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Please read this guide before operating this product.
After you finish reading this guide, store it in a safe place for future reference. ENG
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'd Manuals for the Machine

The manuals for this machine are divided as follows. Please refer to them for detailed information.

The manuals supplied with optional equipment are included in the list below. Depending on the system
configuration and product purchased, some manuals may not be needed.

M Guides with this symbol are printed manuals.

« Quick Reference for Basic Operations

e Learn How to Use Your Machine

The Tutorial CD is a teaching aid, designed to help you learn the various
functions of the machine.

« Basic Operations
« Troubleshooting

» Copying and Mail Box Instructions

« Sending and Fax Instructions

« Setting Up the Network Connection and
Installing the CD-ROM Software

« Remote User Interface Instructions
* Network Connectivity and Setup Instructions

¢ Network ScanGear Installation and
Instructions

¢ PS/PCL/UFR Il Printer Instructions

¢ PCL Printer Driver Installation and
Instructions

¢ PS Printer Driver Installation and
Instructions

r-\

lco-Rom CD-ROM. (See footnote on the next page.)

Easy Operation Guide

Tutorial CD

Reference Guide

Copying and Mail Box
Guide
(This Document)

Sending and Facsimile
Guide

Network Quick Start Guide

Remote Ul Guide

Network Guide

Network ScanGear User's
Guide

PS/PCL/UFR Il Printer
Guide

PCL Driver Guide

PS Driver Guide

iy
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Guides with this symbol are included on the accompanying
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¢ UFR Il Printer Driver Installation and . .

Instructions UFR Il Driver Guide 2
« Mac OS X PS Printer Driver Installation and . . —

Instructions Mac PS Driver Guide @
« Mac OS X UFR Il Printer Driver Installation . .

ard Instructions Mac UFR Il Driver Guide o
« Fax Driver Installation and Instructions Fax Driver Guide %
« Installing MEAP Applications and Using the ini

Login Service MEAP SM?1i lﬂ:ilgunlstrator o

® To view the manual in PDF format, Adobe Reader/Acrobat Reader/Acrobat is required. If Adobe Reader/Acrobat Reader/Acrobat is not installed on
your system, please download it from the Adobe Systems Incorporated website (http://www.adobe.com).
® The machine illustration on the cover may differ slightly from your machine.



T How This Manual Is Organized

(ofs:To1 -1yl Introduction to the Copy Functions

Introduction to the Mail Box Functions

Basic Copying and Mail Box Features

Special Copying and Mail Box Features

(oo 118 Memory Features

(o111 M Sending and Receiving Documents Using the Inboxes

Using the Express Copy Basic Features Screen

(o1l I Customizing Settings
Chapter 9 R

Includes the combination of functions chart and the index.

Considerable effort has been made to ensure that this manual is free of inaccuracies and omissions. However, as we are constantly improving our
products, if you need an exact specification, please contact Canon.
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Thank you for purchasing the Canon imageRUNNER 3045/3035/3030/3025. Please read
this manual thoroughly before operating the machine to familiarize yourself with its
capabilities, and to make the most of its many functions. After reading this manual, store it in
a safe place for future reference.

How To Use This Manual

Symbols Used in This Manual

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

A WARNING Indicates a warning concerning operations that may lead to death or
injury to persons if not performed correctly. To use the machine safely,
always pay attention to these warnings.

A CAUTION Indicates a caution concerning operations that may lead to injury to
persons, or damage to property if not performed correctly. To use the
machine safely, always pay attention to these cautions.

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

1@ NOTE Indicates a clarification of an operation, or contains additional
explanations for a procedure. Reading these notes is highly
recommended.




Keys Used in This Manual

The following symbols and key names are a few examples of how keys to be
pressed are expressed in this manual:

* Touch Panel Display Keys: [Key Name]

Examples: [Cancel]
[Done]
* Control Panel Keys: Key Icon (Key Name)
Examples: O (Start)
(Stop)

Displays Used in This Manual

Screen shots of the touch panel display used in this manual are those taken when
the optional Universal Send Kit has been activated, and the following optional
equipment is attached to the imageRUNNER 3045: the Super G3 FAX Board, UFR
[I/PCL Printer Kit, Finisher-S1, Additional Finisher Tray-B1, and Cassette Feeding
Unit-Y3.

Note that functions that cannot be used depending on the model or options, are not
displayed on the touch panel display.

The keys which you should press are marked with a C__), as shown below.

When multiple keys can be pressed on the touch panel display, all keys are marked.
Select the keys which suit your needs.

1 Place your originals — press [Special Features].

Press this key for operation.

XV



lllustrations Used in This Manual

lllustrations used in this manual are those displayed when the imageRUNNER 3045
has the following optional equipment attached to it: the Finisher-S1, Additional
Finisher Tray-B1, and Cassette Feeding Unit-Y3.

xvi



Legal Notices

Trademarks

Canon, the Canon logo, imageRUNNER, and MEAP are registered trademarks,
and the MEAP logo is a trademark of Canon Inc. in the United States and may also
be a trademark or registered trademark in other countries.

Adobe and Adobe Acrobat are trademarks of Adobe Systems Incorporated.
Ethernet is a trademark of Xerox Corporation.

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

Copyright 2006 by Canon Inc. All rights reserved.

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

Disclaimers

The information in this document is subject to change without notice.

CANON INC. MAKES NO WARRANTY OF ANY KIND WITH REGARD TO THIS
MATERIAL, EITHER EXPRESS OR IMPLIED, EXCEPT AS PROVIDED HEREIN,
INCLUDING WITHOUT LIMITATION, THEREOF, WARRANTIES AS TO
MARKETABILITY, MERCHANTABILITY, FITNESS FOR A PARTICULAR
PURPOSE OF USE OR NON-INFRINGEMENT. CANON INC. SHALL NOT BE
LIABLE FOR ANY DIRECT, INCIDENTAL, OR CONSEQUENTIAL DAMAGES OF
ANY NATURE, OR LOSSES OR EXPENSES RESULTING FROM THE USE OF
THIS MATERIAL.
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Introduction to the Copy Functions I

Overview of the imageRUNNER 3045/3035/3030/

30

Most operations of this machine are done from the touch panel display. To use the
Copy functions, press the appropriate key in accordance with the messages

displayed on the touch panel display.

Switching the Copy Basic Features Screen

After the power is turned ON, the Regular Copy Basic Features screen appears on
the touch panel display. This machine also includes an Express Copy function. The
Express Copy function is useful for advanced users, as it allows you to set the
various copying modes with fewer steps than the Regular Copy function. The
following screens are examples of the Basic Features screen for the copying
function. You can press *#__|[Copy] or ®==i|[Express Copy] to switch the

Copy Basic Features screen.

ICnvy F‘.‘iiﬂ Send ﬁl Mail Box QI Print Job -‘EI-‘

Select Output Device ,I
[ [S]e R
100% LTR 1
Direct |cnpymin | Paper Select I
> >
|
d A »
Finishing ’I 2-Sided ’I B 'I
= |Inhrr«pt Special Features

| System Monitor )

Regular Copy Basic Features Screen

B e 10 copr. 1
Auto Density | H § wAuto o | 1»1-Sided Collate Not St
IS i Lo i i o~
e -ooc | 100% Qe @00 &
aj»| m =+ [ @+ %)
‘Auto Density l F& Direct BER 5
I N =
Auto BE 6L o

BT

# irignats 3¢ W hamementi| 7 Others 7
— System Monitor |

Express Copy Basic Features Screen

The Express Copy Basic Features screen simplifies the copying procedures of the
Regular Copy Basic Features screen. For information on how to use the Express
Copy Basic Features screen, see chapter 7, "Using the Express Copy Basic

Features Screen."

1-2
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&> NOTE

« By default, only the Regular Copy function key is displayed on the Copy Basic Features
screen. You can set to display the Express Copy function key from the Additional
Functions screen. (See Chapter 4, "Customizing Settings," in the Reference Guide.)

« You can display the Regular Copy function key, Express Copy function key, or both.

« After changing the copy settings, even if you switch to the Express Copy Basic Features
screen from the Regular Copy Basic Features screen, or vice versa, the copy settings will
be retained.

o If you press () (Reset) on the Express Copy Basic Features screen, the display returns
to the Express Copy Basic Features screen. If you press (©) (Reset) on the Regular Copy
Basic Features screen, the display returns to the Regular Copy Basic Features screen.

Various Copying Features

B Regular Copy Basic Features Screen
The screen below, which appears when [Copy] is selected, is called the Regular Copy
Basic Features screen.

Icnpy ff ‘ﬁﬂ Send )/@I Mail Box QI Print Job 'EF

Select Output Device ) _@

g Ready to copy. g Local Printer

100% Auto 1
@ o Direct ‘ Copy Ratio >| Paper Select >:—®
@ r r/" rLr
_ ol [ »]
@ e FiNiSHiNG \ 2-Sided d E] ~ @
% — =¥ | Interrupt ' i
I - )
@ Direct @ Paper Select
Press to make copies in the same size as your Press to select the paper size/type and the
original. paper source.
(@ Copy Ratio Copy Exposure
Press to reduce or enlarge the copy size. Press [(J] or [P ] to manually control the copy
® Finishing exposure. Press [A] to select or cancel the
automatic exposure control.
Press to select the Collate, Group, or Staple L. )
mode. (@ Original Type Drop-Down List
@ 2-Sided Press to make copies according to the type of
original ([Text/Photo], [Printed Image], [Photo],

Press to make [1»2-Sided], [2»2-Sided],

Text]).
[2»1-Sided], or [Book»2-Sided] copies. or [Text])

Special Features

® Interrupt )
. . o Press to select a Special Features mode.
Press to interrupt a copy job to make priority .
copies. (1) System Monitor
® Select Output Device Press to check the progress of a copy job,

L N change the order of printing, or cancel printing.
Press to select the printing destination for

remote and cascade copying.

Overview of the imageRUNNER 3045/3035/3030/3025 1-3
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B Special Features Screen 1/2
The screen below, which appears on the touch panel display when you press [Special
Features] on the Regular Copy Basic Features screen, is called the Special Features
screen. This screen is divided into two screens. Pressing [w] or [A] displays the next or
previous screen. All special copy modes are displayed here. In some cases, when a mode
is selected, a more detailed screen for the selected mode appears. To close the Special
Features screen and return to the Regular Copy Basic Features screen, press [Done].
Pressing (» (Help) after selecting a mode displays the Help screen containing guidance
information. This is useful when you want to learn more about the selected mode.

Special Features

Introduction to the Copy Functions l

Cos00 A Ok @0
O Gt | (o] S ] ™ @
_— - — (8)
=) R ey i
@__ Booklet ’l L;:v::en;vri:;:y’n ﬂig:n- 'H Margin ':__/9
A= =0
O TR N ©
- | o | e — A0
@_—l
A d 1/2 | Done JI
(1 2-Page Separation (® Job Build

Press to select or cancel the 2-Page Separation
mode. This mode enables you to copy facing
pages of an opened book onto separate copy
sheets.

(@ Cover/Sheet Insertion
Press to add covers, sheet insertions, or chapter
pages between specified pages.

(3 Booklet
Press to make copies of several originals to form
a booklet.

(®» Transparency Interleaving

Press to insert a sheet between each
transparency when copying transparencies. You
can make the same prints on the interleaf sheets
as those on the transparencies.

(® Different Size Originals

Press to make copies feeding different size
originals together in one group, by placing them
in the feeder.

Press to select or cancel the Job Build mode.
This mode enables you to divide the originals
into several parts, scan them, and then print
them all together. This is convenient when you
cannot place all of the originals that you want to
copy at one time.

@ Shift
Press to shift the position of the original image
on the copy sheet.

Image Combination
Press to automatically reduce two, four, or eight
originals to fit onto a one-sided or two-sided
copy sheet.

(©® Margin
Press to create margins along the sides of a
copy sheet.

Job Done Notice
Press to have the machine notify the user
through e-mail when the copy job is done.

i) Frame Erase

Press to eliminate dark border areas and lines
that appear around original images or shadows
from binding holes.

1-4

Overview of the imageRUNNER 3045/3035/3030/3025



M Special Features Screen 2/2

The screen below appears if you press [w] on the Special Features screen.

Special Features

-8 (Rls{z). [Rl=®)

(1) Nega/Posi ” Image Repeat | Mirror Image | Sharpness b1 7
» »

P — 8)
Ok (1D 8
3) s FOMM n Secure | Pg/Copy Set | Watermark/  L_ 11 @)

Composition »|  Watermark »|  Numbering »|  PrintDate »j

— e ] o — —
4 o b O L
(B) e el gumec | Bee, E—@
® e
2/2 - Done J
(1 Nega/Posi (@ Sharpness

Press to make copies of the original image by
inverting the gradations of black-and-white.
(@ Image Repeat
Press to repeatedly copy the entire original
image in either the vertical or horizontal
direction.
(® Form Composition
Press to superimpose an image stored in
memory onto the original image for copying.
@ Secure Watermark

Press to embed hidden text in the background.
The hidden text will become visible if the
resulting output is copied.

(® Mode Memory
Press to store or recall copy modes.

® Recall
Press to recall previously set copy modes.

Press to sharpen or soften the image of the
original on the copy.

Mirror Image
Press to copy the original image reversed, as if it
were a reflection in a mirror.

(® Watermark/Print Date
Press to include the watermark and date on
copies.

Pg/Copy Set Numbering
Press to include page and copy set numbers on
copies.

(1 Store In User Inbox

Press to store originals scanned from the
Regular Copy Basic Features screen as a
document in a User Inbox.

i Job Block Combination

Press to scan multiple batches of originals with
different copy settings and print them as one
document.

Overview of the imageRUNNER 3045/3035/3030/3025
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FIoEf Copy Operations

This section describes the flow of basic copy operations.

&> NOTE

« Before using the Copy function, it is useful to read the following topics:

- Main power and control panel power (See Chapter 1, "Before You Start Using This
Machine," in the Reference Guide.)

- Entering characters from the touch panel display (See Chapter 2, "Basic Operations," in
the Reference Guide.)

- Routine maintenance (See Chapter 7, "Routine Maintenance," in the Reference Guide.)

« If you are using a login service, log in and log out using the procedure for the login
service you are using before and after operating the machine.

- If you are using Department ID Management with the optional Card Reader-C1, see
Chapter 3, "Optional Equipment," in the Reference Guide.

- If you are using Department ID Management, see Chapter 2, "Basic Operations," in the
Reference Guide.

- If you are performing user authentication using the SDL or SSO login service, see
Chapter 2, "Basic Operations," in the Reference Guide.

« To cancel all settings, press (O (Reset).

Introduction to the Copy Functions I

1 Press [Copy].

/,
- end Mail B Print Job
=~~~ =

Select Output Device |
iR Ready to copy. & Local Printer
100% Auto 1
Direct ‘ank:tiu | Paper Select l
») »
|
d A »
Finishing 2-Sided
» > I
= |Inhrmpt pecial Features
— System Manitor

Regular Copy Basic Features Screen
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2 Place your originals.

)
e~ oo _—]

&> NOTE

« For instructions on placing your originals, see Chapter 2, "Basic Operations," in the
Reference Guide.

« If Auto Collate in Copy Settings (from the Additional Functions screen) is set to
'On’, the Collate or the Offset Collate mode is automatically set when you place
your originals in the feeder. (See "Auto Collate," on p. 8-9.)

3 Gently close the feeder/platen cover.

The paper size is recognized automatically. If the paper size recognized
automatically is different from the paper size you want, press [Paper Select] —
select the copy paper size. (See "Paper Selection," on p. 1-19.)

Flow of Copy Operations 1-7
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4 Specify the desired copy modes on the Copy Basic Features
screen.

ICIIpy E,\‘;‘lﬂ Send %I Mail Box QI Print Job =

Select Output Device

5y Ready to copy. & Local Printer

[ [S] Rt
100% LTR 1

Direct ‘an Ratio | Paper Select I
b »

Finishing 2-Sided
»| »

= |Imm|pt

&> NOTE

On the Regular Copy Basic Features screen, you can select the paper size and
type, copy exposure, original type, copy ratio, 2-sided mode, Finishing mode, and
output device.

- Special Features

5 Set the desired copy modes on the Special Features screen.

QO Press [Special Features].

ICnny \-.-ﬁﬂ Send /%bl Mail Box OI Print Job .

Select Output Davice |
1By Ready to copy. & Local Printer

a0 At
100% LTR 1

Direct ‘Cnpy Ratio l Paper Select I
» »

Finishing 2-Sided
> »

= llnhrmpk Special Features )

[~ System Monitor ),
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U Press the desired mode key to set the mode.

ecial Features

=00 0

&=
2-Page Cover/Sheet Ima¥ Shift
Separation Insertion » Combination )| 4

28
SIS 3l |
Booklet Transparency Margin
» Interleaving » ») »

0 Ok J
Different Size Job Build Frame Erase
Originals ;l l »

v | 12 ¢ Done J

The Special Features screen is divided into two screens. Press [w] or [A] to
display the desired mode.

For more information on the other available functions on the Special Features
screen, see Chapters 4 through 5.

6 Press (©) - (® (numeric keys) to enter the desired copy quantity

(1 to 999).

If you make a mistake when entering values, press © (Clear) = enter the correct

value.

The copy quantity appears on the right side of the Copy Basic Features screen.

(M wPORTANT

You cannot change the copy quantity while the machine is copying.

&> NOTE

The number of copies which can be set varies according to the copy modes you

have set.

Flow of Copy Operations

1-9

Introduction to the Copy Functions l



Introduction to the Copy Functions I

7 Press (Start).

If the following screen is displayed, follow the instructions on the touch panel
display = press (© (Start) once for each original. When scanning is complete,
press [Donel].

R T e R

Job No.: 0001

P 1 (originals: 1)
Ready to scan.

Change the original and press the Start key.
o N
= 100X ®@ =008 - wx s |
I Shest J Copies = Scan Density
el T
: A —m
2-Sided
»| Original B hd »
|
Cancel | l Done M ==
| — i
Ry 0001 Copy Waiting to scan...

Copying starts.

@ wPORTANT

You cannot change copy mode settings, such as the copy quantity and paper size,
while the machine is copying.

&> NOTE

If there is a current job, the machine scans the original, and waits to print it. Printing
starts when the current job is complete.

8 If you want to stop, interrupt, or copy another original during a
copy job, follow the instructions below.

@ If you want to stop a copy job:
U Press A (Stop).

&> NOTE

« Several copies may be output even after you press /A (Stop).

« You can also cancel a copy job from the System Monitor screen. (See "Canceling a
Copy Job," on p. 1-24.)

1-10
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@ If you want to interrupt a copy job:

U To interrupt a copy job when you need to make priority copies, press [Interrupt].

Icnpy -ﬁ,_lﬂ Send /@I Mail Box @I Print Job =

Select Output Device »

B3 Reservation copies can be made. i Local Printer

B0 ae
100% LTR 1

Direct ‘Cupyﬁaﬁn I Paper Select '
> b

Finishing 2-Sided
» »|

= |lmnupt ecial Features
Ry 0001 Copy Printing... == System Monitor )|

&> NOTE

For instructions on interrupting a copy job, see "Interrupt Mode," on p. 1-34.

@ If you want to start copying the next original while a previous
original is printing:

QU Press [Done] — place your originals = press (©) (Start).

Introduction to the Copy Functions H

3 > - Y
T 1T T T
Job No.: 0001 = ) )
Pl (originals: 1) 5 Local Printer
Printing...
auto
= 10% @ & JLTR N
—| shest  JCopies = Print Monitor
| 1% 4/ 0=
= Print Density = Available Memory —
a |7 i~ » I 9% e » |
Gl | ' e :!
e E o i
Ry 0001 Copy Printing...

&> NOTE

For instructions on reserving a copy job, see "Reserved Copying," on p. 1-27.

9 When copying is complete, remove your originals.

Flow of Copy Operations 1-11
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Se!&h‘ng an Output Device (Select OQutput Device)

If a remote copy printer (imageRUNNER 3045/3035/3030/3025) is connected to a
network, this machine and a remote copy printer can be used for copying. For
example, the original scanned by this machine can be printed by the remote copy
printer independently (remote copying) or simultaneously (cascade copying).

This Machine
(For Scanning)

Cascade Copy

Remote Copy Printer
Cascade Copy (For Printing)

Network

You can select the copy settings before selecting an output device, or select the
output device before selecting the copy settings.

B Making the Copy Settings before Selecting an Output Device
If you set the copy mode before selecting a printing destination, only the remote copy
printer supporting the selected copy mode can be selected as the printing destination.

H Selecting the Output Device before Selecting the Copy Settings
To select a printing destination before setting a copy mode, only the copy mode supported
by the selected remote copy printer can be chosen.

Selecting an Output Device (Select Output Device)



(M wPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« If you specify the Form Composition mode with the Cascade Copy mode, it is necessary
to assign the same name to the stored image form in both this machine and the remote
copy printer beforehand. If the assigned image form name in this machine is not set in
the remote copy printer, the job is canceled. If multiple image forms with the same
assigned name are stored in the remote copy printer, different images may be used for
Form Composition.

« If you turn the remote copy printer back ON or reattach the finisher, you need to refresh
the settings of the remote copy printer in Register Remote Device in Copy Settings (from
the Additional Functions screen). (See "Confirming a Remote Device," on p. 8-13.)

« If you connect the machine directly to other remote copy printers using a crossover patch
cord, you must configure the Ethernet driver as shown below. (See Chapter 2, "Settings
Common to the Network Protocols," in the Network Guide.)

- Auto Detect: Off
- Communication Mode: Full Duplex
- Ethernet Type: 100 Base-TX

&> NOTE

« In order for a device to be selected as a remote output device used for remote copying, it
must be stored in Register Remote Device in Copy Settings (from the Additional
Functions screen). (See "Specifying the Remote Copy Printer Settings," on p. 8-12.)

« For cascade copying, the Paper Select screen of this machine is displayed. Select the
paper drawer on the machine that is loaded with the same paper size as the remote copy
printers.

« To copy the original on this machine and another remote copy printer on the network at
the same time (cascade copying), the number of copies set for this machine are split in
half and printed. If an odd number of copies is set, this machine will print one additional
copy.

« If you select a remote copy printer before setting the copy modes to perform with
cascade copying, you cannot select copy settings that are not supported by the remote
copy printer. Also, if the finishers attached to this machine and the remote copy printer
are different, the finishing settings can only be set to Collate and Group modes.

« When a remote copy or cascade copy job is in progress, you cannot reserve another
remote copy or cascade copy job.

« For the selected remote copy printer, set the same Department ID and password as this
machine. (See Chapter 6, "System Manager Settings," in the Reference Guide.)

« When a remote copy or cascade copy job is in progress, and an error occurs in the
remote copy printer, an error message is displayed on the Job/Print monitor area of the
touch panel display of this machine and the remote copy printer.

« For instructions on canceling a remote copy or cascade copy job, see Chapter 5,
"Checking Job and Device Status," in the Reference Guide.

Selecting an Output Device (Select Output Device) 1-13
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Giving Priority to the Copy Mode

Use this procedure for selecting copy settings before selecting a remote copying
device. You can select only a remote copy printer that supports the selected copy
settings.

1 Place your originals — set the desired copy modes — press
[Select Output Device].

copy iy, [ send

),@ Mail Bux ([l Print Job
B \|
Setting ] Select Output Device .i. |

| [ & Ready to copy. (with settings)

L

L 1= [) e b
| 100% LTR 500 |
" Direct Copy Ratio PaperSelect |  Sample Set

o »I »lcoooo( F
L 9-!22?9__._._._:
S =T O .
.‘ Finishing ﬁz-slm B ‘ o "
:"; E pecial Features E

&> NOTE

This machine appears at the top of the Select Output Device list.

2 Select the output device — press [Done].

@ If you want to perform Cascade Copy:

QO Press [Cascade Copy] — select whether to perform error recovery.

Select Output Device
[V Tows T | ]
v E Ready inageRUNNER3045 -

4 ﬂ - Ready inageRUNNER3045 1

o g] ~+  Reaty inageRUNNER3045

Details >| o | ot | Icamdecnpy
Done JI

e

| System Monitor )
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Details of each item are shown below.

[On]: If an error occurs in either this machine or the remote copy printer, the
remaining copy jobs are assigned to the machine which is operating
normally.

[Off]: If an error occurs in either this machine or the remote copy printer, the
remaining copy jobs are not assigned to the machine which is
operating normally.

(™ MPORTANT
Error Recovery is performed only if the Finishing mode is set.

&> NOTE

« You must choose a remote copy printer that supports the selected copy settings.
The printers that do not support the chosen settings are shown, but are grayed out.
Also, even if the remote copy printer supports the Copy mode, if you select settings
other than Collate and Group, you can select only a remote copy printer equipped
with the same finisher as this machine.

« If Error Recovery for the Cascade Copy mode is set to 'On’, the remaining copy job
is not processed in the following cases:

- The machine is scanning originals for the Cascade Copy mode.

- The Cascade Copy mode is used in combination with the Cover/Sheet Insertion
or Copy Set Numbering mode.

- The Cascade Copy mode is used in combination with all three of the Different
Size Originals, Auto Paper Selection, and 2-sided modes.

- The printer which is operating normally has completed the cascade copy job.
- An error occurs in the printer which is operating normally.
- The cascade copy job has almost finished.
- The number of copies is fewer than six.
- When using the Copy Set Numbering mode

« If Error Recovery for the Cascade Copy mode is set to 'On', a machine in which an
error occurs cannot resume the remaining copy job even after the error has been
resolved, if the copy job has already been reassigned.

« It is impossible to choose two different machines other than this machine for the
Cascade Copy mode. You must include this machine as one of the output devices.

3 Press (Start).

Selecting an Output Device (Select Output Device) 1-15
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Giving Priority to the Output Device

Use this procedure to select an output device for remote copying, before you select
the copy settings. The available copy settings will include only those settings
supported by the machines you have selected.

1 Place your originals — press [Select Output Device].

Copy 3

B —

.1 a0l A = —

gg

[ =[] -auo ||

|| 100 % LTR

.Lnind Copy Ratio l PaperSelect 1 0

| — c.oogg%ooo.--

)

‘ Finishing d 2-Sided T e B
e —— =
‘ ) Special Features

L -

&> NOTE

This machine appears at the top of the Select Output Device list.

2 Select the output device — press [Done].

@ If you want to perform Cascade Copy:

QO Press [Cascade Copy] — select whether to perform error recovery.

Select Output Device
[ fstws v | ]
v E Ready inageRUNNER3045 -

o §] - Ready inageRUNNER3045 n

- 3 +  Reaty inageRUNNER3045

- ) ()
Done. JI

e

| System Monitor ),
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Details of each item are shown below.

[On]: If an error occurs in either this machine or the remote copy printer, the
remaining copy jobs are assigned to the machine which is operating
normally.

[Off]: If an error occurs in either this machine or the remote copy printer, the
remaining copy jobs are not assigned to the machine which is
operating normally.

@ If you want to view the detailed information of the selected
destination:

U Press [Details] = check the details = press [Donel].

(™ MPORTANT
Error Recovery is performed only if the Finishing mode is set.

&> NOTE

« If Error Recovery for the Cascade Copy mode is set to 'On’, the remaining copy job
is not processed in the following cases:

- The machine is scanning originals for the Cascade Copy mode.

- The Cascade Copy mode is used in combination with the Cover/Sheet Insertion
or Copy Set Numbering mode.

- The Cascade Copy mode is used in combination with all three of the Different
Size Originals, Auto Paper Selection, and 2-sided modes.

- The printer which is operating normally has completed the cascade copy job.
- An error occurs in the printer which is operating normally.

- The cascade copy job has almost finished.

- The number of copies is fewer than six.

- When using the Copy Set Numbering mode

« If Error Recovery for the Cascade Copy mode is set to 'On’, a machine in which an
error occurs cannot resume the remaining copy job even after the error has been
resolved, if the copy job has already been reassigned.

« You cannot select two different machines other than this machine for the Cascade
Copy mode. You must include this machine as one of the output devices.

Selecting an Output Device (Select Output Device) 117
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3 From the Copy Basic Features screen, set the desired copy
modes.

&> NOTE

« In the Remote Copy mode, only those copy settings supported by the selected
remote copy printer are available.

« In the Cascade Copy mode, you cannot select copy settings that are not supported
by the selected remote copy printer. Also, if you select a remote copy printer
equipped with a different finisher, you cannot select settings other than the Collate
and Group modes, even if the remote copy printer supports the specified copy
mode.

4 Ppress (Start).

1-18
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PaplrSelection

(M MPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

&> NOTE

« If you are copying an original with an image that extends all the way to the edges onto the
same size paper at a copy ratio of 100%, the periphery of the original image may be cut
off slightly on the copy. For more information on how much may be cut off, look under the
margin areas in the Specifications table in Chapter 9, "Appendix," in the Reference
Guide.

« If you select the Entire Image mode, the copied image is automatically reduced slightly
based on the copy paper size and the image size. As a result, the entire original image is
reproduced on the copy without being cut off. (See "Entire Image," on p. 3-15.)

« If you select [Free Size], [Envelope], [Tracing Paper], [Transparency], or [Labels], you
cannot specify any Finishing modes (Collate, Group, or Staple).

« If Stack Bypass Standard Settings in Common Settings (from the Additional Functions
screen) is set to 'On’, and the paper size/type have been stored, the selected paper size/
type are displayed on the screen. (See Chapter 4, "Customizing Settings," in the
Reference Guide.)

« For instructions on loading paper into the stack bypass, see Chapter 2, "Basic
Operations," in the Reference Guide.

« For more information on paper types, see Chapter 2, "Basic Operations," in the
Reference Guide.

Paper Selection 1-19
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1 Place your originals — press [Paper Select].

ICIIpy -‘;\‘:ﬂ Send ﬂ Mail Box @I Print Job L,

=0 Ao
100% TR

Select Output Device |
Rg Ready to copy. g Local Printer

Direct ‘Cnvy Ratio [P:parsnllct n
I »

Finishing 2-Sided
»| >

;'Vllnhmlpt

pecial Features

— System Monitor

@ To set the machine to automatically select the copy paper size:

QO Press [Auto].

Paper Select
Select the paper size.

=

= Poger Type in the Paper Saurce
> O Plain

Local Copy

BStack [ o
Ll Bypass
Stack Bypass ==
Settings  »| Il =
smome  BURE D
8
Lol
= 0
B 11x17
o 0
Done .Jl

[ System Monitor ),

(M MPORTANT

You cannot use the Automatic Paper Selection mode when copying the following
types of originals. Copy these originals using the Manual Paper Selection mode.

- Nonstandard size originals
- Highly transparent originals, such as transparencies
- Originals with an extremely dark background

- STMT, STMTR, or smaller originals (however, STMT originals can be detected
when placed in the feeder)

&> NOTE

If Drawer Eligibility For APS/ADS in Common Settings (from the Additional
Functions screen) is set to 'Off' for a particular paper source, you cannot make
copies on paper loaded in that paper source in the Automatic Paper Selection
mode. (See Chapter 4, "Customizing Settings," in the Reference Guide.)
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® To manually select the copy paper size and type:

QO Select the desired paper size.

&> NOTE

» The paper sizes/types are indicated by icons on the touch panel display, in the
order in which they are loaded in the paper drawers.

« Icons indicating the type of paper loaded in each paper drawer can be displayed on
paper selection screens, if you store that information into the machine beforehand.
(See Chapter 4, "Customizing Settings," in the Reference Guide.)

« [J indicates that the paper is loaded vertically, and 3 indicates that the paper is
loaded horizontally. The suffix <R> (such as in LTRR) used in paper size

designations indicates that the paper is loaded in a paper drawer or the stack

bypass horizontally.

® To copy on standard size paper loaded in the stack bypass:

U Press [Stack Bypass].

If you want to select the stack bypass when a paper size/type is already
selected for the current or reserved job, press [Stack Bypass Settings] to
specify the desired paper size/type.

QO Select the desired paper size = press [Next].

Stack Bypass Settings: Selecting the Paper Size

= Inch-size

Free
Size
_,l 3 Envelope
A/B-size
|
Cancel Next > |)

&> NOTE

To select an A or B series paper size, press [A/B-size].

Paper Selection
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Q Select the desired paper type — press [OK].

Stack Bypass Settings: Selecting the Paper Type

......
Plain (w] I Recycled I Color I
Pre-punched [J | Bond Paper  [J |

= Special Paper Types
Heavy O | Tracing Transparency ]
Paper
Labels B |
Detailed 2nd Side of
> Settings 2-Sided Page
Cancel I « Back I ( 0K Jl]

If the desired paper type is not displayed, press [Detailed Settings] = select
the paper type from the list = press [OK].

Stack Bypass Settings: Selecting the Paper Type ‘

° Al | = Sort List by Regist. v
O ramn 690 /) [
B recyoted (6-00 a/m2) T gfw J
Color 64 g/t L.
[} Pre-punched (5-60 g/n2) 8 gfit r
Bond Poper 9 gl
D v
O teaw @i-128 92 1o g/ =
) Tracing paer (619 g/n2) 2 gt
. J
Simple Details 2nd Side of
»| Settings ) 2-Sided Page
S | )
I System Monitor )

If you are copying onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].

&> NOTE

« [Transparency] can be selected only if [LTR] is selected as the paper size.

« You can register paper types that are not displayed on the detailed settings list in
[Selecting the Paper Type]. For more information on storing the paper type, see
Chapter 6, "System Manager Settings," in the Reference Guide.

® To copy on nonstandard size paper loaded in the stack bypass:

U Press [Stack Bypass].

If you want to select the stack bypass when a paper size/type is already
selected for the current or reserved job, press [Stack Bypass Settings] to
specify the desired paper size/type.

QO Press [Free Size] — [Next].

QO Select the desired paper type = press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are copying onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].
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(M MPORTANT

If you select a nonstandard size paper, the Auto Zoom, Entire Image, Auto XY
Zoom, Finishing, 1»2-Sided, 2» 2-Sided, Book» 2-Sided, 2-Page Separation,
Cover/Sheet Insertion, Image Combination, Booklet, Transparency Interleaving,
Shift, Image Repeat, Form Composition, Pg/Copy Set Numbering, Secure
Watermark, Job Block Combination, or Store In User Inbox mode cannot be
specified.

@ To copy on envelope loaded in the stack bypass:

O Press [Stack Bypass].

If you want to select the stack bypass when a paper size/type is already
selected for current or reserved job, press [Stack Bypass Settings] to specify
the desired paper size/type.

U Press [Envelopel].
U Select the desired envelope type — press [OK].

(M MPORTANT

« If the envelope type is not set correctly, a paper jam will occur.

« Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.

« If you select [Envelope], the Finishing, 1»2-Sided, 2»2-Sided, Book»2-Sided,
2-Page Separation, Cover/Sheet Insertion, Booklet, Transparency Interleaving,
Image Combination, Form Composition, or Job Block Combination mode cannot
be specified.

U Press [OK].

2 Press [Donel.
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Canceling a Copy Job

Using the Touch Panel Display

1 Press [Cancel] on the pop-up screen that appears while the
machine is scanning, printing, or waiting to print.

JobNo.: 0001 = .
P 1 (Originals: E Local Printer
Printing...

Ao
= 100% o = OLTR
| Sheet ) Copies = Print Monitor
| x4 0=

= Print Density = Available Memory
o iy | ©%

Done o

&y 0001 Copy Printing... = System Monitor )

The copy job is canceled.

&> NOTE

If you cancel a copy job during scanning, be sure to remove the original for that job.

Using the Stop Key

1 Press (Stop).

When canceling a job that which is being printed, press [Cancel] on the pop-up
screen that appears during printing.

1-24 Canceling a Copy Job



2 Select the copy job that you want to cancel — press [Cancell].

i send 2 [l MBI Print Job

Select the copy job you want to cancel.

Y4 0001 10:00 & 1 xG) 10 Local Prat Paused...
(4 0002 10:00 @ 1 xJ 10 Local Prat Paused...

Resume Copying JI g

§ 0001 Copy Paused... "= System Monitor )

You cannot select multiple jobs and cancel them all at once. Select and cancel
one job at a time.

The copy job is canceled.

3 Press [Resume Copying].

Copying resumes.
(™ MPORTANT
When you press /> (Stop) while copying in the Store In User Inbox mode and if the

Store In User Inbox (Copy upon Storing) mode is not set, the job is not paused, but
canceled.

Using the System Monitor Screen

1 Press [System Monitor].

@ Reservation copies can be made. ]

Local Printer ||

[ [S]rE
100% LTR

Paper Select
)| )|

Finishing |
>

Special Feature:

® 0001 Copy Printing... "= System Monitor )
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2 Press [Copy].

) Copy
Printing...

u EOLEL | w, Aalabl ewory
00 | BE0 X7 991%]
@12 O LTRE Consumables |
—
Copy. nmn |Fax ‘ Print ‘ Receive |Dwine n
l = ; r = r ——

3 Press [Status] — select the copy job that you want to cancel —
press [Cancel].

| Status

Log |

3 0001 17:22 5 1x2) 999 Local Prat Printing... p
[ 0002 17:22 & 1xJ 999 Local Prt Waing to print. b

e
> |

Copy ‘ Send lFax |Pr|nt ‘l‘(e:eiw ‘ Device |
= r r — =
Ry 0001 Copy Printing... Dane Jl

You cannot select multiple jobs and cancel them all at once. Select and cancel
one job at a time.

4 Press [Yes].

The copy job is canceled.

&> NOTE

The canceled job is displayed as <NG> (No Good) on the Log screen.

5 Press [Done].

The display returns to the Regular Copy Basic Features screen.
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Resived Copying

You can set the machine to scan originals even while it is printing or waiting to
process a job.

&> NOTE

« You can reserve up to 10 copy jobs, including the current job. Interrupt copy jobs are not
included in this count.

« You can set different copy modes and paper sources, including the stack bypass, for
each reserved job. (See "Using the Stack Bypass," on p. 1-29.)

« To cancel a previously set copy mode, press (© (Reset).

Reserving Copy Jobs

Reserved printing can be specified in the following cases:

B While the Machine Is Waiting
You can specify copy settings or scan originals while the machine is in the waiting state,
such as when the power is just turned ON, or after a paper jam is cleared. Copying
automatically begins when the machine is ready. The message <Reservation copies can
be made.> appears on the machine when it is able to process reserved copying.

&> NOTE

You can specify reserved copying while the machine is in the waiting state in the following
cases:

- Between the time that the machine is turned ON and when it is ready to copy
- After a paper jam is cleared

- After a cover on the main unit or an optional unit, such as a finisher, is opened and
closed

B While the Machine Is Printing
You can specify copy settings for a new job while the machine is printing. Copying of the
new job automatically begins when the current job is complete.
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1 Press [Done] on the pop-up screen that appears while the

machine is printing.

| R S [ -
,‘

Job No.: 0001

P 1 (originals: 1) & Local Printer

Printing...

puto
= 100X @ =5 0UR )
—| shest  Ocopies = Print Monitor
U X 4 0=
= Print Density = Available Memory -
iy %
Qi » | Al I
Cancel | [ bone | |
| = JE E
Ry 0001 Copy Printing...

If the job displayed on the touch panel display is from a function other than the
Copy function, press [Done] = [Copy] to display the Regular Copy Basic
Features screen.

Place your originals — set the desired copy modes and paper
source.

Press () (Start).

If you specify a reserved copy job while the machine is printing, copying of the
new job automatically begins when the current job is complete. If the following
screen is displayed, press [OK] = try reserving the job again after the current job
is complete.

T T 1T 11

N

I3 No further reservations can be made. Wait until the
current job is complete, then try again. :)

ot

w4

=

N

&g 0001 Copy Printing... [ System Monitor )|
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Using the Stack Bypass

You can perform reserved copying from the stack bypass by specifying in advance

the paper to be loaded for the next job. However, this is possible only if paper is
being fed from the stack bypass for the current job.

The following example assumes that 11" x 17" plain paper is being fed from the

stack bypass for the current job, and that you are selecting LTR plain paper to be

fed from the stack bypass for a reserved job.

(M wPORTANT

When printing on special types of paper, such as heavy paper or transparencies, be sure

to correctly set the paper type, especially if you are using heavy paper. If the type of

paper is not set correctly, it could adversely affect the quality of the image. Moreover, the

fixing unit may become dirty, or the paper could jam, and a service repair may be

needed.

&> NOTE

« If Stack Bypass Standard Settings in Common Settings (from the Additional Functions
screen) is set to 'On’, reserved copying can be performed only for the registered paper

size and type. (See Chapter 4, "Customizing Settings," in the Reference Guide.)

« For more information on paper types, see Chapter 2, "Basic Operations," in the

Reference Guide.

1 Press [Done] on the pop-up screen that appears while the

machine is printing.

QI

11

Auto
= 100% 0 = 0LTR

Y e
-

= Local Printer

I Sheet J Copies

= Print Monitor

e —

L
|

4/ 0=

| = PrintDensity

O

= Available Memory

S

Cancel

—

-

| =1
”:"i
| - S

%y 0001 Copy

Printing...

== System Monitor )

If the job displayed on the touch panel display is from a function other than the

Copy function, press [Done] = [Copy] to display the Regular Copy Basic

Features screen.

Reserved Copying
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2 Place your originals — set the desired copy modes — press
[Paper Select] — [Stack Bypass Settings].

Paper Select Local Copy |
Select the paper size.

81117 5] Auo

Stack Bypass | |3LTR
Settings | |4

(W)
Stack Bypass LTRG =
[=)
[=)

a= D17 Ejll.GL

a11x17
=]

= Poger Type i the Paper Source
> [J Plain

Done |

&y 0001 Copy rinting... = system Monitor )|

Normally, when reserved copying is not being set, the Stack Bypass Settings
screen is automatically displayed when paper is loaded into the stack bypass.

3 Select the desired paper size.

&> NOTE

« If you select [Free Size], [Envelope], [Tracing Paper], [Transparency], or [Labels],
you cannot specify any Finishing modes (Collate, Group, or Staple).

« If Stack Bypass Standard Settings in Common Settings (from the Additional
Functions screen) is set to 'On’', and the paper size/type have been stored, the
selected paper size/type are displayed on the screen. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)

@ If you want to select a standard paper size:

U Select the desired paper size — press [Next].

&> NOTE

To select an A or B series paper size, press [A/B-size].
U Select the desired paper type = press [OK].
If the desired paper type is not displayed, press [Detailed Settings] = select
the paper type from the list = press [OK].

If you are copying onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].

&> NOTE

o [Transparency] can be selected only if [LTR] is selected as the paper size.

« You can register paper types that are not displayed on the detailed settings list in
[Selecting the Paper Type]. For more information on storing the paper type, see
Chapter 6, "System Manager Settings," in the Reference Guide.
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@ If you want to select a nonstandard paper size:
U Press [Free Size] = [Next].

U Select the desired paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are copying onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].
@ If you want to select an envelope size:
U Press [Envelopel].
U Select the desired envelope type — press [OK].

(M MPORTANT
« If the envelope type is not set correctly, a paper jam will occur.

« Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.

U Press [OK].

The paper size/type currently loaded and the paper size/type reserved to be
loaded are displayed, as shown on the screen below.

Paper Select Local Copy

Select the paper size.
. SR DL The last paper size/type specified
ﬁ:% i [ for the reserved copy job
. s BLTRO O]
[ X B0 17T — = The paper size/type currently
=
g o loaded
> [ Plain
Done JI
Ry 0001 Copy Printing... == system Monitor ]

&> NOTE

If there is more than one reserved job waiting to print, only the last paper size/type
specified for the reserved copy job is shown on the Paper Select screen and
Regular Copy Basic Features screen.

4 Press [Done].

This completes the settings for a reserved copy job using the stack bypass. The
subsequent steps show you how to load paper into the stack bypass and
complete the scanning and printing process of the reserved job.

5 Press (Start).
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6 When it is time for the reserved copy job to be printed, load
the specified paper into the stack bypass.

&> NOTE

« The specified paper size/type is displayed on the screen when it is time for the
reserved copy job to be printed.

« Make sure to load the same paper size and type selected in step 3 into the stack
bypass. Printing does not start if paper of a different size or type is loaded.

7 Select the desired paper size.

If the following screen is displayed, adjust the width of the slide guides = specify
the paper size = press [OK].

Stack Bypass: Selecting The Paper Size |

= Inch-size '

|

I The specified size does not conform to the position
of the slide guides. Adjust the slide guides and
specify the size again.

R

i (L J]'

Ry 0002 Copy Load paper. == System Monitor

If the following screen is displayed, adjust the width of the slide guides to match
the paper size stored in Stack Bypass Standard Settings, or set Stack Bypass
Standard Settings to 'Off' in Common Settings (from the Additional Functions
screen). (See Chapter 4, "Customizing Settings," in the Reference Guide.)

Stack Bypass Settings: Selecting the Paper Size

= Inch-size

|

) Registered size differs from guide width.
Adjust guide width or check the [Stack Bypass
Standard Settings] under Additional Functions.

R

»

& 0002 Copy Load paper. == System Monitor

(M MPORTANT
Set the paper size to the same size as the paper loaded in the stack bypass.
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@ If you want to select a standard paper size:

QO Select the desired paper size — press [Next].

&> NOTE

To select an A or B series paper size, press [A/B-size].
QO Select the desired paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select “

the paper type from the list = press [OK].

If you are copying onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].

@ If you want to select a nonstandard paper size:
O Press [Free Size] — [Next].

QO Select the desired paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are copying onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].

Introduction to the Copy Functions

@ If you want to select an envelope size:
O Press [Envelope].

Q Select the desired envelope type — press [OK].

(™ MPORTANT
« If the envelope type is not set correctly, a paper jam will occur.
» Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.

QO Press [OK].

Reserved Copying 1-33



Introduction to the Copy Functions I

Intgu_mpt Mode

This mode enables you to interrupt the current job or a reserved job to make priority
copies. This mode is useful if you need to make a rush copy during a long copy job.

(™ MPORTANT

For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

« You can make interrupt copies whenever the machine is ready to scan.
» To cancel the Interrupt mode, press [Interrupt].

« To cancel previously set copy modes, press () (Reset). (The Interrupt mode itself is not
canceled.)

1 Press [Interrupt].

ICnny ’*ﬂ Send Z@I Mail Box OI Print Job

Select Output Device |
By Reservation copies can be made. E Local Printer
B0 a
100% LTR 1
Direct ‘Cnpy Ratio | Paper Select l
» »
|
d A »
Finishing | 2-Sided |
» ) vI
= |Immlpl pecial Features
&y 0001 Copy Printing.. = System Monitor

If you want to make copies after changing the Department ID while Department
ID Management is enabled, press @ (Log In/Out) = enter the Department ID and
password using (@ - (@ (numeric keys). (See Chapter 6, "System Manager
Settings," in the Reference Guide.)

&> NOTE

The current job does not stop printing immediately after you press [Interrupt].
Printing of the current job stops only when the actual printing of the priority or
interrupt copy starts.

2 Place your originals — set the desired copy modes.
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3 Press (Start).

4 Once the originals are scanned, remove them from the
machine.

(M wPORTANT

If you want to continue making interrupt copies, wait until the current interrupt copy
job is complete (end of printing). Then, repeat steps 1 to 4.
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Saﬂe Set

This mode enables you to check the copy result before making multiple copies.

(™ MPORTANT
« [Sample Set] appears only if you set to make multiple copies of your original in the
Collate, Offset Collate, Rotate Collate, Staple, Cover/Sheet Insertion, Booklet, or
Transparency Interleaving mode. [Sample Set] does not appear if the Group or Offset
Group mode is set.
¢ For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

The machine's counter counts the sample set as a copy.

1 Place your originals — set the desired copy modes — press
[Sample Set].

ICDPY T;“:ﬂ Send 3 I Mail Box OI Print Job = -

Setting Confirmation | Select Output Device |

=
=10 cauto
100% LR 5

Direct ‘tnwkatiu I Paper Select ’[ l Sample Set J
b »

........

Offset + .
Collate a A »
Finishing 2-Sided

) b

= |Imem|pt

pecial Features

2 Press (Start).
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3 Check the sample set — select [Start Print], [Cancel], or
[Change Settings].

@ To print the remaining prints:
U Press [Start Print].

® To cancel copying:

U Press [Cancel].

® To change the copy settings:

U Press [Change Settings] = change the necessary settings — press [Done].
To enter the number of copies, use @ - @ (numeric keys) and @ (Clear) to

clear your entry.

To change the exposure, press [(] or [D]. (See "Manual Exposure
Adjustment,” on p. 3-2.)

To change the paper size, press [Paper Select]. (See "Paper Selection," on p.

2-24.)

To collate the copies, press [Finishing]. (See "Collating Copies/Prints," on p.

3-25.))

To set a margin for binding, press [Margin]. (See "Margin Mode," on p. 4-36.)
To embed hidden text in the background, press [Secure Watermark]. (See

"Embedding Hidden Text in the Background," on p. 4-61.)

To make two-sided copies, press [2-Sided Copy]. (See "Two-Sided Copying/

Printing," on p. 3-38.)

If you print one sample set and then change the settings, the machine will

print from the first set with the new settings.

If you want to check the changes that you have made, press [Sample Set] =

repeat the procedure from step 2.

Sample Set
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(:om' ing/Changing/Canceling Selected Settings

You can use the Setting Confirmation screen to confirm, change, or cancel selected
copy modes.

1 Press [Setting Confirmation].

' Setting Confirmation .n!;eleaoutpntnew:e )

B
=0 Ao
100% LTR 1

Direct ‘cwy Ratio ” Paper Select ”
14 >

Offsat + E
Collate a A »
Finishing 2-Sided -

»l »n v|

= | Interrupt
— System Monitor

Special Features

2 Check the settings.

If the desired modes are set, skip to step 4. Otherwise, press the key of the copy
mode to be changed or canceled.

&> NOTE

A right triangle (») on a copy mode setting key indicates that more setting screens
are available by pressing the key.
3 Change or cancel the selected copy mode.

® To change a copy mode:

U Perform the same steps used for setting the mode. Change the setting as you
desire = press [OK].

® To cancel a copy mode:

U Press [Cancel].

4 Press [Done].

1-38

Confirming/Changing/Canceling Selected Settings



unctions

CHAPTER
This chapter is an introduction to the Mail Box functions.
Various Mail Box Functions . ........ ... 2-2
Flow of Mail Box Operations. . . ...t e e e e 2-12
Storing Originals into an INbOX . . . . . .. ..ot 2-12
Printing Documents Storedinaninbox . .......... ... ... .. . . i 2-18
Paper Selection . . ... ... e 2-24
Cancelinga Job .. ... 2-29
While Scanning. . . . ... e 2-29
While Printing . . ... ..o 2-30
Reserving Jobs. . . ... e 2-32
Storing Originals While Printing . . . ... ... 2-32
Reserving Print Jobs . . . ... e 2-33
Sample Print. . .. 2-41
Storing Print Settings . . ... ... e 2-43
Arranging Documents Stored inan Inbox. . . ......... .. . . 2-45
Changing the Name of aDocument. .. ... ... i e 2-45
Checking a Document's Detailed Information. .. ............ ... ... ... ... ... ... . ... 2-46
Erasing @ DoCUMENt. . . . ..ot 2-47
Printing Lists. . . ..o 2-48
Moving/Duplicating @ DOCUMENL. . . . .. ..ot e 2-49
Editing/Checking the Contents of a Document. .. ........... .. ... 2-51

2-1



Introduction to the Mail Box Functions H

\Ia;u;ﬂ' s Mail Box Functions

If you press [Mail Box], the Inbox Selection screen appears. The Mail Box function
enables you to store the image data which is scanned by this machine, and the
data sent from a personal computer, as if storing documents in binders. The
documents (data) stored in an inbox can be kept confidential by setting a password,
and printed at any time with your desired print setting. Also, if you select the Merge
Documents mode, you can print multiple documents as one document.

f
.
Scanning
Phone Line
Internet __»
Printing | Fax
Network
=
PC E-mail
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Inbox Selection Screen
You can store a name and/or password
for an inbox in Mail Box Settings (from
the Additional Functions screen).
(See Chapter 8, "Customizing
Settings.")
You can store a password for the =
Memory RX Inbox and make other e
system-wide settings in System Settings || =« /=
(from the Additional Functions screen).
(See Chapter 11, "System Manager

Settings," in the Sending and @ Select an Inbox

LI T1—1-1

Press to select the Memory
RX Inbox or the Confidential
Fax Inboxes.

Facsimile Guide.)

Document Selection Screen
Confidential Fax Inbox Memory RX Inbox User Inbox

I Tt | T —) T

=
]

Documents forwarded by Fax/I-Fax documents received Scanned originals and
Fax/I-Fax are stored and in memory are stored and documents sent from
displayed here. displayed here. computers are stored and

displayed here.

14}4} EW
Select a Document and Press
= Print ’l or ~<¢/Send ’l L 1Scan ’l

Print Screen Send Screen Scan Screen

Prints out documents stored Sends out documents stored Allows you to make various
in an inbox. Press [Change Pr. in an inbox. (See "Sending a settings for the scanning of
Settings] to change the print Document," on p. 6-12.) originals. (See "Storing
settings. (See "Printing Originals into an Inbox,"

Documents Stored in an on p.2-12.)
Inbox," on p. 2-18.) Start

& Start Print Jl Start Send JI

(M MPORTANT

« You can use the Memory RX Inbox and Confidential Fax Inboxes for storing I-fax or fax
documents only if the optional Universal Send Kit is activated or the optional Super G3
FAX Board or Super G3 Multi-Line FAX Board is installed.

« No more documents can be stored in inboxes if any of the following is true: (The numbers
below may vary depending on the remaining capacity of the hard disk.)

- When 2,000 documents have been stored in the selected inbox.
- When a total of 2,000 documents have been stored in all of the inboxes.
- When a total of about 8,000 pages of documents have been stored in all of the inboxes.
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&> NOTE

Itis recommended that you delete unwanted documents or image data from your inbox to
make space for storing new documents.

H Inbox Selection Screen
The screen below, which appears when you select [Mail Box], is called the Inbox Selection
screen.
There are three types of inboxes: User Inboxes, the Memory RX Inbox, and Confidential
Fax Inboxes. An Inbox Selection screen is available for each type of inbox.
Inbox numbers, names, and available memory are displayed for each inbox. In addition,
an icon appears on the key of each inbox to indicate its status.

@; is the icon for an empty inbox.
& is the icon for an inbox with documents.

@ is the icon for an inbox that is set with a password.

I Copy -,?_LJ Send z@;l Mail Box On Print Job

. User nbaxes
oot e ____________[see [ |

Sa 00

1718

s0x01 %
>~ i
- T O ——
OL s0%03 % e ;
— - O b T @
30405 0% 97%
30%06 %3 -
User Inbox
I Copy ‘x,-h! Send /%;I Mail Box @“ Print Job . I Copy MLJ Send ﬁ»l Mail Box Qﬂ Print Job .
{2 Memory RX Inbox ) conf|lential Fax Inboxes
@O—29 »| Memory RX Inbox 53% xn -
o 8
® -0, Bt * W
ox
47% b 98
| o _—
Done J 0% Done. JI
Memory RX Inbox Confidential Fax Inbox

(Memory RX Inbox and
Divided Data RX Inbox)
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(@ User Inbox

Scanned documents and documents sent from
computers are stored in User Inbox. The stored
documents (data) can be printed at anytime with
your desired settings. For example, you can
merge the scanned documents and the
documents sent from computer, then print and
staple them together. They can also be sent at
anytime using the desired settings.

@ Memory RX Inbox

Received Fax/I-Fax documents in the memory of
the machine are stored in the Memory RX Inbox
or Divided Data RX Inbox. The stored
documents can be printed or sent to computers
at anytime using the desired settings.

(@ Confidential Fax Inbox

If a document received through Fax/I-Fax
matches the specified forwarding conditions, it is
stored in a Confidential Fax Inbox. The stored
documents can be printed at anytime using the
desired settings.

(@ Memory RX Inbox

Received Fax/I-Fax documents in the memory of
the machine are stored in the Memory RX Inbox.
The stored documents can be printed or sent to

computers at anytime using the desired settings.
(® Divided Data RX Inbox

|-fax documents received as divided data are
saved in the Divided Data RX Inbox, and
combined together as one document.
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B Document Selection Screen
The screen below, which appears after you select the desired inbox, is called the
Document Selection screen.
If a password is set, the Document Selection screen appears after you enter the
password.
The screen that appears varies, depending on the type of inbox selected.

An icon indicating the conditions with which each document was scanned or saved is
displayed.

Following icons are displayed in the User Inboxes:

E):

B

Document scanned and saved from the Scan screen. Document saved from the
Send screen when the Universal Send Kit is activated, or if the optional Super G3
FAX Board or Super G3 Multi-Line FAX Board is installed.

Document sent from a computer. Document with the print settings stored from the

Change Print Settings screen.

Following icons are displayed in the Memory RX Inbox and Confidential Fax Inbox:

«%: Forwarded fax document or fax document saved in memory.

@y: Forwarded I-fax document or I-fax document saved in memory.

8. User Inboxes / & 00 : BOX0D Total 3
[ Tivse Joooument tave ———————eaper Szo_JPae_oate e ||
EIl (O 20080710185150 LTR O 107/10 18:51
) 2006071018520 R D 10701882
B 2060710185528 LTR O 107/10 18585
®
=
r ®
@ Clear Details | Erase | yPrintList b1
T Selection »
! Print I1Scan Send = I
@ ’I }I « ,l Edtbe  ——— (8)
L
— L O Mover l ©®
@ Duplicate » Done ‘JI
@

[ System Monitor

Document Selection Screen of the User Inbox

{E] Memory RX Inbox

Total 2 ﬂ

(" T loostistion oo o JPose oo me ||
Hll &) 123XK00000K 5012 17 03/05 17:25
@5 nancyeexanple. con 8018 8 04/06 17:30
6
[ ———=%®
@ — Clear Details Erase
Selection >
- -Eoy baman: L ack 2 Eov blamorv sl
10)=— 9 ————— N
10 -| on ‘ off I'om.onuff ]' on ‘ off 'v.... — @
— 7 Print Send
R el )

O]

4% Fax Memory RX is on.
Document Selection Screen of the
Memory RX Inbox

. System Monitor ),

{5 Confidential Fax Inboxes/ < 00 : BOX00

Total 2 “

Document Selection Screen of the
Confidential Fax Inbox

e Thestronin o o et e ]
5 123XK00KX 5001 17 08/07 17:25
Qs silvia@exanple. con 5002 17 08/07 18:00 ”n
®
[ ——56
Details I Erase I
»
Nl Print
@—= d]
Done. JI
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(@ Select All

Press to select all of the documents in an inbox.

If a document is selected, this key changes to

@ Print List

Press to print a list of documents stored in a
User Inbox.

[Clear Selection]. Edit Menu

® Print Press to edit or check a document in a User
Press to print the selected document. Inbox.

(® Move/Duplicate © Send

Press to move or duplicate documents to
another User Inbox.

(@ Scan

Press to scan an original and store it in the
selected inbox.

(®) Details

Press to check the details of a document stored
in an inbox.

(& Erase
Press to erase a document stored in an inbox.

B Document Editing Screen

Press to send a document stored in the User
Inbox or the Memory RX Inbox.

I-Fax Memory Lock
Press to turn the I-Fax Memory Lock mode 'On’
or 'Off' for the Memory RX Inbox in order to
receive |-faxes in memory.

(i) Fax Memory Lock
Press to turn the Fax Memory Lock mode 'On' or

'Off' for the Memory RX Inbox in order to receive
faxes in memory.

When you press [Edit Menu] on the Document Selection screen, the screen below
appears, which is called the Document Editing screen.
Use this screen to edit a document in a User Inbox.

I 8. User Inbxes / & 001 BOX00 Totdl 3 “
H O 2060710185150 TR O 110/07 18351 ‘
El ) 2060710185200 LR O 110/07 18552
Hl [ 2006071018528 LTR O 110/07 18:55 ‘
clm | Details ‘ Erase H 7 Print List I @
Snla:hnn @
@_ View Page | Mevue and Tsr:'lm::t | Edit Meny
@_ Page Erase
—I Done

@ View Page
Press to view the contents of the selected
document.

@ Page Erase
Press to erase certain pages from a document.

(® Merge and Save

Press to combine multiple documents to create a
new document.

@ Document Insertion
Press to insert a document before a certain page

in another document, to create a new document.
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Bl Print Screen
The screen below, which appears when you select a document and press [Print] on a
Document Selection screen, is called the Print screen.
Display this screen when you want to print documents that are stored in an inbox.
The screen that appears varies, depending on the type of inbox selected.

o)
—
Change Pr.
Docs Selected: 2 »| Settings
1 |- ®
Erase Doc.
After Print.

e ®
Cancel | Start Print JF — @
(1) Change Pr. Settings (3 Change The Copies

Press to change the print settings. Press to set the number of prints when multiple

@ Erase Doc. After Print. documents are selected. This key is displayed
only when multiple documents are selected.

Press to have a document automatically deleted .
after it is printed. (@ Start Print

Press to start printing.
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B Change Print Settings Screen

The screen below, which appears when you press [Change Pr. Settings] on the Print
screen of a User Inbox, is called the Change Print Settings screen.
Display this screen when you want to change the print settings for a document.

Ready to print. = @
—
original
Dacs Selected: 2 >|S=ﬂmus
" rn 2
-
O—== == 1 T ®
(2)—— Poter st Sample Print Erase Doc.
» After Print.
Merge
!nn:'-‘}mms
Gollte . — @
i@;”;—lr er) : Special
@_ L Finishing Z-sided Features Jlnitixl
)| Printing_». 2] | _, |settings
@ — ' ®
Cancel | J startrint 3|
L

(@ Sample Print
Press to print a sample of the document to check
the print result or the contents of the document.
@ Paper Select
Press to select the paper size/type and the
paper source.
(® Finishing
Press to select or cancel the Collate, Group, or
Staple mode.
(@ 2-Sided Printing
Press to make two-sided prints.
(® Original Settings
Press to cancel the settings that you have

changed, and restore the original settings of the
document.

(® Erase Doc. After Print.

Press to have a document automatically deleted
after it is printed.

(@ Merge Documents

Press to merge and print multiple documents as
one document. This key is displayed only when
multiple documents are selected.

Special Features

Press to select and use the Special Features
modes available for printing.

@ Initial Settings

Press to cancel all settings and restore the
machine to Standard Local Print Settings.

Store Pr. Settings

Press to store the print settings for documents.
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M Scan Screen

The screen below, which appears when you press [Scan] on the Document Selection
screen of a User Inbox, is called the Scan screen.
Display this screen when you want to scan an original and store it as a document in the

selected User Inbox.

Copy Ratio

(D— 100%

& Ready to scan using the Start key.

Dacusent Size

mlfTR ~—

@ |z
»| Original

q A:?{l — (6)

B @

(D—— peamert | £ spocial Feaures e
®
Cancel I I_I Initial Settings

@ Direct

Press to scan your document in the same size
as your original.

(@ Copy Ratio

Press to reduce or enlarge the scanning size of
the original.

(® 2-Sided Original

Press if you are scanning a two-sided original.
(4 Document Name

Press to assign the document a name.
(5) Document Size Select

Press to set the size of the original that you are
going to scan.

(6 Scan Exposure
Press [(J] or [D ] to manually control the scan
exposure. Press [A] to select or cancel the
automatic exposure control.

(» Original Type Drop-Down List
Press to select the type of original ([Text/Photo],
[Printed Image], [Photo], or [Text] you are going
to scan.

Special Features
Press to select and use the Special Features
modes available for scanning.

@ Initial Settings

Press to cancel all settings and restore the
machine to the Standard Scan settings.
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H Send Screen

The screen below, which appears when you select a document and press [Send] on the

Document Selection screen of a User Inbox or the Memory RX Inbox, is called the Send

screen.

Display this screen when you want to send a document that you have stored in a User
Inbox using the Send function or a document received and stored in the Memory RX

Inbox.

D= ify the destination. = x’ pEERtE @
¥ - . e )
o o) | g G

@_ e

OFs | mEmal | ey | : TIFF

() File GhSend to Fi Format o (1)

)| Myself
9 : [t - ®
10 ]
@ Cancel | | S— (2
@ Address Book @ File Format

Press to select a destination from the Address
Book.
(@ Network Add.Book
Press to select a destination from an LDAP
(Lightweight Directory Access Protocol) server.
(3 Details
Press to check or change the destination
selected in the destination list.
@ Erase
Press to delete the destination selected in the
destination list.
®) Cc Becc
Press to specify addresses destinations for the
Cc and Bcc addresses when sending an e-mail.
(® Delete After Sending

Press to have the document automatically
deleted after sending is complete.

Press to select the file format (TIFF, PDF) of the
document you are sending.

Send Settings
Press to specify the send settings, such as
delayed sending, which enables you to send
documents at a specified time.

(@ One-touch Buttons
Press to select the destinations stored in
one-touch buttons.

New Address
Press to specify a destination not stored in the
Address Book.

@ Reg.
Press to register new destinations in the Address
Book or one-touch buttons from the Send
screen.

( Start Send
Press to start sending.
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FIoEf Mail Box Operations

This section describes the flow of two basic Mail Box operations: scanning originals
and printing documents.

&> NOTE

« Before using the Mail Box function, it is useful to read the following topics:

- Main power and control panel power (See Chapter 1, "Before You Start Using This
Machine," in the Reference Guide.)

- Entering characters from the touch panel display (See Chapter 2, "Basic Operations," in
the Reference Guide.)

- Routine maintenance (See Chapter 7, "Routine Maintenance," in the Reference Guide.)
« If you are using a login service, log in and log out using the procedure for the login
service you are using before and after operating the machine.
- If you are using Department ID Management with the optional Card Reader-C1, see
Chapter 3, "Optional Equipment," in the Reference Guide.
- If you are using Department ID Management, see Chapter 2, "Basic Operations," in the
Reference Guide.

- If you are performing user authentication using the SDL or SSO login service, see
Chapter 2, "Basic Operations," in the Reference Guide.

Storing Originals into an Inbox

Place the original that you want to scan in the feeder or on the platen glass, the
same as when you are using the Copy function.

(M wPORTANT
You cannot store scanned originals in the Memory RX Inbox or a Confidential Fax Inbox.
For instructions on storing documents in the Memory RX Inbox and Confidential Fax
Inboxes, see Chapter 6, "Sending and Receiving Documents Using the Inboxes."

&> NOTE

« If the machine is used as a network printer, you can store data directly into an inbox from
a computer.

« To cancel all settings, press [Initial Settings]. (The machine returns to the Standard Scan
mode.) To return to the Inbox Selection screen, press ) (Reset).
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1 Press [Mail Box].

ot ﬁ:xm.u.m r

. User Inboxes.

00 | BOX0O ox
Sa »
& o .l BOXO1 or IS
v
Sa 02 .l BOX02 % == EMenary
i, nbox >|
03 BOX03 ox
8 6 Qo |
& o .l BOXO4 ox LALLLS
| ivallable Memory
Sa 05 .| BOX0S ox
100%
& 0% >| BOX06 ox -]

The Inbox Selection Screen

2 Select the desired User Inbox number.

I Copy ??I Send ﬁl Mail Box Oﬂ Print Job tr

. User Inboxes.

30%00 ox |
-
10101 or IS
v
10402 o% Memory
=, O >|
10403 ox
A
10404 ox LLLLS
30405 ox
100%
30X06 0% =
System Monitor

If the desired User Inbox is not displayed, press [w] or [A].

If you enter the User Inbox number using @ - ® (numeric keys), make sure to
enter a two digit number — press [OK].

If you make a mistake when entering the User Inbox number, press © (Clear) =
enter the correct number.

&> NOTE

« If a document is stored in an inbox, that inbox is displayed with the documents icon
(&)

« If an inbox is set with a password, a locked icon (@) is displayed next to the icon of
that inbox.

« If you make a mistake when selecting an inbox, press [Done] — select the correct
inbox.
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3 If the message <Enter the password using the numeric keys.>

appears, enter the password using © - (® (numeric keys) —
press [OK].

O [ e G N

8. User nboxes

[ @ 00 Boxoo
<& |, Enter the password using the numeric keys.

preen d
)
2 Menory_|

Cancel | ( oK J |] 00 %

]

” =

Enter the password set for the selected User Inbox. (See "Setting/Storing a User
Inbox," on p. 8-17.)

If a password is not set for the selected User Inbox, this step is not necessary.

4 Place your originals.

&> NOTE

For instructions on placing originals, see Chapter 2, "Basic Operations," in the
Reference Guide.
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5 Press [Scan].

8. User Inboxes / & 00 : BOXOO Total ) ﬂ

Edit Menu |

2]
2 Done J I
| System Monitor

6 Specify the desired scan settings.

& Ready to scan using the Start key.

Copy Ratio Docunent Size.

100% ‘IR @

Direct Copy Ratio Document
»| _Size Select »

—_‘ R/
|z-smen
»| Original [ B
v
ponmert )| £ special Features

Cancel | | Initial Settings
| System Monitor )

&> NOTE

« To adjust scan exposure and select original type, see "Exposure and Original Type
Settings," on p. 3-2.

« To change zoom ratio, see "Changing the Copy (Zoom) Ratio," on p. 3-9.

« To scan two-sided originals, see "Scanning Two-Sided Originals," on p. 3-47.

« Additional scan settings are available by pressing [Special Features].

« You can set various modes when scanning originals, similar to the Copy function.

® To specify a document nhame:

U Press [Document Name] = enter a name for the document — press [OK].

&> NOTE

If you scan a document without giving it a name, the machine automatically assigns
the document a name using the year, month, day, and time the document was
scanned. For example, if a document is created at 1:35 PM, 41 seconds, on
January 15, 2006, its name will be <20060115133541>.
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@ To specify a document size:
U Press [Document Size Select].

U Select the document size — press [Done].

Document Size Select
= Inch-size |
LTR a | Auto

[T =
#/B-size st 0 |
J STHT@ Cll

[ bwe |]

@ wPORTANT

» The Auto (Automatic Document Size Selection) mode cannot be used with the
Booklet Scanning, Original Frame Erase, Book Frame Erase, or Image
Combination mode.

« You cannot select [Auto] when scanning the following types of originals. Specify the
size of the document manually.

- Nonstandard size originals
- Highly transparent originals, such as transparencies
- Originals with an extremely dark background

- STMT, STMTR, or smaller originals (however, STMT originals can be detected
when placed in the feeder.)

&> NOTE

To select an A or B series paper size, press [A/B-size].

7 Press (Start).

If the following screen is displayed, follow the instructions on the touch panel
display = press (© (Start) once for each original. When scanning is complete,
press [Done].

I (. User Inboxes / 00 BOXOO Total 0 I
Job No.: 0001
P 1 (originals:
Ready to scan. T
= CJpages ® Copy Ratio ™ Document Size
Auto v
1 100% R O
= Avall. emory ® Scan Density
100 % =5 — |
J |z Sided d & 2 J
-Side
»| Original B v
&
3 Cancel | ( Done ,m
> -) 4

& 0001 Inbox Waiting to scan... = System Monitor ),
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When scanning is complete, the scanned data is stored in the selected inbox.

I 8. User Inboxes / & 00 BOK00 Total 1 ﬂ

D 20060711152538 TR O 3 07/11 15:25 ‘
i

=

Select All ‘
(Max 100 doc.) >

= 18can | < |
" M “ Edit Menu

=7 Print List |

@)
2 Done J I

(M wPORTANT

« You cannot change settings, such as the document size or the scanning ratio, while
the machine is scanning.

« The stored data is deleted after three days (default setting). This setting can be
changed to any time period between 1 hour and 30 days. Also, data can be stored
indefinitely if the time period is set to '0' (Off). (See "Setting/Storing a User Inbox,"
onp. 8-17.)

&> NOTE

If you want to cancel scanning, press [Cancel] or /A (Stop).

I 8. User Inboxes: / 500 BOX0O Total 1 ﬂ

m
® | Pages ® Copy Ratio @ Docusent Size

Auto
‘ 1 100% LR O

E

M -
( ) =

3 Cancel I

& 0001 Inbox Scanning... = System Monitor

l

8 When scanning is complete, remove your originals.
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Printing Documents Stored in an Inbox

This section describes the procedure for printing out documents stored in an inbox
on the machine. If the machine is connected to a network, you can also specify
printing from your computer. For more information on how to operate the machine
from your computer, see Chapter 2, "Checking and Managing Functions," in the
Remote Ul Guide.

(M MPORTANT
« You can print documents stored in the Memory RX Inbox and Confidential Fax Inboxes
only with the settings that were used when the documents were received.

A document stored in the Memory RX Inbox is automatically deleted after printing.

&> NOTE

« You can select and print up to 32 documents in one inbox at a time. If you merge
documents, you can select and print up to 100 documents. However, if there are reserved
jobs in the inbox, the number of documents you can select and print varies, depending on
the number of documents reserved.

« You can only select multiple documents when the documents are stored in the same
User Inbox. To print multiple documents stored in different User Inboxes, you need to
move the documents to one User Inbox beforehand. (See "Moving/Duplicating a
Document," on p. 2-49.)

« If you do not change the print settings when printing out documents stored in inboxes
from a computer or using the Store In User Inbox mode of the Copy function, documents
sent from computers are printed with the settings set at the computers, and the
documents scanned into memory are printed with Standard Local Print Settings. (See
Chapter 4, "Customizing Settings," in the Reference Guide.)

« If you want to print a document stored in the machine from a computer or using [Store In
User Inbox] on the Copy Basic Features screen with the settings that were set when the
document was stored, do not print the document from the Change Print Settings screen.
If you print the document from the Change Print Settings screen, the document may not
be printed with the same settings that were set when the document was stored.

« To cancel all settings and return the machine to the Standard Local Print Settings, press
[Initial Settings]. To return to the Inbox Selection screen, press () (Reset).

¢ A User Inbox is used as an example in this section.

2-18 Flow of Mail Box Operations



1 Press [Mail Box].
copy iy [l send ﬁ‘l)rinun .D.

8. User Inboxes
[reocho e e )

Sa 00 | soxoo P
& o ,l BOXO1 o VB
| =
Sa 02 | Boxoz ox Mema
#, O
03| Boxos ox
8 w6 ) Qe
5w | mo p Fax inbox >|
05 | Boxos ox
Sa s 97 %
& 06 ,l BOX06. 0% -
©— System Monitor ,

2 Press the desired User Inbox number.

8. User Inboxes
o —

Oa 00 .l 10%00 3% |
e
S .l 10%01 o IS
v

Ga 02 .l 10X02 23 ; {5 Memory
#, RX Inbax_»

03 I 10X03 0%
= = ] Cant.
S o .| 1ox04 o8 Fax inbox >|

Sa 05 | 10X05 ox e
a > 97%
S 06 .l 10%06 o% ]

If the desired User Inbox is not displayed, press [w] or [A].

If you enter the User Inbox number using @ - ® (numeric keys), make sure to
enter a two digit number — press [OK].

If you make a mistake when entering the User Inbox number, press © (Clear) —
enter the correct number.

&> NOTE

o If a document is stored in an inbox, that inbox is displayed with the documents icon
().

« If an inbox is set with a password, a locked icon (@) is displayed next to the icon of
that inbox.

« If you make a mistake when selecting an inbox, press [Done] — select the correct
inbox.
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3 If the message <Enter the password using the numeric keys.>

appears, enter the password using © - (® (numeric keys) —
press [OK].

R T I R

8. User nboxes

[

| ©2a | #Enter the password using the numeric keys.

|

|

|

;—‘ e 3
|

| >
|

= 2 wencry_|
| Sa Cancel | ( oK J |] 07 %

| < R

| - s ]

Enter the password set for the selected User Inbox. (See "Setting/Storing a User
Inbox," on p. 8-17.)

If a password is not set for the selected User Inbox, this step is not necessary.

Select the document that you want to print — press [Print].

I 8 User Inboxes / & 001 BOX00 Totdl 3 I

[ 20060710185150 LR O 1 10/07 18:51 ‘
Ell () 20060710185200 LR O 1 10/07 18:52
) 2006071018528 LR O 1 10/07 18:55 ‘

Clear Details | Erase | 7 Print List |
Selection >
| =7 Print ] I.ﬂs:an ’I ~isend ’I Edit Menu I

M
| ]

If there are seven or more stored documents, press [w] or [A] to display the
other documents.

You can select multiple documents stored in the User Inbox.

To select all of the documents (up to 100 documents from the top) in the User
Inbox, press [Select All (Max 100 doc.)]. If a document is already selected, this
key appears as [Clear Selection] instead.

NOTE
« The selected documents are numbered in the order specified, and are printed in
that order.

« You can cancel a selection by selecting the document again.

« To cancel all documents, press [Clear Selection]. ([Clear Selection] changes to
[Select All (Max 100 doc.)].)
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5 If you want to change the print settings, press [Change Pr.
Settings].

Ready to print. ‘
Docs Selected: 1 _»ng'i':;sw'
1

Erase Doc.

_IAfhrPrIm.

Cancel I Start Print J I
To change the number of prints, enter the desired number using @ - () (numeric

keys).

If multiple documents are selected, you can change the number of prints by
pressing [Change The Copies].

Ready to print.
| Change Pr.
»

Docs Selected: 2 Settings

|Er:se Doc.
After Print.
Change The
Copies ___»

Cancel | StartPrint |
.~ System Monitor )

If you do not want to change the print settings, proceed to step 7.

6 Select the print settings on the Change Print Settings screen.

Ready to print.

Original
Docs Selected: 1 »| Settings

owo LR 1

Paper Select Erase Doc.
> After Print.

Collate
(Page order) =

Finishing 2-Sided
»| Printing |

[Tt

Cancel | store Pr. settings | startPrint |
— System Monitor )
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&> NOTE

« If you press [Original Settings], the settings for documents stored in inboxes from a
computer or using the Store In User Inbox mode of the Copy function are returned
to the settings specified at the computer, and the settings for documents scanned
and recorded at the machine are returned to Standard Local Print Settings. (See
Chapter 4, "Customizing Settings," in the Reference Guide.)

« You can set paper selection, 2-Sided printing, finishing, and special features on the
Change Print Settings screen.

Press [Start Print].

Ready to print.
original
Docs Selected: 1 »| Settings
o
o=D  LTR 1 ———
Paper Select Erase Doc.
> After Print.
ollate
(Page order)
Finishing 2-Sided Inital
» Printing ) Settings
Cancel | store pr. settings JI( Start Print JI]
— System Monitor ,

When one document is selected

Introduction to the Mail Box Functions H
N

Ready to print.

Original
Docs Selected: 2 »| Settings

asto
a=0  LTR 10
Paper Select I Sample Print I IErasl Doc.
» After Print.
Merge
|Dn:uments
Collate I I
(Page order)

Finishing 2-Sided
»| _Printing »

||nma|

Settings

Cancel | J| ( Start Print JI]
7 System Monitor )]

When multiple documents are selected

If you want to print a sample of the document, press [Sample Print]. (See "Sample
Print," on p. 2-41.)

If you want to store the print settings for documents, press [Store Pr. Settings].
(See "Storing Print Settings," on p. 2-43.)

If you want to automatically delete the selected document after it is printed, press
[Erase Doc. After Print.].

If there is a current or reserved print job, the machine will start printing your
document after that job is complete.
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When printing starts, the following screen appears.

C 1T T T T

. User Inboxes
] Job No.:

[£) 20060710185200
Auto
=@ = OLR

= |

N ) Copies = Print Monitor
( 0x 15 50=] ,
< = Print Density i'ij—_ Ll >

= Cancel |

~

ol 17,

Printing... "= System Monitor )

When printing is complete, the display returns to the Inbox Selection screen.

NOTE

« If you notice a difference between the document size specified when scanning
originals and the actual print size, you can try to eliminate this error by making a
Zoom Fine Adjustment in Adjustment/Cleaning (from the Additional Functions
screen). (See Chapter 4, "Customizing Settings," in the Reference Guide.)

« You can change the print density or cancel printing while the machine is printing.

« To cancel printing, press [Cancel]. (You cannot cancel printing by pressing /A
(Stop).)

« To reserve the next print job, press [Done] — select the inbox containing the
document you want to print = select the document — press [Print]. (See
"Reserving Jobs," on p. 2-32.)
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PaplrSelection

You can specify the paper size when printing out documents stored in User
Inboxes.

(™ MPORTANT

« You cannot change the print settings when printing documents stored in the Memory RX
Inbox or Confidential Fax Inboxes.

« When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

&> NOTE

For information on paper types, see Chapter 2, "Basic Operations," in the Reference
Guide.

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Paper Select].

Ready to print.
Original
»| Settings

Docs Selected: 1
Auto

m=n LTR 1 —
Paper Select Erase Doc.
» After Print
Collate I
(Page order)
Finishing 2-Sided Initial
»| Printing_»! Settings
Cancel | store pr. settings | start Print 3|
" System Monitor )]

&> NOTE

« If you press [Original Settings], the settings for documents stored in inboxes from a
computer or using the Store In User Inbox mode of the Copy function are returned
to the settings specified at the computer, and the settings for documents scanned
and recorded at the machine are returned to the Standard Local Print Settings.
(See Chapter 4, "Customizing Settings," in the Reference Guide.)

« The paper size/type that can be used may vary depending on the settings for the
finisher. (See "Collating Copies/Prints," on p. 3-25.)
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2 Select the desired paper size.

&> NOTE

« If you select [Free Size], [Envelope], [Tracing Paper], [Transparency], or [Labels],
you cannot specify any Finishing modes (Collate, Group, or Staple).

o If Stack Bypass Standard Settings in Common Settings (from the Additional
Functions screen) is set to 'On’, and the paper size/type have been stored, the
selected paper size/type are displayed on the screen. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)

@ If you want to set the machine to automatically select a paper size:
QO Press [Auto].

(2]
[
o
=
[&]
C
=}
L
Select the paper size. é
astack  Of Ao m
= Ul Bypass I —
— Stack Bypass | mmern— 13 <

; Settings_»| =

=)

Bl smew 200 O =
= 2 Bl o _OC')
= =
BT 5 o
c
. o
> [ Plain =
[&]
Dane JI >
©
o
[ systom Montor | =]
=
£

@ If you want to select a paper size manually:

QO Select the desired paper size.

&> NOTE

 The paper sizes/types are indicated by icons on the touch panel display, in the
order in which they are loaded in the paper drawers.

« Icons indicating the type of paper loaded in each paper drawer can be displayed on
paper selection screens, if you store that information into the machine beforehand.
(See Chapter 4, "Customizing Settings," in the Reference Guide.)

« [J indicates that the paper is set vertically, and O3 indicates that the paper is set
horizontally. The suffix <R> (such as in LTRR) used in paper size designations
indicates that the paper is loaded in a paper drawer or the stack bypass
horizontally.
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@ If you want to select a standard paper size:

Q Press [Stack Bypass].

If you want to select the stack bypass when a paper size/type is already
selected for the current or reserved job, press [Stack Bypass Settings] to
specify the desired paper size/type.

Q Select the desired paper size — press [Next].

Stack Bypass Settings: Selecting the Paper Size

= Inch-size

S5

11x17 Dl
A/B-size G Dl
| exee [ |

»)

Cancel | « Back | [ Next > |]

&> NOTE

To select an A or B series paper size, press [A/B-size].

U Select the desired paper type = press [OK].
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Plain DI Recycled | Color. |

Pre-punched [ | Bond Paper [ |

1 Special Paper Types
Heavy. O [Tracing | Transparency [)
Paper

Labels B

Detailed 2nd Side of
»| Settings 2-Sided Page
Cancel | « Back | [ oK J |]
[~ System Monitor ),

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

Stack Bypass Settings: Selecting the Paper Type

° Al v| = Sort List by Regist. v

O rrain @690 g/m) T g/t
B reoyoted 6490 o) o
O cowor 64 g/t
[ Pre-punched (71560 a/n2) 8 gl

T |

O eond Paper 93 gl

[IRTEM

O seawy @1-128 92y 1o a/ut

) Tracing Paper (64-19 a/n2) 2 o
Simple  Details 2nd Side of
») Settings » 2-Sided Page
Cancel | « Back | [ oK J |]
" Systom Monitor )

If you are printing on the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].
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&> NOTE

« [Transparency] can be selected only if [LTR] is selected as the paper size.

« You can register paper types that are not displayed on the detailed settings list in
[Selecting the Paper Type]. For more information on storing the paper type, see
Chapter 6, "System Manager Settings," in the Reference Guide.

@ If you want to select a nonstandard paper size:

QO Press [Stack Bypass].

If you want to select the stack bypass when a paper size/type is already
selected for the current or reserved job, press [Stack Bypass Settings] to
specify the desired paper size/type.

U Press [Free Size] = [Next].

U Select the desired paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are printing onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].

(M MPORTANT

If you select a nonstandard paper size, the Finishing, 2-Sided Printing, Booklet,
Cover/Sheet Insertion, Cover/Job Separator, Form Composition, Pg/Copy Set
Numbering, Secure Watermark, or Watermark/Print Date mode cannot be
specified.

® To print on envelope loaded in the stack bypass:

U Press [Stack Bypass].

If you want to select the stack bypass when a paper size/type is already
selected for current or reserved job, press [Stack Bypass Settings] to specify
the desired paper size/type.

QO Press [Envelope].

Q Select the desired envelope type — press [OK].

(™ MPORTANT
« If the envelope type is not set correctly, a paper jam will occur.

» Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.

« If you select [Envelope], the Finishing, 2-Sided Printing, Cover/Sheet Insertion,
Cover/Job Separator, Booklet, or Form Composition mode cannot be specified.

QO Press [OK].

3 Press [Donel.
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4 Press [Start Print].
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CauLeling a Job

You can cancel the scanning of a document to be stored in an inbox from the touch

panel display or by pressing A (Stop) on the control panel.

However, the printing of a document stored in an inbox can only be canceled from

the touch panel display and System Monitor screen.

While Scanning

Using the Touch Panel Display

1 Press [Cancel] on the pop-up screen that appears while the

machine is scanning.

The job is canceled.

2 Remove the original.

Using the Stop Key

1 Press (Stop).

The job is canceled.

2 Remove the original.

Canceling a Job

2-29

Introduction to the Mail Box Functions n



Introduction to the Mail Box Functions H

While Printing

Using the Touch Panel Display

1 Press [Cancel] on the pop-up screen that appears while the
machine is printing.

13
=

[£) 20060710185528
Auto
=0 & DLTR

JPage J Copies = Print Monitor
0x 30/ s0=0 |
= Print Density Wﬁ-_‘ » | >
=

The job is canceled.

Using the System Monitor Screen

1 Press [System Monitor].

I Copy \f%‘l Send 4 I Mail Box Qn Print Job .‘:"’

. User mbaxes

o010 T S S
Sa 00 .| BOX0O
& o .| BOXO1 i

| = |
Da 02y Boxez = CMemory ]

3%
0%
0%
—— " @Em‘mx »I
0%
0%
0%

& o .| BOX04
©a 05 .| BOX0S.
& 06 .| BOX0

Available Wetory
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2 Press [Print].

& 2006071018520
Printing...

u B OLGL | ey Avalable besory
00 | @E01x7 99%
@12 OLTRE Consumables )|
—
Copy. |senn ‘an rrrm ]::em |nw|u n
= ; - | Bt ——
N —

3 Press [Status] — select the print job that you want to cancel —
press [Cancel].

| I Status | I Log |
N

3 0008 16:23 &) BOX Print BOX User Printing...
3 0004 16:23 & BOX Print BOK User  Waiting toprint |
Print Details Cancel
Next )
Copy |sm ‘Fax ‘Pvinl lnmm |Dwiu "
=7 b = —r -

Printing... Done JI

You cannot select multiple jobs and cancel them all at once. Select and cancel
one job at a time.

4 Press [Yes].

The print job is canceled.

&> NOTE

The canceled job is displayed as <NG> (No Good) on the Log screen.

5 Press [Donel].

The display returns to the Inbox Selection screen.
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Reﬂing Jobs

You can set the machine to scan originals even while it is printing or waiting to
process a job.

&> NOTE

« You can specify up to 32 documents to be reserved, including the current job.

« You can set different modes and paper sources, including the stack bypass for each
reserved job.

« A User Inbox is used as an example in this section.

Storing Originals While Printing

You can scan and store an original while the machine is printing.

1 Press [Done] on the pop-up screen that appears while the
machine is printing — select the desired User Inbox nhumber —
press [Scan].

. User Inboxes / €300 BOX0O Total 3 I
D[ 20060710185150 LR O 110/07 18:51 .
[) 2006071018500 TR O 110/07 18552
) 2006071018528 TR O 110/07 18585 |
Select All ‘ ‘ = Print List |
(Max 100 doc.) »
Z1Scan Z
= "l ’" 7 }‘ Edit Menu |
bt | |
Done _

= system Manitor

Printing...

If the screen displayed on the touch panel display is from a function other than
the Mail Box function, press [Done] = [Mail Box] to display the Inbox Selection
screen.

&> NOTE

In the above example, User Inbox 00 has three documents stored in it already.
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2 Place your originals — specify the desired scan modes —

press () (Start).
&> NOTE

You can assign a document name before scanning, or you can change the
(time-coded) assigned name after you scan the document. (See step 7 of "Storing
Originals into an Inbox," on p. 2-12, or "Changing the Name of a Document," on p.
2-45))

Reserving Print Jobs

Reserved printing can be specified in the following cases:

B While the Machine Is Waiting
You can specify print settings while the machine is in the waiting state, such as when the
power is just turned ON, or after a paper jam is cleared. Printing automatically begins
when the machine is ready.

&> NOTE

You can specify reserved printing while the machine is in the waiting state in the following
cases:

- Between the time that the machine is turned ON and when it is ready to print
- After a paper jam is cleared

- After a cover on the main unit or an optional unit, such as a finisher, is opened and
closed

B While the Machine Is Printing
You can specify print settings for a new job while the machine is printing. Printing of the
new job automatically begins when the current job is complete.
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Reserving Print Jobs

1 Press [Done] on the pop-up screen that appears while the

machine is printing.

If the screen displayed on the touch panel display is from a function other than
the Mail Box function, press [Done] = [Mail Box] to display the Inbox Selection

screen.

2 Select the desired User Inbox number and document to print

— press [Print].

I 8. User Inboxes / 00 BOX00 Totdl 3 I
) 20060710185150 LR O 110/07 18:51 J
Ell ) 20060710185200 TR O 110/07 18:52 I
) 2006071018528 LR O 11007 18:55 |
Clear Details | Erase | 7 Print List |
Selection >
l =L lﬂs:an ’I ~isend ’l Edit Menu |
Move/
‘ ‘gnuplicate »l o "l

= system Monitor )|

3 Print the selected document.

Ready to print.
Change Pr.
Docs Selected: 1 »| Settings
Erase Doc.
After Print.
cancel | Start Print JI

= system Manitor |

Printing...

@ If you want to print without changing any settings:

O Press [Start Print].
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@ If you want to change the print settings:

U Press [Change Pr. Settings] — specify the desired print settings — press [Start
Print].
If you select 33 or more documents to print at one time, the screen below is

displayed. To print out the first 32 documents that you selected, press [Yes].
Press [No], if you want to cancel printing altogether.

Ready to print. |

) Too many documents are selected. Print the first
32 documents? —

Printing... = System Monitor |

If the machine can no longer accept any more reserved jobs, the screen
below is displayed. Press [OK] = try reserving the job again after the current
job is complete.

Ready to print. |
& Inbox

[/ Could not print because the memory is full.

@ mMPORTANT

You cannot change print settings or make sample prints when printing documents
stored in the Memory RX Inbox or Confidential Fax Inboxes.

&> NOTE

» To make a sample print, press [Sample Print]. (See "Sample Print," on p. 2-41.)

« If you want to automatically delete a document after it is printed, press [Erase Doc.
After Print.].
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Using the Stack Bypass

Reserved printing using the stack bypass is possible only if paper is being fed from
the stack bypass for the current job.

The following example assumes that 11" x 17" plain paper is being fed from the
stack bypass for the current job, and that you are selecting LTR plain paper to be
fed from the stack bypass for a reserved job.

(™ iMPORTANT

When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

&> NOTE

o If Stack Bypass Standard Settings in Common Settings (from the Additional Functions
screen) is set to 'On’, reserved printing can be performed only for the registered paper
size and type. (See Chapter 4, "Customizing Settings," in the Reference Guide.)

« For information on paper types, see Chapter 2, "Basic Operations," in the Reference
Guide.

1 Press [Done] on the pop-up screen that appears while the
machine is printing.

Normally, when reserved copying is not being set, the Stack Bypass Settings
screen is automatically displayed when paper is loaded into the stack bypass.

2 Select the desired User Inbox humber and document to print
— press [Print] = [Change Pr. Settings] — [Paper Select] —

[Stack Bypass Settings].
Select the paper size.
B11x17 | Ao
(Ee)
oo B O
a0 1x17
gLGL O
11x17 =]
> [J Plain
Done JI

= system Monitor )|
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3 Select the desired paper size.

&> NOTE

« If you select [Free Size], [Envelope], [Tracing Paper], [Transparency], or [Labels],
you cannot specify any Finishing modes (Collate, Group, or Staple).

o If Stack Bypass Standard Settings in Common Settings (from the Additional
Functions screen) is set to 'On’, and the paper size/type have been stored, the
selected paper size/type are displayed on the screen. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)

@ If you want to select a standard paper size:

QO Select the desired paper size = press [Next].

&> NOTE

To select an A or B series paper size, press [A/B-size].
U Select the desired paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are printing onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].

&> NOTE

« [Transparency] can be selected only if [LTR] is selected as the paper size.
« You can register paper types that are not displayed on the detailed settings list in

[Selecting the Paper Type]. For more information on storing the paper type, see
Chapter 6, "System Manager Settings," in the Reference Guide.
@ If you want to select a nonstandard paper size:
U Press [Free Size] = [Next].

U Select the desired paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are printing onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].
@ If you want to select an envelope size:
U Press [Envelope].

U Select the desired envelope type — press [OK].
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@ mMPORTANT
« If the envelope type is not set correctly, a paper jam will occur.

« Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.

U Press [OK].

The paper size/type currently loaded and the paper size/type reserved to be
loaded are displayed, as shown on the screen below.

Select the paper size.
BLR ] Auto . e
—— ] — The last paper size/type specified
f Setings”_»] o for the reserved print job
stak s AN =
B BUDIKT Foe =
L The paper size/type currently
D7 g
=] loaded

= Poger Type in the Paper Source
> [J Plain

&> NOTE

If there is more than one reserved job waiting to print, only the last paper size/type
specified for the reserved print job is shown on the Paper Select screen.

4 Press [Done].

This completes the settings for reserving a print job using the stack bypass. The
subsequent steps show you how to start printing and load paper into the stack
bypass.

5 Press [Start Print].

6 When it is time for the reserved copy job to be printed, load
the specified paper into the stack bypass.

&> NOTE

« The specified paper size/type is displayed on the screen when it is time for the
reserved print job to be printed.

« Make sure to load the same paper size and type selected in step 3 into the stack
bypass. Printing does not start if paper of a different size or type is loaded.
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7 Select the desired paper size.

If the following screen is displayed, adjust the width of the slide guides = specify
the paper size = press [OK].

Stack Bypass: Selecting The Paper Size

= Inch-size "—I

djust the slide guides
specify the size again.

) The specified size does not conform to the position
of the slide guides. A ides and

& 0005 Inbox

= System Monitor )

If the following screen is displayed, adjust the width of the slide guides to match
the paper size stored in Stack Bypass Standard Settings, or set Stack Bypass

Standard Settings to 'Off' in Common Settings (from the Additional Functions
screen). (See Chapter 4, "Customizing Settings," in the Reference Guide.)

I Stack Bypass Settings: Selecting the Paper Size I

= Inch-size

J

) Registered size differs from guide width.
Adjust guide width or check the [Stack Bypass
Standard Settings] under Additional Functions.

& 0005 Inbox

(M MPORTANT

Set the paper size to the same size as the paper loaded in the stack bypass.

@ If you want to select a standard paper size:

QO Select the desired paper size — press [Next].

&> NOTE

To select an A or B series paper size, press [A/B-size].

QO Select the paper type — press [OK].

2= System Monitor

If the desired paper type is not displayed, press [Detailed Settings] — select

the paper type from the list = press [OK].

If you are copying onto the back side of a previously printed sheet, press [2nd

Side of 2-Sided Page].

Reserving Jobs
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@ If you want to select a nonstandard paper size:
U Press [Free Size] = [Next].

Q Select the paper type — press [OK].

If the desired paper type is not displayed, press [Detailed Settings] — select
the paper type from the list = press [OK].

If you are printing onto the back side of a previously printed sheet, press [2nd
Side of 2-Sided Page].
@ If you want to select an envelope size:
U Press [Envelope].
QO Select the desired envelope type — press [OK].

(M mMPORTANT
« If the envelope type is not set correctly, a paper jam will occur.

« Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.
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Sam-_p‘te Print

Before making multiple prints of a document stored in an inbox, you can print a

sample of it to check its contents or the print results with the settings that were set
when the document was stored.

(M IMPORTANT

« You cannot make a sample print of documents stored in the Memory RX Inbox or

Confidential Fax Inboxes.

» When you select more than one document, [Sample Print] appears only if you select

[Merge Documents] and set the Collate, Offset Collate, Rotate Collate, Staple, Cover/Job
Separator, Cover Sheet Insertion, or Booklet mode. [Sample Print] does not appear if the
Group or Offset Group mode is set.

1 Select the desired User Inbox number and the document to

print — press [Print] = [Sample Print].

Ready to print.

Change Pr.
Docs Selected: 1 »| Settings

Y

Sample Print Erase Doc.
After Print.

Cancel | Start Print JI
©— System Monitor |

(M wPORTANT

[Sample Set] is not displayed if only one copy is set.

2 Press [Start Print].

3 Check the sample print — select [Start Print], [Cancel], or

[Change Settings].

® To print the remaining prints:
U Press [Start Print].

Sample Print
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® To cancel printing:

U Press [Cancel].

@ To change the print settings:

QO Press [Change Settings] — change the necessary settings — press [Done].

To enter the number of prints, use @ - ) (numeric keys) and (¢) (Clear) to clear
your entry.

To change the paper size, press [Paper Select]. (See "Paper Selection," on p.
2-24.)

To collate the prints, press [Finishing]. (See "Collating Copies/Prints," on p.
3-25.)

To make two-sided prints, press [2-Sided Printing]. (See "Two-Sided Copying/
Printing," on p. 3-38.)

To change the Special Features mode settings, press [Special Features]. (See
Chapter 4, "Special Copying and Mail Box Features.")

If you want to check the changes that you have made, press [Sample Print] =
repeat step 2.

&> NOTE

Press [Change Pr. Settings] to change the print settings.

2-42

Sample Print



Stgﬂ' Print Settings

You can store the print settings for documents stored in a user inbox. This is useful
to print most frequently printed documents with the same print settings.

(M IMPORTANT

You cannot select multiple documents and store the print settings at the same time.

&> NOTE

« The printing settings in memory are not erased, even if the power is turned OFF.
« You can store the following print settings and modes: the number of printouts, paper

select, 2-Sided Printing, Finishing, Cover/Sheet Insertion, Booklet, and Margin
« If Erase Document After Printing is set to 'On' from the Standard Local Print Settings, the

selected documents are erased after the documents for which the print settings are

stored are printed.

« You can overwrite the stored print settings.

1 Select the desired User Inbox number — select the document
to print — press [Print] — [Change Pr. Setting].

2 Specify the print settings that you want to store — press
[Store Pr. Settings].

Ready to print.

a=o 11x17

Paper Select
>

g
J |

Docs Selected: 1

1

fal
Features |

~
[

Original
Settings

Erase Doc.
After Print.

Initial

_

Settings

Cancel |( Store Pr. Settings JI] Start Print 3|

|~ System Monitor )

&> NOTE

In the above example, the Booklet mode is selected.

Storing Print Settings
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3 A screen appears, asking for your confirmation to overwrite
the previous settings. Press [Yes].

&> NOTE

« The document for which the print settings are stored is overwritten, its name is
changed to the current date and time, and the document moves to the end of list.

¢ Anicon (Eg) indicating that the document is stored with print settings, is displayed
next to the document name.

4 Press [Donel].
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Arrﬂing Documents Stored in an Inbhox

From the Inbox Selection screen, you can change the document's name, check a
document's detailed information, move and duplicate a document, and view the
contents of the User Inboxes.

Changing the Name of a Document

(M MPORTANT

You cannot change the name of documents stored in the Memory RX Inbox or
Confidential Fax Inboxes.

1 Select the desired User Inbox number — select the document
whose name you want to change — press [Details].

I 8. User Inboxes / & 00: BOK00

Total 3 ﬂ

B 20060710185200

e
[ 20060710185150
[E) 2006071018528

R D
TR O
R D

1.10/07 18:51 J
11007 1882 o
110/07 18:85 |

Clear
Selection

= Print | [£1Scan
4

Details

Erase
>

| 7 Print List |

Send
>| i

|

Edit Menu I

Ol )|

Done  J |

&> NOTE

If you select multiple documents and press [Details], only the details of the selected
(highlighted) document are displayed.

2 Press [Change Document Name].

3 Enter a new name for the document — press [OK].

(M mPoORTANT

You cannot press [OK] without entering a name for the document.
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4 Press [Done] repeatedly until the Inbox Selection screen
appears.

Checking a Document's Detailed Information

1 Select the desired Inbox — select the document whose

n detailed information you want to check — press [Details].
é I 8 User Inboxes / & 001 BOX00 Totdl 3 I
-'6 ’n D] 20060710185150 LR O 1.10/07 18:51 r
g ) 2006071018520 LTR O 110/07 18:52 ]I/I
\Z ) 20060710185528 TR O 110/07 18:55 j
x
3 |
% _.g:::m l ootals lErln | 7 Print List |
% 7 Print ’I “1Scan ’I ZSend ’I e |
< Ol | ome ]
o)
e
9
‘g To select a document from the Memory RX Inbox, refer to step 1 of "Printing a
B Document in the Memory RX inbox," on p. 6-5.
=

To select a document from the Confidential Fax Inbox, refer to step 1 of "Printing
a Document in the Confidential Fax Inbox," on p. 6-11.

&> NOTE

If you select multiple documents and press [Details], only the details of the selected
(highlighted) document are displayed.

2 Check the detailed information — press [Done] repeatedly
until the Inbox Selection screen appears.
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Erasing a Document

1 Select the desired Inbox — select the document that you want
to erase — press [Erase].

I 8. User Inboxes / €00 BOK00 Total 3 ﬂ
El O 2080710185150 R O 11007 18551 |
@ 20060710185200 TR O 1 10/07 18:52 "
B 20060710185528 LTR O 110/07 18:85 |
\
Clear Details Erase | = Print List |
Selection »l I
| S—
=7 Print }l L1Scan 'l <gIsend 'l Edit Menu |
Move/
9nu.;li:am »l D "I

[ System Monitor )

To select a document from the Memory RX Inbox, refer to step 1 of "Printing a
Document in the Memory RX inbox," on p. 6-5.

To select a document from the Confidential Fax Inbox, refer to step 1 of "Printing
a Document in the Confidential Fax Inbox," on p. 6-11.

To select all of the documents (up to 100 documents from the top) in the User
Inbox, press [Select All (Max 100 doc.)]. If a document is already selected, this
key appears as [Clear Selection] instead.

To erase multiple documents in the Memory RX Inbox or in a Confidential Fax
Inbox, select and erase one document at a time.

&> NOTE

« You can cancel a selection by selecting the document again.

« To cancel all documents, press [Clear Selection]. ([Clear Selection] changes to
[Select All (Max 100 doc.)].)

2 Press [Yes].

3 Press [Donel].
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Printing Lists

You can print a list of documents stored in a User Inbox.

(™ MPORTANT

You cannot print a list of documents stored in the Memory RX Inbox or Confidential Fax
Inboxes.

&> NOTE

» The document list can be printed only if 11" x 17", LGL, LTR, or LTRR paper (plain,
recycled, or color paper) is loaded in a paper source that is set to 'On' when you press
[Other] to select a paper source in Drawer Eligibility For APS/ADS in Common Settings
(from the Additional Functions screen). (See Chapter 4, "Customizing Settings," in the
Reference Guide.)

« The following information is printed: The User Inbox number, type of document,
document name, paper size, number of pages, user name, and date and time.

1 Select the desired User Inbox nhumber — press [Print List].

I 8. User Inboxes / 00 BOX00 Total 3 ﬂ
() 2060710185150 LR O 110/07 18551 =
() 2006071018520 RO 11007 182
D‘ 20060710185528 TR O 110/07 18:85

Select Al 7 Print List
(Max 100 doc.) o

- '| ~1scan >I < " Edit Menu |
S |
Done J

" system Wonitor

2 Press [Yes].
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Moving/Duplicating a Document

(M wPORTANT

You cannot move or duplicate a document stored in the Memory RX Inbox or a
Confidential Fax Inbox to another inbox. Similarly, you cannot move or duplicate a
document stored in a User Inbox to the Memory RX Inbox or any Confidential Fax Inbox.

1 Select the desired User Inbox number — select the document n
that you want to move or duplicate — press [Move/Duplicate].

— System Monitor )

To select all of the documents (up to 100 documents from the top) in the User
Inbox, press [Select All (Max 100 doc.)]. If a document is already selected, this
key appears as [Clear Selection] instead.

&> NOTE

« You can cancel a selection by selecting the document again.

« To cancel all documents, press [Clear Selection]. ([Clear Selection] changes to
[Select All (Max 100 doc.)].)

(2]
[
o
=
[&]
C
I 8. User Inboxes / € 00: BOK0D Total 3 S
N w
(1] D 20060710185150 TR O 110/07 18:51 | - é
[) 2006071015200 RO 107 tesse | m
() 20060710185528 LR O 110707 1885 | —_
| =
ol Detall [ Print List Q
ails rase rint Lis
= | | 3o ) =
TPt | iscan }I ~¢Isend 'I Edit Menu | e
c
&) Move/. (e}
Duplicate oone | =
: g
=}
©
o
S
=
£
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2 Select the inbox into which you want to move or duplicate the

document — press [Start].

& Mave/Duplicate
Select the inbox.
[roox No. |
oxo1 ozl (e
ox02 ]
0%03 o Y
ox04 ot
ox0s ]
ox06 ]
* Duplicate
uplica
o |Dugument
Cancel | ( Start J)I

If you want to duplicate the selected document, press [Duplicate Document].
You cannot move or duplicate a document to multiple inboxes at once.

If the document cannot be moved or duplicated to the selected inbox, a
message appears telling you that the move or duplication cannot be performed.

If the document cannot be moved or duplicated to the selected inbox, it remains
in the original User Inbox.

If an error occurs while multiple documents are being moved or duplicated, the
number of documents that are moved or duplicated successfully is displayed.

NOTE

« The name of the moved or duplicated document is the same as that of the original
document.

« If the control panel power switch is turned OFF while documents are being moved
or duplicated, only those documents that have been processed up to the time when
the power is turned OFF, are moved or duplicated successfully.

3 Press [Done].

2-50

Arranging Documents Stored in an Inbox



Editing/Checking the Contents of a Document

You can edit or check documents in User Inboxes.

(M IMPORTANT

You cannot edit a document which has been stored in the Memory RX Inbox or a
Confidential Fax Inbox.

Checking an Image in a Document

1 Select the desired User Inbox number — select the document
whose contents you want to view — press [Edit Menu] — [View

Page].
I 8. User Inboxes / & 00 BOK00 Total 3
.k
@ 20060710185150 TR O 110/07 18:51 |
B 20060710185200 LTR O 110/07 18:52 "
) 2008071018528 TR O 11007 1885 )

Clear Details | Erase | 7 Print List |
Selection >

[

Page Erase 'I — JI
&> NOTE

If you press [View Page] while multiple documents are selected, only the contents
of the selected (highlighted) document are displayed.

2 Press [ 4] or [ ] to display the page that you want to check.

B 20060724151023
v ‘«

| e e
Ay
s l

%

-

% \)
Invitation
N

Done J I
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3 Check the contents of the page — press [Done].
Press [L& ] or [_& |] to change the magnification of the displayed image.
Press [4], [»], [w], or [a] to move around the magnified image.

The position of the image shown in |:| can be checked.

4 Press [Donel].

Storing Multiple Documents as One Document

This mode enables you to combine multiple documents in the same inbox as one
document to create a new document.

(M wPORTANT
« You cannot use the Merge and Save mode if either of the selected documents contain an
image of a resolution other than 600 x 600 dpi.
« You can set the Merge and Save mode only for documents in the same inbox.

« If there are 2,000 documents in all of the User Inboxes, you cannot perform the Merge
and Save mode.

1 Select the desired User Inbox nhumber — select the documents
to be merged in the order in which you want to merge them —
press [Edit Menu] — [Merge and Save].

I 8 User Inboxes / & 00: BOX00 Totdl 3 I
S — S
H ) 2006070185150 TR O 11007 18:51 ‘
Bl ) 20060710185200 TR O 110/07 18:52

El () 20060710185528 LTR O 110/07 18:55 ) ‘

Details H Erase | 7 Print List |
Seiocton

View Page l Merge and le:nmlnt
’ v » insertion ) [l Edit Menu l

Pn- Erase
|

[~ System Monitor )|
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2 Press [Doc. Name after Merg.] — enter the document's name —

press [OK] — [Start].

Merge and Save

Press the [Start] key to merge.

Doc. Name :
after Merg. »l\ inute
JryPe——reme——

B 20080710185200 LTR [J 00001 10/07 18:52
) 2000710185528 LTR  [J 00001 10/07 18:85 1)

) 20060710185150 LTR O 00001 10/07 18:51 -
Cancel | ( Start J )I

If the memory is full while you are merging and saving, a message informing you
that you cannot merge is displayed.

&> NOTE

« If you create a document without giving it a name, the machine automatically

assigns the document a name using the year, month, day, and time the document
was created. For example, if a document is created at 1:35 PM, 41 seconds, on
January 15, 2006, its name will be <20060115133541>.

« If print settings have been stored for the selected documents, the settings are not

carried over to the new document.

3 Press [Done].

Inserting a Document into Another Document

This mode enables you to insert a document before a specified page of another
document in the same User Inbox, to create a new document.

(M MPORTANT

« You cannot use the Document Insertion mode if either of the selected documents contain
an image of a resolution other than 600 x 600 dpi.

« You can set the Document Insertion mode only for documents in the same User Inbox.
« If there are 2,000 documents in all of the User Inboxes, you cannot set the Document

Insertion mode.

Arranging Documents Stored in an Inbox
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1 Select the desired User Inbox nhumber — select the document
into which you want to insert another document — press [Edit
Menu] — [Document Insertion].

I g_ User Inboxes / €00 BOX0O Totdl 3 I
e
a U 2006071018510 TR O 110/07 18:51 ‘
) 20060710185200 TR O 1.10/07 18:52 ”n

) 20060710185528 TR O 110/07 18:55 J ‘

Details Erase | 7 Print List |
Seiocton >

.
View Page Dacument l l ) ]
_9' >\ nsertion _ »f )| Edit Menu |
Page Erase |

Done JI

&> NOTE

If you select multiple documents and press [Document Insertion], the selected
(highlighted) document becomes the document that is inserted.

2 Select the document you want to insert.

Document Insertion: Selecting Destination Page and Documents for Insertion I

= Destination Document
E) 20060710185150 LTR  [J 00001 10/07 18:51

Insert in front of ‘ Page View Page >|

a-n £ use the nuseric keys.

_%{4

= Select Documents for Insertion

a ‘
D‘ 20060710185200 LTR [0 00001 10/07 18:52
) 2060710185528 LTR O 00001 10/07 18:55 | ‘
Cancel | « Back | >
7 System Monitor )]

A checkmark is displayed to the left of the selected document.

You can cancel a selection by selecting the document again.

(M wPORTANT
You cannot select multiple documents.

3 Enter the number of the page before which you want to insert
the selected document using (© - (¢) (humeric keys) — press
[Next].

You can check images stored in the document in which you are inserting by
pressing [View Page]. (See "Checking an Image in a Document,” on p. 2-51.)
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4 Press [Doc. Name after Insert.] — enter the name of the
document — press [OK] — [Start].

If memory is insufficient while you are using the Document Insertion mode, a
message appears to inform you that you cannot insert the document.

&> NOTE

« If you create a document without giving it a name, the machine automatically
assigns the document a name using the year, month, day, and time the document
was created. For example, if a document is created at 1:35 PM, 41 seconds, on
January 15, 20086, its name will be <20060115133541>.

« If print settings have been stored for the selected documents, the settings are not
carried over to the new document.

5 Press [Donel.

Erasing Part of a Document

This mode enables you to erase pages from a document that is stored in a User
Inbox.

(M MPORTANT
If you select all the pages of a document, the entire document is erased.

1 Select the desired User Inbox humber — select the document
containing the pages you want to erase — press [Edit Menu] —
[Page Erase].

I . User Inboxes / & 00 BOX00 Total 3 ﬂ

l B 20060710185150 LR O 1.10/07 18:51 |

) 20060710185200 LR O 1.10/07 18:52 ”n
[) 20060710185528 TR O 110/07 18:85 |

Clear Details Erase 7 Print List
Selection »

»
Page Erase
|

| bone |

&> NOTE

If you select multiple documents and press [Page Erase], the selected (highlighted)
document becomes the document pages will be erased from.
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2 Press [Erase Single Page] or [Erase Pages Consecutively] —
specify the number(s) of the page(s) you want to erase.

@ If [Erase Single Page] is selected:

U Select the page to be erased using [-] and [+].

Specity the pages to erase.
= 20060711202816

Erase

TN (o ———

Erass Pagos

Consecutively 2 page

- +
View Page
14
Cancel | Start Jl

[~ System Monitor

You can check image stored in the document you have selected by pressing
[View Page]. (See "Checking an Image in a Document,” on p. 2-51.)

@ If [Erase Pages Consecutively] is selected:

U Press [First Page] and [Last Page] — select the first and last pages to be
erased using [-] or [+].

Specify the pages to erase.
= 2006071202816

Erase Pages Consecutive
Smsll Page | 438 You can aiso use the raneric keys.
First Page
Erase Pages
Consecutaty | < | _I 1 age

Last Page I
U 2 Ppage
View Page -
»
cancel | st )
" System Monitor

You can check image stored in the document you have selected by pressing
[View Page]. (See "Checking an Image in a Document,” on p. 2-51.)

3 Press [Start].
4 Press [Yes].

5 Press [Done].
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Expp_sure and Original Type Settings

(M wPORTANT
For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

You can change the exposure while the machine is printing.

Manual Exposure Adjustment

You can manually adjust the exposure to the most appropriate level for the original.

Copying

1 Piace your originals — press [(]] or [D].

. e e

. selert output bevice Hf
B Ready to copy. (with settings) g [T— :
Bz -Auo :

. 100% LTR 1 |
| Direct Copy Rati Farer soicct
- KD | [ .loooooooo:o:::
okl ol el ot g

(T »

o) (&)

\ Finishing 2-Sided |

| )| T Text ~]
= e 1
=4 Special Features :

Press [(J] to move the indicator to the left to make the exposure lighter, or press
[D ] to move it to the right to make the exposure darker.

2 Press (Start).
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Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [(]] or [D].

& Ready to scan using the Start key. (with settings)

100% 1R @

Direct. Copy Ratio Document
»| _Size Select »

e e
7] rext v

Ramg " ;I]i 7% Special Features , %

Ll | Initial Settings

2 Press (Start).

Original Type Selection

You can manually select the original type according to the type of image. The
following three original type modes are available.

Text Mode Text/Photo Mode

Photo Mode

RES@RT PLAN

The world's coral reefs, where

RES@RT PLAN

The world's coral reefs, where

Basic Copying and Mail Box Features H

brilliantly colored fish and a
myriad of other tropical creatures
come together.

brilliantly colored fish and a
myriad of other tropical creatures
come together. Aptly nicknamed
“Tropical Forests under the sea”,
these spots of breathtaking
beauty serve as home to
countless varieties of life, and to
Us of the land, this alluring,
dream-like world forms a tropical
paradise filled with romance.

(M wPORTANT
If you make copies of an original containing halftones, such as a printed photo, the moiré
effect (a shimmering, wavy pattern) may occur. If this happens, you can lessen the moiré
effect by using the Sharpness mode. (See "Adjusting the Contrast (Sharpness)," on p.
4-57.)

&> NOTE

« If you select the Text, Text/Photo, or Photo mode, the exposure can only be adjusted
manually. Automatic exposure adjustment cannot be used.

« If the original is a transparency, select the original type — adjust the exposure to the most
appropriate level for the original.

Exposure and Original Type Settings 3-3
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B Text Mode
This mode is best suited for making copies of text originals. Blueprints or pencil drawn
originals can also be copied/scanned clearly.

H Text/Photo Mode
This mode is best suited for originals containing both text and photos.

H Photo Mode
This mode is best suited for photos printed on photographic paper.

Copying

1 Place your originals — press the original type drop-down list
— select the original type ([Text], [Text/Photo], or [Photo]).

ICnpy ﬂ,\‘:lﬂ Send ?@I Mail Box QI Print Job =

Select Output Device .|
[ [S]RE
100% LTR 1
Direct ‘an Ratio I Paper Select '
b »
nllrooon
a1 4 [ w i
Finishing |z-smeu | B
> b i ..
s Original Type
1|Imermpt [EJ@ Text/Photo
& Photo
L —— |

&> NOTE

If Photo Mode in Copy Settings (from the Additional Functions screen) is set to
'On’, you can select [Printed Image]. (See "Setting the Photo Mode for the Copying
Function," on p. 8-10.)

2 Press (Start).
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Mail Box (Scan)

1 Select the desired User Inbox number — place your originals

— press [Scan].

2 Press the original type drop-down list — select the original

type ([Text], [Text/Photo], or [Photo]).

& Reaty to scan using the Start key.
Copy fiatio Documen ize
Auto
100 % LTR a
Direct Capy Ratio Document
»| Size Select »
|
2-Sided
blorigiml gl sl
5]
Document I/i Text
e v [EJ@ Text/Photo
@ Photo
Cancel |
" System Monitor

&> NOTE

‘5 Original Type

If Photo Mode in Mail Box Settings (from the Additional Functions screen) is set to
'On’, you can select [Printed Image]. (See "Setting the Photo Mode for the Copying

Function," on p. 8-10.)

3 Press (Start).

Exposure and Original Type Settings
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Automatic Exposure Adjustment

This mode enables you to set the machine to automatically adjust the exposure to
the level best suited to the quality of the original.

Copying

1 Place your originals — press [A].

coy iy [l send 2 [l Wail Box 5 [lf Print ob

Select Output Device |

Ry Ready to copy. & Local printer ||

a0 A
100% LTR 1

Paper Select |
) »

©— System Monitor

&> NOTE

« An automatic copy exposure adjustment may not work with transparencies. In this
case, adjust the exposure manually by pressing [J] or [D].

« If automatic copy exposure adjustment is set, the copy exposure may differ
according to the orientation of the original. In this case, press [A] to cancel
automatic copy exposure adjustment — select the type of your original from the
original type drop-down list.

Basic Copying and Mail Box Features =

2 Press (Start).
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Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [A].

& Ready to scan using the Start key.

100% 1R @

Direct. Copy Ratio Document
»| _Size Select »

[ ] (W)L
M Text vl
Cancel I _I Initial Settings

2 Press (Start).

Exposure Adjustment during Copying/Printing

You can change the exposure while the machine is printing.

(M MPORTANT

« You cannot change the exposure when printing documents stored in the Memory RX
Inbox or Confidential Fax Inboxes.

« You cannot change the print exposure while printing in the Secure Watermark mode.

Copying

T Press [(]1 or [D] on the screen that is displayed while the
machine is Copying.

[ ebNe: o001
| 1 (0Originals
| Printing...
- auto
| = 10% B = 0LUR
.== ] Sheet J) Copies = Print Monitor |

| 1x 26/ 50 =

= rint Density = Available Memory 5
@ e [

Cancel | e
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Press [(] to move the indicator to the left to make the exposure lighter, or press
[D ] to move it to the right to make the exposure darker.

&> NOTE

If the copy exposure has been changed on the Copy Basic Features screen,
adjusting the exposure during printing may not have any effect on the output.

Mail Box (Print)

(M wPORTANT

If you change the exposure when scanning an original into an inbox, the selected
exposure may be modified by the machine if you select to merge the document when
printing it.

T Ppress [(] or [P] on the screen that is displayed while the
machine is printing.

C 1T 1T T 11

. User nbaxes

0] Job Mo 0002
Printing...

D 20060710185528
o
=@ = 0L
(1 Page [J) Copies. = Print Monitor
0x 30/ 50= )
& Print Density " — =i » | >
ey
Cancel | oone ) |h9x
i

Printing... = System Monitor
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Chglqing the Copy (Zoom) Ratio

You can set the machine to adjust the copy (zoom) ratio automatically, or you can
specify the copy (zoom) ratio manually.

(M IMPORTANT
For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

To set the copy (zoom) ratio to 100%, press [Direct].

The machine offers you a variety of preset copy (zoom) ratios to reduce or enlarge
standard size originals to another standard paper (record) size.

(M wPORTANT
« Place the originals horizontally in the following cases:
- If you are enlarging LTR originals to 11" x 17"

- If you are enlarging STMT originals to 11" x 17" (when the original is placed on the
platen glass)

o If you are reducing 11" x 17" originals to LTR with Auto Orientation in Copy Settings (from
the Additional Functions screen) set to 'Off', load LTRR paper in a paper drawer or the
stack bypass.

&> NOTE

Placing an original horizontally means setting the original with the longer side sideways.
(See Chapter 2, "Basic Operations," in the Reference Guide.)

B Reduction
The available preset copy (zoom) ratios for reducing originals are:

¢ LGL = LTR (78%)

e11"x 17" = LGL or 11" x 15" = LTR (73%)
11" x 17" = LTR (64%)

11" x 17" = STMT (50%)

o Minimum (25%)

Changing the Copy (Zoom) Ratio 3-9
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B Enlargement

The available preset copy (zoom) ratios for enlarging originals are:

o Maximum (400%)"1

¢ STMT = 11" x 17" (200%)

e LTR—=11"x 17" (129%)

o LGL = 11" x 17" (121%)

*1 Only when placed on the platen glass

Copying

1 Place your originals — press [Copy Ratio].

Ic.,,,y ﬁuﬂ Send ﬂ Mail Box OI Print Job —p

100

Select Output Device |
Ry Ready to copy. & Local Printer

(=) -Auto

"ITR 1

Direct I

Copy Ratio nPlulrSlllct l
») »

Finishing 2-Sided
> > v I

= llmmm

pecial Features

— System Manitor

(M MPORTANT
The Paper Select setting must be set to 'Auto’.

2 Select the desired copy ratio — press [Done].

Copy Ratio

78% LGLYLTR |
11X17pL6L

3% n:|s>m|

64% 1XILTR |

50% 1|x17DSTMT|
25% MIN. |

|
354 You can use the nus. keys. 400% MAX.

7B s

- + |
129% LTR»M11x17

Direct Auto |
Zoom XY Zoom 121% LeL P11x17|
Program __ » >

Entire Image |

PlLL

— Enlargement

|

Reduction

Done .Jl

.~ System Monitor

3 Press (Start).
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Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Copy Ratio].

b (N
To

Cancel | | Initial Settings
— System Monitor )

2 Specify the zoom ratio and scan originals in accordance with
steps 2 and 3 of "Copying," on p. 3-10.

Zoom by Percentage

You can reduce or enlarge originals by any copy ratio in 1% increments. The
available copy ratios are from 25% to 400% when the original is placed on the
platen glass, and from 25% to 200% when the original is placed in the feeder. The
same copy ratio is used for the horizontal (X) and vertical (Y) axes.

Original Copies
v Rl

=

=

CITY
= =

O 4O
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Copying

1 Place your originals — press [Copy Ratio].

If necessary, see the screen shot in step 1 of "Copying" in "Preset Zoom," on p.
3-9.

2 Press [-] or [+] to set a copy ratio — press [Done].

Copy Ratio

78% oo s || R e 400% .

%
73% }}:};:tﬂ;l ‘ 120 200% sm'r»nxwl
C—1_+
64% 11X17)LTR 129% LTR»1x17
Direct Auto
50% |1x17>sTMT| Zoom XY Zoom 121% L6L >||x17|
Program __» >

ml Entire Image
=)

3 Press (Start).
Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Copy Ratio].

If necessary, see the screen shot in step 1 of "Mail Box (Scan)" in "Preset Zoom,"
on p. 3-9.

2 Specify the zoom by percentage and scan originals in
accordance with steps 2 and 3 of "Copying," on p. 3-12.
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You can set the machine to automatically select the appropriate copy ratio based on
the size of the original and the selected copy paper. The same copy ratio is used for
the horizontal (X) and vertical (Y) axes. The available copy ratios are from 25% to

400% when the original is placed on the platen glass, and from 25% to 200% when
the original is placed in the feeder.

(M wPORTANT

Original

« You cannot scan/copy highly transparent originals, such as transparencies, using the
Auto setting on the Copy Ratio screen. Use the preset Zoom or Zoom by Percentage

mode instead.

« To use the Auto setting on the Copy (Zoom) Ratio screen, your originals must conform to
one of the standard paper sizes: 11" x 17", LGL, LTR, LTRR, STMT, or STMTR. (You can
place STMT and STMTR originals only into the feeder.)

&> NOTE

« If you notice a difference between the automatic copy (zoom) ratio and the actual copy/

record size, you can try to eliminate this error by making a Zoom Fine Adjustment in

Adjustment/Cleaning (from the Additional Functions screen). (See Chapter 4,
"Customizing Settings," in the Reference Guide.)

« When copying, to cancel this setting, press [Copy Ratio] — [Auto].
« When storing a document in an inbox, to cancel this setting, press [Copy Ratio] — [Auto]

— [Cancel].

Changing the Copy (Zoom) Ratio
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Copying

1 Place your originals — press [Copy Ratio].

If necessary, see the screen shot in step 1 of "Copying" in "Preset Zoom," on p.
3-9.

2 Press [Auto] — [Done].

Copy Ratio

78% oo s || R e 400% .

Auto (%
73% }}:};:tﬂ;l ‘ vio 200% sm'r»nxwl

- + |

64% 11X17)LTR 129% LTRM1x17
Direct Auto

50% |1x17>sTMT| Zoom XY Zoom 121% L6L mxwl
Program __ » >

(M wPORTANT
If you set [Auto], you have to select a paper size manually. If you do not select a
paper size, the copy ratio is automatically set to match the size of paper loaded in
paper drawer 1.

3 Press (Start).
&> NOTE

« If the original is placed on the platen glass, the copy ratio automatically appears
when the feeder/platen cover is closed, provided that the original size can be
detected.

« If the original is placed in the feeder, the copy ratio appears when (©) (Start) is
pressed.
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Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Copy Ratio].

If necessary, see the screen shot in step 1 of "Mail Box (Scan)" in "Preset Zoom,"
on p. 3-9.

2 Press [Auto] — [OK].
&> NOTE

To select an A or B series paper size, press [A/B-size].

3 Press (©) (Start).
&> NOTE

« If the original is placed on the platen glass, the zoom ratio automatically appears
when the feeder/platen cover is closed, provided that the original size can be

detected.
« If the original is placed in the feeder, the zoom ratio appears when ) (Start) is
pressed.

Entire Image

If you are copying an original with an image that extends all the way to the edges
onto the same size paper at a copy ratio of 100%, the periphery of the original
image may be cut off slightly on the copy. However, if you set the Entire Image
mode, the image is slightly reduced so that the entire image is copied without being
cut off.

&> NOTE

« The Entire Image mode is available for the Copy function only.
« The reduction ratios when the Entire Image mode is specified are:
-11"x17":98.1%
- LGL: 97.7%
-LTR: 97.1%
- STMT: 96.3%
« To cancel this setting, press [Copy Ratio] = [Entire Image].

Changing the Copy (Zoom) Ratio 3-15
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1 Place your originals — press [Copy Ratio].

If necessary, see the screen shot in step 1 of "Copying" in "Preset Zoom," on p.
3-9.

2 Press [Entire Image] — [Donel.

Copy Ratio

Copy Ratio (25-400)
18% woous || TG e

73% }};}Z:t?k' M b 200% sm»nm'

| I N |

64% 11x170LTR e Auto 129% LTR»11x17

| 0% 1|x11>erT| Bon e || 121% L6 mm'
| ) o

o x|

—

Done JI

s

I~ System Monitor )|

3 Press (Start).

Reducing/Enlarging Using the Original and Copy/Record

Sizes

The Zoom Program mode enables you to reduce or enlarge originals by individually
entering the dimensions of the original and copy paper (record size).

The available copy ratios are from 25% to 400% when the original is placed on the
platen glass, and from 25% to 200% when the original is placed in the feeder.

The following two Zoom Program modes are available.

&> NOTE

« The specified sizes are converted into a copy (zoom) ratio (%) by the machine using the
formula below. The result is rounded to the closest integer.
Copy (zoom) ratio (%) = (copy (record) size/original size) x 100

« To cancel this setting, press [Copy Ratio] = [Zoom Program] — [Cancel].

« For instructions on entering values in inches, see Chapter 2, "Basic Operations," in the
Reference Guide.
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B Making Copies (Scanning) with the Same XY Copy/Zoom Ratio (Zoom)

You can set the same copy (zoom) ratio for both the horizontal (X) and vertical (Y) axes.

Original

—»
X = 4" (100 mm)
LTR

Copy

—
X =57/8" (150 mm)
LTR

B Making Copies (Scanning) with Different XY Copy/Zoom Ratios (XY Zoom)
You can set different copy (zoom) ratios for the horizontal (X) and vertical (Y) axes.

Original

1Y =71/8"(180 mm)

Changing the Copy (Zoom) Ratio
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Making Copies (Scanning) with the Same XY Copy/Zoom Ratio
(Zoom)

B Copying

1 Place your originals — press [Copy Ratio].

If necessary, see the screen shot in step 1 of "Copying" in "Preset Zoom," on p.
3-9.

2 Press [Zoom Program].

Copy Ratio

78% Leo e | | T o s e aoswx. |

3% }}i};:'{%l ‘ 100 fs 200% smm1x17|

| S |

64% 11XI7ILTR 129% LTRMIXI7
Direct l Auto |

50% nxw»smrl( Zoom l(v Zoom | 121% Lanxwl
Program » )
25% MIN. |

Entire Image

Done JI

3 Use the numeric keys on the touch panel display to enter
values for the original size and copy size.

Q Press [Original Size] = enter a value.
Q Press [Copy Size] — enter a value.

U Press [OK].

| AT
=
=1 = I lil 2l

Cancel | ( oK J)

You can enter either the width or the length of the original size. If you enter the
width for the original size, make sure to enter the width for the copy (record)
size as well, and vice versa.
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The machine automatically calculates the correct copy (zoom) ratio based on
the values you entered; however, the original image may be cut off slightly
depending on the paper (record) size.

If the computation results in a copy ratio greater than 200%, place your
original on the platen glass.

If the computation results in a zoom ratio less than 25% or greater than 400%,

a message appears telling you that values below 25% will be set to 25%, and
values above 400% will be set to 400%.

&> NOTE

To specify the horizontal (X) and vertical (Y) axis independently, press [XY Zoom].

4 Ppress (Start).

B Mail Box (Scan)

1

Select the desired User Inbox number — place your originals
— press [Scan] — [Copy Ratio].

If necessary, see the screen shot in step 1 of "Mail Box (Scan)" in "Preset Zoom,"
on p. 3-9.

Specify the Zoom Program (Zoom) mode and scan originals in
accordance with steps 2 and 3 of "Copying," on p. 3-18.

For the Mail Box function, enter the Original Size and Record Size.

Making Copies (Scanning) with Different XY Copy/Zoom Ratios (XY

Zoom)

B Copying

1

Place your originals — press [Copy Ratio].

If necessary, see the screen shot in step 1 of "Copying" in "Preset Zoom," on p.
3-9.

Press [Zoom Program].

If necessary, see the screen shot in step 2 of "Copying" in "Making Copies
(Scanning) with the Same XY Copy/Zoom Ratio (Zoom)," on p. 3-18.
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3 Press [XY Zoom].

4 Use the numeric keys on the touch panel display to enter
values for the original size and copy (record) size.

U Press [X] (horizontal axis) for Original Size — enter a value.
U Press [Y] (vertical axis) for Original Size — enter a value.
QO Press [X] (horizontal axis) for Copy Size — enter a value.

Q Press [Y] (vertical axis) for Copy Size — enter a value.

U Press [OK].

al Size

Zoom

FlHE

) sa
i
o |« | N
e )12
Cancel I [ oK J)_

[~ System Monitor )’

You can enter either the width or the length of the original size. If you enter the
width for the original size, make sure to enter the width for the copy (record)
size as well, and vice versa.

The machine automatically calculates the correct copy (zoom) ratio based on
the values you entered; however, the original image may be cut off slightly
depending on the paper (record) size.

If the computation results in a copy ratio greater than 200%, place your
original on the platen glass.

If the computation results in a zoom ratio less than 25% or greater than 400%,
a message appears telling you that values below 25% will be set to 25%, and
values above 400% will be set to 400%.

&> NOTE

To specify the same copy ratio for both the horizontal (X) and vertical (Y) axes,
press [Zoom].

5 Press (Start).
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B Mail Box (Scan)

1 Select the desired User Inbox nhumber — place your originals
— press [Scan] — [Copy Ratio].

If necessary, see the screen shot in step 1 of "Mail Box (Scan)" in "Preset Zoom,"

on p. 3-9.

2 Specify the Zoom Program (XY Zoom) mode and scan
originals in accordance with steps 2 to 5 of "Copying," on p.

3-19.

For the Mail Box function, enter the Original Size and Record Size.

Setting the X and Y Axes Independently

The XY Zoom mode enables you to make reduced or enlarged copies with different
XY copy ratios expressed in percentages. The available copy ratios are from 25%
to 400% when the original is placed on the platen glass, and from 25% to 200%
when the original is placed in the feeder.

The following two XY Zoom modes are available.

&> NOTE

To cancel this setting, press [Copy Ratio] = [XY Zoom] — [Cancel].

H Manually Specifying the Copy/Zoom Ratio (XY Zoom)
You can manually set different copy (zoom) ratios for the horizontal (X) and vertical (Y)
axes, expressed in percentages and in 1% increments.

Original

<

-
X =100%

LTR

Enlarging and
Reducing with
Different XY
Copy Ratios

=100% [>

Copy

X =120%
LTR

Changing the Copy (Zoom) Ratio

3-21

Basic Copying and Mail Box Features H



Basic Copying and Mail Box Features H

&> NOTE

If you set the copy (zoom) ratio with the XY Zoom mode, the image of the original may be
rotated before being printed on the paper depending on the outcome of the computation
executed by the machine using the original size and the specified copy (zoom) ratio.

B Automatically Specifying the Copy Ratio (Auto XY Zoom)
The XY copy ratio is automatically set to suit the size of the selected paper.

Original Copy

LTRR
Selected

=

LTRR

LTR

(M wPORTANT

« You cannot copy highly transparent originals, such as transparencies, in the Auto XY
Zoom mode. Manually specify the copy (zoom) ratio for these types of originals.

o If you set the Auto XY Zoom mode, select the paper size using the Manual Paper
Selection mode. If you do not select a paper size, Paper Drawer 1 is automatically
selected and the copy ratio is set to match the size of the paper loaded in that drawer.

« If you set the copy ratio in the Auto XY Zoom mode, Auto Orientation is not performed.

&> NOTE

» The Auto XY Zoom mode is available for the Copy function only.

« If you notice a difference between the copy (zoom) ratio and the actual print size, you can
try to eliminate this error by making a Zoom Fine Adjustment in Adjustment/Cleaning
(from the Additional Functions screen). (See Chapter 4, "Customizing Settings," in the
Reference Guide.)
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Copying

1 Place your originals — press [Copy Ratio].

If necessary, see the screen shot in step 1 of "Copying" in "Preset Zoom," on p.

3-9.

2 Press [XY Zoom)].

Copy Ratio

1% oo || S T

AT

| LSO S8
| S
84% 11x170LTR
Direct Auto |
50% llxmsm'rl Zoom XY Zoom
Progam | >

200% STMTHMIxT?
129% LTRM1x17

121% LGL>1|X17I

Done |

— System Monitor )

3 Specify the desired copy ratios.

® To manually specify the copy ratios (XY Zoom):

U Press [X] (horizontal axis) — enter a value.

O Press [Y] (vertical axis) = enter a value.

U Press [OK].

4, You can also use the numeric keys.

I 150 %
(25-400)

80 %
(25 -400)

| Auto XY Zoom

Cancel I

I~ System Monitor |

Changing the Copy (Zoom) Ratio
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@ To have the copy ratios automatically specified (Auto XY Zoom):
U Press [Auto XY Zoom] = [OK].

(M MPORTANT

If you set [Auto XY Zoom], you have to select a paper size manually. If you do not
specify a paper size, the copy ratio is set to match the size of the paper loaded in
paper drawer 1.

4 Ppress (Start).
Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Copy Ratio].

If necessary, see the screen shot in step 1 of "Mail Box (Scan)" in "Preset Zoom,"
on p. 3-9.

2 Specify XY Zoom mode and scan originals in accordance with
steps 2 to 4 of "Copying," on p. 3-23.
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Co!Eng Copies/Prints

The Finishing modes can be selected to collate the outputs in various ways, either
by pages or copy/print sets.

(M IMPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« The Finishing modes cannot be set if free size, envelopes, transparencies, tracing paper,
or labels is selected.

&> NOTE

« For information for the optional finishers, see Chapter 3, "Optional Equipment," in the
Reference Guide.

« To cancel this setting, press [Finishing] = [Cancell].
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H The table below shows all the finishing features that are available with each
different optional unit, and the paper sizes that can be used.

V: Available
—: Unavailable
Staple
Optional Unit Offset Rotate iele
Corner Double Saddle | punch
Stitch
v
None ~ | TR, LTRR - - - -
Copy Tray-J1 - v - - - -
LTR, LTRR
Finisher-S1 v 11" ;/17.. v
or 11" x 17", ’ 11" x 17",
Finisher-S1 LGL, - I'Sgl"hLT?R - — LGL,
and LTR, ( SI’_T;e s): LTR,
Punch it-R1
uncher Unit LTRR (50 sheets) LTRR
Inner 2way Tray-D1
or v
Inner 2way Tray-D1 - LTR, LTRR - - - -
and
Copy Tray-J1
Vv Vv Vv
11" x 17", 11" x 17", 11" x 17",
- LGL, LGL, LTRR | LGL, LTRR
Finisher-AE1 LTR, - (30sheets), | (30sheets),
LTRR, LTR, EXEC | LTR, EXEC
EXEC (50 sheets) | (50 sheets)
Vv Vv Vv N
- 11" x 17", 11" x 17", 11" x 17", " "
Finisher-AF LGL, B LGL,LTRR | LGL LTRR | [T X17
o LTR, (80sheets), | (30 sheets), ’
Puncher UnitM1 | | rpp LTR, EXEC | LTR, EXEC Il:ITF?F,k
EXEC (50 sheets) | (50 sheets)
v v v
11" x 17", 11" x 17", 11" x 17", v
- LGL, LGL, LTRR | LGL,LTRR | 11"x 17",
Saadle Finisher-AE2 | oo - (30sheets), | (30sheets), | LGL,LTRR |
LTRR, LTR, EXEC | LTR, EXEC | (15 sheets)
EXEC (50 sheets) | (50 sheets)
v v v v
- 11" x 17", 11" x 17", 11" x 17", N " "
Saddle F;':]'Zher AB21 LGl ~ LGL, LTRR | LGL, LTRR | 11" x 17", 11L();Ij7 :
Puncher Unit-M1 LTR, (30sheets), | (30sheets), | LGL,LTRR LTR'
LTRR, LTR, EXEC | LTR, EXEC | (15 sheets) LTRF’{
EXEC (50 sheets) | (50 sheets)
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H If the Collate Mode Is Set:
The copies are automatically collated into sets arranged in page order. The output is as

follows:

Originals

Three Copies Set 1

of Each Page
Collated in
Page Order

M If the Group Mode Is Set:

All copies of the same original page are grouped together. The output is as follows:

Originals  three Copies Group 1

Group 3 Group 4

of Each Page
Grouped by |FT
Page

H If the Staple Mode Is Set:
The copies are automatically collated into sets arranged in page order and stapled. The

output is as follows:

« If you select [Corner] (Top Left):

Originals

Three Copies Set 1

of Each Page
Collated in
Page Order

« If you select [Double] (Left):

Originals

Three Copies Set 1

of Each Page
Collated in
Page Order

D

Collating Copies/Prints
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« If you select [Saddle Stitch]:

Originals Three Copies t\Set 1 t\Set 2 t, Set3
of Each Page
Collated in 3 t 3
Page Order

ZN N ZEAN M Z

(M MPORTANT

« If the optional Finisher-S1 is attached, you cannot select the stapling position. For more
information on stapling positions, see Chapter 3, "Optional Equipment," in the Reference
Guide.

» The accuracy of folds created in the Saddle Stitch mode may vary, depending on the
paper type and the number of sheets.

&> NOTE

To use the Saddle Stitch mode, the original (stored document) must already be in booklet
form, as shown in the illustration above. (See "Booklet Mode," on p. 4-19 and "Booklet
Scanning," on p. 4-25.)

B If No Finishing Mode Is Set:
If the Collate, Group, and Staple modes are not set, copies are output as follows:

Originals Copies

M If the Hole Punch Mode Is Set:
The machine punches two or three holes in the output.

Originals

Collating Copies/Prints



H If the Rotate Mode Is Set:
If the copies are of the same size, the sheets are automatically collated into sets arranged
in page order, and are output in alternating directions as follows:

Originals Copies

H If the Offset Mode Is Set:
The copies are slightly offset vertically in the output tray as follows: (You can also specify
the number of copy sets to offset.)

Originals Copies

Page Order (Collate)

Copying

1 Place your originals — press [Finishing].

ey e
. Select Output Device )

T
: [ [S]e ™ I
| 100% LTR 1 |
i 5 e
Direct |cupymn }F P:nlvsollct'F...........“
e -

...’.0...:: ; ’M

E‘Fﬁi;ir; -Tﬂz-.sn:n ] S -
T

" System Monitor )

L

&> NOTE

If Auto Collate in Copy Settings (from the Additional Functions screen) is set to
'On’, the Collate or Offset Collate mode is automatically set when you place your
originals in the feeder. (See "Auto Collate," on p. 8-9.)
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2 Press [Collate (Page order)].

Finishing: Selecting the Type | Finishing: Selecting the Type

§ § § o) Dkt Yyl
“Q i E@ : 1&g @ EQ &
_| G _I G @ Hole Punch |
Cancel | 0K J Cancel | 0K J
The optional finisher is attached. The optional Finisher-S1 and Puncher

Unit-R1, or Finisher-AE1/Saddle
Finisher-AE2 and Puncher Unit-M1
are attached.

Finishing: Selecting the Type

Q Q
g B
Collate I Group |
(Page order) (Same pages)

| Rotate
Cancel 0K J
|~ System Monitor

A finisher is not attached or only the
optional Inner 2way Tray-D1 is attached.

If you want to make hole punches, press [Hole Punch].

@ If you select [Rotate]:
U Press [Next] = select [LTR] or [LTRR].

M mPoRTANT
« [Rotate] can be selected only in the following cases:
- If the available paper size is selected manually
- If the available paper size is loaded in both the horizontal and vertical directions
- The selected paper source must have Drawer Eligibility For APS/ADS in Common
Settings (from the Additional Functions screen) set to 'On'. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)
» When you have selected Automatic Paper Selection for the Rotate Mode, make
sure to select a paper size which can be rotated. Otherwise, output will not be
rotated.

« If there is no paper which can be rotated, the output will be collated.
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3 Press [OK].

4 press (Start).

Mail Box (Print)

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Finishing].

Ready to print.
original
Docs Selected: 1 »| Settings
Ao
o=0 " LTR 1
Paper Select Erase Doc.
y After Print
folate ., | -
Finishing 2-Sided Initial
») | Printing __ »| Settings
Cancel | store pr. settings 3| start Print 3|

— System Monitor )

2 Specify the Collate settings in accordance with steps 2 and 3
of "Copying," on p. 3-30.

Basic Copying and Mail Box Features

3 Press [Start Print].

Same Page (Group)
Copying

1 Place your originals — press [Finishing].

If necessary, see the screen shot in step 1 of "Copying" in "Page Order (Collate),"
on p. 3-29.

&> NOTE

If Auto Collate in Copy Settings (from the Additional Functions screen) is set to
'On’, the Collate or Offset Collate mode is automatically set when you place your
originals in the feeder. (See "Auto Collate," on p. 8-9.)
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2 Press [Group (Same pages)].

Brven | (Eol) | e | (o)) |

_I o _I o @ Hole Punch I

Cancel | 0K J Cancel 0K J
The optional Finisher-S1 is attached. The optional Finisher-S1 and Puncher

Unit-R1, or Finisher-AE1/Saddle
Finisher-AE2 and Puncher Unit-M1
are attached.

Finishing: Selecting the Type

& H
1! &z
Bl ()
(Page order) (Same pages)

| Rotate
Cancel 0K J

A finisher is not attached or only the
optional Inner 2way Tray-D1 is attached.

If you want to make hole punches, press [Hole Punch].

@ If you select [Rotate]:
O Press [Next] = select [LTR] or [LTRR].

(M mMPORTANT
« [Rotate] can be selected only in the following cases:
- If the available paper size is selected manually
- If the available paper size is loaded in both the horizontal and vertical directions

- The selected paper source must have Drawer Eligibility For APS/ADS in Common
Settings (from the Additional Functions screen) set to 'On'. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)

« When you have selected Automatic Paper Selection for the Rotate Mode, make
sure to select a paper size which can be rotated. Otherwise, output will not be
rotated.

« If there is no paper which can be rotated, the output will be collated.
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3 Press [OK].

4 press (Start).

Mail Box (Print)

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Finishing].

If necessary, see the screen shot in step 1 of "Mail Box (Print)" in "Page Order
(Collate)," on p. 3-29.

2 Specify the Group settings in accordance with steps 2 and 3
of "Copying," on p. 3-32.

3 Press [Start Print].

Page Order (Staple)

(M wPORTANT
¢ The Staple mode can be set only if an optional finisher is attached.

« When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

Basic Copying and Mail Box Features

Copying

1 Place your originals — press [Finishing].

If necessary, see the screen shot in step 1 of "Copying" in "Page Order (Collate),"
on p. 3-29.

&> NOTE

If Auto Collate in Copy Settings (from the Additional Functions screen) is set to
'On', the Collate or Offset Collate mode is automatically set when you place your
originals in the feeder. (See "Auto Collate," on p. 8-9.)
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2 Press [Staple].

If you want to make hole punches, press [Hole Punch].

@ If the optional Finisher-S1 is attached:
O Press [OK].

I Finishing: Selecting the Type I

2 A a
IS NSNS
L 8 i

Collate Group Staple
(Page order) (Same pages) | |

Finishing: Selecting the Type

n N

0 Q § 2 Q & n

§ § §

Collate Group Staple
(Page order) (Same pages)

a
8
g

4

L

&

=

Hole Punch

L

Cancel I

(L«

)

-] )

| System Monitor ),

The optional Finisher-S1 is attached.

[ System Monitor

The optional Finisher-S1 and
Puncher Unit-R1 are attached.

@ If the optional Finisher-AE1 is attached:

U Press [Next].

Finishing: Selecting the Type

8
1!
Collate
(Page order) I

H
1&g
Group
(Same pages) |

Staple |

H
a
a L]
L

=

Finishing: Selecting the Type

]
a
a g
L

Collate
(Page order) |

H A
gt 1&pt
Group Staple
(Same pages)

=

<

Cancel |

« Back \[

ot > |)|

Cancel

| < Back \[ Next

[ System Monitor

The optional Finisher-AE1 and
Puncher Unit-M1 are attached.

The optional Finisher-AE1 is attached.

Q Select the stapling type ([Corner] or [Double]) — select the stapling position —
press [OK].

Finishing: Setting the Staple Position

Corner I ¢ Select the staple position.
Double | DL |

Bottom Left | Bottom Right

Cancel | « Back \[ oK J |)I Cancel | « Back \[ 0K
[~ System Monitor )’ I~ System Monitor |

Finishing: Setting the Staple Position ‘

Comer | Select the staple position.

Top Right | Right |]

% 8
Y i)
EE g%

Double I p [""‘

i
84 i

3-34

Collating Copies/Prints



@ If the optional Saddle Finisher-AE2 is attached:
U Press [Next].

QO Select the stapling type ([Corner], [Double], or [Saddle Stitch]).

If you want to select [Corner] or [Double]:
e Press [Corner] or [Double] = select the stapling position = press [OK].

Finishing: Setting the Staple Position

Corner | ¢ Select the staple position.

D6 | Top Left I Top Right I
Saddle Stitch | é(f:l

Bottom Left | Bottom Right |

Cancel | « Back \[ oK J |]I
" System Monitor

The optional Saddle Finisher-AE2, or
the optional Saddle Finisher-AE2 and
Puncher Unit-M1 are attached.

If you want to select [Saddle Stitch]:
« Press [Saddle Stitch] = [Next].
» Select the paper source to use for the main document = press [OK].

Finishing: Paper Select for the Main Document Local Copy
A3, B4, AR, 11x17, LGL, and LTRR paper sizes can
Check the bookiettray guides on the lover l77=
Stack Bypass | EILTRE
Settings ») 12
| stock mvmass G
BleL
_ el
: Lot
e s Add Cover
'm Paper Type in the Paper Source _I
> CJPlain
Cancel | « Back I[ oK
(€
" System Monitor )]

If you selected the paper to use for the main document from [Stack Bypass
Settings], select the paper size and press [Next] = select the paper type and

press [OK].

Collating Copies/Prints
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If you pressed [Add cover], press [Next] = select the paper source to use for
the cover page.

Finishing: Paper Select for Cover Local Copy

Select the paper source for the covers.
Use the same size paper as the main docum g7

— Stack Bypass
i = Settings >|

(o™}

| steck epass

= —
= Paper Type i the Paper Source
U 2 Recycled

Cancel | « Back |I Next >
\

— System Monitor ),

If you selected the paper to use for the cover from [Stack Bypass Settings],
select the paper type = press [OK].

Press [Next] = select whether to print on the cover = press [OK].

(M mPoORTANT
« Make sure to use the same paper size for the cover and the main document.
« If you select [No] for <Select whether to print on covers.>, [Heavy] can be selected.

¢ Only 17 to 20 Ib bond (64 to 80 g/m2) paper can be used for the main document,
and 17 to 32 Ib bond (64 to 128 g/m2) paper can be used for the cover page.

&> NOTE

« If you are setting the paper for the cover page in the paper drawer, you must load
the paper face up.

« If you are setting the paper for the cover page in the stack bypass, you must load
the paper face down.

3 Press (Start).
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Mail Box (Print)

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Finishing].

If necessary, see the screen shot in step 1 of "Mail Box (Print)" in "Page Order
(Collate)," on p. 3-29.

2 Specify the Staple settings in accordance with step 2 of
“Copying," on p. 3-34.

3 Press [Start Print].
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Tw

ided Copying/Printing

This mode enables you to make two-sided copies from one-sided or two-sided
originals, or make one-sided copies from two-sided originals. For the Mail Box
function, this mode enables you to print two successive pages of a document
stored in a User Inbox, on both sides of a sheet of paper.

(M MPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« You may not be able to make two-sided copies/prints on some types of paper, depending
on the paper.

&> NOTE

« If you are copying in the 2-Sided mode, align the top edge of the original with the back
edge of the platen glass (by the arrow in the top left corner), or with the back edge of the
feeder.

» The 2-Sided mode you have selected is displayed above [2-Sided] on the Regular Copy
Basic Features screen, or above [2-Sided Printing] on the Change Pr. Settings screen.

« Paper used to make two-sided copies/prints must conform to the following specifications:

- Paper size: 11" x 17", LGL, LTR, LTRR, EXEC, or STMTR (envelopes cannot be
used for two-sided copying)

- Paper weight: 17 to 20 Ib bond (64 to 80 g/m2)

« When copying, to cancel this setting, press [2-Sided] = [Cancel].

» When storing or printing a document in an inbox, to cancel this setting, press [2-Sided
Printing] = [Cancel].
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1 to 2-Sided

This feature enables you to make two-sided copies from one-sided originals, or to
print two successive pages of a document stored in a User Inbox onto both sides of
a sheet of paper.

Copying

Originals

(M wPORTANT
Make sure to place originals with a horizontal (landscape) orientation, such as LTRR and
STMTR, horizontally. If these originals are placed vertically, the back side of the copy is
printed upside down.

&> NOTE

« If there are an odd number of originals, the back side of the last copy is left blank. (The
machine's counter does not count the blank page as a copy.)

« If the 2-Sided mode is used with the Different Size Originals mode, the copies of different
size originals will be printed as one-sided copies on paper of their respective sizes. If you
want to make two-sided copies with different size originals, you must select the paper

size

beforehand.

Place your originals — press [2-Sided].

ICnpy @;\ln Send @ Mail Box 8' Print Job ﬁ

[ T
| SelectoutputDevice

| N T
| |
[ [S]rEt
| |
| | 100 % LTR 1
|

Direct Copy Ratio Paper Select
| | >l »

c
s

| N

~ Finishing |. 2-Sided Ip...‘( B

P : 3) —
=

P
=/ |imterrupt
P e
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" System Monitor )
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2 Press [1p 2-Sided].

To set the orientation of two-sided copies, press [Option] = select the type of
two-sided orientation — press [Done].

Details of each item are shown below.

[Book Typel: The front and back sides of the copy will have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the copy will have opposite
top-bottom orientations.

3 Press [OK].

4 press (Start).
Mail Box (Print)
&> NOTE

« If there are an odd number of pages in a document, the back side of the last print is left
blank. (The machine's counter does not count the blank page as a print.)

« If the 2-Sided Printing mode is used together with the Automatic Paper Selection mode,
and the pages that you want to print are of different size, the different sized documents
will be printed as one-sided prints on paper of their respective sizes. If you want such
pages to be printed as two-sided documents, select the desired paper size beforehand.

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [2-Sided

Ready to print.
Original
Docs Selected: 1 »| Settings
Auto
B0 " LTR 1
Paper Select Erase Doc.
» After Print.
Collate
(Page order)
Finishing 2-Sided Initial
»|| Printing | Settings
Cancel | Store Pr. Settings. Jl Start Print JI

3-40

Two-Sided Copying/Printing



2 Select the desired orientation — press [OK].

Details of each item are shown below.

[Book Typel: The front and back sides of the copy will have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the copy will have opposite
top-bottom orientations.

If you want to print the first page of each document on the front when documents
are merged and the Finishing mode is selected (except for [Group]), press [Non
continuous].

If you want to print continuously without inserting any blank pages between the
documents, press [Continuous].

3 Press [Start Print].

2 to 2-Sided

This feature enables you to make two-sided copies from two-sided originals. If a
two-sided original is placed in the feeder, it is automatically turned over so that both
sides of the original are copied onto the front and back sides of a copy sheet.

Originals Copy

(M wPORTANT

2» 2-Sided copying is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

& NOTE

« The 2»2-Sided mode is available for the Copying function only.

« If you placed your originals on the platen glass, follow the instructions displayed on the
screen to scan each side of the originals.

Two-Sided Copying/Printing 3-41
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1 Place your originals — press [2-Sided].

If necessary, see the screen shot in step 1 of "Copying" in "1 to 2-Sided," on p.
3-39.

&> NOTE

If Auto Collate in Copy Settings (from the Additional Functions screen) is set to
'On', the Collate or Offset Collate mode is automatically set when you place your
originals in the feeder. (See "Auto Collate," on p. 8-9.)

2 Press [2p 2-Sided].

To set the orientation of the originals and the copies, press [Option] = select the
type of two-sided orientation for the originals and the copies — press [Done].

Original

[Book Typel: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

Copy

[Book Typel: The front and back sides of the copy will have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the copy will have opposite
top-bottom orientations.

3 Press [OK].

4 Ppress (Start).
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2 to 1-Sided

This feature automatically turns over two-sided originals placed in the feeder to
make one-sided copies on different sheets of paper.

Originals Copy

(M wPORTANT

« 2» 1-Sided copying is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« Make sure to place originals with a horizontal (landscape) orientation, such as LTRR

and

STMTR, horizontally. If these originals are placed vertically, the back side of the copy is

printed upside down.

&> NOTE

» The 2»1-Sided mode is available for the Copying function only.

« If you want to place your two-sided original on the platen glass, use the Job Build mode

in Special Features to execute 2» 1-Sided copying. (See "Job Build," on p. 4-49.)

1 Place your originals in the feeder — press [2-Sided].

If necessary, see the screen shot in step 1 of "Copying" in "1 to 2-Sided," on p.

3-39.

&> NOTE

If Auto Collate in Copy Settings (from the Additional Functions screen) is set to
'On', the Collate or Offset Collate mode is automatically set when you place your

originals in the feeder. (See "Auto Collate," on p. 8-9.)

Two-Sided Copying/Printing
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2 Press [2» 1-Sided].

To set the orientation of the originals, press [Option] = select the orientation of
the originals = press [Done].

Details of each item are shown below.

[Book Typel: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

3 Press [OK].

4 Ppress (Start).

Book to 2-Sided

This feature enables you to make two-sided copies from facing pages, or from the
front and back sides of a page in bound originals, such as books and magazines.

« Left/Right Two-sided
This setting makes two-sided copies from facing pages.

Basic Copying and Mail Box Features H

Original
"~
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« Front/Back Two-sided
This setting makes two-sided copies from the front and back sides of a page.

Original Copies

(™ wPORTANT
« Only LTR paper can be used for Book»2-Sided copying.

« If you select [Front/Back 2-Sided)], the front side of the first two-sided page and the back
side of the last two-sided page are left blank. (The machine's counter does not count the
blank pages as copies.)

« Place your original on the platen glass. The Book»2-Sided mode cannot be used when
the original is placed in the feeder.

&> NOTE

The Book»2-Sided mode is available for the Copying function only.

1 Place your original on the platen glass — press [2-Sided].

If necessary, see the screen shot in step 1 of "Copying" in "1 to 2-Sided," on p.
3-39.

To make copies in the correct page order, begin copying from the first open page
of the book or bound original.

Place your original face down, making sure that its top edge is aligned with the
back edge of the platen glass (by the arrow in the top left corner).

2 Press [Bookp 2-Sided] — [Next].
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3 Select the desired type of two-sided layout — press [OK].

Details of each item are shown below.

[Left/Right 2-Sided]: The facing pages of a book or bound original are
copied onto the front and back sides of a single sheet
of paper.

[Front/Back 2-Sided]: The front and back sides of the left page, or the front
and back sides of the right page, are copied onto the
front and back sides of a single sheet of paper.

4 Ppress (Start).

To copy the next two facing pages, turn the page of the original = place your
original on the platen glass = press () (Start).

5 When scanning is complete, press [Done].
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cha;m‘ng Two-Sided Originals

You can set the machine to automatically turn over two-sided originals that are
placed in the feeder, and scan each side separately.

(M IMPORTANT

 The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« When you are scanning originals with a horizontal (landscape) orientation, such as LTRR
and STMTR, make sure to place them horizontally in the feeder. If these originals are
placed vertically, the back sides of the originals are scanned upside down.

&> NOTE

» The 2-Sided Original mode is available for the Mail Box function only.

« If you placed your originals on the platen glass, follow the instructions displayed on the
screen to scan each side of the originals.

« To cancel this setting, press [2-Sided Original] — [Cancel].

1 Select the desired User Inbox number — place your originals
in the feeder — press [Scan] — [2-Sided Original].

& Ready to scan using the Start key.

Copy Ratio Docunent Size.

100% ‘IR @

Direct Copy Ratio Document
»| _Size Select »

|Z-Sided
»| Original d A »
Rings: »l\ 1% Special Features , 7
Ll | Initial Settings
| System Monitor )
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2 Select the type of original — press [OK].

Details of each item are shown below.

[Book Type]: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

3 Press (Start).
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Me@g Documents

The Merge Documents mode enables you to print multiple documents, such as
scanned documents and documents sent from a computer, as one document-if
they are stored in the same inbox. You can combine documents with different
settings into one document, which is useful when you want to print the following
kinds of documents:

« Documents created with different programs, or documents created by multiple
users for printing and stapling as a single document.

« Documents combining cutout artwork, transparencies, and data sent from one or
more computers, using the Two-sided Printing mode.

(M wPORTANT
« You can set the Merge Documents mode only if you select multiple documents.

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

« The Merge Documents mode is available for the Mail Box function only.

o If you use the Merge Documents mode to combine and print multiple documents, the
documents are printed using Standard Local Print Settings instead of the individual
settings of the respective documents. However, the settings of each document are not
changed or erased, and remain the same as when the document was created.

« You can change Standard Local Print Settings. (See Chapter 4, "Customizing Settings,"
in the Reference Guide.)

Merging Documents 3-49
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1 Select the desired User Inbox number and the documents to
print in the order that you want to print them — press [Print] —
[Change Pr. Settings] — [Merge Documents].

Ready to print.

Original
Docs Selected: 2 »| Settings
Auto
a=0 TR 1
Paper Select |Erm Doc.
o REDETR
Merge
Documents
Collate —
(Page order)
Finishing 2-Sided Initial
»| Printing | Settings
Cancel | J‘ Start Print JI

To select all of the documents (up to 100 documents from the top) in the User
Inbox, press [Select All (Max 100 doc.)]. If a document is already selected, this
key appears as [Clear Selection] instead.

To cancel all documents, press [Clear Selection]. ([Clear Selection] changes to
[Select All (Max 100 doc.)].)

[Merge Documents] is displayed only when multiple documents are selected.

2 Press [Start Print].

&> NOTE

While the merged documents are being printed, only the name of the first
document is displayed on the screen.
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This chapter describes the special features of both the Copying and Mail Box functions.
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Wgﬁre Special Features?

Special features, such as the Booklet and Job Build modes, are modes for
performing various kinds of editing according to your needs, when copying, printing,
or storing documents in an inbox.

(M IMPORTANT

Depending on the mode, some combinations of modes will not be available. See
"Combination of Functions Chart," on p. 9-2.

Specifying the Special Copying Features

1 Place your originals.

TOges s o

2 Press [Special Features].

lcnvy {‘rjﬂ Send ﬂ Mail Box @I Print Job 'é?

P Selact Oufput Device )| |
P s |
N T
| | |
| | [ [E]eEtd .
I 100% TR 1 |

|

|

|
|
|
|
-
-

|

| direct |cnpynnln TPapersaleﬂ E.....‘....

B > s
i

o T
. RS

. ((e—
= |l || ;- Special Feature:
e\ Seee——

|~ System Monitor .
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3 Select the desired mode from the Special Features screen.

pecial Features

CO-00 Ol T3 (@
e, | Coesiest | e s )
B RNE)) e |
Booklet " Transparency Job Done | Margin "
» Interleaving ») Notice ») »
(I Ok U
3':.';;3?; sue' Job Build | Frame Erase N
v 172 ‘ Done J

Special Features Screen (1/2)

pecial Features

(-0

Nega/Posi H

[’]+{5)

Image Repeat | Mirror Image |
i

[Rl-R)

Sharpness
»

L1

Form
Composition ».

SE
Pg/Copy Set

Secure
Watermark _»|  Numbering »

Wtatermark/
Print Date )

CheblD

job Block

Mode Recall Ji Store In
> ‘ »| Combination )| User Inbox  » ‘

Memory

v ‘ p A I Done
System Monitor |

Special Features Screen (2/2)

(M MPORTANT

Depending on the mode, you may have to place your original on the platen glass or
in the feeder. See the corresponding section on each mode for detailed
information.

&> NOTE

If the desired setting is not displayed, press [w] or [a] to scroll to the desired
setting.

4 Set the desired mode.
For more information on setting each mode, see the corresponding section.

To set other modes at the same time, repeat steps 3 and 4.
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5 Press (O (start).

If the original is placed on the platen glass, follow the instructions that appear on
the touch panel display = press (¢) (Start) once for each original. When scanning
is complete, press [Done].

Copying starts.

&> NOTE

« To cancel this setting, follow the procedure below.

- For modes which have a right triangle (») on the bottom right of their key:
Example: Frame Erase
Press [Special Features] — [Frame Erase] = [Cancel].

- For modes which do not have a right triangle (») on the bottom right of their key:
Example: Job Build
Press [Special Features] — [Job Build].

« To cancel all settings and return the machine to the Standard mode, press ()
(Reset).

Specifying the Special Mail Box Features for Scanning

1 Select the desired User Inbox number — place your originals
— press [Scan].

If necessary, see the screen shots in steps 1 to 5 of "Storing Originals into an
Inbox," on p. 2-12.

The Scan screen is displayed.

2 Press [Special Features].

& Ready to scan using the Start key.

100% 1R @

Direct. Copy Ratio Document
»| _Size Select )

2-Sided
»| Original
Cancel I | Initial Settings

— System Monitor )

What are Special Features? 4-5

Special Copying and Mail Box Features H



Special Copying and Mail Box Features H

3 Select the desired mode from the Special Features screen.

pecial Features

o twJ (T-C

e, | et )
1 Ok~ RB [RR

Dlmrentslze" Job Build | Nega/Posi n Sharpness "
Originals » »

0

Frame Erase "
>

e
Done J
IMPORTANT

Depending on the mode, you may have to place your original on the platen glass or
in the feeder. See the corresponding section on each mode for detailed
information.

Set the desired mode.
For more information on setting each mode, see the corresponding section.

To set other modes at the same time, repeat steps 3 and 4.

Press (©) (Start).

If the original is placed on the platen glass, follow the instructions that appear on
the touch panel display = press (@ (Start) once for each original. When scanning
is complete, press [Done].

Scanning starts.

NOTE
« To cancel this setting, follow the procedure below.
- For modes which have a right triangle (») on the bottom right of their key:
Example: Frame Erase
Press [Special Features] = [Frame Erase] — [Cancel].
- For modes which do not have a right triangle (») on the bottom right of their key:
Example: Job Build
Press [Special Features] = [Job Build].
« To cancel all settings and return the machine to the Standard Scan mode, press
[Initial Settings]. To return to the Inbox Selection screen, press () (Reset).
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Specifying the Special Mail Box Features for Printing

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings].

If necessary, see the screen shots in steps 1 to 5 of "Printing Documents Stored

in an Inbox," on p. 2-18.

The Change Print Settings screen is displayed.

2 Press [Special Features].

Ready to print.
|0ri inal
Docs Selected: 1 4 Sealnss
Ao
=0 " LTR 1 ——
Paper Select Erase Doc.
» After Print.
Collats
(Page order) |
Finishing 2-Sided l. ftial
% Initial
»| _Printing » Settings
Cancel | store pr. sottings | startprint |
7~ System Monitor ),

3 Select the desired mode from the Special Features screen.

R D
&;Errﬁ(nih“t 'l Booklet ’I Margin 'l
GE EkE 555

Form Secure Pg/Copy Set Watermark/
Composition »|  Watermark |  Numbering |  Print Date ),

Mode
Memory .I
Done J I

4 Set the desired mode.
For more information on setting each mode, see the corresponding section.

To set other modes at the same time, repeat steps 3 and 4.

What are Special Features?
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5 Press [Start Print].

If there is a current or reserved print job, the document is placed in the queue
and is printed after the current or reserved job is complete.

Printing starts.

&> NOTE

« To cancel this setting, follow the procedure below.
- Example: Booklet
Press [Special Features] = [Booklet] = [Cancel].
« To cancel all settings and return the machine to Standard Local Print Settings,
press [Initial Settings]. To return to the Inbox Selection screen, press @) (Reset).
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2-P£ Separation

This mode enables you to scan facing pages of a book or bound original, print them
in two separate pages, or store them as two separate pages.

Original Copies

(M MPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.
« Place your original on the platen glass. The 2-Page Separation mode cannot be used
when the original is placed in the feeder.

&> NOTE

To make two-sided copies of books or bound originals, use the Book»2-Sided copying
feature of the 2-Sided mode. (See "Book to 2-Sided," on p. 3-44.)

2-Page Separation 4-9
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1 Place your originals on the platen glass — press [Special
Features] — [2-Page Separation] — [Done].

When placing an original, to make copies in the correct page order, begin
scanning from the first open page of the book or bound original. Place your
originals face down, making sure that their top edge is aligned with the back
edge of the platen glass (by the arrow in the top left corner).

2 Press (Start).

To scan the next two facing pages, turn the page of the original = place your
original on the platen glass — press © (Start).

3 When scanning is complete, press [Done].

1 Select the desired User Inbox number — place your originals
on the platen glass — press [Scan] — [Special Features] —
[2-Page Separation].

2 Specify the 2-Page Separation settings in accordance with
steps 2 and 3 of "Copying" on p. 4-10.
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Coy.o;ﬂSheet Insertion

This mode enables you to set the machine to automatically add front and back
covers, sheet insertions, or chapter pages using a different type of paper from that
used for the main document. In addition, you can decide whether the front and back
covers, and the sheet insertions are copied or printed on as well. Chapter pages
are always copied or printed on.

(M IMPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« For the Mail Box function, you cannot set the Cover/Sheet Insertion mode when you
select multiple documents. In this case, set the Cover/Job Separator mode.

« If you select the Staple mode when an optional finisher is attached, you cannot staple
more than 30 sheets of 11" x 17", LGL, or LTRR paper, or 50 sheets of LTR or EXEC
paper, including sheet insertions.

&> NOTE

« If you are copying/printing on the front cover, back cover, or sheet insertions, these
sheets are included in the count of the total number of copies/prints made. If these
sheets are left blank, however, the machine's counter does not count them as copies/
prints.

« If you are adding chapter pages, these sheets are included in the count of the total
number of copies/prints made.

Cover/Sheet Insertion 4-11
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B Front Cover/Back Cover
This setting adds a front cover and back cover sheet to each set of copies/prints. You may
also copy/print on the front/back cover sheet.

Originals Copies

rREPORT ——— Printed
Front Cover

REPORT

— Printed
Back Cover

B Sheet Insertion/Chapter Page
This setting inserts a sheet of paper between copies/prints. The Sheet Insertion mode is
useful when you want to use a blank sheet to help sort out the copies/prints. You may also
copy/print on the sheet insertions. Since the chapter page is always copied/printed on one
side, the Chapter Page mode is useful when you want to organize the copies/prints by
chapter.

Originals Copies
REPORT |- REPORT = Printed Sheet
| Insertion
=L [+ Printed

Chapter Page

L, s
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Place your originals — press [Special Features] — press
[Cover/Sheet Insertion].

Select the desired Cover/Sheet Insertion feature — press
[Paper Select] for each selected feature.

Cover/Sheet Insertion: Selecting the Features and Paper Source

| select the feature(s) and paper source for the covers/shest insertions. i
|| (The covers/sheet insertions must all be the same size.) |
i H
| [T [lm [l |
i H
| Front Cover Back Cover Sheet |
Insertion
I H
| Chapter Page l |
B |
| [Paper Source [l
| o0 l 0=0 | |
LTR LTR
| |
| Paper Select | Paper Select | H
| 2 4 N
| — o
| Cancel | « Back |
i H

-

| System Monitor )

You cannot select [Sheet Insertion] and [Chapter Page] at the same time.

NOTE
To cancel a selected feature, press that key again.

Select the paper source — press [Done].

IMPORTANT

« Select the same size paper for [Front Cover], [Back Cover], and [Sheet Insertion]
(or [Chapter Page]).

« If you try to set a different paper size for one feature, the paper sizes for the other
features are automatically changed to the new paper size. However, if you are only
changing the paper source with the same paper size, the settings for the other
features will not change.

Press [Next].

If only [Chapter Page] was selected, proceed to step 6.

Select whether to copy/print on the front cover, back cover, or
sheet insertion — press [Next].

If [Sheet Insertion] or [Chapter Page] is not selected, press [OK].

Cover/Sheet Insertion 4-13
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&> NOTE

A chapter page is always copied/printed on one side.

« If you select [Leave Blank] for the front and/or back cover and/or sheet insertion,
the machine inserts a sheet of paper from the paper source that you selected in
step 3 to be used as the copy's/print's front and/or back cover. You can also select
the paper source for the sheet insertion in step 7.

- If you are using paper that already has printing on it (e.g., company logo) as your
front and/or back cover and/or sheet insertion, then you must select [Leave
Blank]. Otherwise, the machine will copy/print your original's first or last page on
the preprinted paper.

« If you select [Print on Front Side], [Print on Back Side], or [Copy on Both Sides] for
the front and/or back cover and/or sheet insertion, the machine inserts a sheet of
paper from the paper source that you selected in step 3, and prints your original on
its front side, back side, or on both sides. This will then be used as the copy's/
print's front cover. You can also select the paper source for the sheet insertion in
step 7.

Press [Add].

Specify where the sheet insertions or chapter pages should
be added using © - ® (numeric keys) — press [OK].

If you are inserting the sheet insertions, you can change the paper source and
side(s) to be printed on.

If you are inserting the chapter pages, you can change the paper sources.

Repeat steps 6 and 7, as necessary.

IMPORTANT

You cannot insert a sheet insertion or chapter page on the first page. Set their
positions starting from the second page.

NOTE
» The settings are displayed in the order of insertion.
« You can insert up to 100 sheet insertions or chapter pages.

Press [OK].
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1 Select the desired User Inbox humber and document to print
— press [Print] = [Change Pr. Settings] — [Special Features] —
[Cover/Sheet Insertion].

2 Specify the Cover/Sheet Insertion settings in accordance with
steps 2 to 8 of "Copying," on p. 4-13.

Cover/Sheet Insertion 4-15

Special Copying and Mail Box Features H



Special Copying and Mail Box Features H

Coy,o;ﬁJoh Separator

If you select multiple documents and set the Merge Documents mode, you can
specify the Cover/Job Separator mode. The Cover/Job Separator mode
automatically adds front and back covers, or job separator sheets to divide each
document, using a different type of paper from that used for the main document.

(M MPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« You can set the Cover/Job Separator mode only if you select multiple documents and set
the Merge Documents mode. (See "Merging Documents," on p. 3-49.)

« You cannot print on the job separator sheets.

« If you select the Staple mode when an optional finisher is attached, you cannot staple
more than 30 sheets of 11" x 17", LGL, or LTRR paper, or 50 sheets of LTR or EXEC
paper, including sheet insertions.

&> NOTE

» The Cover/Job Separator mode is available for the Mail Box function only.
« Job separator sheets are not counted as prints.

B Front Cover/Back Cover
This setting adds a front cover or back cover sheet to each set of prints. You may also
print on the front cover or back cover sheet.

Selected Documents Prints

rReporT ——— Printed
Front Cover

REPORT

=— Printed
Back Cover
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M Job Separator
This setting inserts a sheet of paper between documents. You cannot print on the job
separator sheets.

Selected Documents Prints

REPORT

=—Job Separator

1 Select the desired User Inbox number and documents to print
in the order that you want to print — press [Print] = [Change
Pr. Settings] — [Merge Documents] — [Special Features] —
[Cover/Job Separator].

[Merge Documents] is displayed only when the multiple documents are selected.

2 Select the desired Cover/Job Separator feature(s) — press
[Paper Select] for each selected feature.

Cover/Job Separator: Selecting the Features and Paper Source

Select the feature(s) and paper source for the Cover/Job Separator.
(The Cover/Job Separator must all be the same size.)

[“Tin Hiln

Front Cover Back Cover Job
Separator
Faper e Paper source Paper source
00 a0 w0
1o i 110

b
[Fapersale:t | Paper Select | Paper Select |]
» > »

Cancel | « Back | Next >|

|~ System Monitor )

Special Copying and Mail Box Features

(™ MPORTANT
You cannot print on the job separator sheets.

&> NOTE

To cancel a Cover/Job Separator feature, press the feature key again.

Cover/Job Separator 417
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Select the paper source for each selected feature — press
[Done] — [Next].

If only [Job Separator] is selected, select the paper source for the job separator
sheets = press [Done] — [OK].

IMPORTANT

» Select the same paper size for [Front Cover], [Back Cover], and [Job Separator].

« If you try to set a different paper size for one feature, the paper sizes for the other
features are automatically changed to the new paper size. However, if you are
switching to another paper source with the same paper size, the settings for the
other features will not change.

Select the side(s) to be printed for the front and/or back cover
— press [OK].

NOTE

» The screens that appear on your machine may differ depending on the setting in
step 2.

« If you select [Leave Blank] for the front and/or back cover, the machine inserts a
sheet of paper from the paper source that you selected in step 3 to be used as the
print's front and/or back cover.

- If you are using paper that already has printing on it (e.g., company logo) as your
front and/or back cover, you must select [Leave Blank].

« If you select [Print on Front Side], [Print on Back Side], or [Print on Both Sides] for
the front and/or back cover, the machine inserts a sheet of paper from the paper
source that you selected in step 3, and prints your original on its front side, back
side, or on both sides. This will then be used as the print's front and/or back cover.
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BoEt Mode

This mode enables you to copy/print one-sided or two-sided originals in such a way
that the copies/prints are made into a booklet.

For the Booklet Scanning mode of the Mail Box function, see "Booklet Scanning,"
on p. 4-25.

B Booklet
This mode enables you to copy/print one-sided or two-sided originals in such a way that
the copies/prints are made into a booklet.

Originals Copy

1

5

When the Saddle Finisher-AE2 is attached

J 2N
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H Divided Booklet
This mode enables you to make a multiple page document with a large number of pages
into a divided booklet.

Originals Copies/Prints

I Number of Sheets to Divide™

N

*1 In the above example illustration,
% the number of sheets is two.

(M MPORTANT

« The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

¢ For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« Saddle stitching is not performed if there is only one output sheet.

« Saddle stitching can be performed only if the optional Saddle Finisher-AE2 is attached.

» The accuracy of folds created in the Saddle Stitch mode may vary, depending on the type
and quantity of paper.

« When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.
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(M wPORTANT

Make sure to place originals with a vertical (portrait) orientation vertically. If these
originals are placed horizontally, the even numbered pages will be printed upside down.

Place your original — press [Special Features] — [Booklet].

2 Select the original size — press [Next].

Booklet: Selecting the Original Size
= Inch-size

LTR a 2-Sided

»| Original

LTRB Cll

L6L O

1x17 ClI

#/B-size s O

_4 STHTD r:||

Cancel | « Back

.

. System Monitor )

If the original is two-sided, press [2-Sided Original] = select the type of
two-sided original = press [OK] = [Next].

Details of each item are shown below.

[Book Typel]: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

&> NOTE

« To select an A or B series paper size, press [A/B-size].
« [2-Sided Original] cannot be selected if STMTR is the selected original size.
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3 Select the paper source to use for the main document — press
[Next].

Booklet: Paper Select for the Main Document Local Copy
A3, B4, Ad

R, 11x17, LGL, and LTRR paper sizfs can be selected.
ol e

Check the booklet tray guides on the lower I
Stack Bypass | EILTRE
Settings ) =l

BLTRE
=

aLeL
=

glagjejd

@LeL
=/

= Paper Type in the Paper Source
b [ Plain

camcl | < Bak |l et |
If the optional Saddle Finisher-AE2 is not attached, press [OK].
Only 11" x 17", LGL, or LTRR paper can be used for the Booklet mode.

If you selected the paper to use for the main document from [Stack Bypass
Settings], select the paper size and press [Next] = select the paper type and
press [OK].

@ If you want to add a cover:
U Press [Add Cover] = [Next].

U Select the paper source to use for the cover page — press [Next].

Bookiet: Paper Select for Cover Local Copy
Select the paper source for the covers,
Use the same size paper as the main documry=
Stack Bypass | BILTRE 5|
Settings ) =
s o LTRE | )
\
u Pavor Ty n the Pper Sorcs
D [ Recycled
Cancel | « Back | l Next >
— Systom Monitor )

If you selected the paper to use for the cover from [Stack Bypass Settings],
select the paper type — press [OK].

QO Select whether to copy on the cover page — press [Next].
If the optional Saddle Finisher-AE2 is not attached, press [OK].
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(M MPORTANT

« You must select the same paper size for the cover page as that used for copying
the main document.

o If you select [Print] for only <Front Inside Cover> and/or <Back Inside Cover>,
[Heavy] can be selected.

* Only 17 to 20 Ib bond (64 to 80 g/m2) paper can be used for the main document,
and 17 to 32 Ib bond (64 to 128 g/m2) paper can be used for the cover page.

&> NOTE

« If you are setting the paper for the cover page in the paper drawer, you must load
the paper face up.

« If you are setting the paper for the cover page in the stack bypass, you must load
the paper face down.

4 Select whether to saddle stitch the booklet — press [OK].

@ If [Divided Booklet] is selected:

U Specify the number of sheets that you want to divide by using [-] and [+] =
press [OK].

&> NOTE

« Even if you selected to saddle stitch the booklet, it will not be saddle stitched if the
number of sheets that are output is 16 or more.

« The number of saddle stitched booklets that the booklet tray can hold depends on
the number of sheets that each booklet contains.

- 1 to 5 sheets: 25 sets
- 6 to 10 sheets: 15 sets
- 11 to 15 sheets: 10 sets

o If you selected [Add Cover] in step 3, the maximum number of sets that the booklet
tray can hold is 10.

« If you set the Booklet mode, the Center Shift mode is also automatically set.
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5 Set the Booklet Tray guide to match the paper size.

11" x 17" or LGL

(M MPORTANT

Make sure to set the Booklet Tray guide correctly to match the paper size. Setting
the Booklet Tray guide incorrectly may result in a paper jam.

(M wPORTANT

« The Booklet mode can only be specified for the following paper sizes: LTR, LTRR, STMT,
or STMTR.

» The Booklet mode cannot be set if multiple documents are selected, and their record
sizes are different.

« The Booklet mode cannot be used with documents whose resolution is other than 600 x
600 dpi.

&> NOTE

If you want to print documents for use as a booklet, we recommend that you scan the
originals using the Booklet Scanning mode. (See "Booklet Scanning," on p. 4-25.)

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Booklet].

2 Specify the Booklet settings in accordance with steps 3 to 5 of
"Copying," on p. 4-22.
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Bowt Scanning

This mode enables you to scan originals in such a way that, when printing the
scanned data, the output paper can be made into a booklet. Specify the Booklet
mode when printing the scanned data. (See "Booklet Mode," on p. 4-19.)

(M IMPORTANT

« [2-Sided Original] is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« Make sure to place originals with a vertical (portrait) orientation vertically. If these
originals are placed horizontally, the even numbered pages will be printed upside down.

&> NOTE

The Booklet Scanning mode is available for the Mail Box function only.

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Booklet Scanning].

2 Select the original size — press [Next].

I Booklet Scanning: Selecting the Original Size I
Inch-size

" LTR a 2-Sided

»| Original

LTRE O

L6L a

11x17 a

A/B-size

Cancel | < Back | ( Next > I)

If the original is two-sided, press [2-Sided Original] = select the type of
two-sided original = press [OK] = [Next].
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Details of each item are shown below.

[Book Typel]:

[Calendar Typel:

&> NOTE

The front and back sides of the original have the same
top-bottom orientation.

The front and back sides of the original have opposite
top-bottom orientations.

« To select an A or B series paper size, press [A/B-size].
« [2-Sided Original] cannot be selected if STMTR is the selected original size.

3 Select the booklet layout size — press [OK].

&> NOTE

To select an A or B series paper size, press [A/B-size].
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Traﬂarencv Interleaving

When copying onto transparencies loaded into the stack bypass, this mode enables
you to automatically add an interleaving sheet of paper between each sheet of
transparency that is output. The interleaf sheets protect the copied surface of the
transparencies. You can also set to copy the content of the transparencies onto
interleaf sheets.

(M IMPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« Even if an optional finisher is attached, you cannot use any of the Finishing modes with
the Transparency Interleaving mode.

« Only LTR is available for the Transparency Interleaving mode.

&> NOTE

» The Transparency Interleaving mode is available for the Copying function only.

« The machine's counter does not count blank interleaf sheets as copies.

« If Tray Designation settings are set only for Copy Tray-J1, transparencies are output to
Tray A. The Tray Designation settings may vary depending on the optional output units
that are attached to the machine. For details on the tray designations, see Chapter 4,
Customizing Settings," in the Reference Guide."

H If You Do Not Want to Print on the Interleaf Sheets:
The [Leave Blank] setting outputs a printed transparency and a blank interleaf sheet
alternately.

Originals Copies
Transparencies

REPORT - RERORT...-

Blank Interleaf Sheets
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Bl If You Want to Print on the Interleaf Sheets:
The [Print] setting outputs a printed transparency and a printed interleaf sheet alternately.

Originals Copies
Transparencies

~-RERORT...

REPORT

Printed Interleaf Sheets

1 Place your originals — press [Special Features] —
[Transparency Interleaving].

2 Load transparencies into the stack bypass.

3 Select the transparency size — select whether to copy on the
interleaf sheets — press [Next].

Transparency Interleaving: Transparency Size and Interleaf Sheet Settings |

Transparencies can only be placed in the stack bypass.

= Transparency | = Interleaf Sht.
Size

A4

Cancel I «

I System Monitor )|
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4 Select the paper source for the interleaf sheets — press [OK].

&> NOTE

« If you are copying onto the interleaf sheets, these sheets are included in the count
of the total number of copies made.

» The copies are output with the copied side face down, alternating between
transparency and interleaf sheet.

« In the Transparency Interleaving mode, transparencies are loaded from the stack
bypass while interleaf sheets are loaded from a paper drawer.
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Imgg;e Combination

This mode enables you to automatically reduce two, four, or eight originals, as well
as two-sided originals or the facing pages of a book, to fit onto one side or both
sides of a selected paper (record) size.

(M MPORTANT

« The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p 9-2.

« Originals copied/scanned in the Image Combination mode must all be the same size. You
cannot use the Image Combination mode with the Different Size Originals mode.

« For the Copy function, you can change or specify the number of copies or 2-Sided
Original mode before scanning the next batch of originals (i.e., between batches).

« For the Mail Box function, you can change or specify the 2-Sided Original mode before
scanning the next batch of originals (i.e., between batches).

&> NOTE

The reduction ratio is automatically set so that the originals fit onto the selected paper
(record) size.

Originals Copy

or

20n1

H20n1
This setting reduces two 1-sided originals or one 2-sided original to fit onto one side or
both sides of one sheet of paper.

H40n1
This setting reduces four 1-sided or two 2-sided originals to fit onto one side or both sides
of one sheet of paper.

H8Oni1
This setting reduces eight 1-sided or four 2-sided originals to fit onto one side or both
sides of one sheet of paper.

4-30 Image Combination



1 Place your originals — press [Special Features] — [Image
Combination].

2 Select the original size — press [Next].

Image Combination: Selecting the Original Size

= Inch-size

m 0 o s
LTRE CII

L6L (]

11x17 ClI

Cancel | « Back | ( Next > |)

— System Monitor )

If the original is two-sided, press [2-Sided Original] = select the type of
two-sided original = press [OK] = [Next].

Details of each item are shown below.

[Book Typel]: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

&> NOTE

« To select an A or B series paper size, press [A/B-size].
« [2-Sided Original] cannot be selected if STMTR is the selected original size.

Image Combination 4-31

Special Copying and Mail Box Features H



Special Copying and Mail Box Features H

3 Select the desired Image Combination feature — press [Next].

If you want to make two-sided copies, press [2-Sided Copy] = select the type of
two-sided orientation = press [OK] = [Next].

Details of each item are shown below.

[Book Typel: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

If you want to specify the image order, press [Option] = select the image order —
press [Done] — [Next].

If you do not change the image order by pressing [Option], the images are
printed as follows:

20n 1: Left = Right

40n1and80n 1. Upper Left = Upper Right = Lower Left = Lower Right

4 Select the desired paper size — press [OK].

&> NOTE

« The machine automatically selects the copy ratio depending on the selected paper
size.

« If you set the Image Combination mode, the Center Shift mode is also
automatically set.

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Image Combination].

2 Specify the Image Combination settings in accordance with
steps 2 to 4 of "Copying," on p. 4-31.

&> NOTE

« To select an A or B series paper size, press [A/B-size].

« The original is scanned with the reduction ratio automatically set, depending on the
selected record size.
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Sh'!ﬂ' g the Original Image

You can make copies with the entire original image shifted to the center or a corner.

(M IMPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« If [Center/Corner Shift] is selected, and the original and the copy paper are the same size
and the copy ratio is set at 100%, the image of the original is not shifted.

« If you use the numeric keys to enter the shift position, the original image may be partially
cut off on the copy, depending on the size of the original, the size of the copy paper, and
the amount of shift specified.

&> NOTE

The Shift mode is available for the Copying function only.

Using the Arrow Keys

The [Center/Corner Shift] setting enables you to use the arrow keys on the touch
panel display to make copies with the entire original image shifted to the center or a

Special Copying and Mail Box Features

corner.
Copy with the Copy with the
. Original Image Original Image
Original Shifted to the Center Shifted to a Corner

&9
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1 Place your originals — press [Special Features] — [Shift].

2 Press [Center/Corner Shift] — select the shift direction with an
arrow key — press [OK].

i 7
| i
| il
| No.KeyEntry -’Ij |
== ‘.

N
| il
| sl el all |}
| |
| e | coner | l |
| L
: ® | < | ™ l :
| b
| Cancel | [ oK J] i

|

The shift direction is the direction that you want the original image moved to, if
you first visualize the original image as being face up and appearing in the
center of the copy page.

Using the Numeric Keys

The [No. Key Entry] setting enables you to shift the entire image to a position that
you specify using @ - @ (numeric keys).

Original Copy ‘ ‘
4 3/4" (120mm)j<—>im
Using the Numeric !
Keys to Shiftthe | 7~ 7---~ 2 4/Qn
CITY Position CITY ?Bz)lmm)
STE

&> NOTE

For instructions on entering values in inches, see Chapter 2, "Basic Operations," in the
Reference Guide.
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1 Place your originals — press [Special Features] — [Shift].

2 Use®- (numeric keys) to enter the shift position.
U Press [No.Key Entry].
Q Select the shift direction.
Q Enter the shift value.

&> NOTE

To change a value you entered, select the shift direction — enter the correct value
using @ - (@ (humeric keys).
® Example: To move the original image in a diagonal direction:
U Press the top [[]].
QU Enter the shift value.
U Press the right [(]].
U Enter the shift value.

I
O —
—Ica"m oK J

3 Press [OK].

Shifting the Original Image 4-35

Special Copying and Mail Box Features H



Special Copying and Mail Box Features H

Mode

This mode enables you to make copies or prints with the entire original image
shifted by a designated width to the left, right, top, or bottom in order to create a
margin on the copies. Use this mode to make copies or prints ready for placement
in ring binders.

Original Left Margin Right Margin Top Margin Bottom Margin
Selected Selected Selected Selected

(M mMPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.
« The Margin mode shifts the entire original image by the designated width. Therefore, an
original whose image extends all the way to the edges of the sheet may be partially cut
off on the copy.

&> NOTE

You can choose to only create a margin on the back side of a copy. Therefore, originals
that already have a margin can be copied in the 1»2-Sided mode or 2» 1-Sided mode.
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Place your originals — press [Special Features] — [Margin].

Select the desired margin type.

| |
| , Left Margin I P L
| 2
| i .| b
| HENEWaron Front Side | .B [ ws |
| —I St N
| Top Margin i
| Back Side | s |
| . Bottom ¢1.1/16 i

+ Margin - +1_15/16) }
| i
| + }
| 'l,,.,,, + | = + | N
| i
| i
| i
| Cancel | oK J b
[

— System Monitor )

Select [Front Side] or [Back Side] — press [-] or [+] to set the
margin width — press [OK].

IMPORTANT

« If you are using the Margin and 2-Sided modes together and copying or printing a
document that already has a margin, follow the instructions below:

- 1»-2-Sided: Set the Margin mode for the back only.

- 2»2-Sided: You do not need to set the Margin mode. Proceed to make copies or
prints in the usual way.

- 2» 1-Sided: Set the Margin mode for the back only.

« If you are using the Margin and 2-Sided modes together and copying or printing a
document that already has a left or right margin, follow the instructions below:

- 1»2-Sided: Set the Margin mode for both the front and back.
- 2»2-Sided: Set the Margin mode for both the front and back.
- 2» 1-Sided: Set the Margin mode for both the front and back.

NOTE

« If you enter a value other than 0, you can switch between positive and negative
margin width by pressing [+].

Example: (+)10 = [¢] = -10
-50 = [£] = (+)50

« To enter values in millimeters, press [mm].
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1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Margin].

2 Specify the Margin settings in accordance with steps 2 and 3
of "Copying," on p. 4-37.
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Frgm_e Erase

This mode enables you to erase shadows and lines that appear when copying
(scanning) various types of originals. There are three types of the Frame Erase
mode: Original Frame Erase, Book Frame Erase, and Binding Erase.

(M IMPORTANT

For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

Original Frame Erase

This mode erases the dark borders and frame lines that appear around the copy
(scanned image) if the original is smaller than the selected paper size. You can also
use this mode to create a blank border around the edge of the copy (recorded

page).

Copy (LTR)

Original Frame
Erase Selected

Original (STMT)

Copy (LTR)

2

Original Frame
Erase Not Selected
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Copying

1 Place your originals — press [Special Features] — [Frame
Erase].

2 Press [Original Frame Erase].

Frame Erase: Type and Width Settings |
Frane Erase Wt

o=
"

e | [ v
= (1/16-116/16)

D El’i‘l’l" | Adjust - + |
Each Dim.

e —
Cancel | « Back | Next »|

3 Press [-] or [+] to set the frame erase width.

@ If you want to set the same width for all four borders:

U Press [-] or [+] to set the frame erase width = press [Next].

@ If you want to set the top, left, right, and bottom widths
independently:

U Press [Adjust Each Dim.].

U Select the desired frame erase borders = press [-] or [+] to set their respective
frame erase widths — press [Next].

To return to the screen for setting the same width for all four borders, press
[Adjust All At Once].

&> NOTE

To enter values in millimeters, press [mm].

4 Select the original size — press [OK].

@ MPORTANT

You can set the Original Frame Erase mode only for the original paper sizes shown
on the touch panel display.
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&> NOTE

To select an A or B series paper size, press [A/B-size].

Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Frame Erase].

2 Specify the Frame Erase settings in accordance with steps 2
to 4 of "Copying," on p. 4-40.

Book Frame Erase n

This mode erases the dark border, as well as center and contour lines that appear if
you are copying (scanning) facing pages in a book or bound original onto a single
sheet of paper (recorded page).

Copy

Book Frame

oo e [
Im :7

copy__

i = ﬂ(‘ |

Book Frame

Special Copying and Mail Box Features

Erase Not
Selected

Frame Erase 4-41
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Copying

1 Place your original on the platen glass — press [Special
Features] — [Frame Erase].

2 Press [Book Frame Erase].

Frame Erase: Type and Width Settings |
= I
grigin:IE |
- Lame Erase Center | /161157169
Book Frame 5 ‘ 3/ 8"
(=)

Sides l (0-1_15/16)
O = | o e

Each Dim.

+
o A} e
Cancel | « Back | Next »|

. System Monitor

3 Press [-] or [+] to set the frame erase widths.

@ If you want to set the same width for all four borders:

U Press [Center] and [Sides] = press [-] or [+] to set their respective frame erase
widths — press [Next].

@ If you want to set the top, left, center, right, and bottom widths
independently:

U Press [Adjust Each Dim.].

U Select the desired frame erase borders = press [-] or [+] to set their respective
frame erase widths — press [Next].

To return to the screen for setting the same width for all four borders, press
[Adjust All At Once].

&> NOTE

To enter values in millimeters, press [mm].

4 Select the size of the bound original when it is open — press
[OK].

(M MPORTANT

You can set the Book Frame Erase mode only for the original paper sizes shown on
the touch panel display.
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&> NOTE

To select an A or B series paper size, press [A/B-size].

Mail Box (Scan)

1 Select the desired User Inbox number — place your original on
the platen glass — press [Scan] — [Special Features] — [Frame

Erase].

2 Specify the Frame Erase settings in accordance with steps 2
to 4 of "Copying," on p. 4-42.

Binding Erase

This mode erases the shadows that appear on copies (scanned image) from

binding holes on originals.

(M wPORTANT

Original

Binding Erase
Selected

2

2

Binding Erase
Not Selected

« Make sure you place your original on the platen glass. Do not place originals with binding

holes in the feeder, as this may damage the originals.

« When using the Binding Erase mode, the borders you do not select are also erased by

1/8" (4 mm).

Frame Erase
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Copying

1 Place your originals on the platen glass — press [Special
Features] — [Frame Erase].

2 Press [Binding Erase] — select the border where the binding
holes are located.

Frame Erase: Type and Width Settings

The border is where the binding holes are located on the original, if you visualize
the original as being face up.

3 Press [-] or [+] to set the frame erase width — press [OK].

&> NOTE

To enter values in millimeters, press [mm].

Mail Box (Scan)

1 Select the desired User Inbox number — place your original on
the platen glass — press [Scan] — [Special Features] — [Frame
Erase].

2 Specify the Frame Erase settings in accordance with steps 2
and 3 of "Copying," on p. 4-44.
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ne Notice

This mode enables you to set the machine to notify you through e-mail when the
current copy job is done. This is especially useful when you are waiting in line for a
large copy job to complete or when you are using the Remote or Cascade Copy

mode.

(M IMPORTANT

To be able to set the Job Done Notice mode, you must first store your e-mail address in
the Address Book. (See Chapter 10, "Storing/Editing Address Book Settings," in the
Sending and Facsimile Guide.)

&> NOTE

« The Job Done Notice is available for the Copying function only.
» The Job Done Notice can be set only if the Universal Send Kit is activated.

1

2

Place your originals — press [Special Features] — [Job Done
Notice].

Select the destination of the job done notice — press [OK].

I Job Done Notice: Select the destination. I
= Address Book
>|Ac:ess Number ° Al |
P

B John John@exanple. con
B3 Mike nike@exanple. con

[ Nick nick@exanple. con
3 Mark narkexanple. con

ABC | DEF | GHI | JKL | MNU| PUK | S1U| VWK YZ | 0-9] All | veails
»

Cancel I ( 0K J I)

If you select a destination that is stored with an access number, press [Access
Number] and then enter the access number using @ - @ (numeric keys). If you
press [No Access Number], the destinations that are not managed with an
access number are displayed.
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&> NOTE

« For instructions on selecting a destination, see Chapter 2, "Basic Sending
Methods," in the Sending and Facsimile Guide.

¢ You cannot select multiple destinations at one time.

» Once copying is complete, a job done notice is sent to the selected destination.

« To display the [Access Number] key, set Access Number Management to 'On'. To
access the Access Number Management setting, press @ (Additional Functions)
— [System Settings] — [Restrict the Send Function] — [Access Number
Management]. (See Chapter 11, "System Manager Settings, in the Sending and
Facsimile Guide.)
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DifEnt Size Originals

This mode enables you to copy (scan) different size originals with the same widths
(11" x 17" and LTR, or LTRR and STMT) or different widths (11" x 17" and STMT, or
LTR and LGL), together as one group by setting them in the feeder.

(M IMPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« If the originals are placed in the feeder, make sure that the different size originals are of
the same weight (paper type).

« Align the top edge of the originals with the back edge of the feeder if you are placing
originals with different widths.

« Set different size originals with different widths and lengths in the following combinations.
Other combinations may damage the originals.
- 11" x 17" and LGL, LTR and LGL, LTR and LTRR

« If you place originals with different widths in the feeder, the originals may move slightly
when fed to the platen glass. As a result, the images may be scanned and copied as
slanted.

« If the Different Size Originals mode is set, the scanning speed may be slower than
normal.

« Stapling cannot be performed if you place originals with different widths.

&> NOTE

When copying, if the Different Size Originals mode is used with the 1»2-Sided mode, the
copies are output as one-sided copies on paper of their respective sizes if the originals
for the front and back sides of a two-sided copy are different in size.

Different Size Originals 4-47
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1 Place your originals — press [Special Features] — [Different
Size Originals].

2 Select the type of originals — press [OK].

Different Size Originals

Specify the type of originals.

(1]
l Same Width I Iv)'llf;!ﬁ:'!nt Il

AlIgn all originals on their
back edge

Cancel I
I~ System Monitor )|

If you are placing originals with the same width, press [Same Width].

If you are placing originals with different widths, press [Different Width].

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Different Size
Originals].

Special Copying and Mail Box Features H

2 Specify the Different Size Originals settings in accordance
with step 2 of "Copying," on p. 4-48.
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ild

This mode enables you to scan originals that are too many to be placed at once, by
dividing them into multiple batches. You can use both the feeder and the platen
glass for scanning. When copying, the originals are printed as one document after
all of the batches have been scanned. When storing a document in an inbox, the
originals are stored as one document after all of the batches have been scanned.

Originals Copies

cooe|

(M MPORTANT
« The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« You cannot change the copy settings while the machine is scanning originals in the Job
Build mode. You need to set the necessary copy/scan settings beforehand, according to
the type of originals or the desired result.

« If you place your originals in the feeder, remove the originals from the original output area
when the scanning of each batch is complete.

« When copying, you can change or specify the following settings before scanning the next
batch of originals (i.e., between batches): the number of copies, 2-Sided Original mode,
original type, and copy exposure. However, if you specify the Image Combination mode
together with the Job Build mode, you cannot change the copy exposure and original
type.

« When storing a document in an inbox, you can change or specify the following settings
before scanning the next batch of originals (i.e., between batches): the 2-sided Original
mode, original type, scan exposure. However, you cannot change the original type and
scan exposure, while the machine is scanning originals in the Image Combination mode.

« If you use the Job Block Combination mode, the Job Build mode is automatically set for
each batch of originals. You cannot use the Job Build mode for the combined document.
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&> NOTE

« If you place different size originals in the feeder, set the Different Size Originals mode.
(See "Different Size Originals," on p. 4-47.)

o It is useful to store originals in an inbox first, and print them later using the Merge
Documents mode if you cannot prepare the originals at one time, or if you want to specify
different settings for each original. (See "Merging Documents," on p. 3-49.)

« When copying, if you want to copy one-sided and two-sided originals as two-sided
copies, divide the originals into one-sided and two-sided batches. For example, if the first
batch of originals to be copied consists of two-sided originals, set the 2-Sided Original
mode accordingly. Thereafter, you have to manually set or cancel the 2-Sided Original
mode for each batch of originals that you scan.

» When storing a document in an inbox, if you want to scan one-sided and two-sided
originals and store them as two-sided documents, divide the originals into one-sided and
two-sided batches. For example, if the first batch consists of two-sided originals, set the
2-sided Original mode. Thereafter, you have to manually set or cancel the 2-sided
Original mode for each batch of originals that you scan.

1 Place your originals — press [Special Features] — [Job Build].

2 Press (Start).
&> NOTE

To cancel scanning, press [Cancel] or /A (Stop).

3 When scanning is complete, place your next batch of originals

— press () (Start).

If you want to change the scan settings, change them before pressing ¢ (Start).
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@ If the original is two-sided:
U Press [2-Sided Originall.

—

.

| JobNo: 0001
1P 1 (originals: 1)
Ready to scan.

-
|
|
|

Change the original and press the Start key.
uto
= 100% @ & 008 = 0% &
| CIsheet ) Copies = Scan Density

LA Y=
»| Original

Cancel

|
P
L
P
B
P
el
[

U Select the type of two-sided original = press [OK].
Details of each item are shown below.

[Book Typel]: The front and back sides of the original have the same
top-bottom orientation.

[Calendar Type]: The front and back sides of the original have opposite
top-bottom orientations.

Do not forget to set or cancel the 2-Sided Original mode, according to the

type of originals you place next.

To cancel the 2-Sided Original mode, press [2-Sided Original] = [Cancel].

Repeat this step as necessary.

4 After the last batch of originals is scanned, press [Done].

1

Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Job Build].

2 Specify the Job Build settings in accordance with steps 2 to 4

of "Copying," on p. 4-50.
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Invﬁng Images (Nega/Posi)

This mode enables you to make copies of, or scan and record the original image by
inverting the hues and gradations.

Original

@ wPORTANT

For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

1 Place your originals — press [Special Features] — [Nega/Posi].

QEe] RpE) [ReR)

Nega/Posi I |m.g=n=pml errnrlmlgel Sharpness I
> »

CRE ChE I [J
Form Secure Fa/Copy Set Watermark/
Composition »|  Watermark |  Numbering |  PrintDate

3 o ez S

Mode Recall Job Block Store In
Memory » »| Combination )| User Inbox ).

L 4 272 a | Done J I

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Nega/Posi].

7
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
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Im;g;e Repeat

This mode enables you to repeatedly copy the entire original image in either the
vertical or horizontal direction.

The following two settings are available for the Image Repeat mode.

(M MPORTANT

For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

The Image Repeat mode is available for the Copying function only.

H Automatic Setting
The original image is copied so that the maximum possible number of repeats fit onto the
selected paper size.

Original Copy

CITY
=

B Manual Setting
The original image is copied the specified number of times.

Original

@)

1TY
] ‘

Example: If '3 times' is specified,
images overlap when copied.

Image Repeat 4-53
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1 Place your originals — press [Special Features] — [Image
Repeat].

2 Set the number of times that you want the image to repeat for
both the vertical and horizontal directions.

Image Repeat

Specify the number of times the image will be repeated.

@ aY

Auto tm| = + Auto

(1-20)

a X

Auto tm| = + s
(1-20)
Margin
»l Settings
Cancel oK J

@ If you want to set the number of repeats automatically:
U Press [Auto].

If [Auto] is already selected, this step is not necessary.

@ If you want to set the number of repeats manually:

U Press [-] or [+] to set the number of times that you want the image to repeat.

(M wPORTANT

The repeated images may overlap or have gaps between them, depending on the
number of repeats that you set.

3 To specify the amount of the space between repeated images,
press [Margin Settings].

If you do not specify [Margin Settings], proceed to step 5.

4 Specify the amount of space between repeated images using
[-] and [+].

@ If you want to set the same amount of space for all four sides:

QO Press [-] or [+] to set the amount of space — press [OK].
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@ If you want to set the top, left, right, and bottom spaces
independently:

QO Press [Independent Adjustment].

U Select the space to adjust = press [-] or [+] to set its size = press [OK].

To return to the screen for setting the same amount of space for all four sides,
press [Uniform Margin].

&> NOTE

To enter values in millimeters, press [mm].

5 Press [OK].
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Miglmage

This mode enables you to copy the original image reversed, as if it were a reflection
in a mirror.

Original Copy

(M wPORTANT

For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

The Mirror Image mode is available for the Copying function only.

1 Place your originals — press [Special Features] — [Mirror
Image].
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Adj

ing the Contrast (Sharpness)

This mode enables you to scan and record, or make copies of the originals with a
sharper or softer contrast. To reproduce text or lines with a sharper contrast, use

[High] as the setting. To scan/copy originals containing printed photographs or

other halftones with a softer contrast, use [Low] as the setting.

H Low

If you make copies, or scan an original containing halftones, such as a printed

photograph, using the Photo mode, the moiré effect (a shimmering, wavy pattern) may
occur. However, you can lessen this moiré effect by using [Low] as the setting to produce
a clearer copy (image).

W High

Original

Copy

Low Set

Low Not Set

Resort Plan

The world’s coral reefs, where
brilliantly coloured fish and a
myriad of other tropical creatures
come together.

Resort Plan

The world's coral reefs, where
brilliantly coloured fish and a
myriad of other tropical creatures
come together.

Resort Plan

The world's coral reefs, where
brilliantly coloured fish and a
myriad of other tropical creatures
come together.

This setting enhances the edges of original images so that faint or fine text is reproduced

with a sharper contrast. This setting is particularly suited to scanning and copying
blueprints and faint pencil drawn images.

(M IMPORTANT

Original

Copy

High Set

High Not Set

Resort Plan

Resort Plan

The world's coral reefs, where
briliantly coloured fish and a
myriad of other tropical creatures
come together.

Aptly nicknamed

“Tropical Forests under the sea’,
these spots of breathtaking
beauty serve as home to
countless varieties of lfe,

and to us of the land,
this alluring,
dream-like world
forms a tropical
paradise filed
with romance.

Resort Plan

vorld’s coral reefs, wher
rilliantly coloured fi ]
myriad of other tropical res
come together

For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

Adjusting the Contrast (Sharpness)
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1 Place your originals — press [Special Features] —
[Sharpness].

2 Press [Low] or [High] to adjust the sharpness — press [OK].

Sharpness

28 7]

Cancel I
I~ System Monitor )|

To copy text or lines clearly, the setting should be towards [High]. To copy
originals containing printed photographs or other halftones, the setting should be
towards [Low].

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Sharpness].

2 Specify the Sharpness settings in accordance with step 2 of
"Copying," on p. 4-58.
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Cowsing Images

The Form Composition mode enables you to superimpose a previously scanned
image which has been stored in the memory of the machine (image form) on the
output.

Entire Image
Composition Original

B EBE TR

=g
| )
L
% |
g |
¢ i
| =]

Transparent
Image Original Copy

(M IMPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« If you specify the Form Composition mode with the Cascade Copy mode, it is necessary
to assign the same name to the stored image form in both this machine and the remote
copy printer beforehand. If the assigned image form name in this machine is not set in
the remote copy printer, the job is canceled. If multiple image forms with the same
assigned name are stored in the remote copy printer, different images may be used for
Form Composition.

« To use the Form Composition mode, the image form must be stored in the machine
beforehand. (See Chapter 4, "Customizing Settings," in the Reference Guide.)

« Form composition can be used with other copy modes to process images. However, copy
modes other than the Shift or Mirror Image mode can only be used for copying images,
and not for stored image forms.

» Up to 100 image forms can be stored. However, this number varies depending on the
free space of the hard disk.

« For the Mail Box function, the Form Composition mode cannot be used with documents
whose resolution is other than 600 x 600 dpi.

« Printing performance may not be optimal in the Form Composition mode, depending on
the selected document and image form.
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1 Place your originals — press [Special Features] — [Form
Composition].

2 Select the image form to be superimposed over the original —
press [OK].

To check images stored as forms, press [Check Print] to print a sample of the
image.

Press [Details] to display the detailed information of the image form.

@ If [Check Print] is selected:

O Select the paper size = press [Start Print].
Press [Cancel] to cancel the sample print.

1 Select the desired User Inbox nhumber and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Form Composition].

Special Copying and Mail Box Features H

2 Specify the Form Composition mode settings in accordance
with step 2 of "Copying," on p. 4-60.
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EEEding Hidden Text in the Background

The Secure Watermark mode enables you to embed hidden text in the background
of copies/prints. You can embed text such as "CONFIDENTIAL," the date and time,
or a department name. The embedded text appears when the copies are copied.

Original Copy A Copy B
(Secure Watermark (Copy of Copy A)
Is Selected)

REPORT REPORT RERORT

Original Copy C Copy D
([Print Characters (Copy of Copy C)
Vertically] Is Selected)
REPORT REPORT REPORT

(M wPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« You cannot change the copy/print exposure while copying/printing in the Secure
Watermark mode.

« The embedded hidden text may not appear as specified even if the copy with the Secure
Watermark mode applied is copied, depending on the copy machine.

o Printing performance may not be optimal in the Secure Watermark mode, depending on
the selected document and combination of printing modes.

» The Secure Watermark mode is only available if the optional Secure Watermark is
activated.

Embedding Hidden Text in the Background 4-61
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1 Place your originals — press [Special Features] — press
[Secure Watermark].

2 Select the type of secure watermark (Watermark, Date, Copy
Set Numbering, Serial Number, ID/User Name).
@ If you select [Watermark]:
QO Select a preset watermark — press [Next].

Secure Watermark: Type Settings

Watermark |< Select the Watermark type.

CoPY | INVALID | CCNFIDENTIAL']

Date

Copy Set FILE COPY TOP SECRET
Numbering I I I
Serial Number
—I create | J
D/User Name >

| >

[ System Monitor

@ If you select [Watermark] — [Create]:

O Press [Enter] = enter the text = press [OK] = [OK].

Secure Watermark: Set Characters

Bl Enter characters.
| Gou can also seiect from the registered characters).

= Custom Characters

P

”n

Register

2
| Cancel [ 0K J ]
| I

You can also select the text which has been registered in Register Characters
for Page No./Watermark in Common Settings from the Additional Functions
screen.

(M MPORTANT

If you want to register your newly created secure watermark to be selected
whenever necessary, press [Register] —= enter the text to be registered.
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@ If you select [Date]:

U Enter the date using @ - ® (numeric keys) — select the date format from the
Date Type drop-down list = press [Next].

Secure Watermark: Type Settings

Watermark 3t Enter the date using the numeric keys. If a specified
date is not entered, today's date is printed.
Date
—I < 07/07 2006
Copy Set
Numbering /07 2006
Serial Number
= Date Type

mn/dd/yyyy v

Cancel | < Back |( Next » |]
I~ System Monitor |

&> NOTE

« There are six different date formats that you can select in the drop-down list.

« If you do not specify a date, the date set in Date and Time Settings in System
Settings (from the Additional Functions screen) is printed. Confirm that the date
and time settings are correct.

1D/User Name I

@ If you select [Copy Set Numbering]:
U Enter the starting number using @ - G (numeric keys) = press [Next].

Secure Watermark: Type Settings

Watermark I Set the starting number.
Date |

Copy Set

Serial Number | ) ‘
1D/User Name |

Cancel | < Back |[ Next > |)l
" System Monitor )]
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@ If you select [Serial Number]:
O Press [Next].

Secure Watermark: Type Settings

Watermark | Print the serial number of the machine.
Date |

Copy Set

Numbering b #11#00001

Serial Number | <

1D/User Name |

Cancel l « Back Ir Next > lJ

\

&> NOTE

The Serial Number is the number which is displayed at the bottom left of the screen
when you press (o) (Counter Check) on the control panel.

@ If you select [ID/User Name]:
O Press [Next].

Secure Watermark: Type Settings

Watermark | Print ID or User Name.
Date |

Copy Set

Numbering 0000001
Serial Number |

ID/User Name | <

Cancel | « Back I( Next > |]
[~ System Monitor ),

&> NOTE

« The current ID or user name is displayed if you are using a login service.

« [ID/User Name] is grayed out and cannot be selected if you are not using a login
service.
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3 Select a background pattern from the Background Pattern
drop-down list — select the size of the text — press [OK].

Secure Watermark: Option
= Background None v|
Pattern
= Size 54 at Small | Mediuml Large I
Print Characters wr- | Character/Backgrd
Vertically »| Contrast Adjustment
|wnm|.mmnn

Colored Backgnd

e

Cancel | « Back |r oK J |]
\
T System Monitor

-,

To embed a pattern in the background of the output, select a background pattern
from the Background Pattern drop-down list.

You can select [Small] (‘36 pt."), [Medium] (‘54 pt."), or [Large] ('72 pt.") for the
size of the text.

To change the orientation of characters, press [Print Characters Vertically].

To use white letters on a colored background, press [White Letters on Colored
Backgnd].

To adjust the contrast of the embedded letters and the background pattern,
press [Character/Backgrnd Contrast Adjustment].

1 Select the desired User Inbox humber and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Secure Watermark].

2 Specify the Secure Watermark settings in accordance with
steps 2 and 3 of "Copying," on p. 4-62.
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Pagland Copy Set Numbering

This mode enables you to print page numbers, copy set numbers, and user-defined
text onto the output.

(™ MPORTANT
« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.
« For the Mail Box function, the Pg/Copy Set Numbering mode cannot be used with
documents whose resolution is other than 600 x 600 dpi.
« Printing performance may not be optimal in the Page/Copy Set Numbering mode,
depending on the selected document and combination of printing modes.

&> NOTE

« If you select [Numbered Chapters] in combination with the Cover/Sheet Insertion (Sheet
Insertion or Chapter Page) mode or the Cover/Job Separator mode (for the Mail Box
function), the chapter numbers are counted as follows:

- Copy: After each chapter page is inserted
After each sheet insertion is inserted

- Mail Box: After each chapter page is inserted
After each sheet insertion or job separator sheet is inserted

« If the copy number has fewer than five digits, the machine copies it as follows:
- Example: If the copy number is 10, "00010" is printed.

« If the Pg/Copy Set Numbering mode is used with the Cover/Sheet Insertion or Cover/Job
Separator mode (for the Mail Box function), page numbers are not printed on the inserted
pages.
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B Page Numbering

Documents can be copied with page numbers (numbers only, numbers enclosed with
hyphens, with chapter numbers, or with the total page number).

Original

REPORT

H Copy Set Numbering

This mode enables you to copy or print a document with a five digit number in the

background of each page.

Original

REPORT

Output

REPORT

Output

REPORT

Page and Copy Set Numbering
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Page Numbering

Copying

1 Place your originals — press [Special Features] — [Pg/Copy
Set Numbering].

2 Press [Page Numbering].

Select the type of numbering ([Numbers Only], [Numbers with
Hyphens], [Numbered Chapters], or [Total Page Numbering]).

Page Numbering: Type and Position Settings

Sob tho hmo and nosition of page numbers.

Numbers Only | Plasecesste Settings

Numbers with .

Hyphens | tation

Numbered | Print

Chapters " Fostton _l':<> _1} | a |

Total Page
Numbering

Adjust
Position

e, [ e

— System Monitor

4 Select the orientation and the position of the page numbers —
press [Next].

Orientation:
[Vertical]: Prints the page number vertically.

[Horizontal]: Prints the page number horizontally.

&> NOTE

If you set any two of the Page Numbering, Copy Set Numbering, Watermark, or
Print Date modes to print in the same position, a message asking for your
confirmation is displayed when you press (© (Start).
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@ If you press [Reverse Page Num.]:

QO Select the desired position of the page numbers — press [Done].

@ If you press [Adjust Position]:

U Press [X] and [Y] = press [-] or [+] to set their respective position = press [OK].

&> NOTE

To enter values in millimeters, press [mm].

4t Use the Numeric Keys to set the Starting Number.

1
(1-9999)

Inserted
Sheets

Number of Digits to
= |Prlnt : 2
(2-5)
[ |m Characters
Cancel | < Back |( Next »I)I
" System Monitor

If you want to insert chapter numbers along with page numbers, specify the

Enter the page number to start numbering from using © -
(numeric keys) — press [Next].

I Page Numbering: Starting Number Settings I

starting chapter number on the left (1 to 9,999), and the starting page number on

the right (1 to 9,999).

If you want to insert the total page number along with page numbers, specify to

have the page numbers start on the left side (1 to 9,999), and the total page
number starts on the right side (1 to 20,000). To set the total page number

automatically, press [Auto].

&> NOTE

If [Total Page Numbering] is used with the Booklet mode, the total number of pages
are printed automatically.

@ If you press [Inserted Sheets]:

QO Select whether to count the inserted sheets = press [Done].

[Number]: Counts the sheet insertions, chapter pages, job separator, or back
cover that you inserted after the first page, but only prints chapter numbers
and page numbers onto the main document pages.

[Do not number]: Does not count the sheet insertions, chapter pages, job

separator, or back cover that you inserted after the first page, and only prints

chapter numbers and page numbers onto the main document pages.

Page and Copy Set Numbering
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® To specify the number of digits to be printed:

U Press [Number of Digits to Print] = specify the number of digits by pressing [-]
or [+].

&> NOTE

« The number of digits you can specify is '2' to '5'.

- Example: If the page number is 10 and number of digits is 2, "10" is printed.

If the page number is 10 and number of digits is 5, "00010" is
printed.

« If the specified number of digits is less than the number of digits of the actual page
number, the setting is invalid.
@ To add text:
U Press [Add Characters] = [Next].

U Press [Enter] = enter the text = press [OK] = [Next].

You can also select the text which has been registered in Register Characters
for Page No./Watermark in Common Settings from the Additional Functions
screen.

U Set the position of the text = press [Next].

6 Set the size of the page humbers — press [OK].

Select the size of the page numbers from [Small], [Medium], and [Large] ('10.5
pt., '"12.0 pt.", and '14.0 pt.").

You can select [Black] or [White] for the color of the page numbers.

Mail Box (Print)

1 Select the desired User Inbox nhumber and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Pg/Copy Set Numbering].

2 Specify the Page Numbering settings in accordance with
steps 2 to 6 of "Copying," on p. 4-68.
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Copy Set Numbering

Copying

1 Place your originals — press [Special Features] — [Pg/Copy
Set Numbering].

2 Press [Copy Set Numbering].

Select the orientation and the position of the copy set
numbers — press [Next].

Copy Set Numbering: Orientation and Position Settings

Set the orientation and position of the page number.
(The position set for the front side will be inverted on the back side.)

e o] _a|
_IFulISurfa:e

e e | o]
ool | 4 sk |[ ot .|]
[

| System Monitor )

Press [Full Surface] to print the copy set number repeatedly over the surface of
the output.

e
o

Press [Numbers in 5 Locations] to select all five print positions.

&> NOTE

o If Copy Set Numbering Option Settings in System Settings (from the Additional
Functions screen) is set to 'On’, [Numbers in 5 Locations] is grayed out and cannot
be selected. (See Chapter 6, "System Manager Settings," in the Reference Guide.)

« If you set any two of the Page Numbering, Copy Set Numbering, Watermark, or
Print Date modes to print in the same position, a message asking for your
confirmation is displayed when you press () (Start).

@ If [Adjust Position] is selected:

U Press [X] and [Y] = press [-] or [+] to set their respective position = press [OK].

&> NOTE

To enter values in millimeters, press [mm].

Page and Copy Set Numbering 4-71

Special Copying and Mail Box Features H



Special Copying and Mail Box Features H

4 Enter the number to start numbering from — select the
Number size and density — press [OK].
Select the size of the page numbers from [Small], [Medium], and [Large] (‘12.0
pt.', '24.0 pt.", and '36.0 pt.").
Adjust the character density by pressing [Light] or [Dark].

&> NOTE

If Copy Set Numbering Option Settings in System Settings (from the Additional
Functions screen) is set to 'On’, the size of the page numbers becomes [Small]
'10.5 pt.', [Medium] '12.0 pt.', [Large] '14.0 pt.". (See Chapter 6, "System Manager
Settings," in the Reference Guide.)

Mail Box (Print)

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Pg/Copy Set Numbering].

2 Specify the Copy Set Numbering settings in accordance with
steps 2 to 4 of "Copying," on p. 4-71.
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g a Watermark and Date

This mode enables you to print a watermark, date, and user-defined text onto the
output.

(M IMPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

« For the Mail Box function, the Watermark/Print Date mode cannot be used with
documents whose resolution is other than 600 x 600 dpi.

« Printing performance may not be optimal in the Watermark/Print Date mode, depending
on the selected document and combination of printing modes.

&> NOTE

« You can also adjust the position of watermark and date. (See Chapter 4, "Customizing
Settings," in the Reference Guide.)

o If the Watermark/Print Date mode is used with the Cover/Sheet Insertion mode or the
Cover/Job Separator mode (for the Mail Box function), the watermark/date will not be
printed on the inserted pages.

Bl Watermark
Prints watermark or user-defined text onto the output.

Original

H Print Date
Prints the date onto the output.

Original Output

23/04/2004

Printing a Watermark and Date 4-73
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Watermark Printing

Copying

1 Place your originals — press [Special Features] — [Watermark/
Print Date].

2 Press [Watermark].

3 Set the watermark orientation and position — press [Next].

Watermark: Orientation and Position Settings

Set the orientation and position of the watermark.

Reverse

[- gt‘iﬂ- Vertical I Horizontal I p.:uulm,
i
st B L& |_a | e

»|

Adjust
Position

camar]ygl{}]g] }I

Cancel | « Back | [ Next > |]

— System Monitor |

Orientation:

[Verticall: Prints the watermark vertically.

[Horizontal]:  Prints the watermark horizontally.

&> NOTE

If you set any two of the Page Numbering, Copy Set Numbering, Watermark, or
Print Date modes to print in the same position, a message asking for your
confirmation is displayed when you press (© (Start).

@ If [Reverse Page Num.] is selected:

U Select the desired position of the page numbers — press [Done].

@ If [Print Type] is selected:
O Select [All Pages] or [Print on Top Page Only] = press [Done].

@ If [Adjust Position] is selected:

O Press [X] and [Y] = press [-] or [+] to set their respective position = press [OK].
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&> NOTE

To enter values in millimeters, press [mm].

4 Select the desired preset watermark — press [Next].

@ If [Create] is selected:

U Press [Enter] = enter the text = press [OK].

You can also select the text which has been registered in Register Characters
for Page No./Watermark in Common Settings from the Additional Functions

screen.
5 Specify the text size and print type — press [OK]. n
Select the size of the watermark from [Small], [Medium], and [Large] ('36.0 pt.',

'54.0 pt.’, and '72.0 pt.").

You can select [Transparent] or [Overlay] for the print type. If [Transparent] is
selected, you can also adjust the halftone density by pressing [Light] or [Dark].

Mail Box (Print)

1 Select the desired User Inbox number and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Watermark/Print Date].

Special Copying and Mail Box Features

2 Specify the Watermark settings in accordance with steps 2 to
5 of "Copying," on p. 4-74.

Date Printing
Copying

1 Place your originals — press [Special Features] — [Watermark/
Print Date].

2 Press [Print Date].
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3 Set the number orientation and position — press [Next].

Print Date: Direction and Position Settings

Set the orientation and position of the date.
(The position set for the front side will be inverted on the back side.)
= Orien- Vertical Horizontal
tation

U~ S O -
©” o | s | j

Cancel | « Back | [ Next > |)I

&> NOTE

If you set any two of the Page Numbering, Copy Set Numbering, Watermark, or
Print Date modes to print in the same position, a message asking for your
confirmation is displayed when you press () (Start).

@ If [Adjust Position] is selected:

O Press [X] and [Y] = press [-] or [+] to set their respective position = press [OK].

&> NOTE

To enter values in millimeters, press [mm].

4 Select the date type — specify the date using (©) - (©) (numeric
keys) — press [Next].

&> NOTE

« There are six types of date format you can select from.

« If no date is set, the date set in Date and Time Settings in the System Settings
(from the Additional Functions screen) is printed. Confirm that the date and time
settings are correct.

5 Set the number size and print type — press [OK].

Select the size of the numbers from [Small], [Medium], and [Large] ('10.5 pt.",
'12.0 pt.', and '14.0 pt.").

You can select [Transparent] or [Overlay] for the print type. If [Transparent] is
selected, you can also adjust the halftone density by pressing [Light] or [Dark].
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Mail Box (Print)

1 Select the desired User Inbox nhumber and the document to
print — press [Print] = [Change Pr. Settings] — [Special
Features] — [Watermark/Print Date].

2 Specify the Print Date settings in accordance with steps 2 to 5
of "Copying," on p. 4-75.
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Combining Multiple Batches of Originals with
Different Copy Settings

The Job Block Combination mode enables you to scan multiple batches of originals
with different copy settings and print them as one document.

You can set copy settings (for example, the Job Separator and Page Numbering
modes) for the combined document. You can also store the combined document in
a User Inbox.

Original Batch Copy

First Batch:
The Shift Mode Is Selected

First Batch
- Second Batch

Second Batch:
The 1»2-Sided Mode
Is Selected

Third Batch:
The Two-page Separation Mode
Is Selected

Fourth Batch:
The Image Combination (4 on 1) Is Selected

4-78 Combining Multiple Batches of Originals with Different Copy Settings



(M wPORTANT

« For information on the modes which cannot be set in combination with this mode, see

"Combination of Functions Chart," on p. 9-2.

¢ You can use the Cover/Sheet Insertion mode for the combined document. You cannot

use the Cover/Sheet Insertion mode for each batch of originals.

« If you use the Job Block Combination mode, the Job Build mode is automatically set for
each batch of originals. You cannot use the Job Build mode for the combined document.

« You cannot make an Interrupt copy while copying with the Job Block Combination mode.

« You cannot store the Job Block Combination mode in Standard Settings.
« You cannot store the Job Block Combination mode in Mode Memory.
« You cannot recall the Job Block Combination mode.

&> NOTE

» The Job Block Combination mode is available for the Copy function only.

e The maximum number of batches of originals you can combine as one document is 32.

1 Place your originals — press [Special Features] — [Job Block

Combination].

2 Specify the copy settings for the combined document — press

[OK].
Job Block Combination: Overall Job Settings
Scan multle job blocks and specify separate satings fo each biack, and then
copy as one job. Specify the overall settings for the entire job on this screen.
(Once you press the OK key to proceed to specify settings for each block, overall
settings for the entire job cannot be changed.)

Finishing Job
) Separator _»)

Store In

User Inbox »l

Secure Page Copy Set
Watermark _» Numbering _», Numbering _»,
Watermark Print Date Job Done
) ) Notice )
Cancel | ( oK J )

©— System Monitor

If you select special features before setting the Job Block Combination mode, the

selected special features will be retained for the combined document.

For instructions on specifying copy settings, see Chapter 3, "Basic Copying and
Mail Box Features," and Chapter 4, "Special Copying and Mail Box Features."

Combining Multiple Batches of Originals with Different Copy Settings
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3 For each batch of originals, specify the copy settings — press

(Start).
| | | I 1

Seting Confirmation ),
% conf. Blocks
2% conf. Blocks

100 % Auto 1

Direct Copy Ratio Paper Select Recall Last
» »| Settings
rcocor Do

‘ 2-Sided |
)

pecial Features

Ry 0020 Copy Waiting to scan... = System Monitor )

For instructions on specifying copy settings and their available combination, see
Chapters 3 through 4.

If you have set two or more batches of originals, you can press [Recall Last
Settings] to cancel the settings for the previous batch of originals.

4 Check the settings on the Scan screen.

BT 1 11

Job No.: 0020

P4 (Originals:  4)
Ready to scan.
= lPaes W Copy et W Documet Size
Auto
4 100% R O ]

= Scan Density

E_|
Sy %S g | A | b | o

2-Sided
Original _ ») E& v
~ | Clear/Re-enter Conf./Combine
=1 _This Block NextBlock | AilBiocks o —‘
R 0020 Copy Waiting to scan.. == System Monitor )

You can change or specify the 2-Sided Original, Original Type, or Copy Exposure
mode before scanning the next batch of originals (i.e., between batches).

If you want to continue to scan another batch of originals without changing the
copy settings, place your originals and press () (Start).

If you want to rescan or cancel the current batch of originals, press [Clear/
Re-enter This Block] and repeat the procedure from step 3.

If you want to change the copy modes and scan another batch of originals, press
[Next Block] and repeat the procedure from step 3.

5 When you have finished scanning all of your originals, press
[Conf./Combine All Blocks].

You can also press [Conf.Blocks] in step 3 to proceed to step 6.
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6 Check the copy settings for the combined document and each

batch.

I Job Block Combination: Confirm/Combine Job Blocks I

B Confirm job blocks and combine. Set. Conf. (Overall) . -

| | I Tivie Joocusent tase [raper size_Jpage Joate e we 1 |
a 001 TR O 207/21 12:18

H 3 002

| = copies 5
o)

Cloar Details | Erase | Sample Print | Cover/Shest
Selection )| )| »| Insertion »
1 &

LR O 207/2112:19

AddBlock  J

Cancel Combination

Store J

Wy 0020 Copy

Waiting to scan...

= System Monitor

To check the copy settings for the combined document, press [Set. Conf.

(Overall)].

To select all of the batches of originals, press [Select All]l. However, if a batch of

originals is already selected, this key changes to [Clear Selection].

To add another batch, press [Add Block] and repeat the procedure from step 3.

Q Select the batches of originals in the order in which you want to combine them.

U To view the detailed information of a batch of originals, select the batch of

originals — press [Details].

U To erase a batch of originals, select the batch of originals — press [Erase].

U To make a sample print of a selected batch of originals or the combined

document, press [Sample Print].

To make a sample print of a selected batch of originals, press [Sample Set of

Selected Block].

To make a sample print of the combined document, press [Sample Set of

Combined Job].

U To use the Cover/Sheet Insertion mode for the combined document, press

[Cover/Sheet Insertion].

For instructions on using the Cover/Sheet Insertion mode, see "Cover/Sheet

Insertion," on p. 4-11.

Q4 To change the number of copies, enter the desired copy quantity (1 to 9,999)

using ® - @®(numeric keys).

NOTE

» The selected batches are numbered and printed in the specified order.
« You can cancel a selection by selecting the batch of originals again.

« To cancel all batches, press [Clear Selection]. ([Clear Selection] changes to [Select

All (Max 100 doc.)].)

Combining Multiple Batches of Originals with Different Copy Settings
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7 Press [Start Print].

@ If you selected [Copy upon Storing] in the Store In User Inbox mode
for the combined document in step 2:

O Press [Print/Store].
The combined document will be stored in the selected User Inbox at the same
time as printing.
To store the combined document without printing, press [Store and Finish].

@ If you selected the Store In User Inbox mode without setting [Copy
upon Storing] for the combined document in step 2:

QO Press [Store].

&> NOTE

« You can adjust the exposure during printing. However, you cannot adjust the
exposure during printing if the Secure Watermark mode is set for the combined
document.

« To cancel the Job Block Combination mode with other copy modes, press [Cancel
Combination)].

« To return to step 3, press () (Reset).
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Storing Scanned Originals with Copy Settings in a

Usgrf_l'nhox

This mode enables you to store scanned originals in a User Inbox from the Regular
Copy Basic Features screen. The copy settings are stored with the document. You
can also make copies of the scanned originals while storing them in the User Inbox.

(M IMPORTANT

« For information on the modes which cannot be set in combination with this mode, see
"Combination of Functions Chart," on p. 9-2.

» When you press /> (Stop) while copying in the Store In User Inbox mode and if the Store
In User Inbox (Copy upon Storing) mode is not set, the job is not paused, but canceled.

« You cannot store documents in the Memory RX Inbox or a Confidential Fax Inbox. For
instructions on storing documents in the Memory RX Inbox and Confidential Fax Inboxes,
see Chapter 6, "Sending and Receiving Documents Using the Inboxes."

&> NOTE

The Store In User Inbox mode is available for the Copy function only.

1 Place your originals — press [Special Features] — [Store In
User Inbox].

Special Copying and Mail Box Features

2 Select the User Inbox number — press [OK].

[

Select the User Inbox.
Document | Copy upon
Name K |sn!’ryi..g"
& & 00 BOX0O 3%
& 01 BoXO1 I
@ a 02 BOX02 0%
v

03 BOX03 0%

04 BOX04 ]
@& 05 BOXOS ]

06 BOX06 (03

Cancel I ( oK J ]
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@ If you want to name the document:

U Press [Document Name] — enter a name for the document — press [OK].

&> NOTE

If you store a document without giving it a name, the machine automatically
assigns the document a name using the year, month, day, and time the document
was scanned. For example, if a document is stored at 1:35 (PM), 41 seconds, on
January 15, 2006, its name will be <20060115133541>.

@ If you want to make copies of the scanned originals while storing
them in the User Inbox:
U Press [Copy upon Storing].

To store the scanned originals without copying them, deselect [Copy upon
Storing] to clear the check mark.

4-84

Storing Scanned Originals with Copy Settings in a User Inbox



/emory Features

This chapter describes the memory features.

Recalling Previous Copy JObs . . ... ... 5-2
MeEMOrY KEYS . . oo 5-4
Storing Scan/Print/Copy Settings . . ... .. ... 5-4
Naminga Memory Key . . .. ... e 5-6
Recalling Scan/Print/Copy Settings . . . .. ..ot 5-8
Erasing Scan/Print/Copy Settings . . ... ..ot e 5-9
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Rep_rting Previous Copy Jobs

You can recall the three most recent copy jobs and make copies using these
settings.

(™ MPORTANT

« The machine considers any one of the following operations a copy job:

- When copy settings, such as the copy ratio, number of copies, and copy exposure, are
specified and then, the control panel power switch, © (Start), or @ (Reset) is pressed

- If and when the Auto Clear mode activates after copy settings are specified

- If you recall copy settings stored in Mode Memory

Therefore, if you make settings but do not press the control panel power switch,

(Start), or @ (Reset), and the Auto Clear mode does not activate, the settings you have

made are not stored memory for recall by pressing [Recall].

« You cannot recall the Job Block Combination mode.

e The Standard mode is not stored in Recall memory.

« [dentical copy settings are stored only once in Recall memory.

« Even if a remote copy printer is stored in Recall mode, and the main power of this
machine or the remote copy printer is turned OFF and ON again, the stored settings
change to standard Local Print settings. To use the stored remote copy printer, confirm
that the remote copy printer is ON, update the remote copy printer information after the
specified time period you set in Startup Time Settings in Network Settings in System
Settings (from the Additional Functions screen), and set the Recall mode. (See Chapter
3, "Using a TCP/IP Network," in the Network Guide or "Specifying the Remote Copy
Printer Settings," on p. 8-12.)

&> NOTE

» The Recall mode is available for the Copying function only.
» Once stored, the last three copy jobs are kept in memory even if the power is turned OFF.
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1 Place your original — press [Special Features] — [Recall].

Press the OK key to recall the mode.

= Local Copy
100 % Auto 1

Finishing Offset
" collate
Pg/Copy Set

| Page Numbers Only
Numbering Numbering

»

( 1 Before | 2 Before | 3 Before n

=l
=l

Cancel I 0K

oJ

. System Monitor )

3 Verify the settings — press [OK].

&> NOTE

Select [1 Before], [2 Before], or [3 Before].

You can change the recalled copy settings before making copies.

Recalling Previous Copy Jobs
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Meﬂy Keys

You can set any possible combination of scan settings, print settings, or copy
settings, and then store them in a memory key. There are nine memory keys, and
they can be assigned names for increased convenience. This feature is useful for
storing frequently used scan, print, and copy settings.

(M MPORTANT
Even if a remote copy printer is stored in Memory Key mode, and the main power of this
machine or the remote copy printer is turned OFF and ON again, the stored settings
change to standard Local Print settings. To use the stored remote copy printer, confirm
that the remote copy printer is ON, update the remote copy printer information after the
specified time period you set in Startup Time Settings in Network Settings in System
Settings (from the Additional Functions screen), and set the Memory Key mode. (See
Chapter 3, "Using a TCP/IP Network," in the Network Guide or "Specifying the Remote
Copy Printer Settings," on p. 8-12.)

&> NOTE

The scan, print, and copy settings stored in memory are not erased, even if the power is
turned OFF.

Storing Scan/Print/Copy Settings

@ wPORTANT
You cannot store the Job Block Combination mode in Mode Memory.

Copying

1 Specify the copy settings on the Copy Basic Features screen
and/or Special Features screen.

2 Press [Special Features] — [Mode Memory].
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3 Select a key ([M1] to [M9]) for storing the settings — press
[Register].

Select the memory key for mode recall.

&> NOTE

» Keys that already have settings stored in them are displayed with a colored triangle
() in the lower right corner of the key.

« If you select a key that already has settings stored in it, the settings are displayed. n
@ If you select a key without settings:

U A screen appears, asking for your confirmation to store the settings. Press
[Yes].

Memory Features

@ If you select a key that already has settings stored in it:

U A screen appears, asking for your confirmation to overwrite the previous
settings. Press [Yes].

4 Press [Cancel].

&> NOTE

You can assign a name to the memory key by pressing [Register Name].

Mail Box (Scan)

1 Specify the scan settings on the Scan screen and/or Special
Features screen.

2 Press [Special Features] — [Mode Memory].

3 Store the scan settings in accordance with steps 3 and 4 of
"Copying," on p. 5-5.
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Mail Box (Print)

1

Specify the print settings on the Change Print Settings screen
and/or Special Features screen.

Press [Special Features] = [Mode Memory].

Store the print settings in accordance with steps 3 and 4 of
"Copying," on p. 5-5.

Naming a Memory Key

Copying

1

2

Press [Special Features] — [Mode Memory].

Select a key ([M1] to [M9]) to name — press [Register Name].

Ii Press the OK key to recall the mode. I
n Local Copy. |
100 % Auto 1 ek

Finishing | Offset +
Collate

d
- Erase
M1 M2 M3 |
4 7 7 2

M4 M5 M6 Register
’ z z Moo

M7 M8 M9 . 1
a 7 z »I |
J

Cancel I 0K

— System Monitor |

NOTE

« Keys that already have settings stored in them are displayed with a colored triangle
() in the lower right corner of the key.

« If you select a key that already has settings stored in it, the settings are displayed.
« You can also name keys with no settings stored in them.
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3 Enter a name — press [OK].

&> NOTE

If you press [OK] without entering any characters, the key name reverts to its
current name (default M1 to M9).

4 Press [Cancel].

Mail Box (Scan)

1 Select the desired User Inbox nhumber — press [Scan] —
[Special Features] — [Mode Memory].

2 Name a memory key in accordance with steps 2 to 4 of
"Copying," on p. 5-6.

Mail Box (Print)

1 Select the desired User Inbox number and a document —

press [Print] = [Change Pr. Settings] — [Special Features] —

[Mode Memory].

2 Name a memory key in accordance with steps 2 to 4 of
“Copying," on p. 5-6.

Memory Keys
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Recalling Scan/Print/Copy Settings
Copying
1 Press [Special Features] — [Mode Memory].

2 Select the key containing the copy settings that you want to

recall.

Iﬂi Press the OK key to recall the mode. I
o

| page Local Copy Register

| 100 % Auto 1 A

|

| Finishing N Offset + P vl

| Collate

| — Erase

] M2 M3

=

| (== _
| M4 M5 M6 Register

| / 7/ 7 Name

| M7 M8 M9

: Cancel I 0K J

I System Monitor )|

3 Verify the settings — press [OK].

If you select a key that does not have settings stored in it, [OK] is grayed out and
you cannot press it. You can select another key that has copy settings stored in it,
or press [Cancel].

&> NOTE

« Recalling settings from memory cancels the current settings.
« You can make changes to the recalled settings.
« If you press another key, the settings stored in that key are recalled.

Mail Box (Scan)

1 Select the desired User Inbox number — place your originals
— press [Scan] — [Special Features] — [Mode Memory].

2 Recall the scan settings in accordance with steps 2 and 3 of
“Copying," on p. 5-8.
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Mail Box (Print)

1 Select the desired User Inbox number and a document —
press [Print] = [Change Pr. Settings] — [Special Features] —
[Mode Memory].

2 Recall the scan settings in accordance with steps 2 and 3 of
"Copying," on p. 5-8.

Erasing Scan/Print/Copy Settings
Copying
1 Press [Special Features] — [Mode Memory].

2 Select the key containing the copy settings that you want to
erase — press [Erase].

Press the OK key to recall the mode.

page Local Copy ey
100 % Auto 1
Finishing Offset +
*| Collate

page M2 M3

4 2 ,
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. , 4
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£z
EF
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z i 7

Cancel I

°
£

.

— System Monitor )

(M wPORTANT
Make sure to check the settings first before erasing them.

&> NOTE

« Keys that already have settings stored in them are displayed with a colored triangle
() in the lower right corner of the key.

o If you select a key that already has settings stored in it, the settings are displayed.

Memory Keys 5-9
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Memory Features H

3 Press [Yes].

&> NOTE

Key names are not erased. For instructions on changing a key name, see "Naming
a Memory Key," on p. 5-6.

4 Press [Cancel].

Mail Box (Scan)

1 Select the desired User Inbox number — press [Scan] —
[Special Features] — [Mode Memory].

2 Erase the scan settings in accordance with steps 2 to 4 of
"Copying," on p. 5-9.

Mail Box (Print)

1 Select the desired User Inbox number and a document —
press [Print] — [Change Pr. Settings] — [Special Features] —
[Mode Memory].

2 Erase the scan settings in accordance with steps 2 to 4 of
“Copying," on p. 5-9.
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ocuments Using the Inboxes

This chapter describes how to save documents received by fax and/or I-fax in the Memory RX
Inbox and Confidential Fax Inboxes.

Memory RX INDOX. . . ..o e 6-2
Memory RX INDOX. . .. ..o 6-2
Divided Data RX INbOX . . . . ... o 6-6

Confidential Fax Inboxes. . . . ... .. 6-9
Receiving Confidential Documents. . . ... ... .. i 6-10
Printing a Document in the Confidential Fax Inbox. .. .......... ... ... . . .. 6-11

Sending @a DOCUMENt . . . .. ..o e 6-12
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Sending and Receiving Documents Using the Inboxes H

Memory RX Inbox

You can select either the Memory RX Inbox or Divided Data RX Inbox from the
Memory RX Inbox screen.

Memory RX Inhox

The Memory RX (Receive) Inbox is an inbox for receiving and storing documents
received by Fax and I-Fax. Documents received in the Memory RX Inbox are stored
without being printed. You can print or send the stored documents later, or
whenever necessary.

Memory RX Inbox

Memory Lock

|I-Fax Reception Fax Reception
< o 04

=P
~[1]

.
T *‘—@r

2,

Print documents Send documents

received by Fax/I-Fax received by Fax/I-Fax

whenever necessary. whenever necessary.
\. J \\ J
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(M wPORTANT

« You can use the Memory RX Inbox function for receiving and storing I-fax documents
only if the optional Universal Send Kit is activated.

« You can use the Memory RX Inbox function for receiving and storing fax documents only
if the optional Super G3 FAX Board or Super G3 Multi-Line Fax Board is installed.

« If you want to use Memory Lock, you must first set Use Fax Memory Lock and Use I|-Fax
Memory Lock to 'On' in Memory RX Inbox Settings. To access the Memory RX Inbox
Settings screen, press ® (Additional Functions) = [System Settings] —
[Communications Settings]. (See Chapter 11, "System Manager Settings," in the
Sending and Facsimile Guide.)

Receiving Documents through Fax or I-Fax

1 Set Memory Lock to 'On' from the Additional Functions
screen.

&> NOTE

« For instructions on setting the I-Fax Memory Lock and Fax Memory Lock modes,
see Chapter 11, "System Manager Settings," in the Sending and Facsimile Guide.

« The following messages are displayed while Memory Lock is being set to 'On'":
- <I-Fax Memory RXis on.>:I-Fax documents will be received in memory
- <Fax Memory RX is on.>:Fax documents will be received in memory

2 The machine is now ready to receive documents in memory.

&> NOTE

The message <Check the Memory RX doc.> is displayed when a document is
received in the Memory RX Inbox:

Settings for Receiving Documents in Memory

You can use the Memory Lock mode outside of the preset Memory Lock start and
end times.

(M wPORTANT
If you want to use Memory Lock, you must first set Use Fax Memory Lock and Use I-Fax
Memory Lock to 'On' in Memory RX Inbox Settings. To access the Memory RX Inbox
Settings screen, press @ (Additional Functions) = [System Settings] —
[Communications Settings]. (See Chapter 11, "System Manager Settings," in the
Sending and Facsimile Guide.)

Memory RX Inbox 6-3
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Sending and Receiving Documents Using the Inboxes H

Press [Memory RX Inbox] on the Inbox Selection screen —
press [Memory RX Inbox].

Select [On] or [Off] for I-Fax Memory Lock and/or Fax Memory
Lock.

I {5 Memory R Inbox Total 0 “

= J R

o | ot |[lor2:0 o o | ot |Jowwn |
= o » Done J

Details of each item are shown below.

[On]: Documents are received and stored in the Memory RX Inbox.

[Off]:  Documents are received and printed.

NOTE

« If Memory Lock start and end times have been set, the time at which Memory Lock
will automatically switch 'Off' is displayed when you set Fax/I-Fax Memory Lock to
'‘On', and the time at which Memory Lock will automatically switch 'On' is displayed
when you set Memory Lock to 'Off'.

« If I-Fax Memory Lock is set to 'Off', documents received through the I-Fax function
are printed and erased from the Memory RX Inbox.

« If Fax Memory Lock is set to 'Off', documents received through the Fax function are
printed and erased from the Memory RX Inbox.

Press [Done] repeatedly until the Inbox Selection screen
appears.
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Printing a Document in the Memory RX inbox

(M MPORTANT

« You can use the Memory RX Inbox for storing I-fax or fax documents only if the optional

Universal Send Kit is activated or the optional Super G3 FAX Board or Super G3

Multi-Line FAX Board is installed.

« You can print documents stored in the Memory RX Inbox only with the settings that were
used when the documents were received.

¢ A document stored in the Memory RX Inbox is automatically deleted after it is printed.

&> NOTE

« You can print only one document at a time. You cannot print multiple documents stored in
the Memory RX Inbox simultaneously.
o If Fax Memory Lock and I-Fax Memory Lock are set to 'Off', documents transmitted to the
Memory RX Inbox are printed as they are received. (See "Memory RX Inbox," on p. 6-2.)

1 Press [Memory RX Inbox] on the Inbox Selection screen —

press [Memory RX Inbox].

2 Select the document that you want to print — press [Print].

I 42 Memory RX Inbox

€55 128XXXXXXX 5012 17 07/03 17:24 a

@ nancylexanple. con 5013 1 07/03 17:25

Total 2 ﬂ

Clear Details Erase
Selection >

= |-Fax Memory Lock = Fax Memory Lock

o | °"J[01z:oamf | _on | o I[o1z:ooori ]

Done J I

@ Fax Memory RX is on

3 Press [Start Print].

— System Monitor

Memory RX Inbox
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Divided Data RX Inhox

When the machine receives a large |-fax document which has been divided into
several parts before being sent, the Divided Data RX Inbox stores the divided data,
and automatically combines it into a single I-fax document. After the document has
been combined, it is printed, forwarded, or stored in memory in the same way as
when a regular I-fax document is received.

N
= RN

Stored in Memory.
Print or forward
whenever

| necessary.

You can check,
erase, and print the
received divided

data.

(M wPORTANT

You can save |-fax documents in divided data form in the Divided Data RX Inbox only if
the Universal Send Kit is activated.

Sending and Receiving Documents Using the Inboxes H
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Confirming Documents in the Divided Data RX Inbox

You can check the status of divided data, and the remaining capacity of the Divided
Data RX Inbox.

1 Press [Memory RX Inbox] on the Inbox Selection screen —
press [Divided Data RX Inbox].

2 Select the document you want to confirm — press [Divide Data

List].
IQ Divided Data RX Inbox Total 1 ﬂ
[D nnnnn t1 john@example. com 8/ 16 08/02 |7:25] p
m
Divided Data Erase o | Print When
List )| Erased
Done. JI

3 Select the divided data you want to confirm — press [Details].

Memory RX Inbox 6-7

Sending and Receiving Documents Using the Inboxes =
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Erasing Divided Data

You can print and erase the divided data while the machine is receiving the divided
data.

1 Press [Memory RX Inbox] on the Inbox Selection screen —
press [Divided Data RX Inbox].

2 Select the data to erase — press [Erase].

I {C] Divided Data RX Inbox Total 1 “

ﬂﬂncumlnﬂ Jjohn@exanple. con 8/ 16 08/02 17:25)

11

Divided Data Erase o | Print When
List )| Erased
Done J
System Monitor |

To erase the document without printing it, deselect [Print When Erased].

If you force the machine to print the document which is being erased, only the
data which has already been received is combined to form the document. Data
which can be combined to form complete pages is printed, and any remaining
data is erased without being printed.

(M mMPORTANT
« If you delete the divided data, it cannot be combined to form a document even if the
remaining divided data is received later.
« As the divided data is not valid image data, it will not be printed correctly.
« If the divided data is erased while the forwarding settings or the Memory Lock
mode is being set to the divided data, any process for the forced printed image will
not be performed.

6-8
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Coﬂ' ential Fax Inboxes

If a document received by Fax/I-Fax, matches the specified forwarding conditions, it
is stored in a Confidential Fax Inbox without being printed. This feature is useful for
receiving confidential documents. You can print the documents stored in
Confidential Fax Inboxes whenever necessary.

\,

Print received Fax/I-Fax
documents whenever
necessary.

Confidential Fax Inboxes
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(M wPORTANT

« You can use the Confidential Fax Inbox function for receiving and storing I-fax documents
only if the optional Universal Send Kit is activated.

« You can use the Confidential Fax Inbox function for receiving and storing fax documents
only if the optional Super G3 FAX Board or Super G3 Multi-Line Fax Board is installed.

« In order to use a Confidential Fax Inbox, it is necessary to first register the Confidential
Fax Inbox as a forwarding destination in Forwarding Settings in System Settings (from
the Additional Functions screen). (See Chapter 11, "System Manager Settings," in the
Sending and Facsimile Guide.)

o It is necessary to inform the other party of the forwarding conditions beforehand.

Receiving Confidential Documents

1 Register a Confidential Fax Inbox as a forwarding destination.

&> NOTE

For instructions on specifying forwarding settings for documents received by Fax/
I-Fax, see Chapter 11, "System Manager Settings," in the Sending and Facsimile
Guide.

2 The machine is now ready to receive documents in the
specified Confidential Fax Inbox.

&> NOTE

The message below is displayed when a document is received in a Confidential
Fax Inbox:

- <Check received documents in Confidential Fax Inbox.>
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Printing a Document in the Confidential Fax Inbox

(M mMPORTANT

« Confidential Fax Inboxes are available only if the optional Universal Send Kit is activated,
or if the optional Super G3 FAX Board or Super G3 Multi-Line FAX Board is installed.

« You can print documents stored in Confidential Fax Inboxes only with the settings used
when the documents were received.

&> NOTE

You can print only one document at a time. You cannot print multiple documents stored in
Confidential Fax Inboxes simultaneously.

1 Press [Conf. Fax Inbox] on the Inbox Selection screen — press
the desired Confidential Fax Inbox number.

2 Select the document that you want to print — press [Print].

I@ Confidential Fax Inboxes/ <) 00 : BOX0O Total 2 ﬂ
e Tlesiigr Lot Teoge (gt plpe | |
6{3} 12300000 5001 17 08/07 17:25 -
@y silviatexanple. con s02 17 os/o7 1m0 |
Details I Erase I
>
7 Print I
| L Done JI

— System Monitor )

3 Press [Start Print].

&> NOTE

If you want to automatically delete the selected document after it is prints, press
[Erase Doc. After Printing].

Confidential Fax Inboxes 6-11
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Sending a Document

You can send documents stored in User Inboxes or the Memory RX (Receive)
Inbox to a desired destination.

(™ MPORTANT
« You can send documents only if the optional Universal Send Kit is activated.

« The Fax function is available only if the optional Super G3 FAX Board or Super G3
Multi-Line Fax Board is installed.

» Documents with a resolution other than 600 x 600 dpi cannot be sent if there is a fax
address included in the destination.

&> NOTE

You cannot send documents stored in a Confidential Fax Inbox.

1 Select the desired User Inbox number — select the document
that you want to send — press [Send].

I @ User Inboxes / €300 BOX0O Total 8

[7] Ig 2000710185150 LR O 1 10/07 18:51
() 2006071185200 R O 11007 18:82 |
[) 2060711202816 TR O  4m0720:28 |

i

Details Erase 7 Print List
ele:ﬂnn »

= Print | ~1Scan ’I ~send ’“ Edit Menu n

Dupll:a!e >| Done J"
— System Monitor

To select all of the documents (up to 100 documents from the top) in the User
Inbox, press [Select All (Max 100 doc.)]. If a document is already selected, this
key appears as [Clear Selection] instead.

To select all of the documents (up to 32 documents from the top) in the selected
Memory RX Inbox, press [Select All (Max 32 doc.)]. If a document is already
selected, this key changes to [Clear Selection].

&> NOTE

« A maximum of 32 documents stored in the same inbox can be selected and sent at
the same time.

« A maximum of 999 pages can be sent simultaneously.
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Specify the desired send settings — press [Start Send].

See the Sending and Facsimile Guide for instructions on the following:
« Specifying a destination

« Selecting the file format

« Specifying the Send settings

NOTE

o If Restrict New Address is set to 'On' in the System Manager Settings (from the
Additional Functions screen), you cannot enter a destination in [New Address]. You
have to select a stored destination by pressing [Address Book], [Network
Add.Book], or [One-touch Buttons].

« If you want to automatically delete the selected document after it is sent, press
[Delete After Sending].

« While the document is being sent, you cannot print or store it in another inbox.

« If the selected destination is a group address that includes an inbox, the document
you are sending will not be sent to (and stored in) that inbox.

Press [Done].

Sending a Document 6-13
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Using the Express Copy Basic
Features Screen

This chapter describes the Express Copy Basic Features screen.

Switching to the Express Copy Basic Features Screen ... .......... ... ... ....... 7-3
Various Features of the Express Copy Basic Features Screen . ................... 7-4
Operating the Express Copy Basic Features Screen . .. ......................... 7-7
Making a Copy With the Express Copy Basic Features Screen. .. ................. 7-9
Adjusting Copy EXPOSUIE . . . . oottt e 7-9
Selecting Image Quality . . . ... ... 7-10
Specifying the Copy Ratio by Percentage (Zoom by Percentage) . ...................... 7-11
Enlarging/Reducing Originals to a Standard Size (Preset Zoom) ....................... 7-12
Automatically Setting the Copy Ratio Based on the Original and Copy Paper Sizes (Auto
74 o Yo ) o ) 1 7-13
Slightly Reducing Images to Prevent the Original Periphery from Being Trimmed (Entire
1T Vo = 7-14

Calculating the Copy Ratio Based on the Original and Copy Paper Sizes (Zoom Program) .. .7-14
Enlarging/Reducing Originals with Copy Ratios Set Independently for the X and Y Axes (XY

ZOOMY) . e e et et e e e e e e e e e 7-16
Selecting the Copy Paper Size (Paper Select) . . .. ... i 7-17
Making Two-Sided Copies from One-Sided Originals (1to2-Sided) .. ................... 7-19
Making Two-Sided Copies from Two-Sided Originals (2to 2-Sided) . .................... 7-20
Making One-Sided Copies from Two-Sided Originals (2to 1-Sided) . .. .................. 7-21
Making Two-Sided Copies from Facing Pages in a Book (Book to 2-Sided) ............... 7-22
Collating Copies into Sets in Page Order (Collate) . ........... ..., 7-23
Collating Copies into Groups of the Same Page (Group). . . ... .. oo 7-25
Collating Pages and Stapling (Staple) . ... ... .o 7-27
Setting Standard Keys . . . .. ... 7-29
Interrupting the Current Job to Make Priority Copies (InterruptMode) ................... 7-31
SaAMPIE St . . .o 7-31
Recalling a Previous Copy Setting (Recall) . ......... ... i 7-33
Registering Frequently Used Copy Settings in Memory (Mode Memory) . ................ 7-34
Scan Originals Settings . .. ... .o 7-38

Copying Facing Pages in a Book on Two Separate Sheets of Paper (2-Page Separation) . . . .7-39
Copying Separately-Set Originals (Job Build) .. ......... .. ... . i 7-40
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7. Using the Express Copy Basic Features Screen

Feeding Different-Sized Originals Together in the Feeder (Different Size Originals) ........ 7-41
Book/Page Edit/Shift Settings. . .. ... 7-42
Adding Front and Back Covers, Sheet Insertions, and Chapter Pages to Copy Sets (Front
Cover/Back Cover) (Paper Insertion) .. ........ .. 7-44
Making Copies for Use as a Booklet (Booklet) . .. ......... .. .. .. .. . ... 7-46
Page and Copy Set Numbering (Page Numbering) (Copy Set Numbering) . .............. 7-48
Printing a Watermark and Date (Watermark/PrintDate). .. ......... ... ... ... .. .. .... 7-50
Making Copies with the Original Image Shifted (Shift) .. .......... .. ... ... ... .. .. ... 7-52
Making Copies with Margins (Margin). . .. ... it e 7-54
Process/Layout Settings . . . .. ..ot 7-55
Reducing Two, Four, or Eight Originals to Fit on a Single Copy Sheet (Image Combination). . 7-57
Composing Images (Form Composition) .. ..........u. ittt 7-58
Embedding Hidden Text in the Background . ........... .. ... .. ... .. i, 7-59
Making Copies by the Original Image Repeated (Image Repeat). . ..................... 7-60
Erasing Shadows and Frame Lines from Copies (Frame Erase) ....................... 7-61
Making Copies with Sheets of Paper Interleaved between Transparencies (Transparency
INterleaving) . ... ... 7-64
Inverting Original Images (Nega/Posi) ... ...... ...t 7-65
Making Copies with the Original Image Reversed (Mirror Image). .. .................... 7-66
Image Adjustment Settings. . . .. ... .. 7-67
Making Sharp Contrast Copies (Sharpness) .. ........ ..o 7-68
Making Copies with Job Done Notice (Others). . ......... ... .. ... ... oot.. 7-69
Combining Multiple Batches of Originals with Different Copy Settings (Job Block
CombiNation). . . ..o 7-70
Storing Scanned Originals with Copy Settings in a User Inbox (Store In User Inbox) . .. . ... 7-73
E-mail Notification at the End of a Copy Job (Job Done Notice). .. ..................... 7-74
Selecting an Output Device (Select Output Device) . .. ... 7-75
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Switching to the Express Copy Basic Features

Scrﬂ

You can switch the Regular Copy Basic Features screen to the Express Copy Basic

Features screen. Press [Express Copy] to switch to the Express Copy Basic
Features screen. To return to the Regular Copy Basic Features screen, press

[Copy].

7 . -
| Copy [l Exmsstnwyx—.‘..'I Send ﬁl Mail Box O-
eaty to copy- 1

. System Monitor )

Express Copy Basic Features screen

& NOTE

« By default, only the [Copy] function key is displayed on top of the Basic Features screen.

You can set to display the [Express Copy] function key from the Additional Functions
screen.

« After changing the copy settings, even if you switch to the Express Copy Basic Features
screen from the Regular Copy Basic Features screen, or vice versa, the copy settings will

be retained.

« If you press (© (Reset) on the Express Copy Basic Features screen, the display returns
to the Express Copy Basic Features screen (Standard mode). If you press @) (Reset) on
the Regular Copy Basic Features screen, the display returns to the Regular Copy Basic

Features screen (Standard mode).

« You can set to display only the [Copy] function key, only [Express Copy] function key, or
both [Copy] and [Express Copy] function keys. (See Chapter 4 "Customizing Settings," in

the Reference Guide.)

Switching to the Express Copy Basic Features Screen
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Various Features of the Express Copy Basic Features

Scrﬂ

The following is an explanation of the keys displayed on the Express Copy Basic
Features screen. For detailed explanations of the functions of these keys, see the
related chapters in this manual.

&> NOTE

The Special Features modes displayed on the Express Copy Basic Features screen are
displayed on the Regular Copy Basic Features screen by pressing [Special Features].

This screen enables you to set basic copying modes. You can adjust the exposure,
set basic copying modes such as the Collate mode, and Special Features modes
such as Mode Memory and the Recall modes.

2 @ QP 5 @
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1 Adjusting Exposure, Automatic Adjustment of Exposure
You can adjust the copy exposure. (See "Adjusting Copy Exposure," on p. 7-9.)

®@ Image Quality
You can adjust image quality to the level best suited for the quality of text or
photo originals. (See "Selecting Image Quality," on p. 7-10.)
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Copy Ratio

You can set the machine to select the copy ratio automatically, or you can
manually specify the copy ratio for a copy job. (See "Specifying the Copy Ratio
by Percentage (Zoom by Percentage)," on p. 7-11. "Enlarging/Reducing
Originals to a Standard Size (Preset Zoom)," on p. 7-12, "Automatically Setting
the Copy Ratio Based on the Original and Copy Paper Sizes (Auto Zoom)," on
p. 7-13, "Slightly Reducing Images to Prevent the Original Periphery from
Being Trimmed (Entire Image)," on p. 7-14, "Calculating the Copy Ratio Based
on the Original and Copy Paper Sizes (Zoom Program)," on p. 7-14, "Enlarging/
Reducing Originals with Copy Ratios Set Independently for the X and Y Axes
(XY Zoom)," on p. 7-16.)

Paper Select
You can set the machine to select the paper size. (See "Selecting the Copy
Paper Size (Paper Select)," on p. 7-17.)

2-Sided

This mode enables you to make two-sided copies from one-sided originals or
one-sided copies from two-sided originals. (See "Making Two-Sided Copies
from One-Sided Originals (1 to 2-Sided)," on p. 7-19, "Making Two-Sided
Copies from Two-Sided Originals (2 to 2-Sided)," on p. 7-20, "Making
One-Sided Copies from Two-Sided Originals (2 to 1-Sided),"on p. 7-21,
"Making Two-Sided Copies from Facing Pages in a Book (Book to 2-Sided)," on
p. 7-22.)

Finishing

The Finishing mode can be selected to collate copies in various ways, either by
pages or copy sets. (See "Collating Copies into Sets in Page Order (Collate),"
on p. 7-23. "Collating Copies into Groups of the Same Page (Group)," on p.
7-25, "Collating Pages and Stapling (Staple)," on p. 7-27.)

Standard Key Settings

You can register copy modes that you have specified as Standard Keys. This
key is a shortcut key to Standard Key Settings for Express Copy Screen in
Copy Settings from the Additional Functions screen. (See "Setting the
Standard Keys for the Regular Copy Basic Features Screen," on p. 8-6.)

Interrupt Mode

The Interrupt mode enables you to interrupt a reserved or current job long
enough to make higher priority copies. (See "Interrupting the Current Job to
Make Priority Copies (Interrupt Mode)," on p. 7-31.)

Using the Express Copy Basic Features Screen H

Sample Set
This mode enables you to check the copy result before making multiple copies.
(See "Sample Set," on p. 7-31.)
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Others

You can set copy modes other than Scan Originals, Book/Page Edit/Shift,
Process/Layout, Image Adjustment. (See "Making Copies with Job Done
Notice (Others)," on p. 7-69.)

Image Adjustment
You can make copies of original images with a sharper or softer contrast. (See
"Making Sharp Contrast Copies (Sharpness)," on p. 7-68.)

Process/Layout
You can process original images and change the layout of the originals. (See
"Process/Layout Settings," on p. 7-55.)

Book/Page/Edit/Shift
You can make booklets, add page numbers, and set finishing modes for
scanned images. (See "Book/Page Edit/Shift Settings," on p. 7-42.)

Scan Originals
You can make various settings for the scanning of bound originals and
different-sized originals. (See "Scan Originals Settings," on p. 7-38.)

Recall

This function enables you to recall the three most recently performed copy
settings, and make copies using those settings. (See "Recalling a Previous
Copy Setting (Recall)," on p. 7-33.)

Mode Memory

You can store any possible combination of Copy functions. A memory key can
be named and can hold up to nine settings. (See "Registering Frequently Used
Copy Settings in Memory (Mode Memory)," on p. 7-34. "Registering a Memory
Key Name," on p. 7-35, "Recalling a Copy Mode," on p. 7-36, "Erasing a Copy
Mode," on p. 7-36.)
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ing the Express Copy Basic Features Screen

This section describes cautions to take when making a copy using the Express
Copy Basic Features screen.

B Pop-up displays on the Express Copy Basic Features screen
Pop-up displays appear on the Express Copy Basic Features screen when you press
certain keys. Press [=1] or any point outside the pop-up display to close the pop-up
displays.

Example: The pop-up display which appears when [Enlarge] is pressed.
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— System Monitor

B Grayed Out Keys
Keys which are grayed out cannot be set. [Option] is only available when there are
optional settings for a copy mode you have selected. Keys for modes which cannot be
used in combination with a selected copy mode are also grayed out.

Example: When [Option] becomes available after you press [1»2-Sided].
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B Combinations of Copy Modes
Some copy modes can be used in combination with other copy modes. Depending on the
copy modes you have selected, some copy modes which are not selected may be
displayed with a [[8]. You cannot select these copy modes in combination with the
currently selected copy modes.

Example: The display of the Different Size Originals key when the 2-Page Separation
mode is set

lcnpy "'fﬁr Exrss opy . l‘" Send ﬂ Mail Box 9

@ This mode cannot be used because the following modes are set.
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Making a Copy With the Express Copy Basic

Fegt_m'es Screen

This section explains the basic procedure for making a copy with the Express Copy
Basic Features screen.

(M IMPORTANT
For information on the modes which cannot be set in combination with these modes, see
"Combination of Functions Chart," on p. 9-2.

Adjusting Copy Exposure

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Exposure Adjustment during Copying/Printing," on p. 3-7.

1 Press [(]], [D] or [Auto Density] to adjust the copy exposure.

Iﬁnvy Fal | Exprm:nm-?ﬁﬂ Send ﬂ Mail Box 8
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:— Adjusting Exposure

Press [(] and [D ] to move the indicator to the left to make the exposure lighter,
or to the right to make the exposure darker.

Making a Copy With the Express Copy Basic Features Screen 7-9

Using the Express Copy Basic Features Screen H



Using the Express Copy Basic Features Screen H

Selecting Image Quality

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Exposure and Original Type Settings," on p. 3-2.

(™M MPORTANT
If you make copies of an original containing halftones, such as a printed photograph,
moiré or screen clash may occur. If this happens, you can soften this moiré effect by
using the Sharpness mode. (See "Making Sharp Contrast Copies (Sharpness)," on p.
7-68.)

1 Select the image quality ([Text], [Text/Photo], or [Photo]).
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Photo Mode

If Photo Mode in Copy Settings (from the Additional Functions screen) is set to
'On’', you can select [Printed Image]. (See "Setting the Photo Mode for the
Copying Function," on p. 8-10.)
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Specifying the Copy Ratio by Percentage (Zoom by
Percentage)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Zoom by Percentage," on p. 3-11.

1 Set the copy ratio by pressing [-] or [+].

To return the copy ratio to 100%, press [Direct].

You can also use the numeric keys on the pop-up display to enter values.

System Monitor
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Enlarging/Reducing Originals to a Standard Size (Preset
Zoom)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Preset Zoom," on p. 3-9.

(@ wPORTANT
« Place your originals horizontally in the following cases:
- If you are enlarging LTR originals to 11" x 17"

- If you are enlarging STMT originals to 11" x 17" (when the original is placed on the
platen glass)

o If you are reducing 11" x 17" originals to LTR with Auto Orientation in Copy Settings (from
the Additional Functions screen) set to 'Off', place LTRR size paper in a paper drawer, or
stack bypass.

1 To reduce, select a preset reduction ratio. To enlarge, select a
preset enlargement ratio.

— System Monitor

2 Select the copy ratio.
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Automatically Setting the Copy Ratio Based on the
Original and Copy Paper Sizes (Auto Zoom)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Auto Zoom," on p. 3-13.

(™ wPORTANT

« You cannot copy highly transparent originals, such as transparencies, in the Auto Zoom
mode. Use the Preset Zoom or Zoom by Percentage modes.

« To use the Auto Zoom mode, your originals must conform to a standard paper size: 11" x
17", LGL, LTR, LTRR, STMT, or STMTR. (You can place STMT and STMTR originals
only on the platen glass.)

1 Press [Auto].

Mail Box 0y

(™ MPORTANT
If you set [Auto], you have to select a paper size manually. If you do not select a
paper size, the copy ratio is automatically set to match the size of paper loaded in
paper drawer 1.

Making a Copy With the Express Copy Basic Features Screen 7-13

Using the Express Copy Basic Features Screen H



Using the Express Copy Basic Features Screen H

Slightly Reducing Images to Prevent the Original
Periphery from Being Trimmed (Entire Image)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Entire Image," on p. 3-15.

1 Press [Entire Image].

Calculating the Copy Ratio Based on the Original and Copy
Paper Sizes (Zoom Program)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Making Copies (Scanning) with the Same XY Copy/Zoom Ratio (Zoom)," on p.
3-18.

& NOTE

For instructions on entering values in inches, see Chapter 2, "Basic Operations," in the
Reference Guide.
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1 Press [Other Ratio Settings] — [Zoom Program].
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2 Press [Zoom] or [XY Zoom)].

® Making Copies with the Same XY Copy Ratio (Zoom):
QO Press [Original Size] = enter the original size = press [Copy Size] = enter the
copy size.

If the zoom ratio is less than 25%, a message appears telling you that the ratio
will be adjusted to 25%. If it is more than 400%, a message appears telling
you that the ratio will be adjusted to 400%.

® Making Copies with Different XY Copy Ratios (XY Zoom):
U Press [X] (horizontal direction) and [Y] (vertical direction) for both the original
size and the copy size — enter each value for X and Y.

If the zoom ratio is less than 25%, a message appears telling you that the ratio
will be adjusted to 25%. If it is more than 400%, a message appears telling
you that the ratio will be adjusted to 400%.

3 Press [Donel].
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Enlarging/Reducing Originals with Copy Ratios Set
Independently for the X and Y Axes (XY Zoom)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Setting the X and Y Axes Independently," on p. 3-21.

(@ wPORTANT

« You cannot enlarge/reduce highly transparent originals, such as transparencies, in the
Auto XY Zoom mode. To make such copies, specify the copy ratio.

« If you set the Auto XY Zoom mode, select the paper size using the Manual Paper
Selection mode. If you do not select a paper size, Paper Drawer 1 is automatically
selected and the copy ratio is set to match the size of the paper loaded in that drawer.

« If you set the copy ratio in the Auto XY Zoom mode, Auto Orientation is not performed.

1 Press [Other Ratio Settings] — [XY Zoom].
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2 Press [X] (horizontal axis) or [Y] (vertical axis) — enter a value.

Press [Auto XY Zoom] to set the copy ratios automatically.

@ mPORTANT

If you set [Auto XY Zoom], you have to select a paper size manually. If you do not
select a paper size, the copy ratio is automatically set to match the paper size
loaded in paper drawer 1.

3 Press [Done].
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Selecting the Copy Paper Size (Paper Select)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Paper Selection," on p. 1-19.

(M IMPORTANT
When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

1 Select the paper source.
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The paper sizes/types are indicated by icons on the touch panel display, in the
order in which they are loaded in the paper drawers (Manual Paper Selection).

Press [Auto] to set the machine to automatically select the copy paper size.

To select the stack bypass for the current job, or to reserve the stack bypass for a
reserved job, select [Stack Bypass Settings].

(M iMPORTANT

« The following types of originals cannot be copied by using Automatic Paper
Selection. Copy these using Manual Paper Selection:

- Nonstandard sized originals
- Highly transparent originals, such as transparencies
- Originals with an extremely dark background

- STMT, STMTR or smaller originals (however, STMT originals can be detected
when placed in the feeder)
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@ If you select stack bypass settings:
QO Press [All].
Q Press [Stack Bypass Settings].

U Select the paper size = press [Next].

(M wPORTANT

« If you select a nonstandard size paper, the Auto Zoom, Entire Image, Auto XY
Zoom, Finishing, 1»2-Sided, 2» 2-Sided, Book» 2-Sided, 2-Page Separation, Front
Cover/Back Cover, Paper Insertion, Image Combination, Booklet, Transparency
Interleaving, Shift, Image Repeat, Form Composition, Pg/Copy Set Numbering,
Secure Watermark, Job Block Combination, or Store In User Inbox mode cannot
be specified.

« If the envelope type is not set correctly, a paper jam will occur.

« Do not use envelopes that have glue attached to their flaps, as the glue may melt
due to the heat and pressure of the fixing unit.

« If you select [Envelope], the Finishing, 1»2-Sided, 2»2-Sided, Book» 2-Sided,
2-Page Separation, Front Cover, Back Cover, Paper Insertion, Booklet,
Transparency Interleaving, Image Combination, Form Composition, or Job Block
Combination mode cannot be specified.

&> NOTE

» When placing paper other than a standard size, press [Free Size].
« To copy on envelopes, press [Envelope] — select the envelope type — press [OK].
¢ To select an A or B series paper size, press [A/B-size].

QO Select the desired paper type = press [OK].

&> NOTE

« [Transparency] can be selected only if [LTR] is selected as the paper size.

« [Register/Set] is a shortcut key to Register Paper Type in Common Settings (from
the Additional Functions screen), Paper Select Key Size for Express Copy Screen
in Copy Settings (from the Additional Functions screen), and Stack Bypass
Standard Settings in Common Settings (from the Additional Functions screen).
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Making Two-Sided Copies from One-Sided Originals (1 to
2-Sided)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "1 to 2-Sided," on p. 3-39.

(™ wPORTANT
« You may not be able to make two-sided copies on some types of paper, depending on the
paper.
« Make sure to place originals with a horizontal (landscape) orientation, such as LTRR and
STMTR, horizontally. If these originals are placed vertically, the back side of the original
is copied upside down.

1 Press [1p 2-Sided] — [Option].

" System Monitor )

1»2-Sided

2 Select the type of two-sided orientation.

Making a Copy With the Express Copy Basic Features Screen 7-19

Using the Express Copy Basic Features Screen H



Using the Express Copy Basic Features Screen H

Making Two-Sided Copies from Two-Sided Originals (2 to
2-Sided)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "2 to 2-Sided,"on p. 3-41.

(@ wPORTANT
« You may not be able to make 2-sided copies on some types of paper, depending on the
paper.
« 2»2-Sided copying is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

1 Press [2p 2-Sided] — [Option].

— System Monitor

2» 2-Sided

2 Select the type of two-sided orientation for both the original
and the copy.
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Making One-Sided Copies from Two-Sided Originals (2 to
1-Sided)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "2 to 1-Sided," on p. 3-43.

(™ wPORTANT

« You may not be able to make two-sided copies on some types of paper, depending on the
paper.

« 2» 1-Sided copying is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« Make sure to place originals with a horizontal (landscape) orientation, such as LTRR and
STMTR, horizontally. If these originals are placed vertically, the back sides of the copies
will be printed upside down.

1 Press [2p 1-Sided] — [Option].

" System Monitor )

2»1-Sided

2 Select the orientation of the originals.
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Making Two-Sided Copies from Facing Pages in a Book
(Book to 2-Sided)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Book to 2-Sided," on p. 3-44.

(@ wPORTANT

« You may not be able to make two-sided copies on some types of paper, depending on the
paper.

» When using this feature, select LTR-size paper.

« When copying with the Front/Back 2-Sided mode, the front side of the first two-sided
page and the back side of the last two-sided page, are left blank. (The machine's counter
does not count the blank pages as copies.)

« Place the originals on the platen glass. You cannot use the Book» 2-sided mode when
the original is placed in the feeder.

1 Press [Bookp 2-Sided] — select the layout type of the original.

Book» 2-Sided

©— System Monitor
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Collating Copies into Sets in Page Order (Collate)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Page Order (Collate)," on p. 3-29.

(M IMPORTANT
The Finishing modes cannot be set if [Free Size], [Envelopes], [Transparencies], [Tracing
Paper], or [Labels] is selected as the paper type.

1 Press [Collate].
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The optional Finisher-S1 is attached.

Press [Collate Not Set] if you do not want to collate the output.

If you want the copies slightly offset vertically in the output tray, press [Offset].

. System Monitor )

The optional Finisher-S1 is attached.
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If you want hole punches made, press [Hole Punchl].
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The optional Finisher-S1 and Puncher Unit-R1, or Finisher-AE1/Saddle
Finisher-AE2 and Puncher Unit-M1 are attached.

If you want the copies to be output in alternating directions, press [Rotate].
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A finisher is not attached or only the optional Inner 2way Tray-D1 is attached.

@ wPORTANT
« [Rotate] can be selected only in the following cases:
- When the available paper size is selected manually
- When the available paper size is loaded in both the horizontal and vertical
directions
- The selected paper source must have Drawer Eligibility For APS/ADS in Common
Settings (from the Additional Functions screen) set to 'On'. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)
» When you have selected Automatic Paper Selection for the Rotate mode, make
sure to load only paper that can be rotated. Otherwise, the output will not be
rotated.

« If there is no paper which can be rotated, the output will be collated.
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Collating Copies into Groups of the Same Page (Group)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Same Page (Group)," on p. 3-31.

(M IMPORTANT
The Finishing modes cannot be set if [Free Size], [Envelopes], [Transparencies], [Tracing
Paper], or [Labels] is selected as the paper type.

1 Press [Group].
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The optional Finisher-S1 is attached.

Press [Collate Not Set] if you do not want to collate the output.

If you want the copies slightly offset vertically in the output tray, press [Offset].
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The optional Finisher-S1 is attached.
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If you want hole punches made, press [Hole Punchl].
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The optional Finisher-S1 and Puncher Unit-R1, or Finisher-AE1/Saddle
Finisher-AE2 and Puncher Unit-M1 are attached.

If you want the copies to be output in alternating directions, press [Rotate].
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A finisher is not attached or only the optional Inner 2way Tray-D1 is attached.

@ wPORTANT
« [Rotate] can be selected only in the following cases:
- When the available paper size is selected manually
- When the available paper size is loaded in both the horizontal and vertical
directions
- The selected paper source must have Drawer Eligibility For APS/ADS in Common
Settings (from the Additional Functions screen) set to 'On'. (See Chapter 4,
"Customizing Settings," in the Reference Guide.)

» When you have selected Automatic Paper Selection for the Rotate mode, make
sure to load only paper that can be rotated. Otherwise, the output will not be
rotated.

« If there is no paper which can be rotated, the output will be collated.
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Collating Pages and Stapling (Staple)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Page Order (Staple)," on p. 3-33.

(M IMPORTANT

« The Finishing modes cannot be set if [Free Size], [Envelopes], [Transparencies], [Tracing
Paper], or [Labels] is selected as the paper type.

« If the optional Finisher-S1 is attached, you cannot select the stapling position. For more
information on stapling positions, see Chapter 3, "Optional Equipment," in the Reference
Guide.

» The accuracy of folds created in the Saddle Stitch mode may vary, depending on the
paper type and the number of sheets.

« The Staple mode can be set only if an optional finisher is attached.

» When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

1 Press [Staple].
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The optional finisher is attached.

Press [Collate Not Set] if you do not want to collate the output.
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If you want hole punches made, press [Hole Punchl].
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The optional Finisher-S1 and Puncher Unit-R1, or Finisher-AE1/Saddle
Finisher-AE2 and Puncher Unit-M1 are attached.

Select the type of staple ([Corner], [Double], or [Saddle
Stitch]) and the stapling position.

U Specify the Saddle Stitch.

U Press [Paper Select] = select the paper source to use for the main document
— press [Done].
If you selected the paper to use for the main document from [Stack Bypass

Settings], select the paper size and press [Next] = select the paper type and
press [OK] = press [Done]

U If you want to add a cover, press [Add Cover].
Select the paper source to use for the cover and whether to print on the cover
= press [OK].
If you selected the paper to use for the cover from [Stack Bypass Settings],
select the paper type — press [Done].

IMPORTANT

« The paper used for the cover page must be the same size as the other pages in
your document.

« If you select [No] for <Select whether to print on covers.>, [Heavy] can be selected.

¢ Only 17 to 20 Ib bond (64 to 80 g/m2) paper can be used for the main document,
and 17 to 32 Ib bond (64 to 128 g/m2) paper can be used for the cover page.
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Setting Standard Keys

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Setting the Standard Keys for the Regular Copy Basic Features Screen," on p.
8-6.

1 Press [Register frequently used keys.].
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2 Sselect the number of Standard Keys that are displayed on the -
Express Copy Basic Features screen.

[Up to 5 Set Keys]: Displaying maximum 5 Standard Keys.
[Up to 10 Set Keys]: Displaying maximum 10 Standard Keys.

3 Select the Standard Key to be stored — press [Settings].

4 Display the group of functions to be stored as Standard Keys
by pressing [V] or [A] — select the desired function.

Using the Express Copy Basic Features Screen

Making a Copy With the Express Copy Basic Features Screen 7-29



5 Select the desired mode to be stored as a Standard Key —
press [OK].

The five stored Standard Keys are displayed as shown below.
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The 10 stored Standard Keys are displayed as shown below.
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Interrupting the Current Job to Make Priority Copies
(Interrupt Mode)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Interrupt Mode," on p. 1-34.

1 Press [Interrupt].

2 Place your originals — select the desired copy modes.

Sample Set

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Sample Set," on p. 1-36.

(M wPORTANT
[Sample Set] appears only if you set to make multiple copies of your original in the
Collate, Offset Collate, Rotate Collate, Staple, Front Cover/Back Cover, Paper Insertion,
Booklet, or Transparency Interleaving mode. [Sample Set] does not appear if the Group
or Offset Group mode is set.
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Place your originals — select the desired copy modes — press
[Sample Set].
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Press () (Start).

Check the sample set — select [Start Print], [Cancel], or
[Change Settings].

To make the remaining copies, press [Start Print].
To cancel copying, press [Cancel].

To change the copy settings, press [Change Settings] — change the necessary

settings — press [Done].

 To change the number of copies, use ® - ® (numeric keys) and © (Clear) to
clear your entry.

« To change the exposure, press [(] or [D] (See "Adjusting Copy Exposure," on
p. 7-9.).

» To change the paper size, press [Paper Select]. (See "Selecting the Copy Paper
Size (Paper Select)," on p. 7-17.)

« To collate the copies, press [Finishing]. (See "Collating Copies into Sets in Page
Order (Collate)," on p. 7-23, "Collating Copies into Groups of the Same Page
(Group)," on p. 7-25, or "Collating Pages and Stapling (Staple)," on p. 7-27.)

» To make two-sided copies, press [2-Sided Copy]. (See "Making Two-Sided
Copies from One-Sided Originals (1 to 2-Sided), " on p. 7-19, "Making
Two-Sided Copies from Two-Sided Originals (2 to 2-Sided)," on p. 7-20, or
"Making One-Sided Copies from Two-Sided Originals (2 to 1-Sided), " on p.
7-21.)

« To set a margin for binding, press [Margin]. (See "Making Copies with Margins
(Margin)," on p. 7-54.)

« To embed hidden text in the background, press [Secure Watermark]. (See
"Embedding Hidden Text in the Background," on p. 7-59.)
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If you print one sample set and then change the settings, the machine will print
from the first set with the new settings.

If you want to check the changes that you have made, press [Sample Set] arrow
repeat the procedure from step 2.

Recalling a Previous Copy Setting (Recall)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Recalling Previous Copy Jobs," on p. 5-2.

(M IMPORTANT

« One copy job is defined by setting the number of copies, exposure, zoom, etc., and by
pressing the control panel power switch,  (Start) or @ (Reset), when the Auto Clear
function is 'On’, or by calling up a copy job stored in memory. If one of these keys was not
pressed, or if the Auto Clear function is not active, calling up a copy job by pressing
[Recall] is not possible.

« You cannot recall the Job Block Combination mode.

« The Standard mode cannot be recalled or stored.

« |[dentical copy modes that are stored, are counted as one setting.

« Even if a remote copy printer is stored in Recall mode, and the main power of this
machine or the remote copy printer is turned OFF and ON again, the stored settings
change to standard Local Print settings. To use the stored remote copy printer, confirm
that the remote copy printer is ON, update the remote copy printer information after the
specified time period you set in Startup Time Settings in Network Settings in System
Settings (from the Additional Functions screen), and set the Recall mode. (See Chapter
3, "Using a TCP/IP Network," in the Network Guide or "Specifying the Remote Copy
Printer Settings," on p. 8-12)

~N

1 Press [Recall].
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2 Select either [1 Before], [2 Before], or [3 Before].
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Registering Frequently Used Copy Settings in Memory
(Mode Memory)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Storing Scan/Print/Copy Settings," on p. 5-4.

(@ wPORTANT
Even if a remote copy printer is stored in Memory Key mode, and the main power of this
machine or the remote copy printer is turned OFF and ON again, the stored settings
change to standard Local Print settings. To use the stored remote copy printer, confirm
that the remote copy printer is ON, update the remote copy printer information after the
specified time period you set in Startup Time Settings in Network Settings in System
Settings (from the Additional Functions screen), and set the Memory Key mode. (See
Chapter 3, "Using a TCP/IP Network," in the Network Guide or "Specifying the Remote
Copy Printer Settings," on p. 8-12.)

Storing Copy Settings

(M wPORTANT
You cannot store the Job Block Combination mode in Mode Memory.

1 Specify the copy settings to register on the Express Copy
Functions screen — press [Mode Memory].

z Emrmhpy% Send %} Mail Box

2 Press [Register].
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3 Select a memory key ([M1] to [M9]) to store a desired mode —
press [Register].
@ If you select an empty memory key (no settings have been stored):

U Press [Yes], when the confirmation message appears asking you to store the
mode.

The memory key registering the copy mode is highlighted, and the registered
settings are displayed.

@ If you select an occupied memory key (settings have been stored):

U Press [Yes], when the confirmation message appears asking you to overwrite
the mode.

The memory key registering the copy mode is highlighted, and the registered
settings are displayed.

4 Press [Donel.

Registering a Memory Key Name

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Naming a Memory Key," on p. 5-6.

1 On the Mode Memory screen, press [Register].

2 Select a memory key ([M1] to [M9]) to name — press [Register
Name].

3 Enter a name — press [OK].

4 Press [Done].
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Recalling a Copy Mode

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Recalling Scan/Print/Copy Settings," on p. 5-8.

1 Press [Mode Memory] — select a memory key that registers
the copy settings you want to use.
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Erasing a Copy Mode

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Erasing Scan/Print/Copy Settings," on p. 5-9.

1 Press [Mode Memory] — [Register].
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2 Select a memory key to be erased — press [Erase].

@ wPORTANT
Make sure to check the settings first before erasing them.

3 Press [Yes].
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4 Press [Done].

Making a Copy With the Express Copy Basic Features Screen
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Sc;n_'ﬂriginals Settings

This section describes the functions that you can use from [Scan Originals] on the
Express Copy Basic Features screen. This screen enables you to scan facing
pages of a book or bound original, print them in two separate pages, or store them
as two separate pages with the Two-page Separation mode, and copy different size
originals together as one group with the Different Size originals mode, and so on.
Press [Scan Originals] to set these modes.
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(M MPORTANT

For information on the modes which cannot be set in combination with these modes, see
"Combination of Functions Chart," on p. 9-2.

& NOTE

To cancel the settings for each function, press [Do Not Set].
Modes in [Scan Originals]

(1) 2-Page Separation
This mode enables you to copy facing pages in a book or magazine onto
separate sheets of paper. (See "Copying Facing Pages in a Book on Two
Separate Sheets of Paper (2-Page Separation)," on p. 7-39.)

@ Job Build
This mode enables you to scan originals that are too many to be set at once by
dividing them into multiple batches. (See "Copying Separately-Set Originals
(Job Build)," on p. 7-40.)
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(® Different Size Originals
This mode enables you to copy different-size originals, such as 11" x 17" and
LTR, together as one group by setting them in the feeder. (See "Feeding
Different-Sized Originals Together in the Feeder (Different Size Originals)," on
p. 7-41.)

Copying Facing Pages in a Book on Two Separate Sheets

of Paper (2-Page Separation)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "2-Page Separation," on p. 4-9.

(M wPORTANT
Place the original on the platen glass. The 2-Page Separation mode cannot be used
when the original is placed in the feeder.

&> NOTE

To make two-sided copies of books or bound originals, use the Book»2-Sided copying
feature in the 2-Sided mode. (See "Making Two-Sided Copies from Facing Pages in a
Book (Book to 2-Sided)," on p. 7-22.)

1 Press [Scan Originals] — [2-Page Separation].
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2 Press [Set].

3 Press [Done].
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Copying Separately-Set Originals (Job Build)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Job Build," on p. 4-49.

(™M MPORTANT

« The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« You cannot change the copy settings while the machine is scanning originals in the Job
Build mode. You need to set the necessary copy settings beforehand, according to the
type of originals and the desired result.

« If you place the originals in the feeder, remove each original from the original output area
when scanning is complete.

» When copying, you can change or specify the following settings before scanning the next
batch of originals (i.e., between batches): the number of copies, 2-Sided Original mode,
original type, copy exposure. However, if you specify the Image Combination mode with
the Job Build mode, you cannot change the original type and copy exposure.

« If you use the Job Block Combination mode, the Job Build mode is automatically set for
each batch of originals. You cannot use the Job Build mode for the combined document.

1 Press [Scan Originals] — [Job Build].
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2 Press [Set].

3 Press [Done].
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Feeding Different-Sized Originals Together in the Feeder
(Different Size Originals)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Different Size Originals," on p. 4-47.

(™ wPORTANT
« All originals placed together in the feeder must be the same weight (paper type).
« Align the top edge of the originals with the back edge of the feeder if you are placing
originals with different widths.

« Set different size originals with different widths and lengths in the following combinations.
Other combinations may damage the originals.

-11"x 17" and LGL, LTR and LGL, LTR and LTRR

« If you place originals with different widths in the feeder, the originals may move slightly
when fed to the platen glass. As a result, the images may be scanned and copied as
slanted.

« If the Different Size Originals mode is set, the scanning speed may be slower than
normal.

« Stapling cannot be performed if you place originals with different widths.

1 Press [Scan Originals] — [Different Size Originals].
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2 Select the type of originals.

3 Press [Done].
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Boﬁage Edit/Shift Settings

This section describes the functions that you can use from [Book/Page Edit/Shift]
on the Express Copy Basic Features screen. This screen enables you to make
copies for use as a booklet with the Booklet mode, make copies with the original
image shifted with the Shift mode, and so on. Press [Book/Page Edit/Shift] to set
these modes.
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(M mMPORTANT

For information on the modes which cannot be set in combination with these modes, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

« The Book/Page Edit/Shift screen consists of a list of individual settings. Press [w] or [A]
to scroll to the desired setting.

« To cancel the settings for each function, press [Do Not Set].
Modes in [Book/Page Edit/Shift]

1 Front Cover/Back Cover
This mode enables you to program the machine to automatically add front and
back covers using a different type of paper stock from what is used for the main
text. (See "Making a Copy with Front and Back Covers," on p. 7-44.)

(@ Paper Insertion
This mode enables you to program the machine to automatically add sheet
insertions or chapter pages using a different type of paper stock from what is
used for the main text. (See "Making a Copy with Inserted Sheets," on p. 7-45.)
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Booklet

This mode enables you to copy one-sided or two-sided originals in such a way
that the copies are made into a booklet. (See "Making Copies for Use as a
Booklet (Booklet)," on p. 7-46.)

Page Numbering

Documents can be copied with page numbers (numbers only, numbers
surrounded by hyphens, or chapter numbers). (See "Page Numbering," on p.
7-48.)

Copy Set Numbering
This mode enables you to copy a document with a five digit serial number in
the background on each page. (See "Copy Set Numbering," on p. 7-49.)

Watermark
This mode enables you to copy a watermark and user-defined text onto the
output. (See "Watermark," on p. 7-50.)

Print Date
This mode enable you to copy the date onto the output. (See "Print Date," on p.
7-51.)

Shift

This mode enables you to make copies with the entire image shifted to the
center or a corner. (See "Making Copies with the Original Image Shifted
(Shift)," on p. 7-52.)

Margin

This mode enables you to make copies with the entire original image shifted by
a designated width to the left, right, top, or bottom to create a margin on the
copies. Use this mode when you want the copies placed in a ring binder. (See
"Making Copies with Margins (Margin)," on p. 7-54.)

Book/Page Edit/Shift Settings 7-43
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Adding Front and Back Covers, Sheet Insertions, and

Chapter Pages to Copy Sets (Front Cover/Back Cover)
(Paper Insertion)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Cover/Sheet Insertion," on p. 4-11.

(M wPORTANT

If you select the Staple mode when an optional finisher is attached, you cannot staple
more than 30 sheets of 11" x 17", LGL, or LTRR paper, or 50 sheets of LTR or EXEC
paper, including sheet insertions.

Making a Copy with Front and Back Covers

1 Press [Book/Page Edit/Shift] — [Front Cover/Back Cover].
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2 Select the front cover and/or back cover.
O Select the desired Front Cover/Back Cover feature.

U Press [Paper Select] = select the paper source.

(M MPORTANT

« Select the same sized paper for [Front Cover] and [Back Cover]. If you set [Paper
Insertion], select the same sized paper as the front and back covers.

« When you select [Front Cover], [Back Cover], [Paper Insertion], if the paper size for
one feature is changed to another size, the other two features are changed.
However, you may change the paper drawer for one feature without affecting the
others, as long as the paper size is the same.

U Select whether to copy on the front cover and/or back cover.
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3 Press [Donel].

Making a Copy with Inserted Sheets

1 Press [Book/Page Edit/Shift] — [Paper Insertion].
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2 Select the desired paper insertion feature ([Sheet Insertion] or
[Chapter Page]) — press [Add].
You cannot select [Sheet Insertion] and [Chapter Page] at the same time.
To check/change a specific setting, press [w] or [a] to scroll to the desired page
— select the page — press [Edit].

To erase a specific setting, press [w] or [A] to scroll to the desired page —
select the page — press [Erase].

3 Enter the page number where you want sheet insertions or
chapter pages to be inserted.

Q Enter the page number where you want the sheet insertion added using @) -
(numeric keys).

U Press [Paper Select] = select the paper source.

(M MPORTANT

« Select the same sized paper for [Sheet Insertion] (or [Chapter Page]). If you set
[Paper Insertion], select the same sized paper as the front and back covers.

« When you select [Front Cover], [Back Cover], [Sheet Insertion] (or [Chapter Page]),
if the paper size for one feature is changed to another size, the other two features
are changed. However, you may change the paper drawer for one feature without
affecting the others, as long as the paper size is the same.

Using the Express Copy Basic Features Screen H

U Select whether to print on the front side, back side, or both sides of the paper.
If you set [Chapter Page], you cannot set the side of paper to print on.
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U Press [OK].
( MPORTANT

You cannot insert the sheet insertion and chapter page on the first page. Set their
positions starting from the second page.

4 Press [Donel].

Making Copies for Use as a Booklet (Booklet)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Booklet Mode," on p. 4-19.

(M wPORTANT

» The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

« Saddle stitching is not performed when there is only one sheet.
« Saddle stitching can be performed only if the optional Saddle Finisher-AE2 is attached.

» The accuracy of folds created in the Saddle Stitch mode may vary, depending on the
paper type and the number of sheets.

» Make sure to place originals with a vertical (portrait) orientation vertically. If these
originals are placed horizontally, the even numbered pages will be printed upside down.

» When printing on special types of paper, such as heavy paper or transparencies, be sure
to correctly set the paper type, especially if you are using heavy paper. If the type of
paper is not set correctly, it could adversely affect the quality of the image. Moreover, the
fixing unit may become dirty, or the paper could jam, and a service repair may be
needed.

1 Press [Book/Page Edit/Shift] — [Booklet].
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2 Press [Set] — specify each setting.

U Press [Select Original Size] — set the size of the original to scan.

U If the original is two-sided, press [2-Sided Original] = select the type of

two-sided original — press [OK].

O Press [Paper Select] = select the paper source to use for the main document

— press [Done].

If you selected the paper to use for the main document from [Stack Bypass
Settings], select the paper size and press [Next] = select the paper type and

press [OK] = press [Done]

Q If you want to add a cover, press [Add Cover].

Select the paper source to use for the cover and whether to print on the cover

= press [OK].

If you selected the paper to use for the cover from [Stack Bypass Settings],

select the paper type = press [Done].

(M mPoRTANT

» The paper used for the cover page must be the same paper size as that which is

used for copying the main document.

« If you select [Print] for only <Front Inside Cover> and/or <Back Inside Cover>,

[Heavy] can be selected.

* Only 17 to 20 Ib bond (64 to 80 g/m?2) paper can be used for the main document,

and 17 to 32 Ib bond (64 to 128 g/m?2) paper can be used for the cover page.

1 Select whether to saddle stitch the booklet.

Q If you select [Divided Booklet], enter the number of sheets that you want to

divide by pressing [-] or [+] = press [OK].

3 Set the Booklet Tray guide to match the paper size.

11" x 17" or LGL

(M wPORTANT

Make sure to set the Booklet Tray guide correctly to match the paper size. Setting
the Booklet Tray guide incorrectly may result in a paper jam.

Book/Page Edit/Shift Settings
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4 Press [Donel].

Page and Copy Set Numbering (Page Numbering) (Copy
Set Numbering)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Page and Copy Set Numbering," on p. 4-66.

(M wPORTANT
Printing performance may not be optimal in the Page Numbering or Copy Set Numbering
mode, depending on the scanned original and combination of copy modes.

Page Numbering

1 Press [Booklet/Page Edit/Shift] = [Page Numbering].
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2 Select the type of numbering ([Numbers Only], [Numbers with
Hyphens], [Numbered Chapters], or [Total Page Numbering])
— specify each setting.
U Select the orientation and the position of the page numbers.

U Press [Option], you can select the position of the page number for the backside
and whether to count the inserted sheets.

U If you select [Number of Digits], enter the size of page number by pressing [-] or
[+] = press [OK].

U If you select [Add Character], set the character and position for page
numbering — press [OK].
You can also select the text which has been registered in Register Characters

for Page No./Watermark in Common Settings from Additional Functions
beforehand.
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U If you want to adjust the print position, press [Adjust Position] = press [X] and
[Y] — press [-] or [+] to set their respective position — press [Done].

QO Set the page number to start numbering and size of the page numbers.

If you want to insert chapter numbers along with page numbers, specify the
starting chapter number on the left, and the starting page number on the right

(1 10 9,999).

If you want to insert the total page number along with page numbers, specify
to have the page numbers start on the left side (1 to 9,999), and the total page
number starts on the right side (1 to 20,000). To set the total page number

automatically, press [Auto].

3 Press [Donel].

Copy Set Numbering

1 Press [Book/Page Edit/Shift] — [Copy Set Numbering].
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2 Press [Set] — specify each setting.

QO Select the orientation and print position of the copy set numbers.

U If you want to adjust the print position, press [Adjust Position] = press [X] and
[Y] — press [-] or [+] to set their respective position — press [Done].

U Set the starting page number and size of the page numbers.

3 Press [Donel].
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Printing a Watermark and Date (Watermark/Print Date)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Printing a Watermark and Date," on p. 4-73.

(™M MPORTANT
Printing performance may not be optimal in the Watermark mode, depending on the
scanned original and combination of copy modes.

Watermark

1 Press [Book/Page Edit/Shift] — [Watermark].
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2 Press [Set] — specify each settings.
QO Set the watermark orientation and position.
Q Select the text size and the desired preset watermark.

U If you want to create a user-defined watermark, press [Create] from the
Watermark Type drop-down list = press [Enter] — enter the text — press [OK].

You can also select the text which has been registered in Register Characters
for Page No./Watermark in Common Settings from the Additional Functions
screen.

U Press [Print Type] — select the desired print type.

You can select [Transparent] or [Overlay] for the print type. If [Transparent] is
selected, you can adjust the halftone density by pressing [Light] or [Dark].

U Press [Option] — set the page to print on and the position to print on the back
side of the paper.

U If you want to adjust the print position, press [Adjust Position] = press [X] and
[Y] = press [-] or [+] to set their respective position = press [Done].
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3 Press [Donel].

Print Date

1 Press [Book/Page Edit/Shift] — [Print Date].
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2 Press [Set] — specify each setting.
Q Set the number orientation and position.
QO Select the number size and date format.
Q Specify the date.

U Press [Print Type] = select the desired printing type.

You can select [Transparent] or [Overlay] for the print type. If [Transparent] is
selected, you can also adjust the halftone density by pressing [Light] or
[Dark].

U If you want to adjust the print position, press [Adjust Position] = press [X] and
[Y] = press [-] or [+] to set their respective position — press [Done].

3 Press [Done].
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Making Copies with the Original Image Shifted (Shift)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Shifting the Original Image," on p. 4-33.

(™M MPORTANT
« If [Center/Corner Shift] is selected, and the original and the copy paper are the same size
and the copy ratio is set at 100%, the image of the original is not shifted.

« If you use the numeric keys to enter the shift position, the original image may be partially
cut off on the copy, depending on the size of the original or image, the size of the copy
paper, and the amount of shift specified.

Making Copies with the Original Image Shifted to the Center or a
Corner

1 Press [Book/Page Edit/Shift] — [Shift].
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2 Press [Center/Corner Shift] — select the shift direction with an
arrow key.

The shift direction is the direction that you want the original image moved to, if
you visualize the original image as being face up and appearing in the center of
the copy image.

3 Press [Done].
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Making Copies with the Original Image Shifted Using the Numeric
Keys

&> NOTE

For instructions on entering values in inches, see Chapter 2, "Basic Operations," in the
Reference Guide.

1 Press [Book/Page Edit/Shift] — [Shift].
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2 Press [No. Key Entry] — select the shift direction — enter the
desired value using © - ® (numeric keys).

3 Press [Done].
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Making Copies with Margins (Margin)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Margin Mode," on p. 4-36.

(™M MPORTANT
When the Margin mode is set, the entire original image is shifted to the left, right, top, or
bottom by a selected width, then copied. When copying an original image that extends to
the edge of the sheet, part of that image will be cut off.

3

Press [Book/Page Edit/Shift] — [Margin].
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Select the desired margin type — set the margin width.

Press [-] or [+] to set the margin width (-1 15/16" to +1 15/16" (-50 mm to +50
mm)) of the front and back side of the paper.

IMPORTANT

« If you are using the Margin and 2-Sided modes together and copying an original
that already has margins, follow the instructions below:
- 1»2-Sided: Set the margin for the back only.
- 2»2-Sided: You do not need to set a margin. Proceed to make copies in the usual
way.
- 2»1-Sided: Set the margin for the back only.

« If you are using the Margin and 2-Sided modes together and copying an original
that does not have a margin, follow the instructions below:

- 1»-2-Sided: Set the margin for both the front and back.
- 2»2-Sided: Set the margin for both the front and back.
- 2»1-Sided: Set the margin for both the front and back.

Press [Donel].
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Prgp_ess/Layout Settings

This section describes the functions that you can use from [Process/Layout] on the
Express Copy Basic Features screen. This screen enables you to automatically
reduce multiple originals to fit onto one side or both sides of a selected paper size
with the Image Combination mode, erase shadows and lines that appear when
copying (scanning) with the Frame Erase mode, and so on. Press [Process/Layout]
to set these modes.
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(M MPORTANT
For information on the modes which cannot be set in combination with these modes, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

« The Process/Layout screen consists of a list of individual settings. Press [w] or [A] to
scroll to the desired setting.

« To cancel the settings for each function, press [Do Not Set].
Modes in [Process/Layout]

@ Image Combination
This mode automatically reduces two, four, or eight originals, two-sided
originals, or the facing pages of a book to fit onto one side or both sides of a
selected paper size. (See "Reducing Two, Four, or Eight Originals to Fit on a
Single Copy Sheet (Image Combination)," on p. 7-57.)

@ Form Composition
Form Composition is a function that superimposes an image (image form)
previously scanned, registers it in the memory of the machine, and places it on
the image of the original. (See "Composing Images (Form Composition)," on p.
7-58.)
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Secure Watermark
This mode enables you to embed hidden text in the background of copies. (See
"Embedding Hidden Text in the Background," on p. 7-59.)

Image Repeat

You can repeatedly copy the image of an original in either the vertical or
horizontal direction. (See "Making Copies by the Original Image Repeated
(Image Repeat)," on p. 7-60.)

Frame Erase

This mode erases shadows and lines that appear when copying various types
of originals. (See "Erasing Shadows and Frame Lines from Copies (Frame
Erase)," on p. 7-61.)

Transparency Interleaving

Use this mode when copying onto transparencies fed from the stack bypass.
The machine automatically interleaves a sheet of paper between each
transparency. (See "Making Copies with Sheets of Paper Interleaved between
Transparencies (Transparency Interleaving)," on p. 7-64.)

Nega/Posi

This mode enables you to make copies of the original image by inverting the
black and the white areas. (See "Inverting Original Images (Nega/Posi)," on p.
7-65.)

Mirror Image

This mode enables you to copy the image of the original as if it is reflected in a
mirror or reversed. (See "Making Copies with the Original Image Reversed
(Mirror Image)," on p. 7-66.)
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(™ wPORTANT
» The 2-Sided Original mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).
« Originals copied using the Image Combination mode must all be the same size. You
cannot use the Image Combination mode with the Different Size Originals mode.
« Before scanning the next original (between jobs), you can set or change settings for the
number of copy sets and 2-Sided Original mode.

Reducing Two, Four, or Eight Originals to Fit on a Single
Copy Sheet (Image Combination)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Image Combination," on p. 4-30.

Press [Process/Layout] — [Image Combination].

| logums
1 100% Deen |

Specify each setting.
U Select the desired image combination type ([2 on 1], [4 on 1], or [8 on 1]).

3 Press [Donel].

Couposition ) |

Seoure
Vateruark |
g Fepeat |

e
F)
g

U Press [Paper Select] = select the paper source.

| Select the wage coubination type.

) P

U Press [Option] to select the order of the layout — select the image order.
Q Press [Select Original Size] = specify the original size.

Q Press [2-Sided Original] to scan two-sided originals = select the type of
2-sided originals.

Q Press [2-Sided Copy] to make two-sided copies — select the type of two-sided
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Composing Images (Form Composition)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Composing Images," on p. 4-59.

(™M MPORTANT

« If you use the Form Composition mode with the Cascade Copy mode, it is necessary to
assign the same name to the stored image form in both this machine and the remote
copy printer beforehand. If the assigned image form name in this machine is not set in
the remote copy printer, the job is cancelled. If multiple image forms with the same
assigned name are stored in the remote copy printer, different image may be used for
Form Composition.

« To copy in the Form Composition mode, the Image form must be stored in the memory of
the machine. (See Chapter 4, "Customizing Settings," in the Reference Guide.)

« The Form Composition mode can be used with other copy modes to process images.
However, copy modes other than the Shift or Mirror Image mode are effective on the
copied images, and not on the stored image forms.

» Up to 100 image forms can be stored. However, this number varies depending on the
capacity of the hard disk.

« Printing performance may not be optimal in the Form Composition mode, depending on
the scanned original and image form.

1 Press [Process/Layout] — [Form Composition].
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2 Select an image form to be superimposed over the original.

To check the images stored as forms, press [Check Print] to print a sample of the
image.

If you press [Details], the detailed information of the image form is displayed.

@ If [Check Print] is pressed:

U Select the paper size = press [Start Print].
Press [Cancel] to cancel the sample print.

3 Press [Donel].

Embedding Hidden Text in the Background

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Embedding Hidden Text in the Background," on p. 4-61.

(M wPORTANT
« You cannot adjust the exposure during copying if the Secure Watermark mode is set.

« The embedded hidden text may not appear as specified even if the copy with the Secure
Watermark mode applied is copied, depending on the copy machine.

» The Secure Watermark mode is available only if the optional Secure Watermark is
activated.

o Printing performance may not be optimal in the Secure Watermark mode, depending on
the selected document and combination of printing modes.

1 Press [Process/Layout] — [Secure Watermark].
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2 Select the type of Secure Watermark (Watermark, Date, Copy
Set Numbering, Serial Number, ID/User Name) — set the
various items for the desired type of Secure Watermark.

Q If you want to create your own Secure Watermark, select [Create] from the
Watermark Type drop-down list = press [Enter] — enter the text — press [OK].

You can also select the text which has been registered in Register Characters
for Page No./Watermark in Common Settings from the Additional Functions
screen.

(M mMPORTANT

If you want to register your newly created Secure Watermark to be selected
whenever necessary, press [Register] —= enter the text to be registered.

U Select the background pattern and size of the text.

To change the orientation of characters, press [Print Characters Vertically].

To use white letters on a colored background, press [White Letters on Colored
Background].

3 Press [Done].

Making Copies by the Original Image Repeated (Image

Repeat)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Image Repeat," on p. 4-53.

1 Press [Process/Layout] — [Image Repeat].
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2 Press [Set] — set the number of times you want the image to
repeat for both the horizontal and vertical directions.
Press [Auto] to set the number of times the image will repeat automatically. To
make repeated images with the number of repeats automatically set, select the

paper size. The original image is then copied so that the maximum number of
images possible fits onto the selected paper size.

Press [-] or [+] to set the number of times the image will repeat manually.

If you want to specify the amount of space between repeated images, press
[Margin Settings].

(™ MPORTANT

Depending on how many times you have manually set the image to repeat, some of
the images may overlap.

3 Press [Done].

Erasing Shadows and Frame Lines from Copies (Frame
Erase)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Frame Erase," on p. 4-39.

Making Copies by Erasing the Frame around the Original (Original
Frame Erase)

1 Press [Process/Layout] — [Frame Erase].
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2 Press [Original Frame Erase] — select the original size — set

the frame width area to erase by pressing [-] or [+].

The frame area is erased evenly (based on the value you set) around each edge
of the original. To set different frame erase width values for the top, right, left, and
bottom sides of the original independently, press [Adjust Each Dim.].

If you press [Adjust Each Dim.], select the frame erase values by pressing [-] or

[+].

@ wPORTANT

You can set the Original Frame Erase mode only for the original paper sizes shown
on the touch panel display.

3 Press [Done].

Making Copies by Erasing the Book Frame (Book Frame Erase)

1 Press [Process/Layout] — [Frame Erase].
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Press [Book Frame Erase] — select the facing-page original
size — press [Center] and [Sides] — set the frame width to
erase by using [-] or [+].

The frame area to be erased is uniformly set for all sides of the original. To set the
value independently for all sides of the original, press [Adjust Each Dim.].

If you select [Adjust Each Dim.], press [Top], [Left], [Center], [Right], and
[Bottom] to set the frame width to erase by using [-] or [+].

@ vPORTANT

You can set the Book Frame Erase mode only for the original paper sizes shown on
the touch panel display.
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3 Press [Done].
Making Copies by Erasing Binding Holes (Binding Erase)
(M wPORTANT

« Do not place originals with binding holes in the feeder, as this may damage the originals.

« When using the Binding Erase mode, the borders you do not select are also erased by
1/8" (4 mm).

1 Press [Process/Layout] — [Frame Erase].
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(™ MPORTANT
Place your original on the platen glass.

2 Press [Binding Erase] — designate the area of the binding
holes on the original.

The border is where the binding holes are located on the original, if you visualize
the original as being face up.

3 Press [Donel].
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Making Copies with Sheets of Paper Interleaved between
Transparencies (Transparency Interleaving)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Transparency Interleaving," on p. 4-27.

(@ wPORTANT

« Even if an optional finisher is attached, you cannot use any of the Finishing modes with
the Transparency Interleaving mode.

« Only LTR is available for the Transparency Interleaving mode.

1 Press [Process/Layout] — [Transparency Interleaving].
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2 Press [Set].

3 Load transparencies into the stack bypass.
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4 Select the transparency size.

@ mMPORTANT

Make sure that transparencies are loaded into the selected paper source. Loading
paper types other than transparencies may result in a paper jam.

5 Specify the settings for the interleaf sheets.

Q Decide whether to copy on the interleaf sheet, or leave the interleaf sheet
blank.

Q Press [Paper Source of Interleaf Sheet] = select the size of the interleaf
sheets.

6 Press [Donel.

Inverting Original Images (Nega/Posi)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Inverting Images (Nega/Posi)," on p. 4-52.

1 Press [Process/Layout] — [Nega/Posi].
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2 Press [Set].

3 Press [Donel].
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Making Copies with the Original Image Reversed (Mirror
Image)

For instructions in Copy Basic Features Screen, see "Mirror Image," on p. 4-56.

1 Press [Process/Layout] — [Mirror Image].
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2 Press [Set].

3 Press [Done].
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ImE Adjustment Settings

This section describes the functions that you can use from [Image Adjustment] on
the Express Copy Basic Features screen. This screen enables you to adjust the
contrast of the image with the Sharpness mode. Press [Image Adjustment] to set
the mode.

1

; L L s ol ot st
- 100% Oen @ @@ <&
R twent ‘ Press [High] or [Low] to adjust the sharpress.

O e

(M MPORTANT

For information on the modes which cannot be set in combination with these modes, see
"Combination of Functions Chart," on p. 9-2.

& NOTE

To cancel the settings for each function, press [Do Not Set].
Mode in [Image Adjustment]

@ Sharpness
This mode enables you to make copies of original images with a sharper
contrast or a softer contrast. (See "Making Sharp Contrast Copies
(Sharpness)," on p. 7-68.)
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Making Sharp Contrast Copies (Sharpness)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Adjusting the Contrast (Sharpness)," on p. 4-57.

1 Press [Image Adjustment] — [Sharpness].
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2 Adjust the sharpness by pressing [Low] or [High].
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Mgkﬂ Copies with Job Done Notice (Others)

This section describes the functions that you can use from [Others] on the Express
Copy Basic Features screen. This screen enables you to specify the Job Block
Combination, Store in User Inbox, and Job Done Notice modes. Press [Others] to
set these modes.
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(M MPORTANT

For information on the modes which cannot be set in combination with these modes, see
"Combination of Functions Chart," on p. 9-2.

&> NOTE

To cancel the settings for each function, press [Do Not Set].
Modes in [Others]

1 Job Block Combination
This mode enables you to scan multiple batches of originals with different copy
settings and print them as one document. (See "Combining Multiple Batches of
Originals with Different Copy Settings (Job Block Combination)," on p. 7-70.)

(@ Store In User Inbox
This mode enables you to store scanned originals in a User Inbox from the
Express Copy Basic Features screen. (See "Storing Scanned Originals with
Copy Settings in a User Inbox (Store In User Inbox)," on p. 7-73.)

(3 Job Done Notice
This feature enables you to send a <Job Done> notification to specified e-mail
addresses when a copy job is complete. (See "E-mail Notification at the End of
a Copy Job (Job Done Notice)," on p. 7-74.)
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Using the Express Copy Basic Features Screen H

(@ Select Device to Output
If a remote copy printer is connected to a network, this machine and a remote
copy printer can be used for copying. (See "Selecting an Output Device (Select
Output Device)," on p. 7-75.)

&> NOTE

The Job Done Notice can be set only if the Universal Send Kit is activated.

Combining Multiple Batches of Originals with Different
Copy Settings (Job Block Combination)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Combining Multiple Batches of Originals with Different Copy Settings," on p.
4-78.

(M wPORTANT
« You can use the Cover/Sheet Insertion mode for the combined document. You cannot
use the Cover/Sheet Insertion mode for each batch of originals.

« If you use the Job Block Combination mode, the Job Build mode is automatically set for
each batch of originals. You cannot use the Job Build mode for the combined document.

« You cannot make an Interrupt copy while copying with the Job Block Combination mode.
« You cannot store the Job Block Combination mode in Standard Settings.

« You cannot store the Job Block Combination mode in Mode Memory.

« You cannot recall the Job Block Combination mode.

1 Press [Others] — [Job Block Combination].
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Press [Set] — specify the copy settings for the combined
document — press [OK].

If you select special features before setting the Job Block Combination mode, the
selected special features will be retained for the combined document.

For instructions on specifying copy settings and their available combinations,
see Chapter 3, "Basic Copying and Mail Box Features," Chapter 4, "Special
Copying and Mail Box Features," and "Combination of Functions Chart," on p.
9-2.

For each batch of originals, specify the copy settings — press

(Start).

For instructions on specifying copy settings and their available combinations,
see Chapter 3, "Basic Copying and Mail Box Features," Chapter 4, "Speciall
Copying and Mail Box Features," and "Combination of Functions Chart," on p.
9-2.

If you are scanning two or more batches of originals, press [Recall Last Setting]
to return to the copy settings for the previous batch.

~N

Check the settings on the Scan screen. -

You can change or specify the 2-Sided Original, Original Type or Copy Exposure
mode before scanning the next batch of originals (i.e., between batches).

If you want to continue to scan another batch of originals without changing the
copy settings, place your originals and press (© (Start).

If you want to rescan or cancel the current batch of originals, press [Clear/
Re-enter This Block] and repeat the procedure from step 3.

If you want to change the copy modes and scan another batch of originals, press
[Next Block] and repeat the procedure from step 3.

When you have finished scanning all of your originals, press
[Conf./Combine All Blocks].

You can also press [Conf.Blocks] in step 3 to proceed to step 6.

Using the Express Copy Basic Features Screen
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6 Combine the batches of documents.

To check the copy settings for the combined document, press [Set. Conf.
(Overall)].

To select all of the batches of originals, press [Select All]l. However, if a batch of
originals is already selected, this key changes to [Clear Selection].

To add another batch, press [Add Block] and repeat the procedure from step 3.
Q Select the batches of originals in the order in which you want to combine them.

U To view the detailed information of a batch of originals, select the batch of
originals — press [Details].

U To erase a batch of originals, select the batch of originals = press [Erase].

U To make a sample print of a selected batch of originals or the combined
document, press [Sample Print].

To make a sample print of a selected batch of originals, press [Sample Set of
Selected Block].

To make a sample print of the combined document, press [Sample Set of
Combined Job].

U To use the Cover/Sheet Insertion mode for the combined document, press
[Cover/Sheet Insertion].

U To change the number of copies, enter the desired copy quantity (1 to 9,999).

7 Press [Start Print].

@ If you selected [Copy upon Storing] in the Store In User Inbox mode
for the combined document in step 2:

O Press [Print/Store].
To store the combined document without printing, press [Store and Finish].

@ If you selected the Store In User Inbox mode without setting [Copy
upon Storing] for the combined document in step 2:

U Press [Store].
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Storing Scanned Originals with Copy Settings in a User
Inbox (Store In User Inbox)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Storing Scanned Originals with Copy Settings in a User Inbox," on p. 4-83.

(™ wPORTANT
« When you press /2 (Stop) while copying in the Store In User Inbox mode and if the Store
In User Inbox (Copy upon Storing) mode is not set, the job is not paused, but canceled.
« You cannot store documents in the Memory RX Inbox or a Confidential Fax Inbox. For
instructions on storing documents in the Memory RX Inbox and Confidential Fax Inboxes,
see Chapter 6, "Sending and Receiving Documents Using the Inboxes."

1 Press [Others] — [Store In User Inbox].

) zxms;nnpyﬁf’.,‘ Send ﬂ Mall Box 5

— System Monitor |

2 Press [Set] — select the User Inbox number — press [OK].

U If you want to name the document, press [Document Name] — enter a name for
the document — press [OK].

Q If you want to make copies of the scanned originals while storing them in the
User Inbox, press [Copy upon Storing] — [OK].

To store the scanned originals without copying them, press [Copy upon
Storing] to clear the check mark.

3 Press [Donel].
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E-mail Notification at the End of a Copy Job (Job Done
Notice)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Job Done Notice," on p. 4-45.

(@ wPORTANT

To send a job done notice, you need to store e-mail addresses in the Address Book
beforehand. (See Chapter 10, "Storing/Editing Address Book Settings," in the Sending
and Facsimile Guide.)

1 Press [Others] — [Job Done Notice].

Copy o | Ewresscpyzy [ send 25 [l wail Box 5 o Emncuy\-@‘ send 2 [l WailBox 5

ivi-Sided | Colate

yre—
100% 85 @@

| Dot set lm ]

2 Select the destination to send the Job Done Notice.

If you select a destination that is stored with an access number, press [Access
Number] and then enter the access number using @ - G (numeric keys). If you
press [No Access Number], the destinations that are not managed with an
access number are displayed.

3 Press [Done].
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Selecting an Output Device (Select Output Device)

For instructions on this procedure using the Regular Copy Basic Features screen,
see "Selecting an Output Device (Select Output Device)," on p. 1-12.

(M IMPORTANT
« If you specify the Form Composition mode with the Cascade Copy mode, it is necessary
to assign the same name to the stored image form in both this machine and the remote
copy printer beforehand. If the assigned image form name in this machine is not set in
the remote copy printer, the job is canceled. If multiple image forms with the same
assigned name are stored in the remote copy printer, different images may be used for
Form Composition.

« If you turn the remote copy printer back ON or reattach the finisher, you need to refresh
the settings of the remote copy printer in Register Remote Device in Copy Settings (from
the Additional Functions screen). (See "Confirming a Remote Device," on p. 8-13.)

« If you connect the machine directly to other remote copy printers using a crossover patch
cord, you must configure the Ethernet driver as shown below. (See Chapter 2, "Settings
Common to the Network Protocols," in the Network Guide.)

- Auto Detect: Off
- Communication Mode: Full Duplex
- Ethernet Type: 100 Base-TX

1 Press [Others] — [Select Device to Output].
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Using the Express Copy Basic Features Screen H

2 Select the output device.

@ If you want to perform Cascade Copy:

U Press [Cascade Copy] — select whether to perform error recovery.
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If you press [Details], the detailed information for the selected printing
destination is displayed.

Details of each item are shown below.
[On]: If an error occurs in either this machine or the remote copy printer, the

remaining copy jobs are assigned to the machine which is operating
normally.

[Off]: If an error occurs in either this machine or the remote copy printer, the
remaining copy jobs are not assigned to the machine which is
operating normally.

@ wPORTANT
Error Recovery is performed only if the Finishing mode is set.

3 Press [Done].

7-76

Making Copies with Job Done Notice (Others)



Cﬁstomizing Settings

This chapter explains how to change the machine's default settings and customize them to suit
your needs.

What Are Additional Functions? . . ... ... .. . 8-2
Customizing Copy Settings. . . . . ... 8-4
Copy Settings Table . . . .. ..o e 8-4
Setting the Paper Select Key Size for the Express Copy Basic Features Screen ............ 8-5
Setting the Standard Keys for the Regular Copy Basic Features Screen. .................. 8-6
Setting the Standard Keys for the Express Copy Basic Features Screen .................. 8-7
AU Collate . . . ... 8-9
AULo Orentation . . . .. ..o 8-9
Setting the Photo Mode for the Copying Function . ......... ... ... .. .. ... .. .. ... .. 8-10
Changing the Current Standard Settings . .. ....... ... ... ... ... ... . .. i 8-10
Specifying the Remote Copy Printer Settings .. ......... .. . i 8-12
Setting the Remote Device Transmission Timeout. . .. .......... ... ... 8-14
Restoring the Default Copy Settings .. ... ... e 8-15
Customizing Mail Box Settings . . . .. ...t 8-16
Mail Box Settings Table . . ... ... . e 8-16
Setting/Storing @ User INDOX. . . . . .o oot 8-17
Initializing a User Inbox . .. .. .. . 8-18
Setting the Photo Mode for the Mail Box Function. . ............ ... ... ... ... ... . ... 8-19
Standard Scan Settings . . ... ... . 8-19
Setting/Storing a Confidential Fax Inbox .. ....... ... ... . . . i 8-21
Initializing a Confidential Fax INbox . .. .. ... . 8-22
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H Customizing Settings

re Additional Functions?

Additional Functions enable you to customize the machine's various settings.

&> NOTE

Settings specified from the Additional Functions screen are never changed when you
press (@ (Reset).

T Press (Additional Functions).

The Additional Functions screen is displayed.

2 Select an Additional Functions setting.

) Additional Functions

] Comman Settings l | Copy Settings ]
»l >
Timer Settings Communications
@ ¢ >| ¥ Sotinas »
1= Adjustment/Cleaning | l & Mail Box Settings
i i
7 Report Settings | {3 Printer Settings
>

>
£ Address Book Settings |
»
1 System Settings |
>
Done J l

— System Monitor

3 Press a mode key to specify its settings.

@ Copy Settings

= Paper Select Key Size for Express Copy Scree
b Large

= Standard Key 1 Settings for Regular Screen
> No Settings

= Standard Key 2 Settings for Regular Screen
b No Settings

= Standard Key Settings for Express Copy Scree
> Up to 5 Set Keys

= Auto Collate
b0n

—~ v _= |
Done JI
For an overview of all the settings you can change from the Additional Functions

screen, see "Copy Settings Table," on p. 8-4 and "Mail Box Settings Table," on p.
8-16.
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&> NOTE

The Copy Settings screen consist of a list of individual settings. Press [w] or[A] to

scroll to the desired setting.

& Copy Settings
= Auto Orientation
= Photo Mode

D Off.
= Standard Settings

= Register Remote Device

LLLLL

= Remote Device Transmission Timeout

> 10 sec.
(== 1)
Done. Jl

4 Specify the desired mode — press [OK].

@ Paper Select Key Size for Express Copy Screen

Small I 1 @uStack Bypass a

1 @ Stack Bypass Settings

o @0 LR Plain
Y @0 LTRB Plain

¥ @= 0 L6l Plain
o @=0 11x17 Plain

Cancel | ( oK J )

The selected mode is set.

5 Press [Done] repeatedly until the Basic Features screen
appears.

What Are Additional Functions?
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Cu

izing Copy Settings

Copy Settings Table

The following items can be stored or set in Copy Settings from the Additional

Functions screen.

Additional Functions Available Settings Delivered Apgl:;ble
Large™: Four paper sources
maximum (Stack Bypass, Stack
Bypass Settings,
. 1: Paper Drawer 1,
Eipfésiecl:eod ngrigr? for 2: Paper Drawer 2, No p. 8-5
P Py 3: Paper Drawer 3,
4: Paper Drawer 4,
5: Paper Deck-P1),
Small
Standard Key 1/2 Settings - )
for Regular Screen All modes (No settings™) No p. 8-6
The number of the displayed
Standard Key Settings for | Standard Keys: Up to 5 Set Keys™/ No 8.7
Express Copy Screen Up to 10 Set Keys -
All modes (No settings™)
Auto Collate™ On"1/Off Yes p. 8-9
Auto Orientation On"/Off Yes p. 8-9
Photo Mode On/Off"1 p. 8-10
Standard Settings Store, Initialize No p. 8-10
Register Remote Device Movg To Top, Store (Max 7 printers), p. 8-12
Details, Erase
Remotg D_ewce. 5 to 30 seconds, 30 seconds™ p. 8-14
Transmission Timeout
Initialize Copy Settings Initialize No p. 8-15

*1 Indicates the default setting.

*2 Indicates items that appear only when the optional Feeder (DADF-N1) is attached (standard equipped for the

imageRUNNER 3045/3035).
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& NOTE

« For instructions on setting the modes not described in this manual, refer to the other
manuals listed in the front of this Copying and Mail Box Guide. (See "Manuals for the
Machine," on p. ii.)

» The Copy Settings screen consists of a list of individual settings. Press [w] or [A] to
scroll to the desired setting.

« Information that is delivered when the Device Information Delivery Settings mode is set,
is marked with a "Yes" in the "Delivered" column. For instructions on setting the Device
Information Delivery Settings mode, see Chapter 6, "System Manager Settings," in the

Reference Guide.

Setting the Paper Select Key Size for the Express Copy
Basic Features Screen

This feature enables you to set the order and number of paper sources and paper
drawers to display for the paper select keys on the Express Copy Basic Features

screen.

1 Press (¢) (Additional Functions) — [Copy Settings] — [Paper
Select Key Size for Express Copy Screen].

2 Select [Large] or [Small] — press [OK].

If you want to display all the paper drawers, press [Small].

@ If you select [Large]:

Q Select the keys to display first.
You can select up to four paper sources.
Example: The large keys appear as shown below.

" System Monitor )

Customizing Copy Settings
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Example: The small keys appear as shown below.

F'% Emntqy% Send % MailBox (5

Setting the Standard Keys for the Regular Copy Basic
Features Screen

This feature is useful when you want to store frequently-used copy functions on the
Regular Copy Basic Features screen.

You can store up to two Standard Keys in addition to the Copy Ratio, Finishing, and
2-Sided Mode keys on the Regular Copy Basic Features screen, the Special
Features screen, and the memory keys containing stored copy settings in Mode
Memory.

1 Press (@ (Additional Functions) — [Copy Settings] —
[Standard Key 1 Settings for Regular Screen].

To set Standard Key 2, press [Standard Key 2 Settings for Regular Screen].

2 Display the group of functions to be stored as Standard Keys
by pressing [¥Y] or [A] — select the desired function.

To cancel the Standard Key setting already stored, press [No Settings].

8-6
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3 Select the desired mode to be stored as a Standard Key —
press [OK].

Example: The stored Standard Keys appear on the Regular Copy Basic Features
screen as shown below.

Copy iy [lf send ﬂ Mail Box [l Print Job .

R YT
100% Standard Key 1

Direct Copy Rifio Paper Select d
‘* = - Standard Key 2

| 2-side
rrupt | AutoZoom || Job Buld

| System Monitor )

Setting the Standard Keys for the Express Copy Basic
Features Screen

This feature is useful when you want to store frequently-used copy functions on the
Express Copy Basic Features screen.

ress itional Functions) — [Copy Settings] —
1 P (Additional F ions) —[C Settings]
[Standard Key Settings for Express Copy Screen].

= Customizing Settings

2 Select the number of Standard Keys that are displayed on the
Express Copy Basic Features screen.

& Copy Settings
@ Standard Key Settings for Express Copy Screen

Upto§ Upto 10
Set ki Set Keys

= Standard Key 1 D No Settings

I R I I | |

Settings }l
il Cancel l 0K J

[Up to 5 Set Keys]: Displays a maximum of five Standard Keys.
[Up to 10 Set Keys]: Displays a maximum of 10 Standard Keys.

Customizing Copy Settings 8-7



= Customizing Settings

3 Select the Standard Key to register — press [Settings].

4 Display the group of functions to be stored as Standard Keys

by pressing [V] or [A] — select the desired function.

To cancel the Standard Key setting already stored, and press [No Settings].

Select the desired mode to be stored as a Standard Key —
press [OK].

Example: The five stored Standard Keys are displayed as shown below.
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Example: The 10 stored Standard Keys are displayed as shown below.

Icnny H‘-’Ir Eﬂlr!stﬂllly-“.‘h" Send ﬂ Mail Box @

|
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cewam o0 100% Seet @@ @
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Auto Collate

If Auto Collate is set to 'On’, the machine automatically sets the Collate (Offset
Collate) mode when originals are placed in the feeder. This is useful when making
multiple sets of copies, because you do not need to remember to select the
Finishing mode.

(M IMPORTANT

The Auto Collate mode is available only if the optional Feeder (DADF-N1) is attached
(standard equipped for the imageRUNNER 3045/3035).

&> NOTE
If Auto Collate is set to 'On' and an optional finisher is attached, the Offset Collate mode
is set. However, if no finisher is attached, the Collate mode is set instead.

1 Press (@) (Additional Functions) — [Copy Settings] — [Auto
Collate].

2 Select [On] or [Off] — press [OK].

Auto Orientation

If Auto Orientation is set to 'On’, the machine uses information, such as the size of
the original and the zoom ratio, to determine the most suitable orientation for the
specified paper size and automatically rotates the image, if necessary.

1 Press (¢) (Additional Functions) — [Copy Settings] — [Auto
Orientation].

2 Select [On] or [Off] - press [OK].
&> NOTE

o If LTR or STMT originals are enlarged onto 11" x 17" or LGL copy paper, Auto
Orientation is not performed even if you select [On].

» Only the images of standard size originals, up to LTR paper, can be rotated when
the copy ratio is set to 100%.

« If Automatic Paper Selection is set and the most suitable paper size is not
available, the paper source that is loaded with paper of the same size, even if the
orientation is different, is displayed as the optimal paper to use.

Customizing Copy Settings 8-9
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Setting the Photo Mode for the Copying Function

You can set whether or not to use the Photo mode for the Copying function. When
Photo Mode is set to 'On’, you can select [Printed Image] from the Original Type
drop-down list on the Regular Copy Basic Features screen or directly from the
Express Copy Basic Features screen.

1 Press (@ (Additional Functions) — [Copy Settings] — [Photo
Mode].

2 Select [On] or [Off] — press [OK].

Changing the Current Standard Settings

The Standard Settings refer to a combination of copy modes that the machine
automatically returns to after the power is turned ON, or when © (Reset) is
pressed.

The Standard Settings can be changed to suit your needs, or restored to their
default settings.

(M wPORTANT

Even if a remote copy printer is stored in Standard Settings, if the main power of this
machine or the remote copy printer is turned OFF and ON again, the stored settings
change to Local Printer. To use the stored remote copy printer as the Standard Setting, it
is necessary to register the Standard Settings again.

& NOTE

The default settings are:

- Copy Quantity: 1

- Paper Selection: Auto

- Exposure and Original Type: Auto
- Original Type: Auto

- Copy Ratio: Direct

- Copy Function: 1»1-Sided Copy
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Storing New Standard Settings

You can store your own copy settings as the Standard Settings.

To store your own standard settings, specify the desired settings on the Copy Basic
Features screen and/or the Special Features screen, and then follow the procedure

below.

1 Press (¢) (Additional Functions) — [Copy Settings] —
[Standard Settings].

2 Press [Store].

3 Press [Yes] — [Done].

Initializing Standard Settings
You can restore the Standard Settings to their default settings.

1 Press () (Additional Functions) — [Copy Settings] —
[Standard Settings].

2 Press [Initialize].

3 Verify the settings — press [Yes] — [Done].

Customizing Copy Settings
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Specifying the Remote Copy Printer Settings

Details on printer names and IP addresses for remote copy printers can be
confirmed, added, or deleted. You can set up to seven remote copy printers on this
machine.

&> NOTE

If you set Department IDs and Passwords for the registered remote copy printers, make
sure their settings are the same as this machine. (See Chapter 6, "System Manager
Settings," in the Reference Guide.)

Registering a Remote Copy Printer

1 Press (¢) (Additional Functions) — [Copy Settings] — [Register
Remote Device].

2 Press [Register].

&) Register Remote Device

a »; 111.111.111. 111 inageRUNNER3045

ﬂ 4 111.111.111.112  inageRUNNER3045

3 Input the IP address of the remote copy printer that you wish
to store by using © - ® (numeric keys) — press [OK].

8-12 Customizing Copy Settings



4 To move the remote copy printer you are registering to the top
of the list box, select the printer in the list box — press [Move
To Top].

& Register Remate Device

MLML11.111 inageRUNNER3045

mn
111.111.111.112  inageRUNNER3045 Ui

38 | 8 L

111.111.111.113  inageRUNNER3045

Mave To Top I Register | Details | Erase I
14 »
Done JI

&> NOTE

When you set the Remote or Cascade Copy mode, you cannot select [Move To
Top].

Confirming a Remote Device

1 Press (@ (Additional Functions) — [Copy Settings] — [Register
Remote Device].

H Customizing Settings

2 Select the Remote Copy Printer to be checked — press
[Details].

& Register Remate Device

4 ML 11111 inageRUNNER3045
mn

hd

g— 111.111.111.112  inageRUNNER3045
g— 11.111.111.113  inageRUNNER3045

Mave To Top I Register l Details IErasl I
)| »
Ne—

Done JI
— System Monitor

3 Confirm the information — press [OK].

If you power the remote copy printer back ON, you need to refresh the
information of the remote copy printer by pressing [Get Information].
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Deleting a Remote Device

1 Press (¢) (Additional Functions) — [Copy Settings] — [Register
Remote Devicel.

2 Select the remote copy printer that you want to delete — press

[Erase].
& Register Remote Device
| [P I
E'f‘ 111111, 111.111 imageRUNNER3045. d
ﬁ# 111.111.111.112  imageRUNNER3045. ‘f
ﬁ»{‘ 111.111.111.113  imageRUNNER3045

Move To Top | Register | Details l Erase "
i i

Done JI

&> NOTE

When you set the Remote or Cascade Copy mode, the remote copy printer cannot
be deleted.

3 Press [Yes].

Setting the Remote Device Transmission Timeout

A remote copy job is cancelled if there is no response from the remote copy printer
within a given time. Select a timeout setting from 5 to 30 seconds in 1-second
increments.

&> NOTE

Jobs that reach the timeout limit (without arriving at the remote copy printer) are deleted.

1 Press (@ (Additional Functions) — [Copy Settings] — [Remote
Device Transmission Timeout].

2 Use [-] and [+] to set the Remote Device Transmission Timeout
— press [OK].
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Restoring the Default Copy Settings

Modes that have been changed in Copy Settings (from the Additional Functions
screen) can be restored to their default settings. (See "Copy Settings Table," on p.
8-4.)

&> NOTE

» When the Copy Settings of this machine are initialized, the settings stored in the other
remote copy printers are also initialized.

« If a remote copy printer is printing or selected as a printing destination, you cannot
initialize the Copy Settings of this machine.

1 Press (®) (Additional Functions) — [Copy Settings] — [Initialize
Copy Settings].

2 Press [Yes] — [Done].

Customizing Copy Settings 8-15
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Cu

izing Mail Box Settings

Mail Box Settings Table

The following items can be stored or set in Mail Box Settings from the Additional

Functions screen.

Inboxes Settings*3

Register Inbox Name: 24 characters
maximum

Password: Seven digit number

URL Send Settings

Initialize

Item Settings Delivered LD
Page

User Inbox Settings Inbox Number: 00 to 99 Yes*2 p. 8-17

Register Inbox Name: 24 characters

maximum

Password: Seven digit number

Doc. Auto Erase: 1, 2, 3, 6, 12 hours;

1,2, 3*1, 7, 30 days; 0 (no limit)

Print upon storing from the printer

driver: On, Off*1

URL Send Settings*3

Initialize
Photo Mode On, Off"t p. 8-10
Standard Scan Settings | Store, Initialize No p. 8-19
Confidential Fax Inbox Number: 00 to 49 Yes*2 p. 8-21

*1 Indicates the default setting.

*2 Information is not delivered if a password is set for the inbox.
*3 Indicates items that appear only when the appropriate optional equipment is attached.

&> NOTE

« For instructions on how to set the modes or settings not described in this manual, refer to
the other manuals that come with this machine. See "Manuals for the Machine," on p. ii.

« For instructions on setting the Memory RX Inbox, see Chapter 11, "System Manager
Settings," in the Sending and Facsimile Guide.

« Information that is delivered when the Device Information Delivery Settings mode is set,
is marked with a "Yes" in the "Delivered" column. For instructions on setting the Device
Information Delivery Settings mode, see Chapter 6, "System Manager Settings," in the

Reference Guide.
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Setting/Storing a User Inbox

You can set and store a name and password for a User Inbox, as well as specify the
time that has to elapse before the documents in that inbox are automatically
erased.

&> NOTE

« You can create up to 100 User Inboxes.

« The numbers for User Inboxes are 00 to 99.

« Setting a name for a User Inbox is optional.

« Setting a password for a User Inbox is optional.

1 Press (© (Additional Functions) — [Mail Box Settings] — [User
Inboxes Settings].

2 Select the desired User Inbox number.

If you enter User Inbox number using @) - & (numeric keys), make sure to enter a
two digit number = press [OK].

3 Specify each setting — press [OK].

= Customizing Settings

@ & User Inboxes Settings
@ & User Inbox 00

Register
Inbox Name >| BOX0O
Password >| [ ararare  Leave blak if not required.

Time until Document | o
* Auto Erase 3 day

v -

(0=0ff, 1,2,3,6, 12 hours, 1, 2, 3, 7, 30 days)

1 URL Send
5 Shinge »l 1
Print upon staring from the printer
u Frint up 9 » o | o |
i cancel | [ |

]

— System Monitor )

[Register Inbox Name]:

Press [Register Inbox Name] — enter the new name — press [OK].
[Password]:

If you want to set a password for this User Inbox, enter the password using (@ -
(numeric keys). You can leave the password blank. You cannot store a password
with only zeros as the number, such as <0000000>.

<Time until Document Auto Erase>:

Press [w] or [A] to set the time that has to elapse before documents in the
selected User Inbox are automatically erased.
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[URL Send Settings]:

If you set the machine to send a link via e-mail to the User Inbox in which the
document is stored, you can check or perform operations on the document in the
User Inbox, using the Remote Ul (User Interface) of the machine. To send a link
to a User Inbox via e-mail, press [URL Send Settings] = specify the destination —
press [OK].

<Print upon storing from the printer driver>

You can select whether to print a document when it is sent from a computer and
stored in an inbox. To print the document when it is stored in an inbox, select
[On].

(M mMPORTANT

« Since there is no way to check a stored password, make sure that you write down
the password that you enter, and keep it in a safe place.

o If a password is already set for each User Inbox, you can specify [Time until
Document Auto Erase] and [Print Upon Storing From the Printer Driver] settings of
all the User Inboxes using [Setting for All User Inboxes] in System Manager
Settings (from the Additional Functions screen). However, if you update the
settings for a User Inbox separately after using [Setting for All User Inboxes], the
updated settings take preference over the settings set with [Setting for All User
Inboxes].

&> NOTE

If Use Asterisks to Enter Access No./Password in System Settings (from the
Additional Functions screen) is set to 'Off', the password is not displayed as
asterisks (*******). (See Chapter 6, "System Manager Settings," in the Reference
Guide.)

4 Press [Donel].

Initializing a User Inbox

You can restore a stored User Inbox name, password, and the document automatic
erase time to their default settings.

@ wPORTANT
You cannot initialize a User Inbox if there are documents still remaining in it.

1 Press (¢) (Additional Functions) — [Mail Box Settings] — [User
Inboxes Settings].
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2 Select the User Inbox that you want to initialize.

If you enter User Inbox number using @) - & (numeric keys), make sure to enter a
two digit number = press [OK].

3 Press [Initialize].
4 Press [Yes].

5 Press [Done].

Setting the Photo Mode for the Mail Box Function

You can select whether or not to use the Photo mode for the Mail Box function.
When Photo Mode is set to 'On’, you can select [Printed Image] from the Original
Type drop-down list on the Scan screen for scanning and storing documents in a
user inbox.

1 Press (@) (Additional Functions) — [Mail Box Settings] —
[Photo Mode].

2 Select [On] or [Off] — press [OK].

Standard Scan Settings

The Standard Scan Settings refer to a combination of scan settings that the
machine automatically returns to after the power is turned ON, or when © (Reset)
is pressed.

The Standard Scan Settings can be changed to suit your needs, or restored to their
default settings.

&> NOTE

The default settings are:
- Document Size: Auto
- Record Size: Auto

- Original Type: Auto

- Copy Ratio: Direct
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Storing the Standard Scan Settings

You can store your own scan settings as the Standard Scan Settings.

To store your own standard scan settings, specify the desired settings on the Scan
screen, then follow the procedure below. (See "Storing Originals into an Inbox," on
p. 2-12.)

1 Press (©) (Additional Functions) — [Mail Box Settings] —
[Standard Scan Settings].

2 Press [Store].
3 Press [Yes].

4 Press [Done].

Initializing the Standard Scan Settings
You can restore the Standard Scan Settings to their default settings.

1 Press (& (Additional Functions) — [Mail Box Settings] —
[Standard Scan Settings].

2 Press [Initialize].
3 Verify the settings — press [Yes].

4 Press [Donel].
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Setting/Storing a Confidential Fax Inbox

You can set and store a name and password for any Confidential Fax Inbox.

&> NOTE

« [Confidential Fax Inboxes Settings] appears only if the optional Universal Send Kit is
activated, or if the optional Super G3 FAX Board or Super G3 Multi-Line FAX Board is
installed.

¢ You can create up to 50 Confidential Fax Inboxes.

« The numbers for Confidential Fax Inboxes are 00 to 49.

« Setting a name for a Confidential Fax Inbox is optional.

« Setting a password for a Confidential Fax Inbox is optional.

1 Press (¢) (Additional Functions) — [Mail Box Settings] —
[Confidential Fax Inboxes Settings].

2 Press the desired Confidential Fax Inbox number.

If you enter Confidential Fax Inbox number using @ - @ (numeric keys), make
sure to enter a two digit number = press [OK].

3 Specify each setting — press [OK].

@ & Confidential Fax Inboxes Settings

@ & Confidential Fax Inbox 00

Register |—

Inbox Name | | BOX0O

Password »li*“""* Leave blank If ot required. Initialize
i

1 URL Send

& Seftings »l

il Cancel | [ 0K J )

| System Monitor |

[Register Inbox Name]:

Press [Register Inbox Name] — enter a name — press [OK].
<Password>:

If you want to set a password for this Confidential Fax Inbox, enter the password
using @ - ® (numeric keys) = press [OK]. You can leave the password blank.
You cannot store a password with only zeros as the number, such as <0000000>.

[URL Send Settings]:
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If you set the machine to send a link via e-mail to the Confidential Fax Inbox in
which the document is stored, you can check or perform operations on the
document in the Confidential Fax Inbox, using the Remote Ul (User Interface) of
the machine. If you want to send a link to a Confidential Fax Inbox via e-mail,
press [URL Send Settings] — specify the destination = press [OK].

(M MPORTANT

Since there is no way to check a stored password, make sure that you write down
the password that you enter, and keep it in a safe place.

&> NOTE

If Use Asterisks to Enter Access No./Password in System Settings (from the
Additional Functions screen) is set to 'Off', the password is not displayed as
asterisks (*******). (See Chapter 6, "System Manager Settings," in the Reference
Guide.)

4 Press [Donel].

Initializing a Confidential Fax Inbox

You can restore a stored Confidential Fax Inbox name and password to their default
settings.

&> NOTE

« [Confidential Fax Inboxes Settings] appears only if the optional Universal Send Kit is
activated, or if the optional Super G3 FAX Board or Super G3 Multi-Line FAX Board is
installed.

« You cannot initialize a Confidential Fax Inbox if there are documents still remaining in it.

1 Press (©) (Additional Functions) — [Mail Box Settings] —
[Confidential Fax Inboxes Settings].

2 Select the Confidential Fax Inbox that you want to initialize.

If you entering Confidential Fax Inbox number using @ - @ (numeric keys), make
sure to enter a two digit number — press [OK].

3 Press [Initialize].

4 Press [Yes] — [Done].
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A;pendix

This chapter provides the combination of functions chart and index.
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Appendix

Combination of Functions Chart

These charts show the available combinations of settings when you want to set
more than one function at a time.

s
D Combination Available S5 o2 Ay
Combination E 'E? ‘§ e :5
. Unavailable S NS &
@Priority to NS 55 g .E’
Latest Set Mode swgm m‘)\??w 2/a]o e IE 3
o2& a/s/3|& &/315/S 1S/5</91.8 o/a] &
g|S/E Lfof&/2/g 519/5/8 15/8/8/9/9/3/8/3/5|SIS
S5l3), | (SEIEIes  SI98IE] s 525 e g
o 5181 3/88)</55 5 o 5[5 8155131313 /5 15 o £ 2/t <) 58] &
5/S/E/8/5/8/5|5|5/S/5/8/5/2 /55212515552 8|d|a 4l S| & &
N[O =~ [<T <KD O[O €[OO D | [T | TS|~ v v @] &)
Function to Be Set
Preset Zoom
Zoom by Percentage
XY Zoom
Auto XY Zoom XX "
Auto Zoom X[X| |1
Zoom Program
Entire Image *1
Copy Exposure (Automatic) A A AA
Printed Image A[\AAA
Photo A A\ AA
Text A A AN\ A
Text/Photo AlAA A
Automatic Paper Selection X|X Al 22 X
Automatic Paper Selection, Auto Orientation X|X A *2 X [X
Auto Drawer Switching *2
Stack Bypass M) 1 20202 [\[*2[*2|*2|*2|*2|*2[*2 [*2[*2 |2 *2[*2| [2[*2[*2
Collate "2/\|A |A|A|A|A A A A
Group "2|A\|A|A|A|A A A A
Rotate Collate "2 |A |A[N\AAA A A A XX
Rotate Group "2|AA|AN\|AAAA A XX
Offset Collate "2 |A A |A|AN\AA|A A *3
Offset Group "2|A A |AAANAAA 3
Staple "2|A A |A A A ANAA 3
Saddle Stitch XI[X| |"2|A|A|AA|AA A X XX XX
Add Cover (Print/Leave Blank) X[X| |*2|A|A|A|AA A A X XX XX
Hole Punch *2 XX *4
Interrupt Copy XX
Reserve Copy
1»2-Sided *2 A A
2»2-Sided *2 AN\A A
2»1-Sided XX A A
Book»2-Sided *2 X|X A A
Remote Copy *2 XX X X[ X
Cascade Copy *2 XX "3 [} [X [X "4 |X

*1 You cannot combine these modes if you select a nonstandard paper size.
*2 You cannot combine these modes when a nonstandard paper size or envelope is selected.
*3 You cannot combine these modes if the finishers attached to this machine and the finishers attached to the remote

copy printer are different.
*4 You cannot combine these modes if the Puncher Unit-R1/M1 is not attached to this machine or the remote copy

printer.
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S|
5 g
s </ Ay
D Combination Available g SIS g’
=S
- Combination g o] é’g 8
Unavailable < E/_J S| 5 <
@ Priority to gl |2, 3/ ° -§ >,
Latest Set Mode 9o/ T2 8/ ) Sk 5% 3
L S g ol583|3 51913 15515885 o/e5)
Priority to Image S/ &gl § 588l S/51.9.S) 519 2/9/9 5 3 8D
Combination and Q=13 | £/ 82/Q)] o ol el 99 w°a?=§’%’f§%")’~
Booklet Modes (Ratio oo/ 58 §§;§§§§§§g§§$$f§g$%(‘}?(\"(\'p_’gé’g
con be changed) NG &)1 <)) S o] &l S5 5 2 S 4 4 & S
Function to Be Set
Two-Page Separation *2) X X [X] X
Image Combination 000 00X X|X] |*2| XX X [X][X]|X
Original Frame Erase X
Book Frame Erase X
Binding Erase X X
Margin
Shift (Using the Arrow Keys) A 717 M1
Shift (Using the Numeric Keys) A 77 (M1 X[ X
Front Cover 7T [r2l [ XIXIX[ [X] XX X|3[*13
Back Cover P77 2l IXIXIX|[X] XX X ["3[*13)
Sheet Insertion (Print/Leave Blank) 7M7) *2l [ XXX [X] XX X|[3[*13
Chapter Page FTPTL x| [ XIX[X|[X] XX X|13{*13]
Transparency Interleaving X9 XX [ X[X [ X [X[X [X [X|X]X XX X[X]|X]|X
Booklet [ ] ®|X XX ] *2 X [ XX [ XXX [X[X[X[X X [X[X]|X
Booklet: Saddle Stitch [ ] @ X XX ] *2 X [ XX [ XXX [X [X[X[X X [X[X]|X
Booklet: Add Cover (Printed/Leave Blank) |@® ®|X XX [*2[X [ XXX [X[X X [X[X][X X [X| XX
Divided Booklet [ ] @ X XX *2| X | XX XX X [X X [X[X XX [ X[ X[X]| X
Sample Set | X X[ [X *5/*6 X[ X
Different Size Originals X X
Job Build
Sharpness
Nega/Posi
Image Repeat *8|*8| [X *8[X| |*1 X X
Mirror Image X X X|X
Form Composition *2) X [X X [H0|
Page Numbering X *q X [X
Copy Set Numbering X | (X[ [X] X[ [X[X
Watermark/Print Date X *1 X [X >
Job Block Combination x| [X|X[X]| |X| [X[X X | X S
Store In User Inbox *q X | X c
Store In User Inbox (Copy Upon Storing) *1 XX [}
Secure Watermark (Watermark) *1 XX &
Secure Watermark (Date) *1 XX <
Secure Watermark (Copy Set Numbering) | [ X[ X| [X] [X[X XX
Secure Watermark (Serial Number) *1 X|X
Secure Watermark (ID/User Name) *1 XX

*1  You cannot combine these modes if you select a nonstandard paper size.

*2 You cannot combine these modes when a nonstandard paper size or envelope is selected.
*5 You can set the Sample Set mode as the Interrupt mode.

*6 You can set the Sample Set mode as the reserve copy mode.

*7 You cannot combine these modes when the Different Size Originals mode is set.

*8 You can set these modes in combination with the Image Repeat mode (manual setting).
*9 Auto Drawer Switching can be performed only for interleaf sheets.

*10 If the image form name assigned to this machine is not set in the remote copy printer, the Form Composition
settings will not be evident in the output from the remote copy printer.

*13 The Auto Orientation cannot be performed.
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Appendix

Upon Storin,
termarg

D Combination Available

Combination
Unavailable

Priority to

Latest Set Mode
Priority to Image
Combination and
Booklet Modes (Ratio
can be changed)

er Page Printg

NSertion

Margin
Shift
hift
Front
Back
Sheet
Cha t
Trang,

Function to Be Set

Preset Zoom
Zoom by Percentage
XY Zoom
Auto XY Zoom
Auto Zoom

Zoom Program [ ]
Entire Image X
Copy Exposure (Automatic)
Printed Image
Photo

Text
Text/Photo
Automatic Paper Selection

Automatic Paper Selection, Auto Orientation
Auto Drawer Switching

Stack Bypass *2[*2 *1|*1[*2[*2[*2[*2
Collate
Group
Rotate Collate
Rotate Group
Offset Collate
Offset Group
Staple
Saddle Stitch
Add Cover (Print/Leave Blank)
Hole Punch

Interrupt Copy

Reserve Copy

1»2-Sided

2k 2-Sided

2»1-Sided

Book »2-Sided

Remote Copy

Cascade Copy

MTUTTTTMTL XX 4] *8

7T

X|[X
X
X
X[X
X|X

[P

*1 M) 2 MM

N
n

X|X[X
XXX

X|X
X[X
XX
X[X
XX

X|[X
X|[X
XXX XX XXX X[ X[ X | S| X

XXX XX XX [X[X[X[n3
XXX XX XX |X[X|X
XXX XX XX XXX
XXX XX XXX [X[X][n

uil
12

X[X[ X|X
X[X| X|X

X
X

X{*13[*13]*13[ 13|
X M3["13]13] 13|

XX X|X| X[ X
X X[ X|X| X[ X
XX X|X| X[ X
X
X

X
X
X
X
X
X

X[X
3
X
X
X
X
X
X[X
X[X

*1 You cannot combine these modes if you select a nonstandard paper size.

*2 You cannot combine these modes when a nonstandard paper size or envelope is selected.

*7 You cannot combine these modes when the Different Size Originals mode is set.

*8 You can set these modes in combination with the Image Repeat mode (manual setting).

*9 Auto Drawer Switching can be performed only for interleaf sheets.

*10 If the image form name assigned to this machine is not set in the remote copy printer, the Form Composition
settings will not be evident in the output from the remote copy printer.

*11 You cannot make an Interrupt copy while copying with the Sample Set mode, or while changing the settings after
the sample set has been made.

*12 You cannot reserve a copy job while copying with the Sample Set mode, or while changing the settings after the
sample set has been made.

*13 The Auto Orientation cannot be performed.

*14 You cannot combine these modes when the Shift or Cover/Sheet Insertion mode is set.
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Xipuaddy

X|X[X[X[X
X|X[X[X[X
X|X[X|X[X
X|X[X[X[X
X|X[X|X[X
AAAA
AN AAA
AAIN\AA
AA AN A
AAAA

2
%]
XIXIXXX XXX XXX

X|X[X[X[X
X|X[X[X[X
XX XX XX XXX X[ X

]
=
2
3
37
D
[Z]
X
X
X
X
X|X[X[X[X
X|X[X[X[X
X|X[X[X[X

X|X
X|X
X|X
X|X

£
2|
el
E|
3
=z
[
O,
O
X[X|X
X[X]X
X[X|X
X[X]X

XX [X[X[X]X]|X

§
i
o
=
XXX
XX
X
XX
X
X
XX
XXX
XXX
XXX
XXX
XXX
XXX
XXX
XXX
X
X
X
X
XXX

X

X
XX XXX XX [X]|X
XIX|X|X XXX XX
XX XXX XX [X]|X
XXX X[ X[X[X]X]|X
XIXIXX XXX XX

X

X
X
X
X
X

3
»
@

=
£
@
(%]
X

XIX|X[X
XIX|X|X] |13
X[X|X[X
X[X|X[X
XIX|X[X
XIX[X]X]

XXX X[ X]
XXX X[ X]
XXX X[ X]

XIXIXX XXX X[ X

XIXXX[X|X[X]| X[ X
AXIXIXIXIXIX|AAA Al [X
A
XX |X[X
XXX XXX
XX XXX X[X| X[ X
X
X

XXX XXX
XXX[X|X[X

13[13

L
<
c
=/
SIS
X| X
X|X[X
X|X|X
X|X[X
X|X[X

XIXIXX] X XXX XX XXX XXX

XIX]X]X] XXX XX XXX XXX X X

A

A
XA X[ X[ X]X]
XA X[ X]X]X]
X|A|X|X|X|X

X|X
X|X

D Combination Available
Combination
Unavailable
Priority to
Latest Set Mode

*13 You cannot combine these modes when the Different Size Originals mode is set in combination with the Automatic

Booklet: Add Cover (Printed/Leave Blank)
Divided Booklet

Store In User Inbox (Copy Upon Storing)!
Secure Watermark (Watermark)

Secure Watermark (Date)

Sample Set
Secure Watermark (Copy Set Numbering)

Secure Watermark (Serial Number)

Shift (Using the Numeric Keys)
Sheet Insertion (Print/Leave Blank)
Chapter Page

Secure Watermark (ID/User Name)

Front Cover

Shift (Using the Arrow Keys)
Back Cover

Two-Page Separation
Transparency Interleaving
Booklet

Image Combination
Different Size Originals

Original Frame Erase
Book Frame Erase
Binding Erase

Job Build

Job Block Combination
Store In User Inbox

Margin
Booklet: Saddle Stitch

Function to Be Set
Sharpness
Nega/Posi

Image Repeat

Mirror Image

Form Composition
Page Numbering
Copy Set Numbering
Watermark/Print Date
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Mail Box

H Scan Function

g
[
g [
Combination 3 g
Available 2 g - 7}
X Combination o |5 =y &
Unavailable Ee g T/ o L‘E" 2 =
P = cl el 5= @ =
@Prlorltyto e/8 |£l£l |2/E88 o /59
Latest Set Mode 85 |3s |5 552 E e 258
Priority to Image 5512888 é’é’wgigm(},’gvz,’g
Combination and l\olaa?fEE E,’E,’n‘_"oﬁi' 5155/ &l
Booklet Modes SISl 514 12/2 |8 8% &l £l=| 5o Sl
: 2/5/L8/%/3|8/%linlinl ) 1.8 2/ 8/ 9|2 al T
(Ratio can be >15/8/5/ 58| 8 &P =18/</8/E/8/8 8
o 3 oD% 2 e o o o
changed) X|<|N|<|—|&|d ||~/ £|O|m|@d|m|a)5|w)Z,

Function to Be Set
Platen Glass Scanning
Feeder Scanning
Document Size Auto Select
Document Size Manual Select
Record Size Auto Select
Preset Zoom
Zoom Designation
XY Zoom
Auto Zoom
Zoom Program
Automatic Exposure Adjustment
Text/Photo
Photo mode/Printed Image
Photo mode/Photo
Text
1-Sided Scanning A
2-Sided Scanning AN\ X
Two-Page Separation X
Image Combination
Original Frame Erase
Book Frame Erase
Binding Erase
Booklet Scanning
Different Size Originals
Job Build
Sharpness
Nega/Posi

4l a1 2

| VL d1L31LJRS
o 000X X
o 000X |X

> >

» >
> |>

dldld
> >

XX

X|X

»» X
XXX [P [X][X
XX XX

X |X[X
X X [

X X[ X
X
X

X

X

(J

(J
(J
(]
X
X XX
X [»

H Appendix

*1 Combination available when the Job Build mode is set.

9-6 Combination of Functions Chart



H Print Function

Combination
Available

Combination
Unavailable

@ Priority to
Latest Set Mode

Priority to Image
Combination and
Booklet Modes

(Ratio can be
changed)
Function to Be Set
The Number of Printouts
Automatic Paper Selection Al 2 XX XX X[X[X
Automatic Paper Selection, Auto Orientation| | A 2 X|X X|X X[X[X[X] [X
Auto Drawer Switching *2
Stack Bypass *2[*2*2[\[*3[*3[*2[*2[*2[*2[*2[*2[*2[*2| [*2[*2[*2[*2[*2|*2|*2[*2|*2|*2[*2[*2|*2 F2*2[*2[*2] [2]2[*2[*2]*2
Collate AN|A[A[A[A[A]A[A]4A] X[X]X[X
Group 3[AN[A[A|A[A[A[A[A] XX X]X]X] XXX XXX X X X
Rotate Collate XX [2[alaN[A[A[A]A[A]A]X XX XXX [X[X][X[X[X
Rotate Group XX [2[alalaN[A[a]ala]A]X XXX XXX [X[X[X[X[X][X X| X
Offset Collate *2|A|A[A[AN [AlAA[A] X[X[X[X
Offset Group. 2 [AlA[A[A[AN[A[A[A] XXX XXX XX [X[X[X][X X| X
Staple alala[alalaN a4l X|X[X[X
Saddle Stitch X[X[ [2[alalalalalalaN|A[X[X XIXIX]X[X XXX [X]X] X[ X X[X[X[X X
Add Cover (Print/Leave Blank) XIX[ |*2|A|Alh AAAAAN|XX XX XXX XXX XX XX X[X[X]|X X
Hole Punch 2! X|[X X[X X|X[X[X
One-Sided Printing X[X AlAlAl X[X[X[X
Two-Sided Printing 2 Al Al XIX[X[X X
Document Separate Duplex Printing 2 A A X[X|X[X X|X
Document Separate Contiguous Printing 2| X] [X] X AlAlA| X[X|X| X X|X
Front Cover. | XXX X[ [X[X XX[X[X[X][X X[X[X X
Back Cover o [XX[X] X[ [X[X XIXIX[X]X[X X[X[X X
Sheet Insertion (Print/Leave Blank) o [X[X[X] [X] [X]X X[X|X|X|X|X X|X[X] X
Chapter Page ol XXX X[ [X[X X[X[X[X[X][X X[X[X X
Cover | XXX X[ XX XX XXX X[ X[X[X X[X X
Job Separator | XXX X[ [X[X XX XXXNIX[X[X[X X[X X
Booklet XX 2 XXX XXX XX XXX XXX XXX XXX X| |*5| XXX XX [X[X]X][X
Saddle Stitch (Booklet) XIX] 2] XXX XXX XXX XXX XX XXX XXX X[ |5 XXX XXX [X]X]X
Front Cover (Booklet) XIXT T XXX XXX XX XX XXX XXX X[ XXX x| [*5 XXX XXX XXX
Divided Booklet XX T X XXX X XXX XX XX XXX X[ X[ XX X|_]*5 XXX XXX X X[ %
Sample Print X [X] X[ [X|X X
Different Size Originals *4 X X[X X|x[x[x
Single Document XX X[X|X[X[X]|X X[X PY3
Multiple Documents XX XIXIX|X[*5[*5[*5]*5 [ X] [X]N\IX -6
Merge Documents X X|X[X[X] X[X c
Page Numbering *2 X|X x| IX]|X|[X]|X[X [0}
Copy Set Numbering s X[ IXT X[ XX X[ X[X[X[X]Xx [oR
Watermark/Print Date 2 X|[X! X[X[x[x X[ X[X[X[X][x Q.
Form Composition *2 X|X XX XXX [X]X[X[X[X X|X[X X|X|X[X[X <
Margin X[X[X|X
Secure Watermark (Watermark) 2 X[X[X][X X[X[X]X Alalafal
Secure Watermark (Date) 2 X[X[X[X X[X[X[X] [aN|ala]al
Secure (Copy Set Numbering) R X IX] X [X[X X[X]X[X XIX[X]X] |a AlAl
Secure Watermark (Serial Number) 2 X[X[X][X XIX[X|X| |a|ala\] A
Secure Watermark (ID/User Name) *2 X[ x|x[x X[x|x[x]| |[alalala

*2 Combination unavailable if [Free Size] or [Envelope] is selected.

*3 Combination unavailable if [Envelope] is selected.

*4 Qutput prints scanned using the Different Size Originals mode.

*5 Combination unavailable if the record size is different from the original size.
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Numeric

1 to 2-Sided, 3-39, 7-19
2on 1, 4-30, 4-32
2-page Separation, 4-9, 7-39
2 to 1-Sided, 3-43, 7-21
2 to 2-Sided, 3-41, 7-20
2-sided Copying, 3-38
1 to 2-Sided, 3-39
2 to 1-Sided, 3-43
2 to 2-Sided, 3-41
Book to 2-Sided, 3-44
2-Sided Original, 3-47
2-sided Printing, 3-38
Book Type, 3-40
Calendar Type, 3-40
4 on 1, 4-30, 4-32
8on 1, 4-30, 4-32

A

Add Cover, 4-22
Adjusting the contrast, 4-57
High, 4-57
Low, 4-57
Arranging Documents Stored in an inbox, 2-45
Auto Collate, 8-9
Auto Orientation, 8-9
Auto XY Zoom, 3-22
Auto Zoom, 3-13, 7-13
Automatic exposure adjustment, 3-6

Back cover copy, 4-12
Back cover print, 4-16
Binding Erase, 4-43
Blueprints, 4-57
Book/Page Edit/Shift, 7-42
Book Frame Erase, 4-41
Adjust At All Once, 4-42
Adjust Each Dim., 4-42
Book to 2-Sided, 3-44, 7-22
Front/back two sided, 3-45
Left/right two sided, 3-44
Book Type, 3-40
Booklet mode, 4-19, 7-46
Divided Booklet, 4-20
Booklet Scanning, 4-25
Bottom Margin, 4-36

C

Calendar Type, 3-40
Cancel, 1-24, 2-29
Canceling a Job, 2-29
Using the stop key, 2-29
Using the System Monitor Screen, 2-30
Using the touch panel display, 2-29, 2-30
While printing, 2-30
While scanning, 2-29
Cascade Copying, 1-12, 1-13
Center Shift Copy, 4-33
Center/Corner Shift, 4-33
Change Print Settings Screen, 2-9
Changing the name of a document, 2-45
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Checking a document's detailed information,
2-46

Collate, 3-27, 3-29, 7-23
Confidential Fax Inboxes, 6-9
Confidential Fax Inboxes Settings, 8-21
Confirming selected settings, 1-38
Copy Basic Features Screen, 1-2
Copy Ratio, 3-9

Auto XY Zoom, 3-13

Entire Image, 3-15

Preset Zoom, 3-9

Zoom Program, 3-16

Zoom by percentage, 3-11
Copy Set Numbering, 7-48
Copy settings, 5-4

Recalling, 5-8
Copy settings table, 8-4

Copying with different XY copy ratio, 3-18, 3-19
Copying with the same XY copy ratio, 3-17, 3-18

Corner, 3-27, 3-34

Cover/Job Separator, 4-16

Cover/Sheet Insertion, 4-11

Current standard settings, changing , 8-10

D

Divided Booklet, 4-20

Different Size Originals, 4-47, 7-41
Document list, printing, 2-48
Document Editing Screen, 2-7
Document Name, changing , 2-45
Document Selection Screen, 2-6
Double, 3-27, 3-34

Duplicating a document, 2-49

E

Editing/checking the contents of a document,
2-51
Edit Menu, 2-7
Document Insertion, 2-54
Merge and Save, 2-52
Page Erase, 2-55
View Page, 2-51
Enlargement, 3-10
Entire Image, 7-14
Copy ratio, 3-16
Erase
Copy settings, 5-9
Print settings, 5-10
Scan settings, 5-10
Erase Document After Printing, 2-22
Erasing a document, 2-47
Exposure adjustment, 3-2, 7-9
Automatic, 3-6
During copying, 3-7
During printing, 3-7
Express Copy Basic Features screen, 7-3

F

Faint images, 4-57
Fax memory lock, 6-4
Finisher-AE1, 3-26
Finisher-S1, 3-26
Finishing modes, 3-25
Collate, 3-27
Group, 3-27
Hole Punch, 3-28
No Finishing, 3-28
Offset, 3-29
Rotate, 3-29
Saddle Stitch, 3-28
Staple, 3-27

Index
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No finisher mode, 3-28
Flow of copy operations, 1-6
Flow of mail box operations, 2-12
Form Composition, 7-58
Frame Erase, 4-39, 7-61
Binding Erase, 4-43, 7-63
Book Frame Erase, 4-41, 7-62
Original Frame Erase, 4-39, 7-61
Front Cover/Back Cover, 7-44
Front Cover Copy, 4-12
Front Cover Print, 4-16

G

Group, 3-27, 3-31, 7-25

I-Fax Memory Lock, 6-4
Image Adjustment, 7-67
Image Combination, 4-30, 7-57
2on 1, 4-30
4on1,4-30
8on1,4-30
Image Repeat, 4-53, 7-60
Automatic setting, 4-53, 4-54
Manual setting, 4-53, 4-54
Inbox Selection Screen, 2-4
Initialize Copy Settings, 8-11
Initializing a Confidential Fax Inbox, 8-22
Initializing a User Inbox, 8-18
Initializing the Standard Scan settings, 8-20
Interrupting copy/print jobs, 1-11, 1-34, 7-31
Inverting images, 4-52

J

Job Block Combination, 4-78, 7-70

Job Build, 4-49, 7-40
Job Done Notice, 4-45, 7-74
Job separator, 4-16, 4-17

L

Left Margin, 4-36

M

Mail Box function, 2-2

Mail Box settings table, 8-16

Making the copy settings before selecting an
output device, 1-12

Making scanning with different XY zoom ratio,
3-19

Making scanning with the same XY zoom ratio,
3-18

Manual exposure adjustment, 3-2

Margin mode, 4-36, 7-54

Memory keys, naming, 5-6

Memory RX inbox function, 6-3

Memory RX Inbox, 6-2, 6-4

Merge Documents, 3-49

Mirror Image, 4-56, 7-66

Mode Memory, 5-4, 7-34

Moiré effect, 4-57

Moving a document, 2-49

N

Nega/Posi, 4-52, 7-65
Numeric keys, 1-9

)

Offset, 3-29
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Original Frame Erase, 4-39

Adjust All At Once, 4-40

Adjust Each Dim., 4-40
Original type drop-down list, 3-4, 3-5
Original type selection, 3-3, 7-10
Overview, 1-2

P

Page Numbering, 7-48
Paper Insertion, 7-44
Paper Select Key Size for Express Copy Screen,
8-5
Paper selection, 2-24, 7-17
Manual, 2-25
Auto, 2-25
Free size, 2-27
Photo mode, 3-4, 3-5, 8-10
Preset zoom, 3-9, 7-12
Enlargement, 3-10
Reduction, 3-9
Print Date, 7-51
Printed Image mode, 3-4, 3-5, 8-10
Print List, 2-48
Print Screen, 2-8
Print settings
Erasing, 5-9
Recalling, 5-8
Printing a document in the Confidential Fax
Inbox, 6-11
Printing a document in the Memory RX inbox,
6-5
Printing documents stored in an inbox, 2-18
Print upon storing from the printer driver, 8-18
Process/Layout, 7-55

R

Recalling
Copy settings, 5-8
Print settings, 5-8
Scan settings, 5-8
Recalling previous copy jobs, 5-2, 7-33
Receiving confidential documents, 6-10
Receiving documents through Fax or I-Fax, 6-3
Reduction, 3-9, 7-12
Regular Copy Basic Features Screen, 1-3
Register Inbox Name, 8-21
Remote Copying, 1-12, 1-13, 1-14, 1-16
Reserving Copy Jobs, 1-27
While the machine is printing, 1-27
While the machine is waiting, 1-27
Reserving print jobs, 2-32, 2-33
Using the stack bypass, 2-36
Resume Copying, 1-25
Right Margin, 4-36
Rotate, 3-29, 3-30

S

Saddle Finisher-AE2, 3-26
Saddle Stitch, 3-28
Sample Print, 2-41
Cancel, 2-42
Start Print, 2-41
Change Settings, 2-42
Sample Set, 1-36, 7-31
Cancel, 1-37
Start Print, 1-37
Change Settings, 1-37
Scan mode
Erasing, 5-9
Scan Originals, 7-38
Scan Screen, 2-10
Scanning with different XY zoom ratio, 3-17, 3-19
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Scanning with the same XY zoom ratio, 3-17,
3-18
Scanning 2-Sided originals, 3-47
Secure Watermark, 4-61, 7-59
Select All, 2-20
Selected settings
Canceling, 1-38
Changing, 1-38
Confirming, 1-38
Selecting an Output Device, 1-12
Cascade copying, 1-12, 1-13
Remote copying, 1-12, 1-13, 1-14, 1-16
Selecting the output device before selecting the
copy settings, 1-12, 1-16
Selecting the Remote Device Transmission
Timeout, 8-14
Send Screen, 2-11
Sending a document, 6-12
Setting a Confidential Fax Inbox, 8-21
Setting a User Inbox, 8-17
Setting Confirmation, 1-38
Setting for receiving documents in memory, 6-3
Setting the Photo Mode for the Copying Function
, 8-10
Setting the Photo Mode for the Mail Box Function
, 8-19
Setting the X and Y axes independently, 3-21
Sharpness, 4-57, 7-67
High, 4-57, 7-68
Low, 4-57, 7-68
Sheet insertion, 4-12
Shift, 7-52
Using the arrow keys, 4-33
Using the numeric keys, 4-34
Shifted to a corner, 4-33
Shifting the original image, 4-33
Shifted to a corner, 4-33
Shifted to center, 4-33
Special Features, 4-3

Copying, 4-3
Mail Box, Scanning, 4-7
Mail Box, Scanning, 4-5
Special Features Screen, Copy, 1-4
Specifying the Remote Copy Printer Settings,
8-12
Confirming, 8-13
Deleting, 8-14
Registering, 8-12
Stack Bypass Settings, 1-30
Standard Key 1/2 Settings for Regular Screen,
8-6
Standard Key Settings for Express Copy Screen,
8-7
Standard scan settings, 8-19
Standard settings, 8-10
Changing, 8-10
Initializing, 8-11
Storing, 8-11
Staple, 3-27, 3-33, 7-27
Corner, 3-27
Double, 3-27
Finisher-AE1, 3-26
Finisher-S1, 3-26
Saddle Finisher-AE2, 3-26
Saddle Stitch, 3-28
Start key, 1-10
Start Send, 6-13
Status, 1-26
Stop a copy job
Using the Stop Key, 1-24
Using the System Monitor Screen, 1-25
Using the Touch Panel Display, 1-24
Stop key, 1-10
Store
Copy mode, 5-4
Print mode, 5-4
Scan mode, 5-4
Store In User Inbox, 4-83, 7-73
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Storing a confidential fax inbox, 8-21
Storing a User Inbox, 8-17

Storing Originals into an Inbox, 2-12
Storing originals while printing, 2-32
Storing standard settings, 8-11
System Monitor, 1-25

T

Text mode, 3-3, 3-4
Text/Photo mode, 3-3, 3-4
Top Margin, 4-36
Transparency Interleaving, 4-27, 7-64
Not printing on the insertion sheets, 4-27
Printing on the interleaf sheets, 4-28
Two-page Separation, 4-9
Two-Sided Copying, 3-38
1 to 2 Sided, 3-39
2 to 1 Sided, 3-41
2 to 2 Sided, 3-43
Book to 2 Sided, 3-44
Two-Sided Printing, 3-38
Book Type, 3-40
Calender Type, 3-40

U

User Inboxes Settings, 8-17

\'

Various copying features, 1-2
View Page, 2-51

w

Watermark, 7-50

X

XY Zoom, 3-21, 7-16
automatically, 3-22
manually, 3-21

Z

Zoom, 3-16

Zoom by percentage, 3-11, 7-11

Zoom program, 3-16, 7-14
Different XY copy (zoom) ratio, 3-17, 3-19
Same XY copy (zoom) ratio, 3-17, 3-18
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