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1 CoOPY PROCEDURE #EE[1E%

1.1 LOADING DOCUMENTS HERTS

| 1.1.1 Document Feeder ZE B &)X T5EEE

1. Confirm that the document is free of tag 1. TERETS EAEEREL - BE - 724t

paper, adhesive tape, staples, and clips, woREY D . LA RN EERER
and stretch out the document if it is T
wrinkled or folded.

2. Align the upper left corner of the document 2 ¥M[&EfsA A - DIEIFREIERER

so that the original size is correctly ~t -
detected.

3. Load the document face up (when the 3. ENE (EEERBIFAALM) 8L - WH
document is 2-sided, place the front side EREFEREE A OSR .

up) in the center of Document Feeder.

1.1.2 Document Glass JIBE R
1. Open the Document Cover. 1. FTHERZE -

2. Load the document face down with the 2. BIEHEET  WHBEKEERNA LA
document aligned with the upper left R EEFS -

corner of the Document Glass.
\ .
> / |
N

O

/ /fr:u—ﬂ
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1. Press the Home button.

2. Tap [Copy].

Copy (ID Card)

Send from Folder

3. Configure necessary features.

e
Scan to Folder

=

Job Flow Sheets

4. Tap [Start] to copy.

Copy

L@ Quantity

E Output Color
[ 2sided

E Paper Supply

5| Reduce/Enlarge

EH rages perside

+

Black & White
121 Sided
Auto Select
100%

Off

1. —MNEE®RH -

ID-F3EED

WRIRIRE

v

BEERER BxE

=
Lo
IFiveE

-

TR

3. REFTEDEE -
4. BHE [EYE) ] FRYRHEED -

B

Lt A

g O

€5

[m

#RaREER

fl

#UVERR

S|

ZRE1UNE)

100%

il
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1. Tap [Quantity]. 1. #E [E]
@ Quantity

ksl Output Color
Black & White
[J 2sided
11 Sided

2. Enter the number of copies. 2. EAEEME -
3. Tap [Start]. 3. BHE [RE])

< Quantity

If you have entered an incorrect value, M A SR EE - I% A7 B A IFFERY 2L
press and enter the correct value. B -

Note: You can enter up to 999 for the number £2= - 2z of#g A 999 EEIE -
of copies.
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2 BAsIc CoPY FEATURES EAXEEIINEE

2.1 OuTPUT COLOR B B¥

I_m Quantity i 1R E
D Qutput Color HHB¥
Black & White

|J 2sided SE

1-1 Sided

Auto Detect
Full Color

Black & White

-
¥

§

Dual Color (Red / Black)

= [
= [

Single Color (Red)

* More Options

ZE)
Make copies in full color if the original is FHEREBHAERBHNEY  EXERBETE
color, and in one color (black) if the document Z18E) - ERHRTSETER (B1) & -

is black and white.

2%

Copies in full color. PIE¥EL -

Black & White] E=

Black & white output only. PIEBHEE] -

Dual Colo 2

Output copy in two preset colors. FAHR_TBEEEIIYER -
Single Colo B

Copies color documents using one color. DE—BReRIIYERs -
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@ Quantity +

D Output Color
[} 2sided

Black & White

11 Sided

1->1 Sided
1-2 Sided
Head to Head

1-2 Sided
Head to Toe

2-2 Sided
Head to Head

2-1 Sided
Head to Head

* More Options

1—1 Sided
Makes a copy of a 1-sided document on one
side of the paper.
1—2 Sided
Makes a copy of a 1-sided document on both
sides of the paper.
2—2 Sided
Makes a copy of a 2-sided document on both
sides of the paper.
2—1 Sided
Makes a copy of a 2-sided document on one
side of the paper.

Head to Head|

Select this option when you want the
orientation of the front and back sides of the
copy to be the same as that of the document.

Head to Toe|

Select this option when you want the
orientation of the front and back sides

of the copy to be the opposite of that of the
document.

 ZHEHE

» L6

 EGEH

» ZHEHH

EE-EE

R EERTBE IR ARRRVER -

12
=
|

KR
|

i EE T R AS 48 IR AR SRRV D

KR
=
|

KR
=

D

N
KR

E/RTSE R ARRME -

ﬁ
)
ll:l
)

D

)
KR

HRTBENRARVER -

EAH
&R EEARIEEMRERY T B EX A TTE

HER - HERIIR -
E MR
&R EEARIEEM IR B EX A TTE

I - FBEEEIIE -
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2.3 PAPER SUPPLY A% IR E =

Paper Supply

Auto Select

Reduce/Enlarge

Pages per Side

Auto Select

A3 IR
Plain (71-82 gsm)

Ad R
Plain (71-82 gsm)
A3
Plain (71-82 gsm)
A4 B
Plain (71-82 gsm)

Auto Detect
Plain (71-82 gsm)

Auto Selec

The paper type of all the trays are default as
plain paper, if one tray is out of paper, it will
select the tray with the same paper size
automatically.

Note: If the original size is different from the
paper tray, you must select the tray.

= KRS
UK

B z®&s18E1)

88

A3

LEHK(71 ~ 82g/m?)
. A4l

EIEHK(71 ~ 82g/m?)

AN
3 BBEIK(71~82g/m?)

Al

L3\K(71 ~ 82g/m?)
SEALEN:]

EiBIK(71 ~ 82g/m?)

HEl

PREMBIARBEERSEEE - NR—E
AMBRERAT - AlZ B EERR KRR TR

A% .
on

BE | MRFEBRTRERMEERTRE -
AU BB IBARAS -
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2.3.1 Tray 5 (Bypass) #538 5 (FZEAEK)

If you want to make copies on paper that FEBAMLE 1 AR BBEALS S (I
cannot be loaded in Tray 1, use Tray 5 4R82) E(TED -
(Bypass).

1. Tap [Tray 5] from [Paper Supply] screen. 1. 3¢ [4E3Ei2) B - B8 (458 5)

> Auto Select B8

AR
Plain (71-82 gsm)

AN
EI@EIK(71 ~ 82g/m?)

Asll

TIFIK(71 ~ 82g/m?)

Ad B
2 plain (71-82 gsm)

A3 M
3 Plain (71-82 gsm)

A3
EBK(71 ~ 82g/m?)

A4l

BiBHK(71 ~ 82g/m?)

A4 R
Plain (71-82 gsm)

5, Auto Detect
—! Plain (71-82 gsm)

2. Load paper with the side to be copied or 2. BHBME  EEIFHIENW—EET - 1§

printed on facing downward. Insert the 4P BRI A AFEE AT A IS -
paper until its edge lightly touches against

the paper feed entrance.

oL
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2.4 PAGES PERSIDE Z5RE— (N& 1)

This feature allows you to copy two, four, or tEIHEETIHE 2 B ~ 4 By 8 BEEN7E[E—3E4R
eight pages of a document together onto a £

single sheet of paper.

= Paper Supply fRoR e

Auto Select

B8 Reduce/Enlarge EUVEIK

100%

B Pagesperside ZIRE1NST)

Off

Off

i

2 Pages (Reading Order:
Left=>Right / Top->Bottom)

25kE1  E-B/E—~F

4 Pages (Reading Order: Right

{1 £ L
then Down) R Tt-8

8 Pages (Reading Order: Right BEE1  E bt
then Down)

More Options HAthEeE

2 3RE 1

Two pages are copied together onto 48 o EEFSEEINE—EL F -
a single page.

43S 1

Four pages are copied together onto 4 4 EETSEEIINE —EA F -

a single page.

8ES 1

Eight pages are copied together onto 4 g EEETSEEIINE —E4L F -
a single page.
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2.5 CopYy OUTPUT D E/ADE

Set the order for outputting the paper.

% Copy Output
Auto

Output Dest. / Offset Stacking
Center Output Tray

=l Original Type
Photo & Text / Printed Original

@ Auto

% Collated

% Uncollated

D Uncollated with Separators

Copies are output collated when using auto
document feeder.

The machine outputs sheets sorted into
sets that are arranged in page order.

Uncollated

The machine outputs the specified number
of copies and sorts sheets by page.

Uncollated with Separators|

The machine outputs copies with inserting

blank sheets as a separator and sorts sheets

by page.

52 E B AR SRR T -
Uy 28+ 98
=])]

B stugessass
thoR FE e

=l RigEEY
XFIR R (EDRISERF)

=]
By AE(KHH
Uy FAHBEUKER)

DN RAE+#E

HEl

ERENEEZEREETR  EXRKIE -

7B (KO

AEZRERIRF D EBLENER -

ADE(MRER)

AEZREEENEARHE - WIKEEIE
FRHER -

A E+IAR

AESERLNERPBAZARIEAMA -
WiZBREEIRFS -
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2.6 STAPLE (OPTIONAL) B3] (BESMNEE)

This feature allows you to set the position for  f-THEE QAR IBELITHINIE -
stapling.
Note: This feature is optional. BRE - EERAANEE o

et

B Pages per Side LRE1NSE)

Off

[:I Lighten/Darken p1i=3

Normal

== Staple
Off

Off

1 Staple Top Left
2 Staples Left

2 Staples Top

1 Staple Top Right

2 Staples Right

Staple - HEST _
The number of sheets that can be stapledis  +T4TpyER A 2 = 50 &
2-50 (when 80 gsm paper is used). (123 80 gsm AR 3E ) -
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2.7 HOLE PUNCH (OPTIONAL) T fL(BESNB E)

This feature allows you to set the position of  f-THEE QAR IBF T ALK NIE -

the hole punch.
Note: This feature is optional. BB EEEINEE -

My
et

(0}

2 Holes Left

2 Holes Top

2 Holes Right

4 Holes Left

4 Holes Top

Hole Punch — TH, -
2 holes or 4 holes is available for selection mFLEL U FL oI (FF&/E 220gsm AT5R
) -

(when paper up to 220gsm is used).
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2.8 ORIGINAL TYPE [RigsaHl

This feature allows you to select the type of
documents, such as text and photos. By
selecting a document type, you can make
copies at optimum image quality.

1. Tap [Original Type].

% Copy Output

Auto

Output Dest. / Offset Stacking
Center Output Tray

=l Original Type
Photo & Text / Printed Original

Auto

Photo & Text / Printed Original
Text / Normal Text

Photo / Printed Original

\YETe)

More Options

Photo & Tex{

Select this option when the document
contains both text and photos.

Select this option to make copies of text.

Select this option to make copies of photos.

UETRE cI AR E S 1R - BN =R

F - EHEEXHES - QoEASEERNE

BT -

1. #E [RFBEE] -

=L

B ssu=amsEES

CPRF R

=l RfESE
XFRRF (ENRISRF)

8%

X R (EDRIRRA)

XF(ENRIE XN )

&R (ENRISRH)

- AR E IR

N F

EENF RIS - BEEILEIR -

/\7\Dj\):||
EERRE - BEEILELR -
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This feature allows you to copy both sides of
a small undetectable original, such as an ID
card, onto one side of paper.

1. Tap [Copy (ID Card)].

Copy (ID Card) Scan to Folder

2. Place the ID Card on document glass,
then tap [Start], copy the front side of the
card as usual.

~

Place an ID card near the top-left corner of the

Copy (ID Card)

document glass with the front side of the card facing
down.

3. Turn the card over without changing its
position and tap [Start] to copy the back
side of the card.

Copy (ID Card)

=~

Scan the back side of the ID card
Place the ID card near the top-left corner of the

document glass with the back side of the card facing

down

Delete

Start |

1

BETNRE al AR AR/ NI (S
e) WIEEEENZRE—mAAR L -

1. BhEE [ID £%E1]) -

i

ID-RAZED RREERR

2. MEXHRIEBER - AEME
(ReE] - WEENHERIIER

o

FHGIDFEBEMT - HEEHRRRREERZAMONUE -

ID-F1EED

i

3. BMEXHRIEEMERUE L - &
(RiE ] |EIHMEER -

ID-FRED

WEEAOEE

WMACEMONDSET - REBENERAERE LA

1
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2.10 NON-STANDARD SizE ORIGINAL RIS DN RETS R ~F

When a document is of non-standard size,
and the output needs fit to the paper size,
follow the steps below.

1. Tap [Paper Supply], and then select the
tray you want.

&= Paper Supply
Auto Select
Reduce/Enlarge
100%

E Pages per Side
Off

> Auto Select

A3
Plain (71-82 gsm)

As R
2 Pplain (71-82 gsm)

A3
Plain (71-82 gsm)

Ad R
4 Plain (71-82 gsm)

Auto Detect
Plain (71-82 gsm)

2. Tap [Reduce / Enlarge], and then select
[Auto].

Paper Supply
Auto Select

Reduce/Enlarge
100%

E Pages per Side
Off

100%

Auto %

50% A3-AS5, B4->B6

EXGRBRELIMIRYT - MEXFTEF SR
BRI AN - BIRIBLLNRE -

i

moiz [ARSRERE] - RREEFRFBHRE -

& HRRE
BIVEK

ZRS1NS)

8%
A3
£53MR(71 ~ 82g/m?)

Asll
EiH(71 ~ 82g/m?)

A3
EHiM(71 ~ 82g/m?)

AdR
Himg(71 ~ 82g/m?)

SRR
HiMR(71 ~ 82g/m?)

2. ®hE (K] - ReEE (B8] -

R

LU @

ZRE1NSE)

B#1%

50% A3—AS, B4—B6
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3. Tap [Original Size].

Sharpness

Normal

[:] Saturation
Normal

4. Tap [Auto Detect / Standard Size], and
then tap [Custom Size].

< Original Size
Auto Detect / Standard Size

Auto Detect

A3 0]

Auto Detect / Standard Size

5. Specify values for the X and Y dimensions,

then select [Start].

< Original Size

Custom Size

Note: The original orientation must be as
same as that of the output tray.

5. #iE [REBERT] -

4. #hE [(BE/RERT] - BHE
(BEIR~] -

{ RBRY

i

BERBRY
BE1{ER
A3C]

AdC]

A4[]

A5

BEMRERY

BIRY

5. WARRMARNBEREE (RF] -

z7

BR  RRHES O ARERMRE -
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2.11.1 Stopping the Copy Job =

1. Tap [Pause] on the touch screen.

X Copy

Copying.

Black & White

Copy Output

Uncollated
User

Local User

Start Date & Time

23/10/2024 8:50:39

File Number

2. Tap [Cancel].

Copy

You can resume the job.

Red
100%

Enlarae
ice/Enlarge

Output Cc

ylor
Black & White

Copy
Uncollated

Output

Local User

Cancel

Start Date & Time

23/10/2024 8:49:47

File Numbe

LE4EEH]

i

o

1. EfEERE=L/ME (FIE]

o

2. whEE [lE]

Een

TR mAEED -

RABEUKELR)
ERE

— R
/10/2024 15:40:08
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| 2.11.2 Interrupting the Copy Job 1EEN{EZE

You can temporarily stop the copy job to let the

machine process another job first.

1. Tap during a copying job.

X Copy

OB RE LB T - BT RES —(E

TAHE-

1w - wo B -

X 186D

Copying. (Print)
WIBRTE

IEFE48ED -
Collated

Local User

6/5/2021 10:14:10

2. REUINAEE - FE (@] BHu=H -

Copy (Interrupt Mode) JBENGEHEND)

an
B 149
WHnE

=g

B,
1
u Black & White

|
D 1-1 Sided

g

B BE

i3

@

R
a8

Auto Select

fsl

100%

3]

3. When it is done, tap to exit Interrupt 3. EEERE - iz I
Mode.
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Save your favourite settings into one button
(a pin). It is easy to retrieve and can be re-
used.

1. Configure the settings in the feature list.

Tap [Save Settings as Pin] at the bottom.

Copy

Reduce/Enlarge

E Pages per Side

[' Lighten/Darken

== Staple

\/ More Features

‘ ?o Save Settings as Pin

2. Give a name to the pin. Tap [OK].

X  Edit Name

&

Copy Demo

3. To use the pin, tap [Pins] at the top bar.
Tap the pin to retrieve the settings.
If this pin is no longer required, tap the
3-dot icon and then [Delete].

Copy
" Copy Demo

@ Start Now

f Edit Name

opy (De ed)
| Quantlty 1, Black & White, 1 Sided, 100%

d) T Moveto Top

ed) ]E Delete

| Quantity: 1, Black & White, 1 Sided, 100%

FHEEHNRERS—EZE - HEERE

H -

1. REBEEE - RS RRERE
(RERE] -

FFKED

SHIF

HAEE

I HBH/mIER

T—3RRMW

0. MAREEEE . 2 [oK] -
@% RETEhYAAEE ISR
mEmnam A sz e -

X ®BE3H

8

Copy Demo

3. AR - FESE L [RE] 7 B
BEZRRE - WHRKAMIBR - BEREAT
—RAsE - Ak [MIBR] -

1HED

Copy Demo

BOZIEAT
BEREIH

= BH}YRNE
@, 100%

B3 fiFR
I 119) %E! W, 1882, 100%
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