (e} @] [e] [e] |0
Cover / Designate [e][e] X|O]O[O[X [e][e] O O
Slip Sheet o] [e] (6] slle][e] o] [e] 6] (@)
Sort @] [e] *2|( [e][e] ] [e] [e) O
Stack Olo]c [6) Olo]c Olo @) [6)
Staple 6| O X! ][} (o] (] o [©]
Punch [e][e] X | [e][e] O O O
|| Store File 01O X 01O (@] _
*1 You can not combine if you select 2 sided to copy.
*2 You can not combine with Rotate Sort.
*3 You can not combine Cover with 2 Sided —1 Sided.
*4 You can not combine Designate with Magazine.
*5 You can not combine Staple Top 2 with Standard Punch position.
You can not combine Staple Top , Top Slant, and Bottom with 90° turn  Punch position.
*6 Available with the optional 2 Tray Finisher. GDSH150A
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3. Document Server

Overview

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

There are three ways to save documents.
¢ Scanning from the document feeder
¢ Scanning from the exposure glass

¢ Data sent from a computer.

Copy Printing
(Except Scanner)

Facsimile -
Transmission

Storing
facsimile
document
sending

>

\ 2 ¢

Printera

El
El
O

GCAHOS0E
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Process

ﬂ Prepare the documents you want to save by copying, fax transmitting, scan-
ning, and PC data.

B Save the documents.

The documents are saved in the machine memory.

B Print the documents, send fax, and transfer the documents and the data to
PC.

You can print saved documents with any settings you desire at any time.
Scanned documents data can be transfered to PC.
You can resend saved documents you desire at any time.

iﬁklmportant

m

Y )

Do not turn off the main power switch when the Operation Switch is on or
lit. If you turn it off during an operation, memory or hard disk might be
damaged.

Avoid any strong shocking to the machine, the hard disk might be

dameged, and stored files will be deleted. For precautionaly reasons, files
should be copied to another local computer.

If trouble occurs in the internal hard disk unit of the machine, data saved
on the hard disk may be lost. Therefore, the user should avoid using the
internal hard disk as a recording and storage medium for important data.
We assume no responsibility for any damage suffered by the user due to
loss of data.

Limitation

Data for documents in the Document Server function list that were
scanned in using the Scan function are not displayed.

The stored documents by scanning are not available to print.

You can facsimile sending but the documents must be stored in facsimile
feauture. This function must be operated by facsimile feauture.

Optional Desk Top Binder V2 Professional or Desk Top Binder V2 Lite are
required for transfering data to your computer.



Features and Benefits

Features and Benefits

On Demand Printing

Use to print any saved document as required.

< Your current situation might be...
¢ When you need to print multiple sets of documents 2-sided and stapled to-
gether, you normally print the originals, make duplex copies and then sta-
ple them together manually.

v
u=&
g

)
;

; 7,
:
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Document Server

% With the Document Server
If you save your document in the Document Server, you can print it out at any
time with the necessary print settings, such as duplex and stapling. Your doc-
uments will not be confused with those of others in the exit tray.
You can store fax documents, document data so that you can print them
whenever necessary.

2

§

GCAHO60E

& Note
0O Stapling and punching require the installation of the optional finisher.

O You can use a password to prevent others from printing saved documents.
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Features and Benefits

File Merge Printing

You can combine multiple scanned documents to print them in one set.

< Your current situation might be...
You want to combine several originals that are different in density, size, and
paper weight, e.g.
You can merge documents that were created with different applications or
that were created separately on different computers.
You can merge documents that were sent from a computer with paper origi-
nals that have been scanned.

¢ Scrapped and pasted originals
¢ Photo originals
¢ One sided originals

e Two sided originals

ﬂ N

GCAHO70E
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< With the Document Server
Set the print order to print documents together.
Merge and print fax documents, document data sent, and originals that have
been scanned.
Merge documents created with different applications or created on different
computers.
Store electronic originals created by a computer on the network, and originals
that have been scanned using the document feeder.

GCAH080E

& Note

O You can check the print result by printing a sample set before making a
large print run by pressing the [Sample Copy] key. If you are not satisfied
with the print result of some pages of the set, you have only to scan that
part again.



Features and Benefits

Facsimile Resend

You can print or resend a sent document received by fax. This is useful when
you want to send a large document that needs to be sent several times, since you
do not have to scan the document each time.

< You current situation might be...
* When you need to retransmit multiples sets of the same documents.

< With the Document Server
You can send the original data stored in memory whenever necessary. You
can merge and send data stored from a previous fax with additional scanned
originals.
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Operation from a Computer

If you install Desk Top Binder V2 Professional or Desk Top Binder V2 Lite on
your computer you can check the display of electronic data, select the finish set-
tings and print it. You can also delete data stored in the Document Server. In ad-
dition, you can also export documents stored in the Document Server as a file on
your computer.

You can also perform tasks on data stored in the Document Server from your
computer, rather than from near the machine.

& Note
O You can operate from your computer as follows:

¢ Search by File Name and User Name.
¢ Indicate easily 1 st Page of your documents.

¢ Indicate the documents infomation, change the file name and the pass-
word.

e Delete the documents.

¢ Copy the documents to your computer.
¢ Print the documents.

e Send the stored facsimile documents.

O Optional Net work Interface board and 32 MB memory or Printer Scanner
unit are required for operating from your computer. Desk Top Binder V2 Pro-
fessional or Desk Top Binder V2 Lite must be installed on your computer.

/O Reference
More detail information, refer to Desk Top Binder V2 Professional/Lite man-
uals.



Scanning Originals

Scanning Originals

You can scan the originals you want to
save in the Document Server using the
control panel of the machine. The orig-
inals can be set either on the exposure
glass or into the document feeder.

The saved documents will automati-
cally be named in the order of scan-
ning as “COPY0001”, “COPY0002"....

& Note

O Based on the factory settings, the
machine automatically deletes doc-
uments from the Document Server
one day (24 hours) after each docu-
ment was saved. The user can disa-
ble the automatic de-letion of
documents or change the automat-
ic deletion period, for ex-ample, to
several days.= “Auto File Delete”
in P.226 “Input/Output”

O You can change the file names that
are assigned automatically.

O You can use a password to prevent
others from printing saved docu-
ments.

Scanning in Document Server
mode

0 press the [Document Server] key.

Wy | (Joew )

O 8
Commu-
nicating

Receive
File

[ ‘ODocumentServer ]

[ | O Facsimile ]

ZCAS110N

The “Select Files to Print” display
appears.

E Press the [Scan Original] key.

| Select files to print
| H

| Search by File Mame §| | [SALES DIV. |copranz [30July

User Namme: FileMame  § Date

[ |coprant [30July

‘0l £an SCan originals
0 store them.

Sean Original - §]

The “Scan Original” display ap-
pears.

User Name:
COPYDD2E

File Name i

B Enter a file name, user name, or

password if necessary.

& Note

O If you do not wish to register a
file name, go to step O.

O If you do not register a file
name, it is stored automatically.

To set the file name

@ Press the [File Name] key.
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@ Enter the new file name using
the letter keys on the display
panel.

Change File Name
AR |EEIPV[I[IS_

P Reference
For details on entering char-
acters, refer to "Entering Text
Characters" in the System
Settings manual.

@ Press the [0K] key.

To set the user name

@ Press the [User Name] key.

@ Enter the new user name using
the letter keys on the display
panel.

I Change User Mane:
! Clex

T T

SWESDIV, & LEGAL DIY. I CREDIT DIV, { ExPOR]

| TEcmrcal prv. § powesTic prv. |

& Note

O If you want to enter non-reg-
istered name, press the [Non-
registered Name] key, then en-
ter the new user name.

|| Clear ] [ Hon-programed Mame  §

Powr otk f i fooro fomeT Fouw owz
| G

CREDIT DIV. | EneRaL aFFatRs |

To set the password

@ Press the [Password] key.
@ Enter the password using the
number keys (4 digits).

EI S TIFTHE

Change Passwond

Enter new password with Number keys,
then press [OK].

& Note

O To change the number en-
tered, press the [Clear] or
[Clear/Stop] key and enter a
new number.

© Press the [OK] or [#] key.

ﬂ Set your originals either on the
exposure glass or into the docu-
ment feeder.

pe Reference
For more information on the
types of originals that can be set
and how to set them, = P.29
“Setting Originals”.

B Make any desired settings.

COPYOO2B
File Name

uceEnlarge i ggjgg | ggjgg i a ax% 100%

Liisd

& Note

O Press the [Scanning Finished] key
to cancel the file name, pass-
word, or print settings and re-
turn to the “Select Files to Print”
display.



Scanning Originals

/O Reference

For details, see the explanations
of each function in this manual.

B Press the [Start] key.

The document is saved in the Doc-
ument Server. The saved docu-
ments are displayed on the “Select
Files to Print” display.

& Note

O If you have set your originals in
the document feeder, the “Se-
lect Files to Print” display ap-
pears automatically after all
originals have been scanned.

O If you have set your originals on
the exposure glass, press the
[Scanning Finished] key after all
originals have been scanned.
The “Select Files to Print” dis-

play appears.
0O To stop scanning, press the
[ Clear/Stop] key.

O To resume the paused scanning
job, press the [Resume] key in
the confirmation dialog box. To
delete the saved images and
cancel the job, press the [Cancel]
key.

O When storing a password, l
appears on the left side of the
file name.

ld press the [Scanning Finished] key.

SUSOL RUUT zUszl

Mone

Djae ofTu O
1 B4 1 Ad User Name E
COPYD028

uceEnlarge i s i ey ! 9 a%! 100% File Name
Lis:d

To change the file name, user
name, or password

@ Press the line of the document
whose file name, user name, or
password you want to change.

Select files to print
["lserviame ¥ File Hame

o paeFon

| |LegaL v, [coprona [3auly | 1]

. [coprant [3auly | 1]

A\

| "]saes p1v. [copranz [3auly | 1]

@ If you select a document which
requires a password, the “In-
put the Password” window ap-
pears. Input the password
using the number keys, then
press the [OK] key.

© Press the [File Management] key.

E ST THE

[corvaos 20July

[corvant 20July

After selecting file,
Print Settings can
be changed

] FieName ] Dae
\
\
\

[carvaoz 20July

O Press the [Change File Name],
[Change User Name], or [Change
Password] key.

.......................... File nformation ]

Fileame | Date [Page fnntgowi .

copva0s |30Ju\; 1]

Mone
‘ Change Liser Marme!
COPYO01

Rk

1|||; Change Password i

@ Enter the new file name, user
name, or password using the
letter keys or number keys.

O Press the [0K] key.
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Scanning in Copy mode

ﬂ Press the [Copy] key.
Cl EI [ ‘ O Copy ]
O 3%
ﬁ&gm; [ |o Document Server ]
Receive
File

[ | O Facsimile ]

Copy display appears.

B press the [Stored File] key.

Origi. [Total [Copies

Sort: Stack!

28 Ofse Dite olTy i o
;A3 l BS}; B4 g;Ad.}Bypass

egnione ] 20 102 B aan] 100%

ﬂ Enter a file name, user name, or
password if neccessary.

pe Reference
For details about settings, =
“Scanning in Document Server
mode” step H.

SUSOL 2UUT 2USEE

Mone

User Name: E

COPYO029

28 Gj3e Djad olTe 0f
| A3 l BS}; B4 gA4§

| A3+A4 § A4*A3 §
uce/Enlarge i: Bizhs £ fowpa & 8 S%! 100%
...... Mong

File Mame

ﬂ Set your originals.

ye) Reference
For more information on the
types of originals that can be set
and how to set them, = P.29
“Setting Originals”.

BMake the scanning settings for
the original.

A3+A4 § A4+A3
#iuto Reduce/Enlarge i Ri+A3 | As-AT

/O Reference

For details, see the explanations
of each function in this manual.

B Press the [Start] key.

& Note

O To stop scanning, press the
[ Clear/Stop] key.

O To resume the paused scanning
job, press the [Resume] key in
the confirmation dialog box. To
delete the saved images and
cancel the job, press the [Cancel]
key.

O To check if the document has
been stored, press the [Docu-
ment Server] key to display the
document selection screen.



Printing Saved Documents

Printing Saved Documents

You can print any of the documents
saved in the Document Server.

Follow these steps to select a docu-
ment and print it out.
ﬂ Press the [Document Server] key.

The “Select Files to Print” display
appears.

B Press the line for the document
you want to print.

..... Uior e 1 Fiename § Date fPage |

| JuesaL orv. copva0s |anJu\;\ 1]

[ [copva0t [soauty T 1]

| [saes v, [copva0z [soauy | 1]

[ [sody | 1]

|3 [saLes v, [copva0z [soauy | 1]

[copva0t

& Note

O You can search the document
you desire by the file name or
the user name. = P.160 “To
Search by File Name”.

3 You can sort the files in order of
[User Name], [File Name], or
[Date]. Press the key you want to
sort by.

O If the desired file name is not
shown, see the next or previous
screen using the [V Next] and [
Prev.] keys.

O If you cannot choose the desired
document by its name, you can
print the first page to check the
contents. Press the line for the
desired document, and press
the [Print 1st Page] key followed
by the [Start] key.

O Press the selected line again to
cancel the print job.

O If you select a document which
requires a password, the “Input
the Password” window ap-
pears. Enter your password us-
ing the number keys, then press
the [OK] key. To delete the value
entered, press the [Clear] or
[ Clear/Stop] key. To cancel a se-
lected document, press the [Can-
cel] key.

BTo print more than one docu-

ment, repeat step B to select the
desired documents in the order
you want to print them out.

The selected order is shown in the
priority column next to the select-
ed document(s).

& Note

O To change the print order, press
the highlighted lines to return
to the normal conditions, then
select them again in the order
you want to print.

O Press the [Clear Modes] key to
cancel all the settings.

O If you press the [Printg Odr] key,
the selected order is displayed
in order.
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ﬂ If you need to change any of the
print settings, press the [Print Set-
tings] key.

printed continuous|

| Deiterie |

| rint istPage |
Atter selecting file,
Print Settings can

be changed

Prirt Settings

COPYI02 [0uuty |1

pears.

: User hame
LEGAL DIV.
E File Name:
§ COPYvOoE
i Printing Order:
11

ENF EEN=] B0
A4 g A3 | B5

TEg=
| B4

2 5ided Copy
Topto Top

CoeriSlip Sheet

& Note

O The print settings remain in the
machine after printing.

O The print settings of the docu-
ment you select first are applied
to the merged documents.

O If you select multiple files, you
can confirm the file names or
print order of the files you se-
lected in step 3] by scrolling
through the list with the [¥] and
[A] keys.

O Press the [Select File] key to re-
turn to the “Select Files to Print”

display.

/O Reference

For details, see the explanations
of each function in this manual.

BEnter the required number of

prints using the number keys.

& Note
O Up to 999 can be entered.

O To change the value entered,
press the [Clear/Stop] key and

enter new value.

O If you print more than one set
using the Sort function, you can
check the print result by print-
ing out only the first set. =
P.159 “Sample Printing”.

B Press the [Start] key.

The machine starts printing.

& Note

O To pause the print job, press the
[Clear/Stop] key. In the confir-
mation dialog box, press the
[Resume] key to resume it, or
press the [Cancel] key to cancel
it.



Printing Saved Documents

Sample Printing

Print First Page

If you print multiple sets using the
Sort function, you can check if the
print order or the print settings are
correct by printing out only the first
set using the [ Sample Copy] key.

® Limitation
O This function can be used only

when the Sort function has been
turned on.

0 roltow steps @ to B of the preced-
ing procedure.

B Press the [Sample Copy] key.

@ 0ne set was copied. If you want to print remaining sets,

press [Print]. Press [Suspend] to change seftings.

B After the first set is printed out,
press the [Print] key to print the
rest of the print job. Press the
[Suspend] key to cancel it and re-
turn back to the “Print Settings”
menu for changing the setting.

You can print the first page of the doc-
ument selected in the “Select Files to
Print” display to check the contents.

If more than one document is select-
ed, the first page of each document is
printed.

ﬂ Press the line for the desired doc-
ument(s) in the “Select Files to
Print” display, and press the [Print
1st Page] key.

B Press the [Start] key.
The first page is printed out.
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Searching Saved Documents

You can use either the [Search by File
Name] or [Search by User Name] keys to
search for documents stored on the
document server. You can also list the
stored documents in the order you
prefer. If you install Desk Top Binder
V2 Professional or Desk Top Binder
V2 Lite on your computer, you can
search and rearrange the documents
from your computer.

% Search by File Name
You can search the documents
stored in the Document Server by
the file name.

< Search by User Name
You can search the documents
stored in the Document Server by
the user name.

To Search by File Name

This searches for documents on the
document server that match a file
name.

ﬂ Press the [Document Server] key.
B Press the search by [File Name] key.

B Enter the file name using the let-
ter keys.

pe Reference
For details on entering charac-
ters, refer to "Entering Text
Characters" in the System Set-
tings manual.

ﬂ Press the [OK] key.

Only the files beginning with the
letters appear in the “Select Files to
Print” display.

& Note

O To display all the files saved in
the Document Server, press the
[All the files] key.

To Search by User Name

This searches for documents on the
document server that match a user
name.

0 press the [Document Server] key.

gPress the search by [User Name]
key.

B Enter the user name using the let-
ter keys.

A Reference
For details on entering charac-
ters, refer to "Entering Text
Characters" in the System Set-
tings manual.

ﬂ Press the [OK] key.

Only the files beginning with the
letters appear in the “Select Files to
Print” display.

] FieName ] Dae

[corvant [a0July T 1] E

§| After selecting file,
? | Print Settings can
b ch

& Note

O To display all the files saved in
the Document Server, press the
[All the files] key.



Searching Saved Documents

To Check the Details of Stored
Documents

nSelect the document for which
you want detailed information.

Select files o print

[ Userbame — { T File Name

[ JLesac prv. |copvaoa [EX ]
(] |copvaot [EX ]
[L [sALES pIv. |copvaoz [EX ]

g Press the [Detail] key.

[soauty T 1]

[ [copva0t

|3 [saLes v, [copva0z [soauy | 1]

The detailed information about the
document is displayed.

Frinting Order: 1/

PFile name - Storage method
COPYDD 40 Initial benu
- Llser name:
Hone
- Storage time
12/6ug.F2001 17:47
»Size »Fages
L) 3

& Note

O If you have selected several doc-
uments, use the [A] [¥] keys to
view the details of each docu-
ment.
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Deleting Saved Documents

You should delete any of the saved
documents using the control panel of
the machine.

This section describes how to delete
saved documents.

iﬁklmportant

O You can save up to 3,000 docu-
ments in the Document Server. No
more documents can be saved,
when there are 3,000 documents in
the Document Server. You should
delete unnecessary documents.

O You can set the timer to delete the
documents stored in the Docu-
ment Server with the User Tools.
= “Delete All Files” in the System
Settings manual.

& Note

O You can delete all the saved docu-
ments at a time with the User
Tools. = “Delete All Files” in the
System Settings manual.

Follow these steps to delete saved

documents.

0 press the [Document Server] key.
The “Select Files to Print” display
appears.

B Select a document you want to de-
lete by pressing the name of it.

The selected name is highlighted.

| Usertame ]

| JuesaL orv. copva0s

Fileame | Date JPage |

|30Ju\; 1]

[ [copva0t [soauty T 1]

[copva0z [soauy | 1]

& Note
3 You can search the document
you desire by the file name or

the user name. = P.160 “To
Search by File Name”.

3 You can sort the files in order of
[User Name], [File Name], or
[Date]. Press the key you want to
sort by.

O If the desired file name is not
shown, see the next or previous
screen using the [V Next] and [A
Prev.] keys.

O If you cannot choose the desired
document by its name, you can
print the first page to check the
contents. Press the line for the
desired document, and press
the [Print 1st Page] key followed
by the [Start] key.

O Press the selected line again to
cancel the print job.

O If you select a document which
requires a password, the “Input
the Password” window ap-
pears. Enter your password us-
ing the number keys, and press
the [OK] key. To delete the value
entered, press the [Clear] or
[ Clear/Stop] key. To cancel a se-
lected document, press the [Can-
cel] key.

B Repeat step Bif you want to select
more than one document.



Deleting Saved Documents

O press the [Delete File] key.

A confirmation dialog box ap-
pears.

{Page [Printg Our].

. Do File
=l
ﬂ] | print 1t Page

|carvaot [3oauty [1] 4,
[ Detail Atter selecting file,
|carvnnz [3oauty | 1] ;W Prift: Settings can
_ | e changed

Prirt Settings a

B Press the [Delete] key to delete it.

Fuollowing file will be deleted.
Are you sure you want to delete it?

User name LEGAL DIV.
File name :COPY003

Donot Delete

& Note

O To cancel the delete operation,
press the [Do not Delete] key.
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4. Troubleshooting

If Your Machine Does Not Operate as You

Want

General

Machine Status

Problem/Cause

Action

Please wait.

A message appears when you
turn on the operation switch,
or change the toner bottle.

Wait for the machine.

Cannot detect original size.

Improper original is set. =
P.19 “Sizes difficult to detect”.

Set custom size original on the
exposure glass. = P.29 “Set-
ting Originals on the Exposure
Glass”.

Input the horizontal and verti-
cal size of the custom original.
= P.29 “Setting Originals on
the Exposure Glass”.

Select paper manually, not in
Auto Paper Select mode.

Do not use Auto Reduce/En-
large mode.

Original is not set.

Set your originals.

Check original orientation.

There is no copy paper that is
in the same direction as the
originals.

Set the original in the same di-
rection as the copy paper.

Check paper size.

Improper paper size is set.

If you press the [ Start] key,
copy job starts.

Rotate Sort is not available
with this image size.

The size of paper for which no
rotate-sorting is available is
selected.

Select the proper paper size.
= P.43 “Sort”.

Cannot punch paper of this
size.

The Punch function cannot be
used the paper size selected.

The following paper sizes are
available for Punch mode:
A3 B4, AP, B5 D2,
A5 3, 11x175, Legal(8'/
2"X14"). Select one of these
sizes. = P.54 “Punch”.

It is over stapling capacity.

The number of sheets per set
is over the staple capacity.

Check the stapler capacity. =
P.47 “Staple”.
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Machine Status

Problem/Cause

Action

Hole punch receptacle is full.
Open the door as shown and
empty receptacle.

Punch hole receptacle is full.

Check the punch waste box
and remove punch wase. =
P.200 “u& Removing Punch
Waste”.

Cannot staple paper of this
size.

The Staple function cannot be
used the paper size selected.

Select the proper paper size
that can be used in Staple
mode. = P.47 “Staple”.

Duplex is not avilable with
this paper size.

A paper size not available in
Duplex mode has been select-
ed.

Select a paper size that can be
used in Duplex mode. = P.82
“Duplex”.

Maximum number of sets is *.

The number of copies exceeds
the maximum copy quantity.

The following paper sizes are
available for Duplex mode:
A3D, B4, A4, B5 D,
A5 Select one of these sizes.
= “Max. Copy Quantity” in
P.209 “General Features 2/;”

Document Server

Machine Status

Problem/Cause

Action

Scanned pages exceeded max.
number. Do you want to store
the scanned pages as a file?

The number of scanned pages
exceeds the capacity per file of
the Document Server.

If you want to store the
scanned originals as a file,
press the [Store File] key. The
originals are stored as a file in
the Document Server. If you
don't want any scanned origi-
nals tobe stored, press the [Not
to Store] key. The scanning
data will be cleared.




If Your Machine Does Not Operate as You Want

Document Server

Problem

Action

You forgot your password.

You can confirm your password.

Press [Yes] key onto “Display Password with
Stored file” temporarily, you can check the
password when you selected the file. = “Dis-
play Password with Stored file” in system set-
tings.

Without the password, you cannot edit or
print the document. Scan the document again.

You can delete all the saved documents at
once with the User Tools. = “Delete All The
Saved Files” in P.226 “Input/Output”.

Make sure that no important document is

saved in the Document Server before deleting
all of the saved documents.

You cannot find out what is saved in a file.

Check the date or time column in the “Docu-
ment Server: Files” display.

Check the contents of the document by print-
ing the first page of it. Press the line for the de-
sired document in the “Document Server:
Files” display, and press the [Print 1st Page] key
followed by the [ Start] key.

Memory becomes full frequently.

Select the document that you want to delete,
and then press the [Delete File] key. = P.162
“Deleting Saved Documents”.

You want to check the print result before mak-
ing a large print run.

Check the print result by printing out only the
first set. = P.159 “Sample Printing”.

You want to save a document which cannot be
deleted automatically.

Turn “Auto File Delete” off, then save the doc-
ument in the Document Server.
If you turn “Auto File Delete” on after saving

the document, this function is applied to the
next saved documents.
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Display

Problem

Problem/Cause

Action

The display panel is off.

The screen contrast knob is
turned to the dark position.

Set the screen contrast knob to
the light position for proper
viewing of the display panel.

The machine is in Energy Sav-
er mode.

Press the [ Energy Saver] key to
cancel Energy Saver mode.

The operation switch is
turned off.

Turn on the operation switch.

Nothing happens when the
operation switch is turned on.

The main power switch is
turned off.

Turn on the main power
switch.




If You Cannot Make Clear Copies

If You Cannot Make Clear Copies

Problem

Cause

Action

Copies appear dirty.

The image density is too dark.

Adjust the image density. =
P.35 “Adjusting Copy Image
Density”.

Auto Image Density is not se-
lected.

Select Auto Image Density.

The reverse side of an original
image is copied.

The image density is too dark.

Adjust the image density. =
P.35 “Adjusting Copy Image
Density”.

Auto Image Density is not se-
lected.

Select Auto Image Density.

A shadow appears on copies if
you use pasted originals.

The image density is too dark.

Adjust the image density. =
P.35 “Adjusting Copy Image
Density”.

Change the direction of the
original.

Put mending tape on the past-
ed part.

The same copy area is dirty
whenever making copies.

The exposure glass or docu-
ment feeder is dirty.

Clean them. = P.232 “Main-
taining Your Machine”.

Copies are too light.

The image density is too light.

Adjust the image density. =
P.35 “Adjusting Copy Image
Density”.

The paper size is not appro-
priate.

Use the recommended paper.

& Note

O Light copy may occur
when you use damp or
rough grain paper.

Toner cartridge is almost

empty.

Add toner. = P.178 “1& Add-
ing Toner”.

Parts of the image are not cop-
ied.

The original is not set correct-
ly.

Set originals correctly. = P.29
“Setting Originals”.

An improper paper size is se-
lected.

Select the proper paper size.

Copies are blank.

The original is not set correct-
ly.

When using the exposure
glass, face the originals down.
When using the document
feeder, face them up. = P.29
“Setting Originals”.

A moiré pattern is produced
on copies.

R

Your original has a dot pat-
tern image or many lines.

Place the original on the expo-
sure glass at a slight angle.
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If You Cannot Make Copies As You Want

General

Problem

Cause

Action

Copies are not stapled.

There are jammed staples in
the stapler.

Remove jammed staples. =
P.196 “ g% Removing Jammed
Staples”.

& Note

O After removing jammed
staples, staples might not
be ejected the first few
times you try to use the
stapler.

The number of copies exceeds
the capacity of the stapler.

Check the stapler capacity. =
P.47 “Staple”.

Copy paper is curled.

Turn the copy paper over in
the tray.

Staples are wrongly posi-
tioned.

Originals are not set correctly.

Place the original on the upper
left corner of the exposure
glass. = P.47 “Staple”.

Misfeeds occur frequently.

Copy paper size setting is not
correct.

Set the proper paper size. =
P.188 “Changing the Paper
Size”.

You cannot combine several
functions.

Selected functions cannot be
used together.

= P.143 “Combination Chart”.

When sorting, the pages are
divided into two blocks.

The memory became full in
the middle of sorting and the
pages were ejected in two
blocks.

You can interrupt the copying
when the memory becomes
full. = “Memory Full Auto
Scan Restart” in P.226 “Input/
Output”.




If You Cannot Make Copies As You Want

Adjust Image

Problem

Cause

Action

In Double Copies mode, parts
of the original image are not
copied.

Combination of original and
copy paper is not correct.

Select A3LY for A4 originals
[J, A4 for A5 originals, and B5
for B6 originals. = P.110
“Double Copies”.

In Border, Center, or Center/
Border mode, parts of the

You set the wide erased mar-
gin.

original image are not copied.

Originals are not scanned cor-
rectly.

Change the margin width nar-
rower. You can change it be-
tween 2-99mm. = “Erase
Border Width” and “Erase
Center Width” in P.216 “Edit
.

Set the originals correctly.

In Margin Adjustment mode,
parts of the original image are
not copied.

You set the wide erased mar-
gin.

Thereis alock of margin space
on the opposite side of the
binding position.

Set the narrow margin with
the User Tools. = “Front Mar-
gin: Left/Right” and “Back
Margin: Left/Right” in P.216
“Edit /5"

In Image Repeat mode, the
original image is not copied
repeatedly.

You selected the same size
copy paper as originals, and
did not select the proper re-
production ratio.

Select copy paper larger than
the originals.

Select the proper reproduc-
tion ratio.

Stamp

Problem

Cause

Action

The stamp position is wrong.

The paper orientation is
wrong.

Check the paper orientation
and stamp position.
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Combine

Problem

Cause

Action

You cannot make a book from
abooklet or magazine by fold-
ing copies.

Combine Original Booklet
Format or Combine Original
Magazine Format is not cor-
rect.

Change the setting. = P.85
“Combine”.

Parts of the image are not cop-
ied.

You specified an improper re-
production ratio that does not
meet the sizes of your origi-
nals and copy paper.

When you specify a reproduc-
tion ratio using Manual Paper
Select mode, make sure that
the ratio matches your origi-
nals and the copy paper.

& Note

O Select the correct repro-
duction ratio before using
Combine mode.

When you use staple and
punch together, extra margin
may appear.

Sometimes stapling and the
punch hole may not work well
together. In this case, change
the direction of the originals.

Order of copies is not correct.

You set originals in the incor-
rect order.

When setting a stack of origi-
nals in the document feeder,
the last page should be on the
bottom.

If you set an original on the ex-
posure glass, start with the
first page to be copied.




If You Cannot Make Copies As You Want

Duplex

Problem

Cause

Action

Order of copies is not correct.

You set originals in the incor-
rect order.

When setting a stack of origi-
nals in the document feeder,
the last page should be on the
bottom.

If you set an original on the ex-
posure glass, start with the
first page to be copied.

Orientation of copies (Top to
Top, or Top to Bottom) is not
correct.

You set originals in an incor-
rect direction or the orienta-
tion setting is incorrect.

Select the correct orientation,
or set originals correctly. =
P.82 “Duplex”.

& Note

O Ifyouset A3,11"x 17" or
B4, 8!/," x 14" originals as
shown below, select [Top to
Bottom] to make copies in
“Top to Top” orientation.
Or select [Top to Top] to
make copies in “Top to
Bottom” orientation.

CP270-A
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When Memory Is Full

? Limitation

O If memory is full on either the master unit or sub-unit, Interrupt Copy will not
be available.

& Note

O If you set “Memory Full Auto Scan Restart”of the User Tools to “Yes”, the
memory overflow message will not be displayed, but make Connect Copy for
the scanned original automatically. Connect Copy continues scanning and
copying until finishing the job. Note that copy sets will be printed out sepa-
rately by scanning at this time.

Machine Status Action

Memory is full. Press the [Output] key to copy scanned origi-
nals and clear the scanning data. Press the
[Clear] key to clear the scanning data and not

copy.
Press [Resume] to scan and copy remaining To continue copying, remove all copies then
originals. press the [Resume] key. To stop copying, press
the [Stop] key.
Document Server
Machine Status Action
Memory is full. Delete any unnecessary files and then scan the
document again. = P.162 “Deleting Saved Doc-
uments”.




& Loading Paper

& Loading Paper

& Note

O If you want to change the paper
size of tray 1-2 = P.188 “Changing
the Paper Size”.

/O Reference

Regarding paper types and sizes,
= P.21 “Copy Paper”.

Loading Paper in Tray 1or 2

nPull out the paper tray until it
stops.

ZDSY100J

ZDSY200)

B Square the paper and set it in the
tray.

ZDSY210)

ﬂlmportant
O Do not stack paper over the lim-
it mark.

O Make sure that the paper stack
is flush with the right side fence.

& Note

O Shulffle the paper before setting
it in the tray.

O Straighten the paper, if curled
or warped, before placing it in
the tray.

ﬂ Set the back fence.

ZDSY2200
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Troubleshooting

B Push the paper tray in until it Eimportant
stops. O Do not stack paper over the lim-
it mark.

O Make sure that the paper stack
is flush with the right side fence.

& Note

O Shulffle the paper before setting
itin the tray.

O Straighten the paper, if curled
or warped, before placing it in

Zosvizns the tray.

B Square the paper and set it in the
Loading Paper in Tray 3 or 4 tray.

nPull out the paper tray until it
stops.

ZDSY2500

ZDSY240)
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& Loading Paper

B Place the paper in the tray along

Loading Paper in the Large the edge on the left.

Capacity Tray

I] Press the key if it is not lit.

The key blinks while the bottom
plate is moving down.

L L]

ZDS0050J

& Note

O The Tray contains up to 1,500
sheets.

ZDS0080J #Important

O Do not stack paper over the lim-

B When the key stops blinking and it mark.

light , the t X
1hts up, open the top cover O Make sure that the paper stack

is flush with the right side fence.

ﬂ Close the top cover.

ZDS0040J

O Make sure no paper sheet is in-
volved in the feeding paper of
the Large Capacity Tray, Re-
move the sheet, if any.

177



Troubleshooting

L&) Adding Toner

When I is displayed, it is time to supply toner.
A\ WARNING:
* Do not incinerate used toner or toner containers. Toner dust might ig-

nite when exposed to an open flame. Dispose of used toner containers
in accordance with local regulations for plastics.

A\ CAUTION:
* Keep toner (used or unused) and toner containers out of reach of children.

A CAUTION:

* Qur products are engineered to meet high standards of quality and function-
ality, and we recommend that you only use the expendable supplies availa-
ble at an authorized dealer.

#Important
O If you use toner other than that recommended, an error might occur.

O When adding toner, do not turn off the operation switch. If you do, your set-
tings are cleared and & will appear again because the machine will not rec-
ognize that toner has been added.

O Always add toner after the machine instructs you to add toner.

O Do not use used toner. This will damage the machine.

& Note

O You can still make about 90 copies after (] appears, but replace the toner ear-
ly to prevent poor copy quality.

A Reference
Regarding toner storage, = P.26 “Toner Storage”.

* 1: Open the front cover of the machine.

'I e 2:Lift the green lever.
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& Adding Toner

Toner2

Tonerd

Tonerd

Toners

® 3:Push the green lever, and then gently
pull out the holder.

e 4: Press the toner bottle backward to raise
its head, and then gently pull out the bot-
tle.

¢ 5: Hold a new bottle horizontally and
shake it 5 or 6 times.

& Note

O Do not remove the black cap when
shaking.

® 6: Remove the black cap.
& Note

O Do not remove the inner cap.

e 7: Put the toner bottle on the holder, and
then press its head forward.
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Toners

8: Push the holder until it clicks.
9: Push down the green lever.

10: Close the front cover of the machine.



& Clearing Misfeeds

$& Clearing Misfeeds

A\ CAUTION:

* The fusing section of this equipment might be very hot. You should be very
careful that you don't touch this section when removing the misfed paper.

#Important
O When clearing misfeeds, do not turn off the operation switch. If you do, your
copy settings are cleared.

O To prevent misfeeds, do not leave any torn scraps of paper within the ma-
chine.

O If paper misfeeds occur repeatedly, contact your service representative.

& Note

O More than one misfed area may be indicated. In this case, check every appli-
cable area. See the following charts: A, B,C,D,E,P,U,R, Y, Z

O You can find a sticker explaining how to remove misfed paper inside of the
front cover or inside of the finisher.
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B When D is lit

3T/ |
T

1. Open the right cover of
the interchange unit to
the left.

2. Remove misfed paper.
3. Close the cover.

4. If you cannot remove
misfed paper, open the
bottom covers of the
interchange unit.

5. Remove misfed paper.
6. Close the covers.

B When B is lit

1. Open the duplex unit.

2. Push up the lever and
open the cover.

3. Open the front cover of
the main frame.

4.Turn knob B
counterclockwise and
remove misfed paper.

5.Turn knob C
counterclockwise and
remove misfed paper.

6. Close the duplex unit.

B When A is lit

1. Open the duplex unit.

2. Push up the lever and
open the cover.

3. Push handle A2 to the
left and remove misfed
paper.




8 Clearing Misfeeds

B When E is lit

10757 |
[

TR
LA

1. Open the cover.

2. Remove misfed paper.
3. Close the cover.

B When Cis lit

7

open the cover.

2. Push up the lever and

3. Open the front cover.
4.Turn knob C clockwise or conterclockwise and remove
misfed paper.

5. Close the cover.
6. Close the duplex unit and front cover.

4. If you cannot remove misfed paper, open
the cover.

If your machine is equipped with the large

capacity tray, slide it to the right.

5.Turn knob A1
downward.

6. Push handle A2 to
the left and remove
misfed paper.

7. Open the byp

and remove misfed

paper.

ass tray

‘You can make an enlarged copy of this page and stick it on wall.

ZCAJO10E
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B When R is lit

2 Tray finisher

3 2

R1

[ /]

==

1. Open the upper cover.
2. Remove misfed paper.

3. If you cannot remove
misfed paper, open the
side cover and remove
misfed paper.

4. Open the front cover.

5. Hold up lever R1 and
remove misfed paper.

—
g

6 ]

et

A
%3 R4
v\\\é@\

A\
R5

\\

6. Hold down lever R2 and
remove misfed paper.

|1000-sheet finisher |

7. If youcannot remove
misfed paper, hold down
lever R3 and remove
misfed paper.

8. Hold down lever R4 and
remove misfed paper.

9. Pull lever R5 and remove
misfed paper.
10.Close the front cover.

y

/
e [

1

W)

e

&) g

40,

s\

1. Remove misfed paper.

2. If you cannot remove
misfed paper, open the
top cover.

3. Remove misfed paper.

4. Ifyou cannot remove
misfed paper, pull out
the front cover and
remove misfed paper.




8 Clearing Misfeeds
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Troubleshooting

B When P is Lit

the upper cover .

1. Lift the lever D and open

2. Lift the lever.

3. Remove misfed original.

. If you cannot remove

the misfed original, turn
the dial D clockwise
and remove the misfed
original @.

5. Open the cover.

6. Remove the misfed
original and close the
cover.

7. If you cannot remove the

misfed original, hold up
the tray and remove
the original.

10.Slide blue lever to the
left.

11.Pull the cover and
remove the misfed
original.

12.Push center of the cover and

close until it clicks.

8. Close the upper cover.
9. Lift the document

feeder and check the
sticker.

B WhenY is Lit

1

2

1. Open the right cover of the paper tray unit.
If your machine is equipped with the large
capacity tray, slide it to the right and open
the right cover of the paper tray unit.

2. Remove misfed paper.

3. Close the right cover of
the paper tray unit.
If your machine is
equipped with the large
capacity tray, set it back.




8 Clearing Misfeeds

Il When Z is Lit

. Open the side cover of
duplex unit and remove
misfed paper.

2. If you cannot remove

misfed paper, open the

duplex unit.

3. If you cannot find misfed paper,
open cover Z and remove misfed

paper.

4. Close the duplex unit.

1. Slide the large capacity
tray to the right.

2. Open the top cover of
the large capacity tray.

3. Remove

misfed paper.

4. If you cannot remove

5. Close the top cover and

the misfed paper, try to
remove the misfed paper
from the left side of the
large capacity tray.

return the Large Capacity
Tray(LCT).

‘You can make an enlarged copy of this page and stick it on wall.

ZCAJO30E
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Changing the Paper Size

#Important

O If you wish to change the paper
size set in the optional large capac-
ity tray (LCT), contact your service
representative.

O Be sure to select paper size with
the user tools. Otherwise, misfeeds
might occur.

pe Reference
For paper sizes, weight, and capac-
ity that can be set in each tray, =
P.21 “Copy Paper”.

Changing the Paper Size in
Tray 1 or2

nMake sure that the paper tray
(tray 1 or 2) is not being used.
Then fully pull out the tray.

ZDSY130J

B Remove the back fence.

ZDSY2004

B Remove any remaining copy pa-
per.

ZDSY140J

ZDSY150)



Changing the Paper Size

B While pressing the release lever,
adjust the side fences.

ZDSY160J

ﬂ Square the paper and load it into
the tray.

ZDSY1104

ﬁlmportant

O Do not stack paper over the lim-
it mark.

O Make sure that the paper stack
is flused with the right side
fence.

& Note

O Shulffle the paper before setting
it in the tray.

O Make sure the leading corners
of the paper are under the cor-
ners.

O Straighten the paper, if curled
or warped, before placing it in
the tray.

ﬂ Lock the side lever.

ZDSY230)

B Adjust the back fence to the new
paper size.

ZDSY1704

& Note
0 For 11”7 x 17” paper, put the
back fence inside 1.

g Adjust the tray size with the pa-
per size selector to the new paper

ZDSY180J
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Troubleshooting

To adjust the paper size to one
not available with the paper size
selector

@ Set the paper size selector to
the 9% mark on the left.

@ Press the [User Tools/Counter)
key.

© Press the [System Settings] key.

@ Press the [Paper Size Setting] key.

@ Press the [Tray Paper Size: Tray 1]
or the [Tray Paper Size: Tray 2]
key.

0 Select your desired size. Then,
press the [OK] key.

@ Press the [Exit] key or press the

[User Tools/Counter] key to exit
the User Tools.

#Important

O Be sure to select the paper
size with the User Tools (Sys-
tem Settings). Otherwise,
misfeeds might occur.

pe Reference
For details, = “User Tools
(System Settings)” in the Sys-
tem Settings manual.

[m Gently push the paper tray in un-
til it stops.

ZDSY190J

mCheck the paper size displayed
on the display panel.

Changing the Paper Size in
Tray 3 or 4

I] Make sure that the paper tray is
not being used.

B Pull the paper tray out, and then
lift and remove it.

T
BN

ZDSY2800

& Note
O Remove any remaining copy
paper.
B Remove the screws fastening the
side fences using the screwdriver.

ZDSY2904

& Note
O A screwdriver is contained in
the front area of the top tray.



Changing the Paper Size

ﬂ Re-position the side fences to the
paper size you want to use.

’@@

B Fasten the fences with screws.

ZDSY300J

ZDSY310J

B Square the paper and load it into
the tray.

ZDSY320J

ﬂlmportant
O Do not stack paper over the lim-
it mark.

& Note
O Shulffle the paper before setting
it in the tray.

O Make sure the leading corners
of the paper are under the cor-
ners.

ﬂ Adjust the back fence to the new
paper size.

ZDSY330)

& Note
O For 11”7 x 17” paper, put the
back fence inside 1.

mPush the paper tray in until it
stops.

g Select the paper size with the user
tools.
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I Adding Staples

A CAUTION:

* Qur products are engineered to meet high standards of quality and function-
ality, and we recommend that you only use the expendable supplies availa-
ble at an authorized dealer.

#Important

O If you use a staple cartridge other than that recommended, staple failure or
staple jams might occur.

1000-Sheet Finisher

* 1: Open the front cover.

fin101EE

e 2: Remove the cartridge.

fin102EE

e 3:Take out the empty refill in the arrow di-
rection.

fin103EE



(&4 Adding Staples

e 4: Push in the new refill until it clicks.

fin104EE

e 5: Pull out the ribbon.

fin105EE

® 6: Reinstall the cartridge.

fin106EE

e 7: Close the front cover.

fin107EE
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2 Tray Finisher

ZCAJOTOE

1: Open the front cover of the finisher.

2: Hold the green lever and pull out the
cartridge gently.

3: Hold the both sides of the cartridge.
4: Pull up the upper unit of the cartridge.

5: Take out the empty refill in the arrow di-
rection.

6: Align the arrows on the new refill and
the cartridge, and then push in the refill
until it clicks.



(&4 Adding Staples

ZCAJ100E

7: Hold down the upper unit to the car-
tridge gently.

8: Pull out the ribbon.

9: Hold the green lever and reinstall the
cartridge until it clicks.

10: Close the front cover of the finisher.
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& Removing Jammed Staples

& Note

O Staples might be jammed because of curled copies. In this case, try turning the
copy paper over in the tray. If there is no improvement, change the copy pa-
per with less curls.

O After removing jammed staples, staples might not be ejected the first few
times you try to use the stapler.

1000-Sheet Finisher

n * 1: Open the front cover.

fin108EE

® 2:Remove the cartridge.

fin109EE

* 3: Open the face plate.

fin110EE
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< Removing Jammed Staples

fin111EE

fin112EE

fin113EE

4: Remove the jammed staples.

5: Reinstall the cartridge.

6: Close the front cover.
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2 Tray Finisher

ZCAJO40E

&

ZCAJI0E

47
N
\s.%

ZCAJ120E

ZCAJ30E

1: Open the front cover of the finisher.

2: Hold the green lever and pull out the
cartridge gently.

3: Pull up the knob of the cartridge.

4: Take out all staples slid from the car-
tridge.

5: Pull down the knob of the cartridge until
it clicks.



< Removing Jammed Staples

ZCAJ140E

6: Hold the green lever and reinstall the
cartridge until it clicks.

7: Close the front cover of the finisher.
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Troubleshooting

i Removing Punch Waste

& Note

O While “Hole punch receptacle is
full.” is displayed, you cannot use
the Punch function.

ﬂ Open the front cover of the 2 Tray
finisher.

ZDS0010J

B Pull out the punch waste box and
remove punch waste.

ZDS0020J

200

B Reinstall the punch waste box.

ZDS0030J

& Note

O If you do not, “Hole punch re-
ceptacle is full.” is still dis-
played.

ﬂ Close the front cover of the 2 Tray
finisher.

“Hole Punch Receptacle Full.” dis-
appears.

& Note
O If the message is still displayed,
reinstall the punch waste box.



5. User Tools (Copy/
Document Server Features)

Accessing the User Tools (Copy/
Document Server Features)

This section is for the key operators in
charge of this machine. You can
change or set the machine's default
settings.

=] Preparation
After using the User Tools, be sure
to exit from the User Tools.
The selected key is highlighted.

Any changes you make with the
User Tools remain in effect even if
the main power switch or opera-
tion switch is turned off, or the
[ Clear Modes] key is pressed.

A Reference
For details, = “Accessing the User
Tools (System Settings)” in the
System Settings manual.

I] Press the [User Tools/Counter] key.

The User Tools Main Menu ap-
pears.

Screen
€ D, Convat

gPress the [Copier/Document Server
Features] key.

Use Tools Courter

/@

ZCAS100N

The Copier/Document Server Fea-
tures menu appears.

& User Tools/Gounter

Copier/Document Server
Feafures

| ([ Facsimile Feawres
System Settings :
& Printer Features

él Scanner Features

B Select the desired menu and press
the key.

@6 Gopier/Document Server Features

Select items to set
J General Features I Reproduction Ratio I Edit I Starmp I
Auto Paper Select Priority ;l\ﬂes ‘ ‘ Auto Imany
Auto Tray Switching ;|wnn image rotation ‘ ‘ Ca|
Paper Display ;an ‘ ‘ Im:
Original Mode Priority ;lTexl ‘
Original kode Display ;an ‘
& Note
O [VNext]: Press to go to the next
page.

O [APrevious]: Press to go back to
the previous page.

/O Reference

= P.204 “User Tools Menu (Cop-
ier/Document Server Features)”.

ﬂ Change the settings by following
the instructions on the display
panel. Then press the [OK] key.

§e Reference
= P.212 “General Features */,".

& Note

3 [OK]: Press to set the new set-
tings and return to the previous
menu.

O [Cancel]: Press to return to the
previous menu without chang-
ing any data.
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User Tools (Copy/Document Server Features)

Exiting From the User Tools

ﬂ After changing the User Tools set-
tings, press the [Exit] key on the
User Tools Main Menu.

Changing the User Tools is com-
pleted, and the machine is ready
for copying.

CopierDocument Server &
a] Fetus ] ‘ & Taivanese !

B Facsimile Feaures l

Courter %

4
=] ScannerFeatures ]

& Note

O To exit from the change of the
machine's default settings and
return to Copy mode, press the
[User Tools/Counter] key.

O You can also exit from the User
Tools by pressing the [User
Tools/Counter] key.



Accessing the User Tools (Copy/Document Server Features)
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User Tools Menu (Copier/Document
Server Features)

User Tools/Counter Bt [@e Copier/Document Server Features| |-

L2001 U200 2001
Copier/Document Server el ems 1o et
\DG P i ] ‘&\” Tabanese l | [[nwairees [ropomman | e | s o Ofp
oot | ooty | [ R s Dty Pty
O oo s ol
stmstigs *~—> | e g | o Cipy vty
[ Pt Fedues [ BEEEY o image Densty
T | e Pty it
‘ & semeres ] [ @ Couter i | Vet oepay o T

et toms ot Sl fems o e
| | Geertredures | Beprantonrato ] et | smp | vpwospn ] et | Reposetin o it Sy ettt
Ao Paper Select Prirty [ves A mage Densty Priorty Shortcd RE | 71% f Enfarge s 141%
ot Ty vty [ e ton Gy oy [ e 1% [ Ty Z00%
o b 0 T oy S RS So% f s 300%
gty [t [ Ti5% [ oo 12 1%
gl s Dl o I s e | a2 122% "

@6 Copier/Document Server Features

Selc foms o . okt toms o e

| [t [t | e sy | wpacut ] [emaireauss | rpotonrao ||y | _wreor_]
STy T St 2 S0 Tt T Fedwn T 25% [ Fowwe 6 52%
Gty 15 s TwTsed et o 5 0% [ e J71%
Cpprimtey ts st ot Contine oae 3 oo [ o cwiovags  Jp3%
omy it ey 14|t e 4 ogls e 4 Tin f i Pty Feowe
CopgFoncin ey F5 st g arceinss| Fedice & 75% wn

ot tms o okt tans ot
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@O Copier/Document Server Features
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User Tools (Copy/Document Server Features)

General Features '/4

< Auto Paper Select Priority
As a default setting, Auto Paper Select is selected. You can cancel this setting.

& Note
O Default: Yes

% Auto Tray Switching
If you load paper of the same size in two or more trays, the machine automat-
ically shifts to another tray when the tray in use runs out of paper (when Auto
Paper Select is selected.) This function is called “Auto Tray Switching”. This
setting specifies whether to use “Auto Tray Switching” or not.
Default: With image rotation

& Note

O [With image rotation] Use this when copying with Auto Tray Switching.

O [Without image rotation] Only copies with Auto Tray Switching if you load
paper of the same size and in the same direction in two or more trays. If the
paper is not the same size or in the same direction, the message “Load pa-
per.” is displayed.

O [OFF] When a paper tray runs out of paper, copying is interrupted and the
message “Load paper.” is displayed.

< Paper Display

You can choose whether the available paper trays/sizes are shown on the in-
itial display at Auto Paper Select mode.

& Note
O Default: Display

O If you choose “Hide”, the display is shown as below. When the [Auto Paper
Select] key is pressed, paper sizes appear on the display.

Auto Reduce/Enlarge ! f3nd § naohy ! ] a%! 100%

- ) - LT

.............. - . | Soefie

% Original Mode Priority
As a default setting, Text is selected as the Originals Type. You can change it
to Text/Photo, Photo, Pale, or Generation Copy.

& Note
O Default: Text
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General Features '/,

% Original Mode Display
You can choose whether the original modes are shown on the initial display.
& Note
O Default: Display
O If you choose “Hide”, the display is shown as below.

uto Fieduce Enlarge i JFaeid i ey i a a%i 100%

< Auto Image Density Priority
You can turn the Auto Image Density on or off for each of the original types
(Text, Text/Photo, Photo, Pale, and Generation Copy).
& Note
O Default: Text: On, Text/Photo: On, Photo: Off, Pale: On, Generation Copy: On

< Copy Quality

You can adjust the quality level of copies for each of the original types (Text,
Text/Photo, Photo, Pale, Generation Copy).

Copy Quality
Adjust quality for each type, then press[OK]
- Text

= TestiPhito

-Phota L Print P PMotmnal

»Pale

- Generation Copy

e Text
Adjust the sharpness of text.

& Note

O Default: Normal

O [Custom Setting] is the value set during service setup.

O Choosing [Sharp] or [Sort] affects the outline sharpness of text.
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e Text/Photo

When there are photo(s) and text on the original, determine whether the
photo or text takes priority.

& Note
O Default: Normal

O [Custom Setting] is the value set during service setup.
O [Normal] achieves a good balance between text and photos.

Photo
For a photo original, adjust the finish quality level to match the type of
photo original.

& Note
O Default: Print Photo

O [Custom Setting] is the value set during service setup.

O Select [Print Photo] for printed photo originals, and [Glossy Photo] for
printed photo originals with fine dots.

O Select [Normal] for printed photo and text originals.

Pale
Adjust the quality level for the finish of a pale original with normal densi-

ty.

& Note

O Default: Normal

O [Custom Setting] is the value set during service setup.

Generation Copy

Adjust the quality level so as not to thicken the lines of the finish image.

& Note
O Default: Normal

O [Custom Setting] is the value set during service setup.

< Image Density
You can select one of seven original image density levels for each of the orig-
inal types (Text, Text/Photo, Photo, Pale, Generation Copy).

& Note
O Default: Text: Normal, Text/Photo: Normal, Photo: Normal, Pale: Normal, Gen-

eration Copy: Normal



General Features /s

General Features 2/,4

<>

2
L ¥4

2
L ¥4

2
L ¥4

Duplex Mode Priority
You can select the type of the Duplex function effective when the machine is
turned on, Energy Saver mode is off, or Auto Reset is on.

& Note

O Default:
e Metric version: 1 Sided—1 Sided
e Inch version: 1 Sided—2 Sided

Copy Orientation in Duplex Mode
You can set the copy orientation when making two-sided copies.

& Note
O Default: Top to Top

Original Orientation in Duplex Mode
You can set the original orientation when making two-sided copies.

& Note
O Default: Top to Top

Change Initial Mode
You can select the initial mode or Program No. 10 as the mode effective when
the machine is turned on, or modes are cleared.

& Note
O Default: Standard

Max. Copy Quantity
The maximum copy quantity can be set between 1 and 999.

& Note
O Default: 999Sheets.

Tone: Original remains

The beeper (key tone) sounds when you forgot to remove originals after cop-
ying.

& Note

O Default: On

O If the “Panel Tone” of the User Tools (System Settings) setting is “Off”, the

beeper does not sound irrespective of the “Tone: Original on Platen” set-
ting. “Panel Tone” in the System Settings manual.
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< Job End Call
You can choose whether or not the beeper sounds when copying is complete.
If the "Panel Tone" of the User Tools (System Settings) settings is "Off", the
machine beeps to notify you that the machine did not complete a job for rea-
sons such as copying was interrupted, the paper tray ran out of paper or a pa-
per jam occurred.

& Note
O Default: On
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General Features 3/4

< Copy Function Key: F1-F5
You can register frequently used functions in Function Keys F1 to F5.

& Note

O Default:
¢ Copy Function Key: F1: 1 Sided—2 Sided:T to T
¢ Copy Function Key: F2: 2 Sided:T to T—2 Sided:T to T
¢ Copy Function Key: F3: 1 Sided—1 Sided Combine:2 Originals
* Copy Function Key: F4: 1 Sided—1 Sided Combine:4 Originals
¢ Copy Function Key: F5: Create Margin
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General Features 4/,

< Document Server Storage Key: F1-F5

You can reqister frequently used functions in Function keys F1 to F5. You can
also change the registered functions.

Document Server Storage Key: F1
Select item to be programed with Key Mo 1 irom let. Then press [0K]

7 Qriginal Orlemnl

Z Sided Origi.

Top to Bottom 1 Bafch (SADF) 1

*-%

& Note

O Default
* Document Server Storage Key: F1: 2 Sided Original Top to Top
¢ Document Server Storage Key: F2: 1 Sided — 1 Sided Combine
* Document Server Storage Key: F3: 1 Sided — 1 Sided Combine: 4 originals
¢ Document Server Storage Key: F4: 1 Sided — 1 Sided Combine: 8 originals
¢ Document Server Storage Key: F5: Create Margin



Reproduction Ratio '/

Reproduction Ratio /5

% Shortcut RIE
You can register up to three frequently used Reduce/Enlarge ratios other
than the fixed Reduce/Enlarge ratio and have them shown on the initial dis-
play. You can also change the registered Reduce/Enlarge ratios.

If no Reduce/Enlarge ratio has been set when selecting [Shortcut R/E 1], [Short-
cut R/E 2], or [Shortcut R/E 3], enter the desired Reduce/Enlarge ratio using the
number keys.

Enlarge 1-5
You can customize the enlargement ratios available when you press the [Re-

duce/Enlarge] key followed by the [Enlarge] key.

& Note

O Default:

e Metric version:

Enlarge 1: 115%
Enlarge 2: 122%
Enlarge 3: 141%
Enlarge 4: 200%
Enlarge 5: 400%

e Inch version:

Enlarge 1: 121%
Enlarge 2: 129%
Enlarge 3: 155%
Enlarge 4: 200%
Enlarge 5: 400%

O When selecting [User Enlrg. Ratio], enter a ratio using the number keys (in

the range of 101 to 400%).

Priority Setting: Enlarge
You can set the ratio with priority when the [Reduce/Enlarge] key is pressed,

followed by the [Enlarge] key.

& Note

O Default:

e Metric version: 141%

e Inch version: 155%
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Reproduction Ratio 2/,

% Reduce 1-6
You can customize the reduction ratios available when you press the [Reduce/
Enlarge] key followed by the [Reduce] key.

& Note
O Default:

® Metric version:
e Reduce 1: 25%
e Reduce 2: 50%
e Reduce 3: 65%
e Reduce 4: 71%
e Reduce 5: 75%
B e Reduce 6: 82%
¢ Inch version:
e Reduce 1: 25%
e Reduce 2: 50%
e Reduce 3: 65%
e Reduce 4: 73%
e Reduce 5: 78%
e Reduce 6: 85%

O When selecting [User Redc.Ratio], enter a ratio using the number keys (in the
range of 25 to 99%).

% Priority Setting: Reduce
You can set the ratio with priority when the [Reduce/Enlarge] key is pressed,
followed by the [Reduce] key.

& Note
O Default:

e Metric version: 71%
e Inch version: 73%
< Ratio for Create Margin

You can set a Reduce/Enlarge ratio when registering “Create Margin” in a
Shortcut Key.

& Note
O Default: 93%
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< RJE Priority
Specify which Reduce, Enlarge or Input Ratio is shown on the display panel
with priority when the [Reduce/Enlarge] key is pressed.

& Note
O Default: Reduce
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Edit /2

< Front Margin: Left/Right
You can specify left and right margins on the front side of copies in Margin
Adjust mode.

& Note
O Default:

® Metric version: Left 5mm
¢ Inch version: Left 0.2”

< Back Margin: Left/Right
You can specify left and right margins on the back side of copies in Margin
Adjust mode.

& Note
O Default:

* Metric version: Right 5mm
¢ Inch version: Right 0.2”

< Front Margin: Top/Bottom
You can specify front top and bottom margins on the front side of copies in
Margin Adjust mode.

& Note
O Default:

e Metric version: Bottom Omm
¢ Inch version: Bottom 0.0”

< Back Margin: Top/Bottom
You can specify back top and bottom margins on the front side of copies in
Margin Adjust mode.

& Note

O Default:
e Metric version: Bottom Omm
¢ Inch version: Bottom 0.0”



Edit '/

<>

2
L ¥4

1 sided—2 sided Auto Margin:Tto T

In 1 sided — 2 sided Duplex mode, you can specify whether to automatically
set the margins on the back side.

The margin is set to the same value of “Back Margin: Left/Right”.

& Note

O Default:
* Metric version: Right 5mm
¢ Inch version: Right 0.2”

1 sided—2 sided Auto Margin:T to B

In 1 sided — 2 sided Duplex mode, you can specify whether to automatically
set the margins on the back side. The value set for "Back Margin: Top/Bot-
tom" is used.

Erase Border Width

The default setting of the width of the erased margins in Erase Border mode
can be changed as follows:

¢ Metric version: 3 — 50mm in Imm steps

¢ Inch version: 0.1" - 2.0" in 0.1" steps

& Note
O Default:

e Metric version: 10mm

e Inch version: 0.4”

Erase Original Shadow in Combine
In Combine Copy or Booklet/Magazine Copy mode, you can specify whether
to erase a 3mm, 0.1" bounding margin around all four edges of each original.

& Note
O Default: Yes

Erase Center Width

The default setting of the width of the erased margins in Erase Centre mode
can be changed as follows:

® Metric version: 2 — 99mm in Imm steps

¢ Inchversion: 0.1"-3.9"in 0.1" steps

& Note

O Default:
e Metric version: 10mm

e Inch version: 0.4”
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Edit 2/,

< Image Repeat Separation Line

You can select a separation line in Image Repeat mode from None, Solid, Bro-
ken A, Broken B, or Crop Marks.

¢ None

e Solid

e Broken A

,,,,,

¢ Crop Marks

—

L+ 4

L1

& Note
O Default: None

2
L ¥4

Double Copies Separation Line

You can select a separation line in Double Copy mode from None, Solid, Bro-
ken A, Broken B,or Crop Marks.

¢ None

|

e Solid

o
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K2
L ¥4

e Broken A

¢ Crop Marks

& Note
O Default: None

Separation Line in Combine
You can select a separation line in Combine mode from None, Solid, Broken a
A, Broken B, or Crop Marks.

¢ None
e Solid

e Broken A

,,,,,

¢ Crop Marks

—

L+ |

L

& Note
O Default: None
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% Front Cover Copy in Combine
You can specify whether to make a combined copy on the front cover sheet
when you select Front Cover copy mode.

& Note
O Default: Combine

< Designated Slip Sheet Copy in Combine
You can specify whether to make a combined copy on the inserted slip sheets
in Desig./Chapter Copy mode.

& Note
O Default: Combine

< Copy on Designated Paper
You can specify whether to copy on the designate.

& Note
B O Default: Yes

< Orientation: Booklet, Magazine
You can select the type of originals for Booklet or Magazine mode.

& Note
O Default: Open to Left

< Copy Order in Combine
You can set the copy order in Combine mode to “Left to Right” or “Top to Bot-

tom™.
From Left to Right From Top to Bottom
1:2 1:3
3 4 24
1:2:3:i4 1:3:5:{7
5:6:7:8 2:4:6:8
& Note

O Default: From left to right
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Stamp

Stamp

Background Numbering

< Size
You can set the size of the numbers.

& Note
O Default: Normal

¢ Small
e Normal
e Large

< Density
You can set the density of the numbers.

& Note
O Default: Normal

Preset Stamp '/4-Y/,

< Stamp Priority
You can select the stamp type priority detected in Stamp mode.

& Note
O Default: Copy

< Stamp Language
You can select the language of the message that is printed in Stamp mode.

& Note
O Default: English

< Stamp Position
You can set the position at which the stamp is printed.
Press the arrow keys to adjust the position.

& Note
O Default:

® Metric Version:
¢ Position: Top right
e Top Margin: 24mm
* Right Margin: 24mm
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e Inch Version:
* Position: Top right
e Top Margin: 1.0”
* Right Margin: 1.0”
< Stamp Format
You can adjust the size, density and print page for the stamp.
e Size

You can set the size of the stamp.

& Note
O Default: 1X
¢ Density
You can set the pattern used to print the stamp.

& Note
O Default: Normal

O Normal: The stamp is printed on the image. You cannot confirm which
parts overlap the image.

O Lighter: The image can be seen through the stamp.

O Light: You can see the image even clearer than in the “Lighter” setting.
¢ Print Page

You can select whether the stamp is printed on the first page or all pages.

& Note
O Default: All Pages

User Stamp '/»-?/,

< Program/Delete Stamp
You can register up to 4 custom stamps with your favorite design. You can
register /change/delete your favorite design as a user stamp.
How to Program/Delete Stamp, = P.125 “Program/Delete User Stamp”.

< Stamp Position
You can set the position at which the stamp is printed.
Press the arrow keys to adjust the position.

& Note
O Default:

® Metric version:
¢ Position: Top right
e Top Margin: 24mm
* Right Margin: 24mm
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e Inch version:
* Position: Top right
e Top Margin: 1.0”
* Right Margin: 1.0”
< Stamp Format
You can adjust the print page for User Stamp 1 to 4 you registered.

& Note
O Default: All Pages

Date Stamp

% Format
You can select the date format for Date Stamp mode.

& Note

O Default:
e Metric version: DD/MM/YYYY
¢ Inch version: MM/DD/YYYY

% Font
You can select the Date Stamp font.

& Note
O Default: Font 1
O This setting is linked with Page Numbering.
< Stamp Position
You can set the position at which the stamp is printed.
Press the arrow keys to adjust the position.
& Note
O Default:
® Metric version:
* Position: Top left
¢ Top Margin: 8mm
¢ Left Margin: 32mm
¢ Inch version:
* Position: Top left
e Top Margin: 0.3”
* Left Margin: 0.8”
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< Stamp Setting
You can select whether the date is printed on the first page or all pages.

& Note
O Default: All Pages

% Size
You can set the Date Stamp size.

& Note

O Default: Auto

O This setting is linked with Page Numbering.
< Superimpose

You can select whether the Date Stamp is printed negative when it overlaps
black parts of the image.

& Note
O Default: No

O This setting is linked with Page Numbering.

Page Numbering '/>-%/;

< Stamp Format
You can select the page number format priority detected in Page Numbering
mode.

& Note
O Default: P1, P2

< Font
You can select the font of the page number that is printed in Page Numbering
mode.

& Note
O Default: Font 1

O This setting is linked with Date Stamp.

% Size
You can set the size of the stamp that is printed in Page Numbering mode.

& Note
O Default: Auto
O This setting is linked with Date Stamp.



Stamp

< Duplex Back Page Stamping Position
You can set the position of the duplex back page number that is printed in Du-
plex mode.

& Note
O Default: Opposite Position

% Page Numbering in Combine
You can set how the pages are numbered when you use the Combine function
and Page Numbering function together.

& Note
O Default: Per original

< Stamp on Designated Slip Sheet
You can select whether to print the page number onto slip sheets when you
use the Designate function set to “Copy” and Page Numbering function to-
gether.

& Note
O Default: No

< Stamp Position: P1, P2..Stamp Position: 1/5, 2/5...Stamp Position: —1-, —2-
..Stamp Position: P.1, P.2...Stamp Position: 1, 2...Stamp Position: 1-1, 1-2...
You can set the position at which the stamp is printed.
Press the arrow keys to adjust the position.

& Note
O Default:

® Metric version:
¢ Position: P1,1/5, P.1, 1:Top right, -1-, 1-1: Bottom center
e Top/Bottom Margin: P1,1/5, P.1, 1:12mm, -1-, 1-1: 8mm
¢ Left/Right Margin: P1,1/5, P.1, 1:12mm, -1-, 1-1: Omm

e Inch version:
e Position: P1,1/5, P.1, 1:Top right, -1-, 1-1: Bottom center
e Top/Bottom Margin: P1,1/5,P.1,1:0.5”, -1-, 1-1: 0.3”
e Left/Right Margin: P1,1/5,P.1,1:0.5”, -1-, 1-1: 0.0”

< Superimpose
You can select whether page numbers are printed negative when they over-

lap black parts of the image.

& Note
O Default: No

O This setting is linked with Date Stamp.
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Input/Output
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Switch to Batch (SADF)
You can select Batch mode or SADF mode when you press the Special Origi-
nal key.

SADF Auto Reset

When you set one original at a time in the document feeder, the Auto Feed
indicator lights for a selected time after an original is fed to show that the doc-
ument feeder is ready for another original. You can adjust this time from 3
seconds to 99.

& Note
O Default: 5sec.

Rotate Sort: Auto Paper Continue
You can specify whether to continue copying when the paper of the required
orientation has run out during rotate-sorting. = “Rotate Sort” in = P.43 “Sort”.
¢ If you select [No]:
When paper of the required orientation runs out, the machine stops copy-
ing and prompts you to supply copy paper. When you load paper, the ma-
chine will continue copying.
¢ If you select [Yes]:
Copying continues using copy paper of a different direction. The copy job
will finish even if you have left the machine.

& Note
O Default: No

Auto Sort
You can specify whether Sort mode is selected when the machine is turned on
or the mode is cleared.

& Note
O Default: No

Memory Full Auto Scan Restart
When the memory becomes full while scanning originals, the machine can
make copies of the scanned originals first, then automatically proceed scan-
ning the remaining originals.
You can enable or disable this function.
¢ If you select [No]:
When the memory becomes full, the machine stops operation allowing you
to remove the copy pages delivered on the output tray.
¢ If you select [Yes]:
You can leave the machine unattended to make all the copies, but the re-
sulting sorted pages will not be sequential.

& Note
O Default: No



Input/Output

<>
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Select Stack Function
Specify which Stack or Rotate Sort is shown on the initial display with prior-

ity.
& Note
O Default: Stack

O The optional finisher or booklet finisher is required to use this function.

Select Stapling Position

Specify which Top 2 staples or Bottom is shown on the initial display with pri-
ority.

& Note

O Default: Top 2 staples

O The optional 2 Tray Finisher is required to use this function.
Letterhead Setting

If you want to copy on the direction-fixed (top to bottom) or 2-sided paper,
the machine rotates the image correctly. To use this function, select “Yes”.

& Note
O Default: No
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User Tools (Copy/Document Server Features)
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Do's And Don'ts

A\ CAUTION:

Unplug the power cord from the
wall outlet before you move the
equipment. While moving the
equipment, you should take care
that the power cord will not be
damaged under the equipment.

iﬁklmportant
O If you want to unplug the power

cord or turn off the main power
switch, make sure that the remain-
ing memory space indicates 100%
on the display for facsimile mode.

O While the machine is unplugged,

you can neither send nor receive a
fax.

/O Reference

For details, see the Facsimile Refer-
ence.

When you use this machine for a
long time in a confined space with-
out good ventilation, you may no-
tice an odd smell. To keep the
workplace comfortable, we recom-
mend that you keep it well venti-
lated.

Do not press areas on or around
the fusing unit. These areas get hot.

After making copies continuously,
the exposure glass may feel
warm—this is not a malfunction.

You might feel warm around the
ventilation hole. This is caused by
exhaust air, and is not a malfunc-
tion.

6. REMARKS

Do not turn off the operation
switch while copying or printing.
Make sure that all copying or
printing has finished.

The machine might fail to produce
good copy images if condensation
forms inside the machine due to
rapid temperature change.

Do not open the covers of machine
while copying or printing. If you
do, misfeeds might occur.

Do not move the machine while
copying or printing.

If you operate the machine im-
properly or a failure occurs on the
machine, your machine settings
might be lost. Be sure to take a note
of your machine settings.

Supplier shall not be liable for any
loss or damages resulting from a
failure on the machine, loss of ma-
chine settings, and use of the ma-
chine.
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REMARKS

Where to Put Your Machine

Machine Environment

Your machine's location should be
carefully chosen because environ-
mental conditions greatly affect its
performance.

Optimum environmental conditions

A CAUTION:

* Keep the equipment away from
humidity and dust. Otherwise a
fire or an electric shock might oc-
cur.

* Do not place the equipment on
an unstable or tilted surface. If it
topples over, it could cause inju-

ry.

A CAUTION:

* [f you use the equipment in a
confined space, make sure there
is a continuous air turnover.

¢ Temperature: 10 — 32°C (50 -
89.6°F)(humidity to be 54% at
32°C, 89.6°F)

¢ Humidity: 15 — 80% (temperature
to be 27°C, 80.6°F at 80%)

* A strong and level base.

¢ The machine must be level within
5mm, 0.2" both front to rear and
left to right.

¢ To avoid possible buildup of
ozone, be sure to locate this ma-
chine in a large well ventilated
room that has an air turnover of
more than 30 m3/hr/person.

Environments to avoid

® Locations exposed to direct sun-
light or strong light (more than
1,500 lux).

® Locations directly exposed to cool
air from an air conditioner or heat-
ed air from a heater. (Sudden tem-
perature changes might cause
condensation within the machine.)

¢ Locations close to such machines
generating ammonia as diazo copy
machine.

* Places where the machine might be
subjected to frequent strong vibra-
tion.

¢ Dusty areas.

¢ Areas with corrosive gases.

Moving

A CAUTION:

e Unplug the power cord from the
wall outlet before you move the
equipment. While moving the
equipment, you should take care
that the power cord will not be
damaged under the equipment.

*@klmportant
O If you move the machine, you
must be careful as follows:

¢ Turn off the main power = P.16
“Turning Off the Main Power”

¢ Unplug the power cord from the
wall. When you pull out the plug
from the socket, grip the plug to
avoid damaging the code and
causing fire or electric shock.

¢ Close the front cover, the by-
pass tray, or others.



Where to Put Your Machine

? Limitation
O Carefully move the machine, If

not, the machine might be dam-
aged or stored file might be delet-
ed.

Do not take off the holding stand.

Avoid any strong shocking to the
machine, the hard disk might be
damaged, and stored files will be
deleted. For precautionaly reasons
files should be copied to another
local computer.

Power Connection

A\ WARNING:

Only connect the machine to
the power source described on
the inside front cover of this
manual. Connect the power
cord directly into a wall outlet
and do not use an extension
cord.

Do not damage, break or make
any modifications to the power
cord. Do not place heavy ob-
jects on it. Do not pull it hard
nor bend it more than neces-
sary. These actions could
cause an electric shock or fire.

When the main switch is in the
Stand-by positions, the optional
anti-condensation heaters are on.
In case of emergency, unplug the
machine's power cord.

When you unplug the power cord,
the anti-condensation heaters turn
off.

Make sure that the plug is firmly
inserted in the outlet.

Voltage must not fluctuate more
than 10%.

The socket-outlet shall be installed
near the equipment and shall be
easily accessible.

Access to the Machine

Place the machine near the power
source, providing clearance as
shown.

4 2

A\ CAUTION:

Unplug the power cord from the
wall outlet before you move the
equipment. While moving the
equipment, you should take care
that the power cord will not be
damaged under the equipment.

A\ CAUTION:

When you disconnect the power
plug from the wall outlet, always

pull the plug (not the cable).

TSPS060E

1. Rear: more than 10 cm (4.0")
2. Right: more than 10 cm (4.0")
3. Front: more than 75 cm (29.6")
4. Left: more than 10 cm (4.0")

& Note
O For the required space when op-

tions are installed, contact your
service representative.
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REMARKS

Maintaining Your Machine

If the exposure glass, platen cover, or
document feeder belt is dirty, you might
not be able to make copies as you want.
Clean them if you find them dirty.

< Cleaning the machine
Wipe the machine with a soft,
damp cloth. Then, wipe it with a
dry cloth to remove the water.

#I mportant

O Do not use chemical cleaner or organ-
ic solvent, such as thinner or benzene.
If they get into the machine or melt
plastic parts, a failure might occur.

O Do not clean parts other than those
specified in this manual. Such
parts should be cleaned by your
service representative.

Cleaning the Exposure Glass

GDSHO50J

Clean 1 and 2

Cleaning the Platen Cover

GDSH140J

Cleaning the Document Feeder

Clean 1 and 2

Changing the Photoconductor
Unit (PCU)

Only use the photoconductor unit
made for this machine. Follow the
procedure below to change unit.

ﬂlmportant

O Be sure to unplug the power cord
from the outlet before changing
the photoconductor unit.

® Open front door, duplex unit, and
then transfer unit right cover.

@ Push the development unit to the
left, and then pull the photocon-
ductor unit out.

® Remove the harness clamps on the
charge unit and cleaning unit of
the new photoconductor unit.

@ Push the development unit to the
left, and then install the new pho-
toconductor unit.

& Note

O If the copy result is still not satis-
factory after replacing the photo-
conductor unit, contact your
service representative.



7. Specification

Mainframe

< Configuration:
Desktop

< Photosensitivity type:
OPC drum (©100)

% Original scanning:
One-dimensional solid scanning system through CCD

< Copy process:
Dry electrostatic transfer system

< Development:
Dry two-component magnetic brush development system

< Fusing:
Heating roll pressure system

< Resolution:
600 dpi

< Exposure glass:
Stationary original exposure type

% Original reference position:
Rear left corner

< Warm-up time:
From the main power switch

¢ Type 1: Less than 15 seconds (20°C) (When Facsimile or Printer is installed:
Less than 18 seconds (20°C))

¢ Type 2: Less than 20 seconds (20°C)
From the operation switch

¢ Type 1: Less than 10 seconds (20°C)
¢ Type 2: Less than 15 seconds (20°C)

% Originals:
Sheet/book/objects

< Maximum original size:
A3, 11" x 17"
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Specification

< Copy paper size:
¢ Trays: A3LY - A5LY, 11" x 17'[7 - 51 /5" x 81/,"7
e Bypass: A3[7 - A67, 11" x 17"'F - 51/," x 81/,"Y

* Bypass (custom size):
Vertical: 100 — 297mm, 4.0" - 11.7"
Horizontal: 148 — 600mm, 5.9" — 23.6"

* Duplex: A3L7 - A5, 11" x 17" - 51/," x 8!/,"F (impossible on A5[J,
51/2"x81/," 1))
o LCT: A4[J,8!/,"x11"'[)
< Copy paper weight:
e Paper tray: 64 — 105g/m?, 17 - 28 Ib.
¢ Bypass tray: 52 - 163g/m?, 14 1b. - 43 Ib.

< Non-reproduction area:
¢ Leading edge: Less than 3 = 2mm
¢ Trailing edge: Less than 2 + 2mm
¢ Left edge: Less than 2 + 1.5mm
* Right edge: Less than 2 + 2.5/-1.5mm

< First copy time:

¢ Type 1: 4.5 seconds or less
(face up feed, A4[J), 100%, feeding from tray 1, on the exposure glass,
Text-Photo mode, Auto Image Density)

¢ Type 2: 3.6 seconds or less
(face down feed, A4[J, 100%, feeding from tray 1, on the exposure glass,
Text-Photo mode, Auto Image Density)
< Copying speed: (Type 1)
* 19 copies/minute (A3L7, 11" x 17"Y)
* 35 copies/minute (A4[J), 8'/," x 11"[J)

< Copying speed: (Type 2)
* 22 copies/minute (A3L7, 11" x 17"Y)
¢ 45 copies/minute A4, 81/, x11"'[))



Mainframe

< Reproduction ratio:

Preset reproduction ratios:

Metric version

Inch version

Enlargement 400% 400%
200% 200%
141% 155%
122% 129%
115% 121%
Full Size 100% 100%
Reduction 93% 93%
82% 85%
75% 78%
71% 73%
65% 65%
50% 50%
25% 25%
Zoom: From 25 to 400% in 1% steps.
< Maximum continuous copy run:
999 sheets
< Copy paper capacity:
¢ Tray 1, 2: 500 sheets (80g/m?, 20 1b.)
* Bypass tray: 50 sheets (80g/m?, 20 1b.)
< Power consumption:
¢ Mainframe only
Type 1 Type 2
Warm-up about 1.3 kw about 1.3 kw
Stand-by about 0.155 kw about 0.175 kw
During printing about 1.3 kw about 1.3 kw
Maximum less than 1.5 kw less than 1.5 kw

e Complete system ~

1

Type 1 Type 2
Warm-up about 1.32 kw about 1.32 kw
Stand-by about 0.175 kw about 0.195 kw
During printing about 1.35 kw about 1.35 kw
Maximum less than 1.5 kw less than 1.5 kw

1 The Complete System consists of the mainframe, finisher and large capacity tray (LCT).
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Specification

< Dimensions (W x D x H up to exposure glass):
Type 1, 2: 670 x 650 x 720mm, 26.4" x 25.6" x 28.3"

< Space for mainframe (W x D):
¢ Type1,2:980 x 650mm, 38.6" X 25.6" (Bypass tray extender is used for large

size paper)

< Noise Emission "' :
Sound Power Level:
¢ Mainframe only

Type 1 Type 2
Stand-by Less than 51 dB (A) Less than 51 dB (A)
Copying Less than 67 dB (A) Less than 67 dB (A)
¢ Complete system
Type 1 Type 2
Stand-by Less than 52 dB (A) Less than 52 dB (A)
Copying Less than 70 dB (A) Less than 70 dB (A)
Sound Pressure Level :
* Mainframe only
Type 1 Type 2
Stand-by Less than 37 dB (A) Less than 37 dB (A)
Copying Less than 54 dB (A) Less than 54 dB (A)
e Complete system
Type 1 Type 2
Stand-by Less than 37 dB (A) Less than 37 dB (A)
Copying Less than 55 dB (A) Less than 55 dB (A)

"1 The above measurements made in accordance with ISO 7779 are actual value.
"2 Tt is measured at the position of the bystander.

3 The Complete System consists of the mainframe, finisher and large capacity
tray (LCT).

< Weight:
Type 1, 2: Approx. 78 kg, 172 1b

< HDD:

10 GB or more

¢ Capacity for Document Server
42 GB

¢ Capacity for Memory sorting
1.5GB

¢ Capacity for others
4.3 GB or more
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Document Feeder (Option)

Document Feeder (Option)

< Mode:

ADF mode, Batch mode, Mixed Size mode, Custom Size originals mode
% Original size:

* A3 -B6[JP (2 sided original are impossible for B6 [J )

e 11"x17'D -5!/,"x8!/," D2
% Original weight:

¢ 1-sided originals: 40 — 128g/m? (11 - 34 1b.)

¢ 2-sided originals: 52 — 105g/m? (14 - 28 1b.) (Duplex)

< Number of originals to be set:
80 sheets (80g/m? 20 Ib.) or less than 11mm, 0.43"

< Maximum power consumption:
Less than 60W (power is supplied from the main frame)

% Dimensions (WxDxH):
570 x 518 x 150mm, 22.4" x 20.3" x 5.9"

< Weight:
Approx. 12 kg, 26.51b

& Note
O Specifications are subject to change without notice.
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Specification

1000-Sheet Finisher (Option)

< Paper size:
A3, B47, A4 2, B5 0 2, A5 2, B6F, A6, 11" x 17", 81 /," x 14",
81/,"x 11", 51/," x 81/,'P
< Paper weight:
52 - 157g/m2, 14 -421b.
% Stack capacity:
e 1,000 sheets (A4[J, 8!/," x 11"[J) or smaller) (80g/m?,20 1b.)
¢ 500 sheets (B42, 8!/," x 14"[Y or larger) (80g/m? 20 1b.)

< Staple capacity:
* 30 sheets (A4[J, 8!/2" x 11"[J) or smaller) (80g/m?, 20 Ib.)
* 20 sheets (B4, 8!/," x 14"Y or larger) (80g/m?, 20 1b.)

< Staple paper size:
A3, B47, A4, B50), 11" x 17'F, 81 /," x 14"'[2, 81 /," x 11" F

< Staple paper weight:
64 — 80g/m?2, 17 - 20 Ib.

< Staple position:
1 position (upper left)

< Power consumption:
48W (power is supplied from the main frame.)

< Dimensions (W x D x H):
568 x 520 x 625mm, 22.4" x 20.5" x 24.6"

< Weight:
Approx. 21kg, 46.3 1b
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2 Tray Finisher (Option)

2 Tray Finisher (Option)

Finisher Shift Tray 1:

< Paper size:
A3, B47, A4, B5J 2, A5, B6[Z, A6LF, 11" x 17"F, 81 /," x 14",
81/,"x 11", 51/," x 81/," [ 2

< Paper weight:
52 -157g/m?, 14 - 42 1b.

% Stack capacity:
* 500 sheets (A4[J?, B5J 2, A5[J, 8!/»" x 11" [J D) (80g/m?, 20 1b.)
250 sheets (A3LY, B4[7, 8! /," x 14"F, 11" x 17"s) (80g/m?, 20 1b.)
e 100 sheets (A5, 5!/5" x 8! /5" [J ) (80g/m?, 20 Ib.)

Finisher Shift Tray 2:

< Paper size:
A3, B47, A4, B5J 2, A5, B6[Z, A6LF, 11" x 17"F, 81 /," x 14",
81/,"x 11"[JZ, 51 /," x 81/,"

< Paper weight:
52 -157g/m?, 14 - 42 1b.

% Stack capacity:

No Staple:

* 2,000 sheets (A4[J, 8!/," x 11"[J)) (80g/m?, 20 Ib.)

e 750 sheets (A3?, B47, A402, B5[J O, 11" x 17"'F, 81 /," x 14"7,
81/," x 11"[F) (80g/m?, 20 1b.)

Staple:

* 1,500 sheets (A4[J, 81/2"x 11"[}) (80g/m?, 20 1b.)

o 750 sheets (A3, B4Z, A45, B5S[J 7, 11" x 17'F, 81/," x 14",
81/2" x 11"F) (80g/m?, 20 Ib.)

* 500 sheets (A5[J)) (80g/m?, 20 Ib.)

* 100 sheets (A57, 5!/," x 81 /2" [J2) (80g/m?, 20 Ib.)

< Staple capacity:
50 sheets (A4[J2, B5[J 2, 8!/," x 11"[J @) (80g/m?, 20 1b.)
* 30 sheets (A32, B4/, 11" x 17'Y, 81/," x 14"F) (80g/m?, 20 1b.)

< Staple paper size:
A3, B4FP, A4, B5 D, 11" x 17", 81 /5" x 14'F, 81 /," x 11" 2

< Staple paper weight:
64-90g/m? 17 -241b
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Specification

< Staple position:
¢ 1 staple -3 positions
e 2staples — 1 position

< Power consumption:
Less than 60W (power is supplied from the main frame.)

< Dimensions (W x D x H):
680 x 620 x 1.030mm, 26.7" x 24.4" x 40.5"

< Weight:
Approx. 55kg, 121.2 1b.



Punch Kit (Option)

Punch Kit (Option)

< Paper size
e 2holes: A37 - A5, 11" x 17", 81 /," x 14'F - 51 /" x 81/, D
e 3holes: A307, B4, A4[J), B5[J, 11" x 17", 81/," x 11" [J)
¢ 4 holes:
e Metric version: A37, B45, A4[J, B5[J, 11" x 17", 81 /2" x 11" [
¢ Scandinavian version: A3LY — A5[J, 11" x 17'CY, 81/, x 14"F - 5'/," x
8/2"[)
< Paper weight:
* 4holes: 52 - 163g/m?, 14 1b. - 43 Ib.
¢ 2or3holes: 52 -163g/m? 14 1b. — 43 1b.

< Power consumption:
26.4 W (power is supplied from the mainframe.)

< Dimensions (W x D x H):
142 x 456 x 92mm, 55.9" x 179.5" x 36.2"

< Weight:
Approx. 29 kg, 6.41b

& Note
O Specifications are subject to change without notice.
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Specification

Internal tray 2 (1 bin tray) (Option)

< Number of bins:
1

< Available paper size:
A3, B47, B5 2, A5, 11" x 17'F, 81 /," x 14'F, 81 /," x 11" [ &,
5]/2n X 81/2” D

< Paper capacity:
125 sheets (80g/m?, 20 1b.)

< Copy paper weight:
60 — 105g/m? (16 — 281b.)

< Maximum power consumption:
Less than 15 W (power is supplied from the main frame.)

< Dimensions (W x D x H):
470 x 550 x 110mm, 18.6" x 21.7" x 4.4"

< Weight:
Approx. 4 kg, 8.91b

& Note
O Specifications are subject to change without notice.



Extarnal Tray (Option)

Extarnal Tray (Option)

< Dimensions (W x D x H):
265 x 395 x 65mm, 10.4" x 15.5" x 2.5"

< Weight:
Approx. 600 g, 1.31b

& Note

O Specifications are subject to change without notice.
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Specification

Large Capacity Tray (LCT) (Option)

< Paper size:
A4l), 81/, x11"[)

< Paper weight:
60 - 105g/m?, 16 — 24 1b.

< Paper capacity:
1,500 sheets (80g/m?, 20 1b.)

< Power consumption
Maximum. 40 W (power is supplied from the mainframe.)

< Dimensions (W x D x H, option unit):
390 x 500 x 390mm, 15.3" x 19.6" x 15.3"

< Weight:
Approx. 17 kg, 37.5 Ib.

& Note
O Specifications are subject to change without notice.



Paper tray unit (Option)

Paper tray unit (Option)

< Copy paper weight:
60 - 105g/m? (16 - 28 1b.)

< Available paper size:
A3, B47, AdD 3, B5J 2, A5, 11" x 17", 81 /," x 14",
81/2" x 11", 51/," x 81/," 7,81 /4" x 14", 11" x 14'DY, 71 /4" x 101 /" 2,
8"x13"[?, 8" x 10! /," 7, 81 /," x 13"[F, 8" x 10! /," [ 7, 8! /4" x 13"F

< Maximum power consumption:
Less than 50 W (power is supplied from the main frame.)

< Paper capacity:
550 sheets (80g/m?, 20 Ib.) x 2 trays

< Dimensions (W x D x H):
540 x 600 x 270mm, 21.3" x 23.7" x 10.7"

< Weight:
Approx. 25 kg, 55.2 Ib.

& Note
O Specifications are subject to change without notice.
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D
1000-Sheet Finisher, 8 Date Stamp, 127
1000-sheet finisher, 238 Designate, 138
2 Tray Finisher, 8 Directional Magnification (%), 75
2 Tray finisher, 239 Directional Size Magnification (mm), 77
Display, 11
A Display panel, 9,11

A he Machi Document Feeder, 237
ccess to the Machine, 231 Document feeder, 5, 30

Adding Staples, 192 Cleaning, 232

Adding Toner, 178 Document feeder (ADF), 8

Auto Off, 28 Document Server, 145
Auto Reduce/Enlarge, 41 Deleting, 162

B Features and Benefits, 147
Printing, 157
Back Cover, 135,136 Scanning Originals, 153
Background Numbering, 120 Do's And D(.m'ts, 229
Basic functions, 35 Double Copies, 110

Batch mode, 31

Book originals, copying, 98, 102 E

Border Erase, 113,114

E S key, 9
Bridge unit, 8 NEIgy Saver key

Energy Saver mode, 66

Bypass tray, 6,58 Enhance, 69
C Enlarging, 69

Environment, 230

Center/Border Erase, 116 Erase

Center Erase, 115 Border, 113,114

Centering, 111 Center, 115

Centre/Border Erase, 113 Center/Border, 116

Centre Erase, 113 Centre, 113

Changing Paper Centre/Border, 113

Tray 1or2, 188 Exposure glass, 5, 18,29

Changing the Paper Size, 188 Cleaning, 232

Chapter, 139 Extarnal Tray, 243

Check Modes key, 9 Extender, 59

Clearing Misfeeds, 181 External tray, 8

Clear Modes key, 9 F

Clear/Stop key, 10

Comb%nation Chart, 143 File Merge Printing, 149
Combine, 79, 85 Finisher

Control Panel, 9 1000-Sheet Finisher, 8
Control panel, 5 Front Cover, 135,136
Copy Paper, 21,38 Front cover, 5

Cover Function Status indicator, 10
Back Cover, 135, 136

Front Cover, 135,136
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Image Density, 35,36
Image Repeat, 109
Indicators, 9

Internal tray, 5

Internal tray 2 (1 bin tray), 8
Interrupt Copy, 66
Interrupt key, 9

J

Job Preset, 65

L

Large Capacity Tray (LCT), 8,244
Loading Paper, 175
Large Capacity Tray (LCT), 177
Traylor2, 175
Tray 3, 176
Tray 4, 176

Machine Environment, 230
Mainframe, 233

Main power indicator, 5,9
Main power switch, 5,15
Maintenance, 232

Margin Adjustment, 118
Messages, 165

Misfeeds, 181

Mixed Size mode, 32

N

On Demand Printing, 147
Operation switch, 9,15
Options, 8

Original Beeper, 67
Originals, 18

Originals, setting, 29
Original Type selecting, 36
Output tray guide, 7

P

Page Numbering, 130
Paper

Changing, 188

Loading, 175
Paper tray, 5
Paper tray unit, 8
Platen cover, 8
Power Connection, 231
Preset Stamp, 121
Program

Changing, 63

Deleting, 63

Recalling, 64

Storing, 62
Program key, 9
Programs, 62
Punching copies, 54
Punch kit, 241

R

Numbering
Background Numbering, 120
Page Numbering, 130
Number keys, 10

Reduce/Enlarge, 69
Reducing, 69
Remarks, 229
Removing Jammed Staples, 196
Removing Punch Waste, 200
Repeat

Image Repeat, 109

247



S T

Safety information, i Toner, 26

Sample Copy, 67 Toner Bottle

Sample Copy key, 9 Storage, 26

Screen Contrast knob, 9 Two-sided Copies, 79, 82
Series Copies, 98

Setting Custom Size Originals, 33 U

Slip Sheets, 135, 141

User Stamp, 123
User Tools

Copy/Document Server Features, 201
User Tools/Counter key, 9

Sort, 42

Sorting copies into sets, 43

Specification, 233
Document Feeder, 237

Extarnal Tray, 243 Vv
Large Capacity Tray (LCT), 244
Mainframe, 233 Ventilation hole, 6
Punch kit, 241
Stack, 42,45 Z
Stamp, 120

Background Numbering, 120 Zoom, 71

Date Stamp, 127
Page Numbering, 130
Preset Stamp, 121
User Stamp, 123
Staple, 42
Staples, 192
Removing Jammed Staples, 196
Stapling copies, 47
Start key, 9
System Reset, 28
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