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Quick Reference

Store this guide next to the machine for future reference. ENG
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Things You Can Do with This Device

The imageRUNNER ADVANCE C5051/C5045/C5035/C5030 incorporates a rich
array of input and output features that can greatly enhance your efficiency.
Equipped with features that meet the needs of document work in a digitized

office, the imageRUNNER ADVANCE C5051/C5045/C5035/C5030 represents the

ultimate in a color digital multitasking machines.

* Some functions explained in this manual may require optional equipment. For more information,
contact your local authorized Canon dealer.

You can make two-sided copies from one-sided originals or copy two pages onto one side of the
= paper to reduce printing cost. There are other modes such as Collate and Booklet mode. For more
= o information, see p. 9 to p. 20 on this manual.

- J
([ CEEIETED
‘ Fax

Scanned documents as well as stored files and computer data can be sent by facsimile. You can also
. I send documents to multiple addresses and forward received facsimile to another destination. Also,

by using Remote Fax sending function, you can share the fax function on the same network. For more

i,

information, see p. 21 to p. 30 on this manual.

N\

N\

J

‘ Send Documents (E-Mail/Fax/I-Fax/File/Store in Mail Box)

You can send scanned documents by e-mail or I-fax, as well as store it in a network file server. You can
also store sent documents in the Mail box. For more information, see p. 31 to p. 42 on this manual.
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Things You Can Do with This Device

(" )
‘ Use Mail Box (Store/Print/Send)

The Mail Box function enables you to store scanned documents or data from a personal computer.

§}J » « E You can send or print stored files. To store to Mail Box, press [Scan and Store] on the Main Menu
-~

screen. To print from Mail Box, press [Access Stored Files]. For more information, see p. 43 to p. 69 on
this manual.

I\
(
. Use Advanced Box

~ You can set a file format to the scanned document so that it can be accessed from your computer. You
% * ,%4 ﬁ | can share the data by accessing it via personal computer. To store to Advanced Box, press [Scan and
% X/ Store] on the Main Menu screen. To print from Advanced Box, press [Access Stored Files]. For more

. e

information, see p. 43 to p. 69 on this manual.

il

g
(‘ Use Memory Media
= 7R
; —

You can scan and store documents in the Memory Media connected to the USB port. You can also
print stored files directly from the Memory Media. To store to Memory Media, press [Scan and
Store] on the Main Menu screen. To print from Memory Media, press [Access Stored Files]. For more
information, see p. 43 to p. 69 on this manual.

I\
(
. Print Secured File

- When you print a file by using printer drivers from [ orin IR
" 123 your computer, you can assign a password to the file. ) = ) v
N You can print the file if the password is entered on the v a 7
-
- machine. For more information, see e-Manual. d m
’«’ ‘ &

w



* Some functions explained in this manual may require optional equipment.

‘ Use Remote Scanner
@ Main Menu

= You can use this machine as a remote scanner by sty ST
yﬁ_‘ * * | TWAIN compatible computer software. You can scan
= — up to 11”x 17"in size at a resolution of 600 x 600 dpi. ¢

For more information, see e-Manual.

.
. View Web Page

@ Main Menu

Select a function

You can use this device to browse Web pages from
the touch panel display of the machine or print a PDF
file directly from the Web. For more information, see
the e-Manual.

& ®© T
bﬁ%ﬁ ; R Bt Soamer
2 -l
9. h? .
-
. -

‘ Printing a Fax/I-Fax file in the Memory RX Inbox
@ Main Menu

Select a function

If Memory RX is set, documents received by Fax/I-Fax

function are not printed but stored in the Memory RX
~ Inbox. For more information, see e-Manual.

LI

Scanner
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Control Panel

Main Menu

o(=>

Quick Menu

0=

Select a function

Scan and
Send

Status Monitor/
Cancel

o
LI et

Access Fax/I-Fax Secured
Stored Files Inbox Print

1 Main Menu key

Press to return to the Main Menu screen such as when you want to
switch functions.

2 Quick Menu key

Press to display previously registered function.

3 Status Monitor/Cancel key

Press to check the status of the jobs or cancel the print jobs.

4 Volume Settings key

Press to display the screen for adjusting settings such as the
transmission volume and fax sending/receiving alarm volume.

5 Brightness Adjustment Dial
Use to adjust the brightness of the touch panel display.

6 Touch Panel Display

Displays the setting screen for each function. Eight function keys are
displayed by default.

7 Control Panel Power Switch (Sub Power Supply)

Press to set or cancel the Sleep mode.

8 USB Port
Port for USB Memory Media.

9 Numeric keys

Press to enter numerical values.

10 Settings/Registration key

Press to register or specify function settings.

| 9

Show A1l l

A Settings/
egistration

Scan and
Store \ \ S

ounter Che

@O O
Sto
Start P @

. /
Main
Power

11 Counter Check key

Press to display the copy and print count totals on the touch panel
display.

12 Stop key

Press to stop the job in progress.

13 Edit Pen

Use when operating the touch panel display.

14 ID (Log In/Out) key

Press to log in/out when a login service such as Department ID
Management or SSO-H has been set.

15 Clear key

Press to clear entered values or characters.

16 Reset key

Press to restore the standard settings of the machine.

17 Start key

Press to start an operation.



. If the touch panel display is turned OFF

If nothing is displayed on the touch panel display after the main power switch is turned ON, press the
control panel power switch.
i Power
) '3 d N
MNO —
2 ‘\‘ 6 \
XY
A7
‘ If you want to check or change the job status —
Concel
Press (Status Monitor/Cancel) on the control panel to display the screen shown to the right,
and then you can check the job status or cancel print jobs. Also, you can check the status of the
machine such as the amount of paper remaining in the paper deck.
@ Status Monitor/Cancel ﬁ
IE Copy/Print IE Send IB Receive IE Store ICnnsumnhlu I
Job Status Log \ Print vj
2 7 : - ig.. 5is
(= 14:08 =Y Copy Wait to print 7mins
19 14:09 & Microsoft Hord 000000 Weit to print 7 mins.
1”7
N R S
oK. "
= Copy Printing...
‘ Use Quick Menu
Quick Menu

If functions that are frequently used are set in the Quick Menu beforehand, you can recall the
function by pressing (22 J(Quick Menu). If you are using a login service, Quick Menu screen set for

each user is displayed. If you want to register, register the settings > press - [Register to Quick
Menu].

&P Quick Henu E

Select a button.

‘v Sample_01 <) Sample_02 )

Sample 01-05 Sample 1020

[aued [013U0D I



Displays Used in This Manual

‘ Logging In/Out

If you are managing the machine with a login service, such as Department ID Management or SSO-H
(Single Sign-On H), an authentication screen is displayed. If the authentication screen is displayed, to
log in, enter the Department ID and password or the user name and password > press © (Log In/Out)

Enter a user name and password and press [Log In].

y User Name . W -
on the control panel or [Log In] on the screen. Press & (Log In/Out) or [Log Out] on the bottom right
of the screen after you finish using the machine to log out. st [
- hoEn ion This device -

[Log In] Key

l &+ Log Out

[Log Out] Key

‘ Selecting Each Function

Main Menu

Main Menu) on the control panel is pressed, the Main Menu screen is displayed. Select a
function from the Main Menu screen.

@ Main Menu ﬁ
Select o function | ston an

You can display a shortcut key for a function on the
top of the Main Menu screen. For more information

on storing the shortcut key for function, see p. 8 on
this manual.

Access
Stored Files
’ »

. Use Help

If (?) is displayed on the top right of the function setting screen, advice is displayed when (?) is 1 cony |
pressed. Press to check the explanation of the function or how to specify settings. e e of 2-sitd copying ®@

‘; 5= g "U‘% = Finishing Copy Format

El Book Type
1-Sided». 2-Sided» Ef
2-Sided 2-Sided
d-2) =P
2-Sided> Book»
1-Sided 2-Sided Set Details
»
X Cancel Settings oK »



‘ Customize Screen for Current Function

You can specify settings for the displayed screen from on the top right of the screen.

¢ ¢

If authentication function is used
items displayed may differ or -
may not be available, depending
on the login user’s privileges.

‘ Show ALL

The items displayed when is
pressed may differ, depending on
the function.

B Change Main Menu Display @ tain venu (o |

Select a function.

@ [Main Menu Button Display Settings]

You can set the number and layout of the button displayed on the Main Menu
screen.

@ [Main Menu Wallpaper Settings] Fax/T-Fax

Inbox

You can select the wallpaper for the Main Menu screen.

@ [Other Main Menu Settings]

You can display the [Display Language/Keyboard Switch], [Display [Set/Regi.
Shortcut]] and [Show All] on the Main Menu screen. Example of the Customized Screen

B Place Frequently Used Functions in a Visible Location

You can display up to two shortcut keys for functions on the top of the screen. To set, select
[Top Buttons Settings] from BRdll on the top right of the Main Menu screen.

%;? Access
Stored Files

2 Copy

Example of Registration

B Place Frequently Used Features For Easy Access T copy (o]

You can register shortcuts for frequently used function from [Options] for each of the Copy,

Fax, or Scan and Send Functions. Registered shortcut is displayed on the basic features
screen for that function. To register a shortcut, select [Register Options Shortcuts] from
on the top right of the Main Menu screen.

/e
Emaso 100 % Auto

»
Select Color | Dir- Copy | Select Paper Previ Favarite
) ect Ratio ) ) Settings )| Settings .

@ F et =[5

Options

Example of Registration

|enuepy siyl ui pasn sAejdsig I



How to Make a Copy

This section describes the flow of basic copy operations.

n a Placing Originals

/ /

Select [Copy] from the Main Menu screen. Place the original on the feeder or the platen glass.

Selecting Function

Press [Copy]. _ Placed in the feeder

Adjust the slide guides to fit the size of your originals and neatly place
your originals with the side to be copied face up.

Basic Features screen for [Copy] is displayed. Placed on the platen glass

1 copy Place your originals face down.

opy.

Gently close the feeder/platen cover.
If a login service such as Department ID
Management or SSO-H has been set, you

must enter the ID and password. For more
information, see p. 7 on this manual. If the card
reader is installed, first insert a control card. ’

You can set various copying functions. For more
’ information, see p. 11 to p. 20 on this manual.




Setting the Page Limits

/

Enter the number of copies.

Press the numeric keys to enter the desired copy quantity (1 to 999).

Power

Settings/
Registration

Counter Check

If you make a mistake when entering values,
press \=/(Clear) and enter the correct value.

4

The specified copy quantity appears on the
screen shown below.

Start Copying

After selecting the settings, press (Start).

Press (Start),

©O®©r©

Clear Counter Check

%n @)

Start Stop

Reset

Processing/
Data

If the following screen is displayed, follow the
instructions on the screen > press (Start)
to scan the original sheet by sheet. After all

originals are scanned, press [Start Copying].
L

<Copy>
Press the [Start] key to scan the next arginal.

EI/m Ao BS0 chame
Black o 100% Enu Sattings

Shasts Copies

e s

L e .

Start Copying

Y Copy Wating to soan... -

When copying is complete, remove your originals.

4

If a login service such as DepartmentID

G
Management or SSO-H has been set, press
(Log In/Out) to log out.

10

Ado> I



Useful Copy Functions

To use Copy functions, press [Copy] on the Main Menu screen.

‘ Quickly Make Settings and Copy

L MNO D @ Settings/Registration
@ Select an item to set. 2
. Select an item to set from the list on e right.
You can set the settings on the Regular Copy XY,
Basic Features screen quickly by using the o e £ Pt
Express Copy Basic Features screen. Registragtion (5 pdustmant Maintanance

B Function Settings
B Set Destination ”n
leg COUn eCk -] Management Settings ‘ﬂ

o
A

ot E—

€X—) Settings/Registration _ @ Settings/Registration _
Select an item to set. Select an item to set.
Select an item to set from the list on the right Select an item to set from the list on the right.

Top Menu ﬁ Paper Settings Top Menu = Default Screen at Startup
Preferences Preferences > vain Menu
[ Display Settings Display Sottings = Default Screen (Status Monitor/Cancel)
= Copy Screen Display Settings
» Express Copy
fj‘ Network 172 = Uisplay Fax Function 13
» off
2 ||
] External Interface = Stors Location Display Settings .
ok ] ok P

N\ /

‘ Select the Color Mode

i o]

© Ready to copy.

Select the Full Color/Black/Single Color/Two
Colors mode. You can also set the machine to
automatically select a color mode according
to the original.

Options




[
. Changing the Copy (Zoom) Ratio

=Y

i (o]

You can specify the copy ratio for a copy job.

You can change the ratio of the standard e

Auto
(Color/Black)

size or specify the copy ratio by entering a
number.

Original Type |

Options

N\

Ado> I

[
‘ Selecting the Paper Source

- 4

You can select the paper size/type and the
paper source. You can also set the machine
to automatically recognize the original size Ehermac 100 5

and then copy. et Colr | -

Options

N\

© Check Finishing of Copies Before Copying
Multiple Sets (Copy Sample)

(=

= ey (o]
You can check the copy result of one set Chesk Settings
before making multiple sets of copies. You i
can also copy a specified page. oy 100 % Auto 5.
Select Color |uu— Copy | Selest Paper{ | Copy revious | Favorite |
»| ect Ratio ) Sample )| Settings | Settings ),
5 Finishing N B 2-Sided NS Density. N EIl)rl!ln:l Type |
=




Useful Copy Functions

To use Copy functions, press [Copy] on the Main Menu screen.

s

‘ Recalling Previous Copy Jobs

You can recall the three most recent copy
jobs. You can make copies using the recalled

copy settings.

i o]

/e

Check Settings.
% »

Aut

Coor/miaciy 100 % Auto 1

Select cnlnr iy cory ) sslect Paner Previous | Fiyorite |
Ratio )’ Settings | S itings |

h

Options

AN

N\
[
‘ Set Multiple Copy Features With Ease
(Favorite Settings)

" %\_

You can register frequently used copy
settings. You can recall the registered
frequently used settings for future use.

N\

ey o]

E/E
‘(Acunlrrnr/ﬂlnnk) 100 %» Auto 1

Select Paper ‘
)

Favarite
Settings | )| Settings )|

=|Y)
|, Original Type |

Select Color | Dir-  Copy

» ect  Ratio )

Options

[
. Rush Copy Priority (Interrupt Mode)

You can interrupt the next job and give
priority to a rush copy.

Y ey 3
® y.

B/
oy 100 % Auto 1

Select Pnn-r

Previous
Settings

=3 e
Finishing 2-Side Density || Original Type |
=]

Favorite I

Select l:nlnr
)| Settings

Dir- an
ect

Options




(

. Copy an Open Book onto 2 Sheets of Paper
(Book > 2 Pages)

il
il

oy (o]
You can copy facing pages such as in a book

onto separate sheets of paper. e

(l:nlnr/EInnk) 100 % Auto 1
Select Color |D|r- Copy |s=|ectPan=r |

CI|
g",;'am 2-Sided | Finishing Booklst |
=l [y

Pre
Settings )| Settings

Job Build Insert Sheets
1/3
< | - a[l
H H = o
y Finishing 2-Side al Type Different Size " - Transparency
2 Mz 2] Originals ). Density , Orginal Tyee || Gover Shests ) M
Options [ T

N\ L

~

‘ Make Copies on Front and Back Sides of Paper (2-Sided)

You can scan two-sided originals or print

ptions
=E
2-Sided

two-sided copies. m B L ewsh | doee
@m0 100 % Auto 1
Select Calor Imr— Cnpy Select Paper | Provious | Favorite |22 '333, ',,JJ
) ings | Settings
Job Build 3 Front Cover J Insert Slll'!l
i) sue L, - g';;:;;g S22 pansty originl Ty | yj;;-:rv;;l';;gg 1
—w

N\ L

~

® Collating Prints

T i (o]

/e
Eomaso 100 % Auto 1

Select Color | Dir-  Copy | Select Paper
»| ect Ratio )| )

You can collate copies in page order or into
groups of the same page.

Ei-Ed
N 2-Sided | ishi Booklet |

.

Insert Sheets
BVE
Density Original Type |

Pri Favor

Settings | Settings ),
BUR

 Original Type

Options

I/S

ﬂ

nmmm sizs |
Originals

Tr:nsnar-nw
Caver Sheets ),

Ado> I



To use Copy functions, press [Copy] on the Main Menu screen.

(
. Staple Copied Sheets (Staple)

You can staple printed pages. You can select
the location to staple or saddle stitch to
make a booklet.

o I - ]
Optional product required e

P A
W<} W< X
8 §
¢ H

é’@

Callate Group Staple

(Page Order) ‘ (Same Plnu)‘ ‘
22| offs B 1 Copies

ﬂ = (1-9999) ”

"g Copy n
m * =

/e

Auto
©olor/miaciy 100 % Auto 1
Solct Calr | D Copy | oot Paer Previous | Fa
ect  Ratio , Settings ) Settings )

Options

N\
~

. Make a Booklet (Booklet)

You can layout the scanned documents to
make a booklet. You can also print a cover
sheet or make a saddle stitch booklet.

* To make a saddle stitch booklet, optional
products are required.

'3 Copy n ‘g Copy

Options

e Bl P
FiE Eook) 2-Sided Finishing
‘(\E';rnr/alank) 100 % Auto 1 2P ) 2 L
Select Calor |I=J::|;- E:'ni;; Select Paper >| ;:m::!s ;:\‘4::;: " ‘ '333,

i Hont Front Cover | Insert Shsts |
BUR e 1/3
== - EZR -
le:hmn 2-Sideg m orgina Type | Diferent Size ) - Tra
Originals ~ » Density | Original Tvpe | Cover Sheats ) M

Options

-
[
Copy Together (Job Build)

g aee

You can scan originals that are too many
to be placed at once, by dividing them
into multiple batches. After all originals are
scanned, copying is started.

. Scan Multiple Documents Separately and

@ Copy -
“

Book»

Finishing

2-Sided Booklet

o 100 % Auto 1 = B - ' :
Select Calor |D|r— Copy | Select Paper .| Slmng; I ‘ 3@5, ,,JJ
Job Build Hon1 Front Cover || Insert Shests |

1/

Original Type

-]

%,
Unilnuls
Options.

Transparency
Cover Sheets »




* Some functions explained in this manual may require optional equipment.

(

. Copy Multiple Documents onto 1 Page (N on 1)

g Copy

You can reduce multiple pages of the
original to copy onto a single page. You can o
also change the order of the layout. oo 100 % Auto

Select Color |D|r- Copy |s=|ectPan=r

Ado> I

-

(

. Copy Documents of Different Sizes at Once
(Different Size Originals)

B
i

You can make copies of different size
originals at the same time without
separating the documents. If the paper Gomaco 100 % Auto

setting is set to Auto, the machine ST | B B ) =)
automatically selects the appropriate paper —
size.

N\

Image quality for scanning is adjusted
according to the type of original such as w/m
[Text], [Text/Photo/Mapl], or [Photo Printout]. e 100 % Auto

Select Color | Dir-  Copy | Select Paper
» ect Ratio ) )

Options




Useful Copy Functions

To use Copy functions, press [Copy] on the Main Menu screen.

(" )

. Insert Paper Between Transparencies
(Transparency Cover Sheets)

o (o] oo R - |
T T
The machine automatically interleaves a = ﬂ ‘

sheet of paper between each transparency we e —

when copying onto transparencies. @ormec 100 % Auto 1
Select Color |D'|:r‘- Cony |S=I=ctPan=r |

Finishing

\ )

2Pages )

Previous Favorite
Settings )| Settings

Non1 Front Cover |

1/3
- = : ‘

Density
- Different Size Density | Original Type | v

Originals

@ )

‘ Prevent Unauthorized Copying (Secure Watermark)

Optional product required

Options

Document

Adjust One~
Scan Lock »  COIorBalance [ Touch Golor
’I’ Co) - m
Y Copy S Sharpness | Erase Frame

o I

Shift

Page et
Numbering Ilumh-nrlg L
You can embed hidden text such as -

“CONFIDENTIAL" in the background of copies. .
The embedded text appears when the copies ey 100 % Auto 1
are copied.

Watermark

N Print Date

»

Select Cnlur Dir- Copy | Select Pannr Previous
ect  Ratio ),

Favorite
Settings | Settings

N\

& e

ES

Docum Color Balance

Sharpness

Touch Color .

Scan Lock )

Mumhlnnn Y

Erase Frame

» ’

You can copy with page numbers. You can
specify the size, position, or direction of the
page number. Eremao 100 % Auto 1

Select Color | Dir- Copy | Select Paper
»| ect Ratio ) )

Previous | Favarite
Settings )| Settings |




* Some functions explained in this manual may require optional equipment.

(

(Sharpness)

>
=
(8]
Io
m
T
QN
Io

|||T||

This mode enables you to adjust image
quality for copying. You can use this mode
when you want to adjust to make the text,
lines, or outline of the image sharp or make
the image soft.

N\

. Copy With Clear Text and lllustrations

g Copy

/e
‘(\ll:Jn‘Ifnr/Elnnk) 100 % Auto

Select Color |D|r- Copy |S=I:ctPan=r

1

smmg: |smmgs »‘

A

Options

£

Print Date

{J Copy
Secure Document Adj
Watermark Scan Lock > Touch Color »
Page Copy Set
Numbering Numbering GO || Sk
2/3
-
Gutter | v

Watermark

'

ot | Frotcour |

lz-mav Oignaye | [oerarrer

(Erase Frame)
E-

This mode enables you to erase shadows
that appear when scanning various types of
originals. You can also erase shadows of the
punch holes.

N\

‘ Erase Shading and Bindings From Documents

{3 Copy

/e
‘(\g;rnrlﬁlank) 100 % Auto

Select Color | Dir-  Copy | Select Paper
» ect Ratio )

>|

1

Previous Favorite
Settings | Settings

)

o Finishing )l

7 copy

Secure Document Adjust One~

Watermark . Scan Lock »

ﬁumh.n"

Watermark N

Color Balance |

mﬁ

Shift

Erase Frame

C et
numh-nng )

Prlnt Date 4

ol | Frotcour |

| E a8

This mode enables you to copy a watermark
and user-defined text onto the output. You
can specify the size, position, or direction.

/e
Aute
Color/macy 100 % Auto
Select Color IDir— Copy. |S=I=ntPnp;r I
ect Ratio )

1

Options |

g ’ E
Secure Document
Watermark Scan Lock )

Adjust One-
Touch Color ),

Erase Frame

Color Balance |

Sharpness

R E

shift

Hnmhlnnn v

Watermark Print Date

Gutter ’
»

18

Ado> I



Useful Copy Functions

To use Copy functions, press [Copy] on the Main Menu screen.

@ )

@ Copy With Print Date (Print Date)

f
Document Adjust One-

Secure
Watermark ) SeanLock | ColoTBalance [ Touch Golor

Sharpness Erase Frame |

s

»

oy (o]
This mode enables you to copy the date

onto the output. You can specify the size, e

position, or direction of the date. Ehemes 100 % Auto 1
Select Color Dir— Copy | Select Paper | Previous | Favorite I
») Ratio ») Settings )| Settings |

., Original Type

Options

N\

@ shift Image and Copy (Shift)

1 copy
Options.
‘ e
-
. . Document Adjust One-
Herarmark » ScanLock | ColoTBalance [ Touch Golor

ekl &3
ing

Copy Set
Humbering
J
This mode enables you to make copies with Q
Vlatnrmark Print D:

the entire image shifted to the center or /m
a corner. You can use the numeric keys to @hmasy 100 % Auto 1
specify the Iocation. Select Color . Eir— gm ] Select Paper 'l

Erase Frame |
2/3
E -
Gutter v

ok |

Previous | Favorite
Settings | Settings |

s ate ot shsts |

Options Wlmw—

ﬁn\\m

N\

‘ Add Gutter (Gutter)

B
=

Secure Document e — Adjust One-

Watermark ) Scan Lock )| Touch Color »
- 0| Nemserng fiiarna | SOTiEs
This mode enables you to make copies

Watermark

with the entire original image shifted by a e prin Date

designated width to create a margin on the ey 100 % Auto 1

copies. You can set different width values for Selet Calor {0 | B, o2t PP Senings | Setines

each side of the paper. — —
2]3]]
e 2-Sided N5 Density q Urininll Type
= |

Options

N\
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‘ Combine Jobs with Different Settings Into a Single Job
and Copy (Merge Job Blocks)

This mode enables you to scan multiple
batches of originals or documents with
different copy settings and copy them as one
document. You can also store the combined
document in the Mail box.

oty 100 % Auto 1

Select Color | Dir- Copy | Select Paper
»| ect  Ratio ). )

N\

Merge
llau-/Pn:n ‘ Jnh’“ﬂlnckl »

gD Mirror Image | Print on Tab |

Area
Designation

cEo .
an in Superimpose =
Mail Box ) Image

. Store Copied Documents To Use
Again Later (Store in Mail Box)

= o o

You can store the scanned originals in the

Mail Box. The specified copy mode is also /e
stored. @hwmeco 100 % Auto 1

Select Color | Dir- Copy | Select Paper P Fo
»| ect  Ratio ). ) Settings | Settings ),

N\

Merge
Job Blocks .

Print on Tab

Nega/Posi )

N Are:
Mirror Image | Designation

;
=] -

O G =15 Ion]
2

s ate

S

s

‘ Superimpose Document on Favorite Image
and Copy (Superimpose Image)

= o o]

e ——
This mode superimposes an image (image

form) previously scanned, registers it in the -
memory of the machine, and then places it Eherpiacy
on the image of the original.

100 % Auto 1

Select Paper
»

Previous
Settings

Options

s-l-:tl:nlnr Dir- Cnvy
ect  Ratio

N\

Jnh Dnn-

nr- in
Mail Box ),

20




Sending Fax

This section describes the flow of basic fax operations.

Selecting Function

Select [Fax] from the Main Menu screen.

Press [Fax].

@ Main Wenu
=

Accass
Stored Files

Basic Features screen for [Fax] is displayed.

o

(B Specy the destinations.

Destinations: : 0 ) | R

- T s

Details g-l:"ll Tone Ei!lm

2

i, 0 ot
AL b
=

4

If a login service such as Department ID
Management or SSO-H has been set, you

must enter the ID and password. For more
information, see p. 7 on this manual. If the card
reader is installed, first insert a control card.

4

21

Placing Originals

Place the original on the feeder or the platen glass.

Placed in the feeder

Adjust the slide guides to fit the size of your originals and neatly place
your originals with the side to be copied face up.

Placed on the platen glass

Place your originals face down.

Gently close the feeder/platen cover.

4

You can set various facsimile functions. For more
information, see p. 23 to p. 30 on this manual.




Specify the Destination

Enter the fax number using the numeric keys.

Enter the fax number.

Power

0 © -
GHI -
QRS _

/7) Settings/
Registration

) ©)

Inj_ Counter Check

If you want to enter two or more fax numbers,
press [OK] - enter the next destination.
< ) Fax
w7z
b

Destinations <0

7 = 123XXXXXXX|

& original Type

2-Sided
&) Grigina
Diffarant Sza

QE‘ Origials

You can specify the destination using the
one-touch buttons or [Address Book]. For more
information on storing the destination, see p. 23
to p. 24 on this manual.

| 4

* Some functions explained in this manual may require optional equipment.

Start Sending the Fax

After selecting the settings, press (&

Press (Start).

@@ ©

Clear Counter Check

D OO

If the following screen is displayed, follow the
instructions on the screen > press © (Start)
to scan the original sheet by sheet. After all
originals are scanned, press [Start Sending].

Fa>
Press the [Start] key to scan the next riginal,

e

"
Black. 100% R

When sending is complete, remove your originals.

4

If alogin service such as Department ID
Management or SSO-H has been set, press ©,
(Log In/Out) to log out.

22




To use Fax functions, press [Fax] on the Main Menu screen.

(Address Book)

You can store frequently used destinations in
the Address Book.

‘ Set Frequently Used Destinations With Ease

(B specify the destinations.

Destinations: : 0 0/0 a ‘
o= =
Details Delete Tone PIN

»| Dest Code

02/02/2010
2:27 PH

Previous
Settings

200<100 dpi
(Hormal)

@ Auto Size

e ek
.

[ |

‘Address Book

= Density
< Original Type
& Orig

Different Size
Originals

o Fax

<Register Destinations>

© All Address Listsv |

RN

j Manual team

Register
New Dest.

Silvia eansy
Edit

Canon

Fax1 1/2  Delete

Fax2

. Aocess Ho.
)
Search by
Name

Close M

oo on | o on s w2 o)

4

You can select the destination in
the Address Book by following the
procedure shown on the right.

0 Fax

() specify the destinations.

i Previous
Destinations: : 0 0/0 N ‘ poiows |
= v 200x100 dpi
(tlormal)
Detail Delet T PIN Ny
o .‘ Dest. ‘ | Cote ‘ Auto Size |

02/02/2010
4:27 P

i

H

Address Book

When using the fax information service,
you can perform operation such as entering
number while listening to the automated
audio response from the speaker of the
machine.

23
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(B specify the destinations

Destinations:

= Density

2-Sided
Original )
Different Size
2 = Originals ,

B
&
e
Original Type
4

Fax

10

=

Details | Delete | Tone | PN
) best Code

&
e
&8

_ (o]
ALY _© MMzt | [T

Access No.

Details

ﬂ Register

o on w0 s v

| oK

Previous
Settings .

v 200100 dpi
_ (Normal)

Auto Size

Address Book

| on-Hook
)

”n = Original Type
2-Sided
Original

Direct Send |



* Some functions explained in this manual may require optional equipment.

-

If a frequently used destination is stored
in a one-touch button, you can specify the
destination quickly.

‘ Quickly Set Destinations (One-Touch)

e

(B specify the destinations.

Destinations: : 0

»=

o (o]

02/02/2010
4:27 PH

Pravious
‘“ Settings .

N

Auto Size

Details | Delete Tone PIN
») Dest Code

=iz Density

Original Type

Different Size
Originals

<Register One~Touch>
Select an item.

[

] Mark [ Filel ] Nick Register/Edit
l ) l
o Faxl S Fa 006
Delete

007 08 003

010 ol 02 2

013 o1 o1 ‘

016 o7 oi8

4

You can select the stored one-
touch button from the Fax Basic
Features screen.

N\

| 4

R

[ Specify the destinations

Destinations:

0

o=

OnHook |~ Direct Send <A'

Previous

v 200100 dpi
(ormal)

Auto Size

Density

Original Type
2-Sided
Original

Different Size
Originals

You can check the detailed information for
the destination selected from the list. You
can also change the new destination.

’ Check the Detailed Information for the Destination

© Ready to send

' Destinations : 1

Faxl
7111000000

Inmils im- Tone |PIN |
») t. Code

Otk | Diest Send

02/02/2010
227 Pl

Previous

Settings

200x100 dpi
(Normal)

Auto Size
Density.

Original Type
Sided
ginal
Different Size
Originals

Options
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To use Fax functions, press [Fax] on the Main Menu screen.

s

You can erase the selected destination from
the destination list.

N\

‘ Erase Specified Destination

Previous

Settings )/
200x100 dpi

A Glormal)

@ Auto Size
s Density

& Original Type

Original
Different Size
- originals

Hairass Boak Totions

x
2 -
4 2-Sided
=

(Resolution)

If the resolution is high, you can send fine
text and images clearly. If the resolution is
low, the data size becomes smaller and you
can reduce the time it takes to send.

N\

® Clearly Scan Text and Images in Documents and Send

® Ready to send. 02/02/2010
4:27 PM

Destinations: : 1 1”1 \i‘
ings
© 2 = 123XXXXXXX] E 200x100 dpi
4 Normal)
Details | Delete Tone PIN "
»| Dest. Code

2-Sided
‘ & ‘ Original

<y Different Size
< originals
‘Address Book On-Hooke | Direct Send Option:

)
)
g
)

AN

. Select the Paper Size

— [ ]
LR

You can select the original scanning size. You
can also set the machine to automatically
recognize the original size and then scan
and fax.

N\

©® Ready to send. 02/02/2010
4:27 PM

Destinations: : 1

Settings

7 = 123XXXXXXX| v
Details Delete Tone PIN
»| Dest. Code

-

2-Sided
“ Original

Different Size
‘Address Baok On-Hookc | - Direct Send

)
)
)
)

Originals

AN
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* Some functions explained in this manual may require optional equipment.

. Recall Previous Settings and Fax
(Previous Settings)

® Ready to send.
You can recall the three most recent Destinations: < 1
destinations or fax settings. You can send a 2 = 123XXXXXXX B

fax using the recalled destination or settings. s s T [
72

== Density

% Original Type

Address Book On-Hiook | (- Direct Send

AN

. Fax Information Services

g |j'5 @

Press [Tone] to temporarily set the

©® Ready to send. 02/02/2010
2:27 P

. T . Destinations: : 1 i \i' Previous
machine for tone dialing to use various fax 2 = 123XXXXXXX B TSI
. . . (Normal)
information services. N " sl

S e
e e
‘ a | Original
-, Different Size
1 = originals

Address Book On-Hook | (- Direct Send

N\

L

. Sending with a Subaddress

4/.— p
[ 1234

Specify the destinations

You can send or receive fax documents with

. . . Destinations : 0 0/0
increased security by attaching a subaddress 2 = 123XXXXXXX | M T
(Normal) »|

and a password to your fax transactions. e
N KW =

52 Density

& Original Type
2-Sided

)

x
=

& orginal ’
Lo B

Options
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To use Fax functions, press [Fax] on the Main Menu screen.

s

S

Check that the recipient can receive the
facsimile, and then start scanning the
originals. You can directly send without
storing the original in the memory.

‘ Send Fax to Destination Correctly (Direct Send)

© Ready to send

Destinations: : 1 1”7 [A ‘

5 = 123XXXKX] ]

Details. Delete Tone PIR
») Dest. Code

||

| Direct Send | /-

Address Book On-Hook

N\
(

Set to send two-sided originals. You can
select [Book Type] or [Calendar Typel.

. Automatically Scan Front and Back Sides
of Documents (2-Sided Original)

02/02/2010
2:27 PH

AN

7 Fax

Original Type |

)
© 2 = 123XXXXXXX| m 200¢100 dpi
(orma)
Details 'l g:l;u | Tone Auto Size
sty
iz ol Te

ssssss

2-Sided
Original
Different Size

Change the exposure. You can press [» ] to
make the exposure darker or [ 4] to make the
exposure lighter. You can set the machine to
automatically adjust the exposure.

N\

7 Fax

©® Ready to send.

Destinations: : 1
5 = 123XXXXXXX

Details | Delete | Tone
»| Dest.

Previous
Settings

e e

Auto Size

. Original Type

‘Address Book On-Hook 1" Direct Send | /.

2-Sided
Origi
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* Some functions explained in this manual may require optional equipment.

(" N
. Show Sender Name and Send a Fax
(Sender Name (TTI))

HABC
f ok ko ok k- ok ok ok

® Ready to send. 02/02/2010 Options
2:27 PH

This mode enables you to print registered P — s EELE
name on the recipient’s sending record. = . = iterent s
: g 2 =123000000 ST N - I )
E == Density Sharpress Copy Ratio | Erase Frame |
L g 22
i tirenisize Job Build Select Line | Direct Send ‘ v

Address Book On-Hook | ©1 Direct Send |/ ‘

N\

‘ Specify the Telephone Line

Optional product required

e

©® Ready to send 02/02/2010
2:27 PH

You can select.th.e telephone line to use for Destinatons: + 1 S - - ES B
sending a facsimile. 2 = 123XXXXXXX]

i . 2-Sided Book»
- e CEIED | Original 2Pages

=E|

Different Size

(Hormal)
Details ‘Delme |Tnne PIN ‘ Auto Size
Jest.

Originals »
Cade

g_ '-' ) Oy -
V ' V . Erase Frame
[vimm [ein | 17, orsalTyee y 5
2-Sided
& Different Size Job Build Seriglr Name ) - ‘ v

Select Line
)
‘Address Book On-Hook | 1 Direot Send | /2

\§ J

~

. Fax Documents of Different Sizes at Once
(Different Size Originals)

[
A

0 Fax _

aﬂ‘{ n sd DZ/EZ%@U;Z Options
You can scan and fax different size originals :
fed t theri 9 Destinations: : 1 ” . l;:m::!s 1==]» E}
ed together in one group. 2 = 123XXXXXXX v oo oriina Ty | gt B || et e

= Density

Density Sharpness Erase Frame |

X3 |-
8

) )

Copy Ratio

Select Line

Original Type

Sendor Neme

Direct Send

Address Book On-Hook | 1" Direct Send | /-




To use Fax functions, press [Fax] on the Main Menu screen.

s

(Forwarding Settings)

You can set the machine to automatically
forward received fax to specified destination.
You can also specify the date and time for
forwarding.

(—i-) Settings/Registration -
Select an item to set.
Select an item to set from the list on the right

. Automatically Forward Received Faxes

Q

Settings/
Registration

@ Settings/Registration

Select an item to set.
Effective after the main power i« &}

“and ON.

Top Menu [ common ﬁ ] Print Report
Function Settings Function Settings
B Copy Receive/Forward. @ Common Settings
ter )
Send 172
a
.7 Receive/Forward .

11
A
v

N\

(—i-) Settings/Registration

Select an item to set.
Select an item to set from the list on the right

Top Menu

nces

gjunm!nt/mninumnne

£ Funotior

n Settings

L

L) Management Settings

@ Settings/Registration

Select an item to set
Effective after the main power is tumed OFF and ON

Top
Function Settings

RX Gamma Value
imma 1.8

Receive/Forward

ndle Files with Forwarding Errors

= Forwarding Settings

[ Sat Fav/I-Fav Inh:
= Always Send Notice for RX Errors
> on

HH s

This mode enables you to store a send job in
memory, and have it sent at a later time. You
can specify from current time to 23:59.

. Send Fax at a Specified Time (Delayed Send)

® Ready to send.

Destinations: : 1

Previous
Settings )|

<2 = 123XXXXXXX| m 200x100 dpi
(formal)
Details J g:l;‘!- | Tone i ‘ @ Auto Size

S e ok

Address Book On-Hook " Direct Send | /.

117
|
||

= Density

Original Type
2-Sided

Options
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* Some functions explained in this manual may require optional equipment.

. Store Received Faxes without Printing (Memory Lock)

|'H||||
|

@ Main Menu ﬁ - Fax/I-FaxInbox g

Select a function Select the location to use the received file.

ﬁ Memery RX Inbox ‘ \\)2 Confidential Fa Inbox

You can prink or sen fac and -Fax You can prin received fax and |-Fax
ived by Memory. files sorted by forwarding conditions.

Show 11

This mode enables you to temporarily store
the received fax in the Memory RX Inbox. You
can print or send stored facsimile.

ccess.
Stored Files

»

1 location to use the received file.

r . » Fax/I-FaxInbox 4“ . Fax/I-FaxInbox 4-

Select a file to receive, then specify the purpose.

mary RX Inbox

Memary RX Inbox S 03709 5:25 M

1230000 09/09 6:30 PM

To set the mode shown on the right, it
is necessary to press \& . (Settings/

Registration) -> [Function Settings]

> [Receive/Forward] > [Common
Settings] > [Set Fax/I-Fax Inbox] > set
[Use Fax Memory Lock] to‘On’.

= |-Fax Memary Lock
o off

. —i

‘ Confirm Content of Scanned Documents Before Faxing
(Preview)

Options

Fmshlﬂ

Jnh Dare

> Fax

® Ready to send. 2/2
This mode enables you to preview the R— S N
scanned data of your originals and to 5 = 123XX0000K = =
check the page count before sending your YT [T T e i

document. You can also delete a specified = o
page.

Original Type
. ided

. 4 I'Mf-rum size iy, S Coy s | rmnramn
I = o B =
i ,
‘Address Book On-Hook | 1 Diract Send | £

st | et s
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—=  Send (E-mail/l-Fax/File Servers)

Send

This section describes the flow of basic scan and send operations.

Selecting Function Placing Originals

Select [Scan and Send] from the Main Menu screen. Place the original on the feeder or the platen glass.

Press [Scan and Send]. Placed in the feeder

Adjust the slide guides to fit the size of your originals and neatly place
your originals with the side to be copied face up.

Basic Features screen for [Scan and Send] is displayed.

¢’ Scan and Send n
08/1

PDF (Compact)
& v d

Gently close the feeder/platen cover.

If a login service such as Department ID
Management or SSO-H has been set, you
must enter the ID and password. For more
information, see p. 7 on this manual. If the card

reader is installed, first insert a control card. ’

You can set various send functions. For more
information, see p. 33 to p. 42 on this manual.

| 4
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Specify the Destination

Press [Address Book] - select destination -> press [OK].

Press [Address Book].
¢’ Scan and Send n

() Specify the destinations.

1/ (Color/eray)

) £ e 1 i S ni
T .
Aﬂﬂrlss!wk' One-Touch | Bovtination J Auto Siza

PDF (Compact)
& )

@
&l
é‘ B
Lt

Options

Select the destinations - press [OK].

¢ Scan and Send '_
OEE T

‘starfish.organization.company.cd Access No. ‘
omeeamie o )
i st e sumt e
& raréeansi o ”»
& ey rencybeanpic con
e mieseasie

o
/. Register
o —— w2
A do e | o] pon o vz 05 i

For more information on storing the destination
in the address book, see p. 33 on this manual.

4

You can specify the destination using the one-
touch buttons or frequently used settings. Also,
if you want to send to a new destination not
yet stored, press [New Destination] > enter the
destination.

| 4

Start Sending

After selecting the settings, press ((start).

Press (Start).
*)70)#) @)
I/ _ ~ Clear___ Counter Check
D) O
Reset Start stop

Processing/
Data

If the following screen is displayed, follow the
instructions on the screen > press © (Start)
to scan the original sheet by sheet. After all
originals are scanned, press [Start Sending].

¢ Scan and Send o]

<Scan and Send>
Scanning...

PI/E Ao
Black

[ 6 =

When scanning is complete, remove your originals.

4

If a login service such as DepartmentID
Management or SSO-H has been set, press (2
(Log In/Out) to log out.

32
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ol Useful Send Functions

Send

To use Send functions, press [Scan and Send] on the Main Menu screen.

’ Set Frequently Used Destinations With Ease
(Add/tess Book) __ e [ ]
[ xxx01@example.co |p) Register Destinations>

S LNEINAEIE Y

© All Address Listsv |

an n Register
= New Dest.
Share Folder starfish. organization. conpa
John john@exanple. con etalls/
Manual tean 3 dest. e
¢’ Scan and Send silvia 123X00000C Delete

Mark mark@exanple. con

(B specify the destinations. 08/ ; sbsu '!a Nancy nancy@example. con

You can store frequently used e-mail, I-fax, or —— ke viketexaple.con focess .
file server destinations in the Address Book. S| e o | w0 pon | stu | vz 00 Saarch by
= &" ﬂ. 2 _300x300 thi < e

Hew
fdress Book ¥
2-Sided
Original

| specify ) Defails | Delete | Co Different Size
Jes i Dest. Bee | < riginals »|
_ —

Auto Size

PDF (Compact)
+
&

¢/ Scan and Send ¢/ Scan and Send I_
p— MEE T
Settings | Se " ’

Auto 3] share Folger starfish.organization.company.co Access Ho.
E1/E Color/Gray) )

J 300x300 ¢ £ o Jom@anple.con
" B voner e
hdiress ok Auto Size & vark markeexmple.com
: & e

PDF (Compact) nancy@esample.com
ompa
& =) Mike

You can select a destination in the
Address Book by following the
procedure shown on the right.

Details.

ﬂ Register

mike@example.com

2-Sided jim@esample com
Original

R
[ specify. ) Details | Delete Cc i .
Dest. Boe ) 3‘,,‘-';;:,";3'" ] All | ABC | DEF | GHI | JKL | MNO| PGR | STU | wx| vz | 0-9
Options:

y = -

. Enter New Destinations

'
[ xxx01@example.co.jp

¢ Scan and Send

Previous
Settings |

Auto.
F1/E (Color/Gray)

This mode enables you to specify a new Ly 00006

destination not stored in the Address Book
or one-touch buttons.

Address Book ’
)

Auto Size

PDF (Compact)
1

=

Destination |

=]
2
4

Sided
riginal

C sty oo e fce
st Dest. Bee

Different Size
) originals

Options
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s

If the frequently used destination is stored
in a one-touch button, you can specify the
destination quickly.

’ Quickly Set Destinations (One-Touch)

¢ Scan and Send

() Specify the destinations.

Address Book
)|

Details | Delete | Cc
Dest. Boc )

Options

“o Scan and Send n
<Register One-Touch>
Select an item.
[
=] Mark ] Filel =] Nick Register/Edit
)
o Faxt $Fax2 008
Delete
007 008 009
06/17/201 010 on 012 12
5:00 PM
013 o1 015 ‘
Previous | Fa
Settings | Se )| 016 017 018
Auto
E1/E (Color/Gray)
i 300300 6
New "
Destination | @ Auto Size
PDF (Compact)
£
d v
=
Different Size
'+ triginals

4

You can select the stored one-
touch button from the Scan and
Send screen.

4

\§

¢’ Scan and Send

() Specify the destinations.

Address Book
)|

Details | Delete | Cc
Dest. Boc )

New
Destination |

#
&
&l
=
-3

Previous
Settings | Se

Aut
E1/B (il /Gray)

300x300 dpi

Auto Size
PDF (Compact)
=

Different Size
Originals

Options

¢/ Scan and Send

s

S

If the SSO-H is set as the login service, you
can specify your e-mail address as the
destination.

\§

. Sending Documents to Yourself

¢ Scan and Send

Address Book
) )

Send to
Myself

Details

Delete
Dest.

Ce
Bee

06/17/2010
2:30 PH

Previous | Favarite

Settings | Settings )|
Auto

F1/E Golor/Gray)

L 000 G

Auto Size
PDF (Compact)
f

=

2-Sided
Original

Different Size
Originals

&
a
1 &
&

)

Options
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Scan and
Send

Useful Send Functions

To use Send functions, press [Scan and Send] on the Main Menu screen.

‘ Details

You can check the detailed information for
the destination selected from the list. You
can also change the new destination.

. Erase Specified Destination

You can erase the selected destination from
the destination list.

. Send E-mail with Cc/Bcc Address (Cc/Bcc)

o

=

B

In addition to the destination for the
documents, you can specify e-mail address
destinations for the Cc and Bcc addresses.

35

¢/ Scan and Send

® Ready to send.

06/17/2010
2:37 PH

Previous | Favarite
Settings ) Settings )|

=1 John i con

Details lete | Co
| fest Bec ).

pecify
Destinations

Auto
EV/E Color/aray)
300300 dpi

LTR

|

&

+  PDF (Compact)
& 4

4

2-Sided

» & Original )
Different Size

2 = originals

-

¢ Scan and Send

® Reaty to send.

john@exanple. con

06/17/2010
4:37 PH

Provious | Faverite

Settings | Settings
Auto

E1/E Color/Gray)

g 90000 di

LR
PDF (Compact)
=

Original

] Details || Delete
Dest. | I

¢ Scan and Send

(B specify the destinations.

\ ” >
3 A f
. Hew
Address Book | One-Touch ) Destination J

Different Size

@

&
2-Sided

4

.83

Options

06/17/2010
5:00 PH

Previous

Settings. »)
Auto

E1/B Color/Gray)
300300 di

Auto Size
PDF (Compact)
=

Options



. Recall Previous Settings and Send (Previous Settings)

You can recall the three most recent
destinations or send settings. You can send
using the recalled destination or settings.

. Set Multiple Send Features With Ease
(Favorite Settings)

Lo ek -k e e k- sk e sk ok

You can register frequently used destination
and settings. You can recall the registered
frequently used settings for future use.

. Select the Color Mode

You can select the Full Color, Grayscale, or
Black and White mode. You can also set
the machine to automatically select a color
mode according to the original.

¢ Scan and Send

[ specify the destinations.

\ ’ A
), 5 r
= Hew
nagrossgook ff - one-Town N [ion |

C sy e e oo
Destinatior Dest. Bece )

¢ Scan and Send

[ specify the destinations.

) /’ I
L /s r
- Hew
‘Address Book K One-Touch ) Destination d

Details || Delete | Cc
Dest. Boc )|

¢ Scan and Send

[ Specify the destinations.

\ /’ i
= '
- Hew
‘Address Book K One-Touch ) Destination d

Details || Delste | Cc
Dest. Boc )|

(Color/Gray)
300x300 dpi

Auto Size

PDF (Compact)
-

>

Options

06/17/2010
5:00 PH
Previous

Settings

A
E1/E (Color/Gray)
g 0000 d

Auto Size
PDF (Compact)
=

a]
&
2-Sided
& original
Different Size
£l & igil )

Options

06/17/2010
0 P

Previous | Favorite
Settings | Settings |

Auto Size

PDF (Compact)

&

2-Sided

Original

Different Size
Originals )

Options
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ol Useful Send Functions

Send

To use Send functions, press [Scan and Send] on the Main Menu screen.

® Clearly Scan Text and Images in Documents and Send

(Resolution)
¢/ Scan and Send
[ specify the destinations. us«;?ésn;a
Previous Favorite
If the resolution is high, you can send fine T
text and |mage.:s clearly. If the resolution is 3 o K4
low, the data size becomes smaller and you s ok || vty | o T
can reduce the time it takes to send. : : : 5 "o
ided

Details | Delete | Co *
pest | ece

Options

’ Select the Paper Size

A
T

¢ Scan and Send

[ specify the destinations. 06/17/2010
5 PH

Pravious rite
Settings | Settings ),

Y Auto
recognize the original size, and then scan ¢ 4 S
and send. Atress Book Desination
g )
é d

You can select the original scanning size. You
can also set the machine to automatically

. Select File Format and Send (File Format)

¢ Scan and Send

If you are sending to an e-mail address or
file server, you can specify the file format.
You can select from PDF, XPS, OOXML (pptx),
JPEG, or TIFF.

[ Specify the destinations. 06/17/2010
@ Auto Size

&
o
* To send in OOXML (pptx) format, optional e

. . Spesify | e Dell C =
products are required. (T [

Options
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* Some functions explained in this manual may require optional equipment.

® Encrypt Scanned Documents to Send

(PDF (Encrypt))
‘J
This mode enables you to create an encrypt
PDF file of the scanned original so that a
password is needed when the file is opened,
and then send the file. You can also restrict
print and edit functions.

¢’ Scan and Send

<Set Details>
Set PDF file options.

When sending a PDF file with Compact in Details under File Format,
the following settings will be made: - Select Color: A mode other than
Black & White - Resolution: 300,300 dpl

Trace & e | ocR (Text
4 | Smagth & | Compact 78| S

Add Digital
a Sarsturss

| Aoy Palicy 2| Beader

¢/ Scan and Send

[B) Specify the destinations 06/17/2010
5:00 P

Previous Favorite

Settings | Settings )|
Auto

EVE Color/eray) |

g 300%300 dpi

@1 Auto Size
PDF (Compact)
& . )
Sided
& Griginal ’
Details | Delste | Cc i i
Dest. Bec ) g'nﬁg'i;':rsl Size

Options

. Send Text Searchable Files (OCR (Text Searchable))

abcdef
ghijkl
nopq
tuvw

This mode enables you to perform OCR
on a scanned original to create a file with
searchable text, and then send the file. You
can use the text as a text data.

¢’ Scan and Send

Optional product required

<Set Details>
Set PDF file options.

{ihen sending  POF e ith Compact I Det1s under Fie Forma,
the follawing settings will be made: r: A mote other than
etk White  Raselutlon 200800 -

¥ | Compact

4 |Trase &
Smooth

¢/ Scan and Send

- Add Digital
a, Enoryat ) Stanatires
() sSpecify the destinations. 06/17/2010
Reader
| Anply Policy Extensions

Previous | Favarite
Settings | S )|

Auto
E1/B Color/6ray)

3 < 300x300 doi
Hew i
Address Book One~Touch Destination
) » G
L

Details Delete Ce
Dest Bec ) Orig g
!; Options:

Cancel

i

X o R

. Send Files That Can Be Edited by

lllustration Software (Trace & Smooth)

This mode enables you to convert the text
and the graphics to scalable outline data.
The outline data (Trace) can be extracted
and used in a specific illustrator software.

¢/ Scan and Send

<Set Details>
Set PDF file options.

When sending a POF file with Compact in Detals under File Format,
the follawing settings will be made: - Select Color: A mode other than
Black & White. - Rosalution: 300:300 3pl

5} Encrypt

{)}‘ Apply Policy

78| ey

¢/ Scan and Send

Add Digital
= ), Signaturss
(&) specify the destinations. 06/17/2010

5:00 PH

Previous rite

Settings | Settings |
Auto

E1/B (Color/Grayy  »|

ﬁ 300300 dpi

(o e e

X Cancel

@ Auto Size

PDF (Compact)

-Sided
&) Griginal »

Different Size
'+ originals

= == Trels™ |
¥y
Options e (=

X cuon Ca
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ol Useful Send Functions

Send

To use Send functions, press [Scan and Send] on the Main Menu screen.

’ Automatically Scan Front and Back Sides
of Documents (2-Sided Original)

il =

¢/ Scan and Send n

[B) Specify the destinations 06/17/2010
5:00 PH

Previous | Favorite
Settings | Settings )|
odress Boo ﬂ
)| »

¢/ Scan and Send ’n

Op

tions
: EE P sj
o~ 2-Si Book> Different Size
Original Type Original 2Pages ) Originals

Set to send two-sided originals. You can
select [Book Type] or [Calendar Type].

Aut
E1/B (ol Gray)
g 000 g

@ Auto Size
§ POr G Oensity | Sharpness | CopyRatio | Erase Frame |
= 172
2-Sided e L ¢ >
& orim i = m .
Details | Delste | Cc ; :
@ Dest. el G0 Dfforent size Job Build Sonder Name | Direct Send v
m = T

. Scan the Facing Pages of an Open Book onto Separate Sheets (Book > 2 Pages)

A B

=

q Scan and Send ¢/ Scan and Send

(B Specify the destinations 06/17/2010
5:00 PH

Previous Favorite
Settings )| Settings )|
Y /%, 0
= e A
. New
Address Book |1 One-Toueh |1 pegtination |

Auto
EV/B Color/ray)

Options

=[Y)

7 =
Original Type | e ] gm-‘;:?: iz |
== [ 1

PDF (Compact) N Sharpness | [——
s
=

@
a »
172
2-Sided 4 ¥ -
él Gigina m -
Different Si 1 Sender Name
@& u'rh'i;;rs iz8 ) Job Build m ) Direct Send v

Options T o

You can send facing pages in a book onto
separate sheets of paper.

E 300x300 dpi

Auto Size

Density Copy Ratio

. Send Documents of Different Sizes at Once
(Different Size Originals)

B
i

1

¢’ Scan and Send

¢/ Scan and Send

06/17/2010
5:00 P

Previous Favorite

Settings | Settings |
Auto

E1/B Color/Grayy |

ﬁ 300300 dpi

Option

EEB)
Book»
2Pages

==

Copy Ratio |

You can scan and send different size originals
fed together in one group.

Differe
Originals

)

Erase Frame |

Originel Type |

Ct—

Sharpress |

Auto Size
PDF (Compact)
=

&

L 172
= g B
g oas | gertoms e B

9 ’ = A0
3 r
Hew
Adm!sﬁﬂﬂk' (e || Destination |

Details | Delete || Cc
Dest. Boc )|

Density |
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. Change Density and Send (Density)

> =

¢/ Scan and Send

() Specify the destinations.

¢/ Scan and Send n
10 -
5:00 PH
Change the exposure. You can press [» ] to s S - BE B

make the exposure darker or [ 0] to make the

b , " pi/m Aute Original Type S'_Siﬂbf gn;k» gwf_fgre?« size
i A0 (Color/Gray) riginal ), ages ) riginals
exposure lighter. You can set the machine to u “ 5 Wocw g “ E
i i Address Book One-Touch New .
automatically adjust the exposure. St | e == et = ::‘F(Zm Copy ol W N Erssa Frama
a W pact) ) >

,

172
— e f .
i) " [ 5 e g dmomt || v

. Erase Shading and Bindings From Documents
(Erase Frame)

8

puas pue ueds I

¢ Scan and Send

¢’ Scan and Send 'n

(B Specify the destinations. 06/17/2010
5:00 PH

This mode enables you to erase shadows e B
that appear when scanning various types of /- s A orgnal e | G0 DPaes o orgeas
originals. You can also erase shadows of the f oo a E
punch holes. ) JJf Destinetin = :L::(::;nm) Density Sharpness | Copy Ratio | Erase Frame |
La s B [ 3 v

Options

. Confirm Content of Scanned Documents
Before Sending (Preview)

¢’ Scan and Send

Options

Finished Job Done
Delayed Sand | Stamp Notice
(
¢ Scan and Send J !
Subject/ Eanl
File Name | s I D Priority

| o
This mode enables you to preview the
scanned data of your originals and to X P .
check the page count before sending your >
document. You can also delete a specified CoEm |

page.

212
A
Previous | Favarite
Settings | Settings | v
Auto
BB (Color/Gray)
Ly 00300 e

Auto Size
PDF (Compact)
=

Original
Different Size
Originals

£l

&
&l
] g
5]

Lo speaify, ) Details || Delete | Ce
Dest, Boc )

Options
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Scan and

Useful Send Functions

Send

To use Send functions, press [Scan and Send] on the Main Menu screen.

. Automatically Put File Name on
Document to Be Sent (Auto (OCR))

2.9.9.9.9.9.9.9.9.9.9.1 /

When [PDF (OCR)] or [XPS (OCR)] is set as
the file format, you can set the machine to
automatically extract the first text in the
document for use as its file name.

Optional product required

¢/ Scan and Send

(B specify the destinations

e 4
J A
= Hew
Address Book | One~Touch || Destination

¢/ Scan and Send

<File Name>
Set the file name.

Valid for:

FESCUY

File Name

X Cancel Settings

06/17/2010
5:00 PH

Favorite
Settings
Auto
E1/E Color/Gray)
g 000 g

Previous
Settings

Auto Size
PDF (Compact)
&

2-Sided

&
5
e

Details | Delete | Ce
Dest. Boc )

. Divide Large Data and Send (Divide Data)
"

The data is divided into multiple parts before
being sent if the size of the data being sent
exceeds the value set for maximum data size.
Check that the recipient can combine the
divided data before setting this mode.

¢’ Scan and Send

(B specify the destinations

J \Q/ =
Address Book One-Touch
)

[ sessify ) Details | Delste | Co
Destinati Dest Bec )

a1

Original
ent Size

¢/ Scan and Send

-

<E-Mail> Destinations: 0

Enter the e-mail address.

E-Mail [
Address

= Divide Data On  Off
Destination
06/17/2010
100, P X Cancel

Previous Favorite

Settings | Settings )|
Auto

F1/E Color/6ray)
300%300 dpi

Auto Size

PDF (Compact)
*

&

2-Sided
Original

Options



* Some functions explained in this manual may require optional equipment.
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- oStoring Scanned Data

Store

This section describes the flow of basic scan and store operations. This section describes an example of how to store in Mail box.

Select [Scan and Store] from the Main Menu screen. Specify the Mail box that you want to store the file in.

r Press [Scan and Store]. w ( Select the desired Mail Box. w
Sto

@ o [

©® o 0%

© o o

© o o

© o

© o o A
©w w | Y10
© v

Select [Mail Box] from the screen where you can select the type of
storage. You may need to enter a password when
specifying the Mail box.

Press [Scan].

<) Mail Box /00
I 2o000e0riazia i) T werzaitm

) 20000307142168 LR O s moraam
W zosonriazzs w0 s wereem

If a login service such as Department ID
Management or SSO-H has been set, you .

Up |
must enter the ID and password. For more |

Clear Details. Display Edit File T Print List
information, see p. 7 on this manual. If the card S do_

reader is installed, first insert a control card.

‘ The Scan screen is displayed.
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Place the original on the feeder or the platen glass. ~
9 P 9 After selecting the settings, press (Start).

Adjust the slide guides to fit the size of your originals and neatly place

your originals with the side to be copied face up. Clear Counter Check

S 2

If the following screen is displayed, follow the
instructions on the screen - press © (Start)
to scan the original sheet by sheet. After all
originals are scanned, press [Start Storing].

<Scan and Store>
Press the [Start] key to scan the next riginal.

" H H
Black 100% gr Seiees

Pages storeto

1 = o 000227214534

Gently close the feeder/platen cover.

You can set various scan functions. For more
information, see p. 47 to p. 54 on this manual. When scanning is complete, remove your originals.

4

If a login service such as Department ID
Management or SSO-H has been set, pres:
(Log In/Out) to log out.
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Various Storages

Scan and
Store

Types of Storage

If [Scan and Store] or [Access Stored Files] is selected, the screen
where you can select the type of storage is displayed. 3 o ana s n—-

Specify a location to store the scanned data.
(5
| Advanced Box
Q

Data storage In this device to store and Data storage In this device to store and
handle files for printing in format handle files In formats commonly.
exclusively supported by this device supported by FC, such as PDF.

M Memory Media

(\; Mail Box

If Advanced Box or network is selected when the ;
HNetwork
authentication function is set, authentication screen
Data storage on the Network (Remote Removable media to store and handle
o i i ot e S
is d|sp|ayed, infornats cammnly supparted by PC, PC, such as PDF.

| 4

. Mail Box

The Mail Box function enables you to save scanned document data or data sent from

) * N/ « E a printer driver. You can send the file in the mail box to fax, e-mail, I-fax, or file server
] . . .

% destination, as well as print the file.

~ —

‘ Advanced Box

You can store the scanned original in the Advanced Box in a file format, such as PDF, JPEG,

S
g * @ H E and TIFF, so that it can be accessed from your computer. Like a file server, you can not only
% N access the Advanced Box from a computer, but also create a folder. In addition, you can print
{ the stored files from this machine.

‘ mnl

a5



. Network

r

r b g

. Memory Media

> 2 ens

You can select the Advanced Box of another machine to store files, if it is on the accessible
network from this machine. Also, you can scan the document with this machine and store
it in the Advanced Box of another machine on the same network, in a file format so that it
can be accessed from your computer. In addition, you can print the file stored in another
machine on this machine.

When memory media is connected to the USB port of this machine, you can store the
scanned original in the memory media in a file format so that it can be accessed from your
computer. You can also print the data stored in the memory media on the machine.

46
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Useful Scan Functions

To scan the original and store it, press [Scan and Store] on the Main Menu screen.

hange the Scan Settin

You can set various scan functions when scanning your original.
* As an example, [Mail Box] is selected as the storage location.
* The number in the screen indicates the order of the procedure.

4

For more information on the types
of storage, see p. 45 to p. 46 on this
manual.

4

‘ Select the Color Mode

You can select the Full Color or the Black
mode. You can also set the machine to
automatically select a color mode according
to the original.

47

4 and Store
1 a location to store the scanned data

\‘;j Mail Box

Data storage in this device to store and
handle files for printing in format
exclusively supported by this device

S
\ \ﬂ Advanced Box
N

Data storage in this device to store and

handle files in formats commonly

suppurted by PC, such as PDF.

35‘5‘1 Network

Data storage on the Network (Remate.
Advanced Box) to store and handle flles
in formats commonly supported by PC,
such as PDF.

J Memory Media

Remavable media to store and handie
files in formats commanly supported by
PC, such as POF.

<
& Scan and Store

Select a file and specify the purpose
) Mail Box /00:
« Type Mame

A| PaperSie  Page  Date/Time 4|

A0 2000807142182
I smiaeiss
10 20000807142225

[
[

LTR [v] 08/07 2:21 P
LR O & osgoraziom
LR 0O s ogorazem
11
a
Total:3
v

Details | Display | Edit File g
b Image ) )

© Reay s

\\f} Scan and Store

<
&y Scan and Store

b) 'y a location to store the scanned data.
Mail Box

Remained:o9% ¥
]

:"; Scan and Store

/e

e macto 100 % Auto

Select Color Dir-  Copy | Scan Size

» ect  Ratio ) »
Favorite
Settings
Density . efault Se

X Cancel

You can change the scan settings from this screen.

100 % Auto

Dir-  Copy | Scan Size
e atio ), )




‘ Change the Exposure and Scan

»=

You can adjust the scanning exposure. You
can set the machine to automatically adjust
the exposure.

. Specify the Document Size

) mm—

I

You can select the original scanning size. You
can also set the machine to automatically
recognize the original size and then scan.

. Changing the Scan (Zoom) Ratio

—

I

You can change the zoom ratio and print.
You can select the ratio of the standard
size or specify the zoom ratio by entering a
number.

\vﬁ Scan and Store n

[ 3
Eober/p1acy 100 % Auto

Select Calor ir- Scan Size

Original Type |

\;‘5 Scan and Store n

-

/e
év':'.‘:fnr/alnk) 100 % Auto

Select Calor Di-  Copy
ect i 3

Original Type |

<\\fg Scan and Store n

/e
?v':';?nr/alank) 100 % Auto

Select Color Dir- S
» w e )

Original Type |

48
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=~ Useful Scan Functions

Store

To scan the original and store it, press [Scan and Store] on the Main Menu screen.

(o]

2
&) Scan and Store

&

/e

e 100 % Auto
9 (Color/Black)
< Scan and Storo

Sllu:t Color Dir- l:nvy Scan Size
ect )

»
Favarite
Settings
Original Type | Uiy Unm::? ) .

You can change the scan settings from this screen.

* As an example, [Mail Box] is selected as the storage location.
* The number in the screen indicates the order of the procedure.

® Automatically Scan Front and Back Sides of Documents
(2-Sided Original)

1 =

({fj Scan and Store n
Set to send two-sided originals. You can 3
select [Book Type] or [Calendar Typel. o/
‘(‘f‘:‘;?nr/ﬂlunk) 100 % Auto

Select Color Dir-  Copy | Scan Size
) & Batis )
Favorite
Settings

[

‘ Clear the Settings (Back to Default Set.)

AT,

=

LE]

-z

This mode is useful if you want to clear all

;\fa Scan and Store n

@

settings and reset the settings. All settings w/E
are cleared. /oty 100%  Auto

Select Color ‘ mr I:nw ‘SunSlzl

or e, n...,.w gni;ﬂ;; ] .

TN e—
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‘ Set Scan Features with Ease
(Favorite Settings)

M1

T (m [ )

You can register frequently used scan
settings. You can recall the registered
frequently used settings for future use.

. Specify the File Name and Scan

You can enter the file name while scanning
the original.

. Scan Photos Clearly (Original Type)

I I

-

Image quality for scanning is adjusted
according to the type of original such as
[Text], [Text/Photo/Map], or [Photo Printout].

<
) Scan and Store n
&
E/E
Aute
(Color/Black) 100 % Auto
Select Color | mc;_ Wy ‘ Scan Size
e atio ),

E

<\\fg Scan and Store

/e
?@;an/amk) 100 % Auto

Select Calor Dir-  Copy | Scan Size
) ect  Ratio d

Favorite
o F Settings |
2-Sided -
Original )|

| I —

-\\5 Scan and Store n
I —

/e
ter/macko 100 % Auto

Select Color Dir-  Copy | Scan Size
ect  Ratio ) )

Favorite
g —| P
T = ||
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=~ Useful Scan Functions

Store

To scan the original and store it, press [Scan and Store] on the Main Menu screen.

ange the Scan Setti

\\j Scan and Store n
w
EI/E & )
r Auto 300x300 doi PDF (Compact)
o ] < Sem i Store o (Color/Gray) 100 % Auto ¥

Select Color | Resolution Dir-  Copy | Scan Size File Format
N ct  Ratio ) » »)

e
- J

nge the scan settings from this screen.

* As an example, [Advanced Box] is selected as the storage location.
* The number in the screen indicates the order of the procedure.

’ Scan Fine Text and Image (Resolution)

If the resolution is high, you can store fine

text and images clearly. If the resolution is /e [
i Aute .
low, the data size becomes smaller. Moy 00300 g

Select Color

\\j Scan and Store n

100%  Auto ¥

Resolution dir-  Copy | Scan Size File Format
» et Ratio ) )
Favorite
Settings
Density

>|

* The setting may not be available, depending on
the storage. . '
C SR

X Cancel

. Specify the File Format and Scan

(\fj Scan and Store n

/B

You can set a file format such as a PDF format
to the scanned document so that it can be
accessed from your computer. (szay  0090%  100%  Auto

Select Color Resolution Dir- Copy
) )| ect  Ratio )

PDF (Compact)

File Format
. ]
Favorite
:
J L

Scan Size

* The setting may not be available, depending on
the storage.
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. Scan the Facing Pages of an Open Book onto Separate Sheets
(Book > 2 Pages)

A B

=

.
gf}g Scan and Store n

Options

.\\f’ Scan and Store

You can scan facing pages such as in a book
0| O
one sheet at a time. B/E @ &
ég;‘,nr/ﬁr-y) 4006300 i 100 % Auto P"g (Compact) Booklet Scan Hon1 Erase Frame
Select Color . Resolution ] E::r;- ﬁ:"ﬁ ] Scan Size ] File Format ] lggsj
B Different Size Nega/Pasi Sharpness |

Favorite 2 Job Build

Original Type | Sranal

o Area
File Name | Options: Designation ),

. Scan with Booklet Settings (Booklet Scan)

23
(\5 Scan and Store “ \:', Scan and Store l’n
You can scan with booklet settings. When
printing, you can set the Booklet mode for & — —
printing to make booklet. Elroay 00w 100%  Auto T e

Nega/Posi

Sharpness

select Color Resolution Dir-  Copy | Scan Size File Format
) ) ect  Ratio ) ) )

Y Favarite
= =
Original Type || Density | m

) Area
. | SIS Designaton »

* The setting may not be available, depending on
the storage.

\fg Scan and Store

g\ﬁ Scan and Store

You can reduce multiple pages of the original
onto a single page and then scan. You can

st 300x300 dpi 100 % Auto POF (Compact) gnlg:(;“ ) Baoklet Scan Erase Frame
also change the order of the layout. (Color/Gray) & g
Select Color Resolution Dir- Copy Scan Size File Format. %
»| )| et Ratio ) »| 13
Oiforent Size | Job Build Nega/Posi Sharpness |

* The setting may not be available, depending on

==
Settings )|
the storage.

Or »
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=~ Useful Scan Functions

Store

To scan the original and store it, press [Scan and Store] on the Main Menu screen.

ange the Scan Setti

\\j Scan and Store n
EE

/e
e /miacto 100 % Auto

Select Color Dir-  Copy | Scan Size
N et Ratio ) »
Favarite
Settings

You can change the scan settings from this screen.

* As an example, [Mail Box] is selected as the storage location.
* The number in the screen indicates the order of the procedure.

@ Erase Shading and Bindings From Documents
(Erase Frame)

*E

S
&Y Scan and Store

<
&) Scan and Store n
R —

____ kN

Options

This mode enables you to erase shadows T EE B Ej ES
that appear when scanning various types of B/E ook S Jo0 E 5
at N o0 | ookt soan = rasa Framo |
originals. You can also erase shadows of the (Coorcy 100  _Auto —
punch holes, s;lm Color E léégj Ao
. g"ffﬁ'; Size | Job Build Nega/Posi Sharpness |
Original Type | - e L )
m o Besanetion »

. Scan Documents of Different Sizes at Once
(Different Size Originals)

—

[
A

\\fg Scan and Store n f) Scan and Store "
You can scan originals of different size fed &

Hon1 Erase Frame
)

Nega/Posi Sharpness

together in one group. /e
p 100 % Auto

Select Color Dir-  Copy | Soan Size
) et Ratio )

origina Type | -
) Area
m _ S feslination >

Job Build
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‘ Scan Multiple Documents and Store as a File (Job Build)

o oo

(;&g Scan and Store

You can scan originals that are too many to &

be placed at once, by dividing them into B/E
. Auto

multiple batches. You can store after all oy 1005 Auto

originals are scanned. et Colr | L= i

. Scan With Clear Text and lllustrations
(Sharpness)

m
-
(nls}
Ig

Qﬁ Scan and Store

You can use this mode when you want to -

adjust to make the text, lines, or outline of /e

the image sharp or make the image soft. Eiormasa 1005  Auto
et Color_ | AT RN

-

lewame
X el |

Favarite
Settings

o]

® Ready to scan.

\\f, Scan and Store

E2-B)
Book»
2Pages )|

=

Different Size

Originals )

Area
Designation )|

Job Build Nega/Posi Sharpness

< "-
- Scan and Store

Options

=

Book»
2Pages )

Different Size
Originals

Booklet Scen | Non1

)

| EEE

Nega/Posi Sharpness

Erase Frame

Job Build
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e Sending Stored Data

Stored Files

This section describes the flow of basic operations to send stored data. You can only send files stored in Mail box.

Select [Access Stored Files] from the Main Menu screen. Select [Mail Box].

( Press [Access Stored Files]. 1 (Select [Mail Box] from the storage screen. 1

Show ALL

‘ Select the desired mail box.

If a login service such as Department ID
Management or SSO-H has been set, you

must enter the ID and password. For more
information, see p. 7 on this manual. If the card
reader is installed, first insert a control card.

4

You may need to enter a password when
specifying the mail box.
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Select the file to send > press [Send].

( Select the file to send.

_j
_rg(ﬁ-:m Details ' m ) Edit Fils . T Print List

B

Press [Send].

) 20000307142158 LR 0 s ooraam

1 eomsoriezzzs m O 5 womw

R

.2 — ﬂ
_rg‘ﬁ':ﬂm Details ' m 7 Print List

After specifying the destination, press [Start Sending].

rPress [Address Book].

.
A < =
tow
Adiress Book Betinaton |

LN E ]

5 111500000
~ ) John N  john@exanple. con

© All Address Lists v |

" Details. )
J -
A e oo o | o en s w2 o

Press [Start Sending].

Options

Start Sending

If a login service such as Department ID
Management or SSO-H has been set, press
(Log In/Out) to log out.

56
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- Print Stored Data

Stored Files

This section describes the flow of basic operations to print stored data. Printing from the Mail box is used as an example in this section.

Select [Access Stored Files] from the Main Menu screen. Specify the storage for the file.

r Press [Access Stored Files]. 1 ( Select [Mail Box] from the storage screen. 1

g = |

’ Select the desired Mail box.

If a login service such as Department ID
Management or SSO-H has been set, you

must enter the ID and password. For more
information, see p. 7 on this manual. If the card
reader is installed, first insert a control card.

<! 0

8 R 8 8|8

aalaaaaasse
e @@

0
|§§ 8 8
LR

| 4

4

You may need to enter a password when
specifying the mail box.
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Select the file to print - press [Print].

r

Select the file to print.

) 2009080714225 m O 5 orazm

R

U

(N -
_'g(ﬁ-:m vetals | Bty | EdtFle | T prin s -

Press [Print].

M comsmianss i)
W 2ososomiazzzs i

i 2
5 oye7 221 M
5 oworo2em

(N -
_'g(ﬁ-:m vetals | Bty | EdtFle | T prin s -

After specifying the settings, press [Start Printing].

r Press [Start Printing].

Auto
(Color/Black)

Select
)

You can set various print settings on the screen
displayed when [Change Print Settings] is
pressed. For more information, see p. 63 to p. 69
on this manual.

| 4

4

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

4

If a login service such as Department ID
Management or SSO-H has been set, pres:
(Log In/Out) to log out.
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A Useful File Operation Functions

Stored Files

To perform various operations on stored files, press [Access Stored Files] on the Main Menu screen.

Edit Files

The machine can perform various operations on the stored files.
* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

< :
& ess Stored Files
‘@ location to use the file

< ﬂ Mail Box 7) Lo For more information on the types
N " .

Data starage n this devics to store and Data storage I s device to store and of storage, see p. 45 to p. 46 on this

ek iy upportd o i Bovee bt P se R

X yPe. manual.

jﬁf;“g Network \')/ Memory Media

Data storage on the Network (Remote Removable media to store and handle

hivanced B tostore and handl ilss {115 i formats commanly suppated by

InTomat Commanyspra b . . Such 3 POF.

-_ccess Stored Files y

Access Stored Files
2 the location to use the file. 3 afile and specify the purpose.
Ly, Mail Box Sail Box /00:

] 2009007142132 LTR o 08/07 2:21 PM
fErS——] CBA7.2:21 P
) coomsoriazas w0 s oyoream
”
A

Iy Total:3 Selected:1
Clear Details Display Edit File T Print List
Selection » Image ) »
|

You can edit the file from this screen.

Romained: 9%

flodoocoeeae

‘ Confirm Content of Stored Files (Display Image)

fi}; Access Stored Files

Select a file and specify the purpose.

This mode enables you to preview the stored ¢ /%
 Type  Name 4| PaperSize  Page  Date/Time A
file and check the page count. SRR m O 1 oerzam
) 20090607142153 LTR o 3 08/07 2:21 PM
1) 2000807142225 LTR 0O s 08/07 2:22 PM
* The setting may not be available, depending on "
the file format. -

Total:3 Selected:1
| v

Details || Display dit File =T Print List
Image )

Clear
Selection
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. Add Files (Scan and Store)

>

You can scan the original and store the new
file in the selected storage.

. Erase Files

You can erase stored files. You can erase
unnecessary files and arrange the storage.

‘ Move/Duplicate Files

A * Y

You can move or duplicate files stored in the
Mail Box.

* The setting may not be available, depending on
the storage or file format.

% . < .
“~~ Access Stored Files “~/ Access Stored Files
7 7
Select a file and specify the purpose.
€ Mail Box /00:
« Tywe Name  A|PaperSizz  Page  Date/Time A Add Files
EB MW oosoriazia w0 1 oywmzae (Soen/and Sture)
) 20000807142153 LTR o s 08/07 2:21 PM
W 20080807142225 L

Move/Duplicate

Merge Multiple Files

Selocted:1

[, e

Delete Pages

Close

< . @ |
7 Access Stored Files "~/ Access Stored Files
4 4
<) Mail Box /00:
 Type  Neme 4| PaperSize  Page  Date/Time 4 Add Files
BB W cooos0riazia w0 1wz ot
) 20080807142153 LTR O s osoreziem
1 eovsusorianazs w0 s omzze _

)
:
mn
N Merge Multiple Files |
= EEREEE
Clear Details Display Print
Jsaleminn J m.'f_,.y Delete Pages i

Move/Duplicate

71 .

& . & o
7 Access Stored Files “~” Access Stored Files
Yy 7
Select a file and specify the purpose.
) Mail Box /00:
 Type  Name A] Paper Size Page. Date/Time . Add Files
B9 1 2000080714213 TR o 08/07 2:21 P (Scan and Store)
E| 20090807142153 LTR o 3 08/07 2:21 PM
1 20000807142225 TR O 5 oso7e2epm
il il

TS Up Total:3 Selected:1 =

:
>
Me Multiple Fils
:
.
Details Display Edit File Delete Pages

» Image 4

Clear
Selection

¢ send Print
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-’ Useful File Operation Functions

Stored Files

To perform various operations on stored files, press [Access Stored Files] on the Main Menu screen.

Edit Files

< .
*+/ Access Stored Files n
3 1 file and specify the purpose.
8 Box /00:
W 1 cooonoriiaie w0 1 wweam J
. =
3 Files (o } ored Files [®] i) zo090e07142225 im0 s woream
O s ”n
o = .
< & + Total:s Soloctod:1 .
ow w
S~ w Clear Details | Display | Edit File T Print List
®» w I, Selection )| Image” >
2 Lo
Jescozemy o v

can edit the file from this screen.

* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

@ Sstore Multiple Files as a File (Merge Multiple Files)

- Aocess Stored Files = - Access Stored Filss
You can combine multiple files in the mail ) DI s
box into one file. Then you can print the AT —— o s
combined files as one e Bpmes = 0 s

* The setting may not be available, depending on Herge Multiple Files
the storage or file format. S nsert Pages

Clear Details
Selection N

Display | | Edit File Delete Pages
Image

Close

‘ Insert a Separate File Into Specified File
(Insert Pages)

-3 Aocess Stored Files

Select a file and specify the purpose.

) Access Stored Files S

You can insert a specified file from the mail ) il Box /00:
box in front of the specified page of another S e LT -
filefrom the same mail bor. T
Move/Duplicate
* The setting may not be available, depending on ]:‘ Merge Multiple Files
the storage or file format. L Tl Selestedt v [nsart Pogs

Details | Display
s/ Image

Delete Pages

Clear
Selection

Close
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. Delete Specified Pages From a File (Delete Pages)

* N
\’r) Access Stored Files i
Select a file and specify the purpose.

This mode enables you to erase specified ) e
page from a file that is stored in a mail box. HS ) 2oe0a0iiaeia 06/07 2:21 M

W coosonoriaziss o5/ 221
E_'| 2009080714225 08/07 2:22 PM

* The setting may not be available, depending on
the storage or file format.

Clear Details | Display
Selection ) Image

gﬁ:’f) Access Stored Files

Add Files
(Scan and Store)

Move/Duplicate

Merge Multiple Files J

Delete Pages

Close
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Useful Print Functions

Access
Stored Files

To print stored files, press [Access Stored Files] on the Main Menu screen.

hange the Print Setting

You can set various print functions when printing a stored file.
* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

cess Stored Files Access Stored Files
+ location to use the file. the location to use the file
Mall Box

Mail Box \ Advanced Box

\\y
ata staage I hi dvic o store and

handle files for printing in fo
B e

Data stnraue in this device to store and
handle files in formats commonly.
supported by PC, such as POF.

Network Memory Media

Removable media to store and handle

Data starage on the Network (Remoto
files in formats commonly supported by

Advanced Box) to store and handle files
in formats commonly supported by PC,
such as POF.

@@@@@@@@@QE

S -
2 Access Stored Files S
3 afile and specify the purpose
il Box 700
1

20090807142152 LTR (v) 08/07 2:21 PM
in} o
I 20090307142225 LTR 0 s 08/07 2:22 PM
11
a
t Total:3. 1 -

Clear
Selection

Details | Display | EditFile
»| Image »

k

% Access Stored Files
® Ready to print
For more information on the types
of storage, see p. 45 to p. 46 on this
manual.

/e
Auto
(Color/Black)

select Color
)

| 4

‘ Select the Color Mode

® Ready to print

/e
Auto

Select Calor

You can select the Auto (Color/Black)/Black/ l
Single Color/Two Colors mode and print.
The Auto (Color/Black) mode enables the

Delete File
After Printing

Start Printing

- Recsss Stored Files

lect Paper
»

;5?; Access Stored Files

® Ready to print

/m 00 Aue
Autt Fe t
o LTR 1

Select Color Select Paper
) »

Store Settings

Cancel v

You can change the print settings from

this screen.

050 At

LTR

machine to automatically select a color
mode or black-and-white mode according
to the file.
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Some functions explained in this manual may require optional equipment.

. Selecting the Paper Source

‘\&; Access Stored Files

® Ready to print.

You can select the paper size/type and the

paper source. Also, you can set the machine
Select Color Select Paper

to automatically recognize the original size )

r
Finishing E;‘f"t'l’g \

X

Cancel Stare Sattings Start Printing

. Check Finishing of Prints Before Printing
Multiple Sets (Print Sample)

\}‘ Access Stored Files
S

® Ready to print.
AR N [
This mode enables you to check the print /e a0 Ao

Auto Favarite
result before making multiple prints. You can LTR 5
. . Select Color Select Paper Print Sample
also print a specified page. | J

* The setting may not be available, depending on - g W .
Finishing o
the storage or file format. | Frirting_»
X Cancel Store Settings

’ Staple Printed Sheets (Staple)

Optional product required

-\\;y Access Stored Files

:N:f) Access Stored Files i

<Finishing>

® Ready to print

Select the finishing type.
O seetedd sl 0 -
7t L 522t N
You can staple printed pages. Also, you can e “@gk‘"ﬂ" 1 r_ 1/ 1/ 1<
. . olor/Blach Collate Grouy Staple
select the location to staple or saddle stitch (Color/Biaed i) | ) e |
Select Color ) Select Paper )

to make a booklet. T =
ﬂnmn A= [ T copies

- ‘ E
Finishing JL Options

X Cancel Store Settings ) X Cancel Settings oK "
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Useful Print Functions

Stored Files

To print stored files, press [Access Stored Files] on the Main Menu screen.

7 ccess Stored Files

;}}y Access Stored Files

® Ready to print

/e 080 Ao

Auto Favorite
(Color/Black) LTR 1
Select Color Select Paper
[
ishi 2-Sided
X

Store Settings

Cancel

You can change the print settings from this screen.

* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

’ Print on Front and Back Sides of Paper (2-Sided Printing)

—

) Aocess Stored Files =3

® Ready to print.

This mode enables you to print two
: S s
successive pages of a stored file on both e 080 A

sides of a sheet of paper. Eermiocy LTR 1

Select Color Select Paper
) )

Favorite
Settings )|

2-Sided
Printing »

Finishing

| stErPrnting

Store Settings

X

Cancel

‘ Change the Number of Prints for Multiple Files (Change No. of Copies)

* =
- Aecess Stored Files 3

© Reatly to print.

You can change the number of prints for crangeprnt
multiple files. Enter the necessary number e Js'"“ -

of pl’l nts. ?&Tar/mznk) 8

Select Color
»
Change Delete File
No. of Copies, After Printing
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‘ Clear the Settings (Restore Settings)

r-g-u

@)

* o
) Access Stored Files
©® Ready to print.

This mode enables you to clear all the

settings and restore the original settings. _m. — e
A LTR 1

Select Color Select Paper
) )

L 2-Sided Ot
X

Cancel Store Settings

. Set Multiple Print Features With Ease
(Favorite Settings)

M1 1{1

TmUE

Q:IJ Access Stored Files

® Ready to print.

This mode enables you to register frequently
used print settings. You can recall the e R
registered frequently used settings for future Ehermiocy LTR

use. Select Color Select Paper
) )|
Fiishing

Favarite
Settings ).

2-Sided
Printing ).

Start Printing

1

X Cancel Store Settings
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o Useful Print Functions

Stored Files

To print stored files, press [Access Stored Files] on the Main Menu screen.

-ange the Print Settin

7 ccess Stored Files

@';f) Access Stored Files

® Ready to print.

Favorite
Settings )

/e 080 Ao

Auto LTR

Select Color Select Paper
[
ishi 2-Sided Opti

X Cancel Store Settings

‘ hm Files
S

You can change the print settings

* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

‘ Combine Multiple Files and Print
(Merge Files and Print)

@iﬂ; Access Stored Files

® Ready to print

You can combine multiple files in the mail
) ) T s
box into one file. Then you can print the e 080 au

combined files as one file. ober /Bty LTR 1

Select Calor Seleot Paper
) )
-
- 2-Sided
Fiising | | prining W

[

Favarite
Settings ),

* The setting may not be available, depending on
the storage or file format.

Start printing

‘ Erase a File after Printing

S+T*+®

)}’J Access Stored Files

@ Ready to print
You can set the machine to automatically
erase the file after printing is completed.

/e 080 At .
Eorr/praco LTR 1
* The setting may not be available, depending on st ol | st pger

the storage or file format.
e ~
N
X

Cancel Store Settings
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. Clear the Settings (Back to Default Set.)

(woEs) T
L-u

This mode is useful if you want to clear all
settings and reset the settings. All settings
are cleared.

\%?J Access Stored Files

/e 050 Ao

Auto F: it
(Color/Black) LTR 1
Select Color Seleat Paper
) f
-
o 2-Sided :
X

Cancel Store Settings
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A Useful Print Functions

Stored Files

To print stored files, press [Access Stored Files] on the Main Menu screen.

5 hews StaredFies

0000000000

® -
) Access Stored Files

@ Ready to print.

/e

Auto
(Color/Black)

Select Color Select Paper
» )

_—

2-Si
Printing

[ |
B0 Ao
LTR 1 EER

—

You can change

Finishin
X

Store Settings Start Printing

print settings

* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

. Make a Booklet (Booklet)

‘\\“}J Access Stored Files

® Ready to print.

You can layout the files to print a booklet. B
. o s

You can also print a cover sheet or make a iy 050 A

saddle stitch booklet. pe— LTR 1

Select Color Select Paper
) )

Finishing | Bosided =

Store Settings Start Printing

* The setting may not be available, depending on
the storage or file format.

* To make a saddle stitch booklet, optional
products are required.

X Cancel

. Superimpose Document on Favorite Image
and Print (Superimpose Image)

@“}J Access Stored Files

® Ready to print.

This mode superimposes an image (image
form) previously scanned, registers it in the e R o

memory of the machine, and then combines N LTR 1

it with the file to print. Select Color , Select Paper ,

-
4
Finishing | Bosided =

Store Settings Start Printing

* The setting may not be available, depending on
the storage or file format.

X Cancel

69

1\?) Access Stored Files

-

21 Ll am|

Front Cover | Insert Sheets Booklet N

)

e
S
a - ‘E‘
Secure Document Superimpose
Watermark »  Scanlock » Image ) i

172

B N

Page Copy Set v
Numbering » Numbering »

»

Print Date 4

Watermark 4

1\?) Access Stored Files

[ ff By |

Front Cover

Secure Document
Watermark | Scan Lock ).




. Add Gutter (Gutter)

This mode enables you to make copies

with the entire original image shifted by a
designated width to create a margin on the
copies. You can set different width values for
the each side of the paper.

* The setting may not be available, depending on
the storage or file format.

* Some functions explained in this manual may require optional equipment.

Q\iﬂ Access Stored Files

@ Ready to print.

/e 00 Ao
‘(\E':an/alank) LTR 1

Select Color Select Paper
) »

-
o 2-Sided
Finishing_, Printing W

Store Settings

X Cancel

;ﬁ} Access Stored Files
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b Useful Print Functions

Stored Files

ange the Print Setti

\\?} Access Stored Files

® Ready to print

/e 00 Ao

Auta Favorite
LTR 1
Select Color Select Paper
) »

Finishing ,fn:',j,’:: J

Cancel

You can change the print settings screen.

e Filen 3 oo Stored Filan

‘ hm Files

e
i _comcczers,

|3 |e|8 %2 8|8 2|g]

0000000000

-

Store Settings  ; Start Printing

* As an example, [Mail Box] is selected as the file storage location.
* The number in the screen indicates the order of the procedure.

. Print Page Numbers (Page Numbering)
B &

You can print with page numbers. You can
specify the size, position, or direction of the e BE0 A — e - Shﬂ

page number. Eorrmaciy LTR 1 -
-
Select Color Select Paper % g‘
> i Secure Dnnument Sunznmnuss

Scan Lock

< .
) Access Stored Files

:\}) Access Stored Files ﬂ
“
=

® Ready to print

»

»

Gutter

* The setting may not be available, depending on

172

X Cancel

Store Settings

. Print With Characters or Symbols (Watermark)

;‘\;‘v Access Stored Files

;ﬁ}) Access Stored Files ﬁ

® Ready to print.

-

This mode enables you to print a watermark
and user-defined text onto the output. You

=

. . L. . . E/E 00 Ao Front Cover | Insert Sheets Booklst shit
can specify the size, position, or direction. B lacky LTR 1 - a
Select Color Select Paper
. . . Q Q Secure Document ose Gutter ‘
* The setting may not be available, depending on . Watermark ,  Scan Lack "
the storage or file format. " N
rasin | ES — i) il s wons
e
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. Print With Print Date (Print Date)

'\”\?} Access Stored Files

;}?; Access Stored Files j

® Ready to print

This mode enables you to print the date

¢ the da misy | iy Wi el o O
onto the output. You can specify the size, e a0 At FrriCover | It et ot shit
e . . uto
position, or direction of the date. (Calor/Blacky LTR 1 Sovones — =
Secure Document
Watermark Scan Lock »

* The setting may not be available, depending on

172
the storage or file format. - N
.%"z'::;: . Wt o Wby, Meoman v

l:nm:-l

Store Settings Start Printing
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B e
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Erasing a file after printing ................oooooiiiiiiii 67
Erasing files. ..o 60
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FaX 25

Scanand Send........ooiiiii 35
Express Copy Basic Features screen...............cccccvvviviviiininin. 11

F

Favorite Settings
Access Stored Files

File Format

Scanand Send ... ... 37
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File Name

Forwarding settings

G

Gutter
Access Stored Files

ID (Log IN/OUL) KeY ... 5
INSErting Pages .......ooviii i 61
Interrupt Mode.............ooi 13

J

Job Build

L

Logging IN ... 7
Logging OuUt.......oooiiiii i 7



MaITBOX. ..o 3,45
Main Menu.............ccooiii 7,8
Main MENU KEY ........ooiiiiiii i 5
Memory Media. ..o 3,46
MemOory RX ... 4,30
Merging files and printing...............cccccoiiiiii 67
Merging job blocks..............c.cooiii 20
Merging multiplefiles.......................cocooii 61
Moving/duplicating files ... 60
N

NEEWOIK. ... 46

Non1

(0

OCR (Text Searchable)......................o . 38
One-Touch

P

Page Numbering

Access Stored Files. ..o 71
PDF (ENCIYP) ..o 38
Preview

B e 30

Scanand Send ... 40
Print Date

Access Stored Files. ..o 72

(0o PPt 19
Printing secured files.........................coooi 3
Print Sample. ..o 64
Q
QUICK MENUL ... 6
Quick MeNU KeY............oooiiiiiiiiiii 5

R

Recalling previous settings

Remote Scanner.. ... 4
Resetkey ... 5
Resolution
B e 25
Scanand Send ... ... 37
SCAN AN STOTE. ... oo 51
Restore Settings ........ooooiiiiiiiii 66

S

Scan and StOre ... ... 60

SCANNING SIZE ..o 48

SecureWatermark ...............cocoo 17
Selecting the color mode

Access Stored Files...........oooooiiiiiiii 63

Q0P - ettt

Scan and Send...

SCAN AN STOT . ...t
Selecting the paper size

FaX 25

Scan and Send........oooiiii 37
Selecting the paper source

Access Stored Files. ... 64

Q0P et e 12
Sender Name ........ooooiiiii 28
Sending documents to yourself.....................oo 34
Sending faX............ccooiiiiii 21
Sending scanned data ................ocoo 31
Settings/Registration key ..................cccoiiiii 5
Sharpness

Q0P -ttt

Scan and Store...
Shifting images ...
Specifying the telephoneline..................... 28
Staple

Access Stored Files. ... 64

Superimpose Image
Access Stored Files...........ooooiiiiiiiii 69

Touch Panel Display.............cccciiiiiiiiiii 56
Trace & SMOOth ..o 38
Transparency Cover Sheets...............occcoiiiiiiiiiii 17

U

USB POIt ... 5

\'/

Viewing Web pages .........oooooii 4
Volume SettingS KeY ..........coooiiiiiiiiii 5

w

Watermark
Access Stored Files. ..o 71
COPY . e 18
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