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Quick Reference

Store this guide next to the machine for future reference. ENG
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The Useful Functions page in each chapter, such as “Useful Copy Functions,” shows the procedures to reach the screen where

you can set the functions introduced in that section.
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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 information, see p. 9 to p. 20 on this manual.

\\\\\\ \\.

N\ J

( Optional product required \
@ Fax [ Optonalpoductrequired

Scanned documents as well as stored files and computer data can be sent by facsimile. You
~ | can also 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

il

same network. For more information, see p. 21 to p. 30 on this manual.

@ )

‘ 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
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‘ Use Mail Box (Store/Print/Send)

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

You can set a file format to the scanned document so that it can be accessed from your
computer. You can share the data by accessing it via personal computer. To store to Advanced
Box, press [Scan and Store] on the Main Menu screen. To print from Advanced Box, press [Access
Stored Files]. For more information, see p. 43 to p. 69 on this manual.

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.

@ Main Menu - m

Select a function

When you print a file by using printer drivers
from your computer, you can assign a
password to the file. You can print the file if the
password is entered on the machine. For more
information, see e-Manual.




‘ Use Remote Scanner

=t B

. View Web Page

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

You can use this machine as a remote scanner by
TWAIN compatible computer software. You can
scan up to A3 in size at a resolution of 600 x 600
dpi. For more information, see e-Manual.

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.

. Printing a Fax/I-Fax file in the Memory RX Inbox

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.

@ Main Henu

Select a function

@ Main Menu

Select a function

@ Main Menu

Select a function.

Optional product required
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Control Panel

Main Menu

Select a function. ‘ Show A1l l

A ettings/
; > gistration

Scan and Scan and
Send Store \ \ S

i A Fax/I-F; $ d
Status Monltor/ Stnr::egiles a>I<nhn><a>< ;5‘;;:
Cancel

(; &

o D Power

1 Main Menu key 12 Stop key

Press to return to the Main Menu screen such as when you want to Press to stop the job in progress.
switch functions.

13 Edit Pen

Use when operating the touch panel display.

2 Quick Menu key
Press to display previously registered function.
14 ID (Log In/Out) key

3 Status Monitor/Cancel key Press to log in/out when a login service such as Department ID

Press to check the status of the jobs or cancel the print jobs. Management or SSO-H has been set.
4 Volume Settings key 15 Clear key
Press to display the screen for adjusting settings such as the Press to clear entered values or characters.

transmission volume and fax sending/receiving alarm volume.
16 Reset key

5 Brightness Adjustment Dial Press to restore the standard settings of the machine.

Use to adjust the brightness of the touch panel display.
17 Start key

Press to start an operation.

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 USBPort
Port for USB Memory Media.

9 Numeric keys

Press to enter numerical values.

10 Settings/Registration key

Press to register or specify function settings.

11 Counter Check key

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



‘ 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.

. If you want to check or change the job status

Status Monitor/
Cancel

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
[ Copy/Print || I Send 1 Receive U Store Consumables
[ 0 0 0

Job Status Log | Print v |

Time Job Name User Name Status Ap. Wait
=107 Printing... 5 mins
:08

: = copy Wait to print 7 mins.
27 14:09 & Microsoft Word 000000 Wait toprint  7mins

me‘yngﬁm,‘ Details ] Stop ‘
(3 v
2 Copy Printing...
@ use Quick Menu
Quick Menu
(=D

If functions that are frequently used are set in the Quick Menu beforehand, you can recall the
function by pressing (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 ﬁ

Select a button.

<) Sample_02

Sample 1020

[aued |o43U0) 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) 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.

. Selecting Each Function

If[ ](Maln Menu) on the control panel is pressed, the Main Menu screen is displayed. Select a

function from the Main Menu screen.

4

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.

‘ Use Help

If ?)is displayed on the top right of the function setting screen, advice is displayed when (2 is

pressed. Press to check the explanation of the function or how to specify settings

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

Lesjtens " Administrator -
Password |
)

. Login
Destination

This device

[Log In] Key

[Log Out] Key

Main Menu

(e

Select a function

&

Stnred i

»

@ Main Henu
Show A11

"ﬂ Copy

<@-Sided>
Select the type of 2-sided copying.

= Finishing Copy Format

Book»
2-Sided | Set Details

===
2-Sided>
1-Sided

X Cancel Settings

3

Gy dep
— L;j Book Type




‘ 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.

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

Show All

B Change Main Menu Display

@ [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]

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.

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 on the top right of the Main Menu screen.

B Place Frequently Used Features For Easy Access

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 B
on the top right of the Main Menu screen.

@ Main Henu n

Select a function.

Access
Stored Files

Example of the Customized Screen

= cony

%f% Access '
Stored Files |

| showall

Example of Registration

s

/e
oy 100 % Auto 1

»
Select Color | 1:1  Copy | Select Paper Previous | Favorite
» Ratio ), , Settings | Settings ),

@ [P [=
& Finishing N5 2-Sided N A Density. ’ EDriIinlIT‘IDl}

Options

Example of Registration

|enuey siyl ul pasn sAejdsiq 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.

= carr

i to copy.

Placed on the platen glass
/e % Place your originals face down.
Eomco 100 % Auto 1

>
Previous | Favorite
Sattings | Settings |

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

M
=]

Start Copying

After selecting the settings, press (Start).

Press (Start).

[ QO O®©RE®)

Clear Counter Check
D © O

Reset Start

Stop

Processing/
Data

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

T —— e

T copy o'}

<Cony>
Press the [Start] key to soan the next orignal.

EI/m Ao I Change
Black 0% MY Settings )|

Shasts Copies

™1 ls 1 x| 5

-
4 et .

Y Copy Wating to soan...

When copying is complete, remove your originals.

4

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

10
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Useful Copy Functions

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

. Quickly Make Settings and Copy

[
(

(-i-) Settings/Registration

Top Menu

Basic Features screen quickly by using the
Express Copy Basic Features screen. Registrz?ti o [ Adiustment/Maintenance
@ Function Settings
L] set Destination n

Clear_—_ Coun eck {5 Monagamnt etings B

@ Select an item to set 2
. Select an item to set from the list on we right.
You can set the settings on the Regular Copy X ?
B Preferences
Settings/

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

Top Menu 1 Paper Settings Top Menu = Default Screen at Startup
Preferences Preferences > detn Nenu
] Display Settings l Display Settings = Default Screen (Status Monitor/Cancel)

| |

] Timer/Energy Settings = Copy Screen Display Settings
> Express Copy

Bnetwnrk 172 = Display Fax Function 13

» ot
A ‘ [ A
(L) External Interface = Store Location Display Settings .

N\

) U |

. Select the Color Mode

Select the Full Color/Black/Single Color/Two
Colors mode. You can also set the machine to
automatically select a color mode according 100 % Auto

to the original. el it il e G

Options




(
‘ Changing the Copy (Zoom) Ratio

—

= e (o]
You can specify the copy ratio for a copy job.

You can change the ratio of the standard e
size or specify the copy ratio by entering a Eoer/macd
number.

Options

N\

N\

. Selecting the Paper Source

o A

2 e (o]

© Ready to copy

You can select the paper size/type and the
paper source. You can also set the machine e

to automatically recognize the original size Ehmas 100 %__Auto
and then copy. :

Options

N\

J

N\

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

You can check the copy result of one set =

before making multiple sets of copies. You -
can also copy a specified page. Falcoor 100 % Auto 5

Select Color | 1:1  Copy
N Ratio

Favarite
Settings 5|

Copy
Sample

J

Ado>H I



Useful Copy Functions

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

@ )

. Recalling Previous Copy Jobs

i o]

You can recall the three most recent copy

Check Settings
jobs. You can make copies using the recalled e %
copy settings. ooy 100 95 Auto 1
Selest Color ‘|:| ‘gnnqy |Seler.1 Paper | Previcis | Fgyrite |
») o )| 3 ings ! tings )|

Options

L enepeees B
< ,
M

N\

N

J

. Set Multiple Copy Features With Ease
(Favorite Settings)

" iE“\—

T (m[J )
o (o]

You can register frequently used copy

settings. You can recall the registered E
frequently used settings for future use. Eoazo 100 % Auto

Select Color | 1:1  Copy | Select Paper Previous|| | Favarite
) Ratio | ) Settings | )| Settings

= s
o Density ) Drlllnﬂl Type |

Options

N\

N

J

. Rush Copy Priority (Interrupt Mode)

= o (o]

/e
ey 100 % Auto 1

Select Color
)

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

1:1 Copy | Select Paper
Ratio | N

Previous | Fave
Settings | Settings

&

,, Finishing

-Si _Original Ty
H Options




-

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

Y

2 oy 3
You can copy facing pages such as in a book

onto separate sheets of paper. /m
‘(\E':an/almk) 100 % Auto 1
Select Color ”1:1 Copy |s=|m Paper |

)| Ratio ) »)

Previous Favorite
Settings )| Settings |

@ F oo, BUR
, 2sided | Density | original Type |

Options

N\

2-Sided Finishing Booklet
Job Build Non1 " Front Cover | Innn Sheets

173

. g

Different Sm
Originals

Cnv-r Shests »

Density ‘ Original Type |

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

o (o]
You can scan two-sided originals or print

two-sided copies. /e
‘(\E':an/alank) 100 % Auto 1

Select Color | 1:1  Copy | Select Paper
N Ratio >

e e

Previous | Favorite
Settings | Settings ),

Options

N\

IH
AN

Options

E]

Book»

Stess > Finishing Booklet |
Job Build Front Cover | Insert Sheets |
- 1/3
=[Y)

Transparen

Different Sln i
Density Cover Shests ),

Originals

g

Original Type )

N

® Collating Prints

Il
Il
N

You can collate copies in page order or into
groups of the same page. e
@hemaso 100 % Auto 1

CHEE | (W E | [EmE | Previous | Favorite
Ratio Settings | Settings ),

@QEA

Options

Options

| =2

2-Sided Finishing
) »

_EE )

Front Cover | Insert Sheets |
E o m

Different Sm y i Transparen

Originals Density Original Type | (USPRERY

Booklet
»

E&B
Book»
2Pages )

Job Build

1/3

g

»

Ado>H I



Useful Copy Functions

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

s

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

N\

. Staple Copied Sheets (Staple) T cony

s P - 3
)] < ?; N
.@ H H
H H 3

it

Callate I Group ‘
(Page Order) (Same Pages)

ﬂ offsst < #® 1 Copies

(1-9999)

Optional product required St tnishing .

ﬂ Copy
@) Rsady toloom
S -

EI/E
Aut
Coor/miacy 100 % Auto 1
Select Color |1:1 Copy ‘selm Paper | Previous | Favorite
» Ratio )’ ») Settings | Settings

=[9])
@ P
| o .

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.

N\

Baok»
2Pages )

i E2

2-Sided | Finishing

»

?c"ﬁi‘nr/m.nk) 100 %» Auto 1
Seleot Colar |1;1 oy ls.um Paper | Poows | Fovrite | '553]

Different Size 2
Originals  ». Density |

Front Cover | Insert Sheets |

Transparency
Cover Shests

NS 2-Sided NS

Original Type i

Options

173

g

J

Copy Together (Job Build)

g oo

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

7 copy
- ’

AII:I/. 2-Sided ‘ Finishing ] Bnnldﬂ )
©olor/giacy 100 % Auto 1
Select Col 11 C Select P: P Fe '
i [ g T i )
i Wont Frort Cover | |nsmsn=m
. BUR
A = = A I
Finishi 2-Sided Densi o i 5
e, o ersit 0 : RICeED | Density | Original Type | [ransparency

H Options

1/3

g




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

s

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

2% cony 3
You can reduce multiple pages of the

original to copy onto a single page. You can e
also change the order of the layout. Ehmao 100 % Auto 1

Select Color | 1:1  Copy | Select Paper Previous Favorite
) Ratio ) Settings )| Settings |

res [V
@ | p
I 2-Sided | Density. )] Oriﬂili'l\(lll>

Options

N\

‘ﬂ Copy

=1 I 2

Book»
2 Pages

Job Build

Different Sm
Originals

Finishing

\

Booklet

:

'335!

Original Type |

Innn Sheets

Cnv-r Shests ),

173

;-

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

B
i

5 e (o]
You can make copies of different size

originals at the same time without e
separating the documents. If the paper sy 100 % Auto 1
setting is set to Auto, the machine S | [ B | e | e

automatically selects the appropriate paper —
size. ot F
Finishing = 2-Sided |

N\

Options

7 copy

H] \
vy

ZE|

ifrent Sz |
Originals

Density

N

Original Type i

Transparent
Caver Shests ),

173

g

‘ Copy Photos Clearly (Original Type)

Image quality for scanning is adjusted
according to the type of original such as [y
[Text], [Text/Photo/Mapl], or [Photo Printout]. om0 100 % Auto 1

THEE | (W E | [EmE | Previous | Favorite
Ratio Settings | Settings ),

EL&J

Options

7’;’ Copy

EEB

Baok»
2Pages )

2-Sided
)

quhlnu )

Booklet

N

Non1

N

Insm Shuts

Different Sm
Originals

Density.

»

Transparency
Caver Shests ),

1/3

g
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Useful Copy Functions

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

(" )

. Insert Paper Between Transparencies
(Transparency Cover Sheets)

ey o]

Options

The machine automatically interleaves a

sheet of paper between each transparency e e = —
when copying onto transparencies. @hmosy 100 % Auto 1 ' '
Select Color '| 11 gm " Select Paper '| gmr?;: ) ;:mn:;: ] .335, m
Nont Front Cover ]
el 2N E” Ef| -
a
, Finishing " it [y Original Type | gu;;rrm Slu' ) original Type | Lw;p;ﬁng ) J

Options

N\ J
(" )

. Prevent Unauthorized Copying (Secure Watermark)

Optional product required

S Document Adjust One-
Watermark Scanlock | ColorBalance | 1o0h Color

e ——. N e i Comoet | Sharmness Erase Frame |
Vou com embed hidden text such as e B fco ‘
“CONFIDENTIAL"in the background of copies. [y Watermark | | Print Data st ) Gutter
The embedded text appears when the copies Ehmats 100 % Auto 1

are copied.

Select Color | 1:1  Copy | Select Paper Previous | Favorite
N Ratio »

Settings | Settings |
> P |
NS 2-Sided N

Options

Finishing

N\

P P P P
= i S /100

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

s-lmr:nlnr 11 Copy S-I-:H’ﬂn-r
Ratio

[ BuE |

Document
Seantogk ,  Color Balance

Sharpness

Adjust One-
Touch Color

Erase Frame |

.'5'\

Gutter

Numhlrlnﬂ ¥

Options




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

s

(Sharpness)

>
- J
()
Io

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

2 cony (9]

EI/E
‘(\E':an/almk) 100 % Auto 1
Select Calor |1:1 Copy |s=|m Paper |

» Ratio )

>
Previous Favorite
Settings )| Settings |

Options

Secure
Watermark

Page
Numbering

Watermark

just One-
‘Touch Color .
Copy Set

Humbering »
2/3
’ -
i v
) »

Print Date |

»

| @3 23

ot | Frstor

| S 1

. Erase Shading and Bindings From Documents

(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\

= o o]

EI/E
‘(\E':an/alank) 100 % Auto 1

Select Color | 1:1  Copy | Select Paper
N Ratio >

>
Previous | Favorite
Settings | Settings ),

Options

Y

Adjust One-

Watermark

Humh!nﬂﬂ

Watermark

ime
Scan Lock .

opy Set
Numh!rlnﬂ ¥

Color Balance |

Sharpness

-

shift

4 an Date |

!T‘ o l333!
Gy

s ate

KN O s D

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

= i o]

ok Settings
-oa

n/E
oy 100 % Auto 1

)
CHEE | (W E | [ |
Ratio Settings | Settings ),

EL&

Options

g ‘g Copy.

Color Balance

Adjust One-
Touch Color »

Secure Jocum
Watermark Scan Lock )|

Copy

uu...n..-.n, ) Sharpness Erase Frame
Watermark | Print Date | smﬂ ) Gutter ‘

Ado>H I



Useful Copy Functions

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

s

This mode enables you to copy the date
onto the output. You can specify the size,
position, or direction of the date.

N\

. Copy With Print Date (Print Date)

A g

=-

Sasira il sﬁﬂm . Color Balance

Tnunh l:nlnr )

J

ey o]

Shift

EI/E
Aut
Coor/miacy 100 % Auto 1 [ w ]
Select Color |1:1 Copy ‘selm Paper | Previous | Favorite |

N Fiatio ) Settings | Settings )|

& P o O G |
., Finsting | ot

Options

© shift Image and Copy (Shift)

=

This mode enables you to make copies with
the entire image shifted to the centre or

a corner. You can use the numeric keys to
specify the location.

N\

Secure Document Adjust One-
Watermark ), Scan Lock . Touch Color »

Page
aene Erase Frame

Watermark

Copy Se
HNumbering | 3

|

Print Date.

» »

?c"ﬁi‘nr/m.nk) 100 %» Auto

Select Color | 1:1  Copy | Select Paper Previous | Favorite
N Ratio >

Settings | Settings ),

@ | F |
ey L oy |

Options

. 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
each side of the paper.

N\

o R -]

Secure
Watermark ),

Adjust One-
Touch Color

Document
Seantogk ,  Color Balance

Ce

Page
Numbering
2/3
-
Watermark Print Date | v

/E
ooy 100 % Auto 1

»
SEET | (W | [FI Previous | Favorite
Ratio ) Settings | Settings ),

EE | e ) { |
E3 l3331 | By |
ki T

Options 1 of NELEkE




s

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.

N\

. Combine Jobs with Different Settings Into a Single Job
and Copy (Merge Job Blocks)

ey o]

e
‘(\E':an/almk) 100 % Auto 1

Select Color | 1:1  Copy | Select Paper
) Ratio >

RSy BUE
@ | p =
I 2-Sided | Density ) Oriﬂind Type |

Options

You can store the scanned originals in the
Mail Box. The specified copy mode is also
stored.

N\

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

= o o]

EI/E
‘(\E':an/alank) 100 % Auto 1

Select Color | 1:1  Copy | Select Paper
N Ratio >

Options

s

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

This mode superimposes an image (image
form) previously scanned, registers it in the
memory of the machine, and then places it
on the image of the original.

o o]

n/E
ooy 100 % Auto 1

Select Color | 1:1 Copy | Select Paper
)| Ratio )

o e o e
|

Options

c: Io- T Ton)
Wt | Ftcomr, iwtshons




Sending Fax

This section describes the flow of basic fax operations.

Selecting Function

Select [Fax] from the Main Menu screen.

Press [Fax].

Basic Features screen for [Fax] is displayed.

e o]

06/07 2010
15:09

200x100 dpi
(Normal) *

4 Original Type,

2-Sided
n & Griginal

Differan Size
E originals

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.




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

Specify the Destination Start Sending the Fax

Enter the fax number using the numeric keys.

After selecting the settings, press ©

Enter the fax number. Press (Start).
0 ) 0)®) @
\ \ 4 i b In/ Clear___ Counter Check
GHI_ 5 ) = it
DIBK o ©

If the following screen is displayed, follow the
If you want to enter two or more fax numbers, . .
(OK] h e instructions on the screen > press \2J(Start)
ress - enter the next destination. -
p to scan the original sheet by sheet. After all

originals are scanned, press [Start Sending].

06/07 2010
15:09

2 Fax K

Fa>
Press the [Start] key to scan the next original.

e

"
Black. 00% @

3 orginal Type
2-Sided

&l Grginal
Differan Size

I orgnals

1= 1

4 y

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. '

If a login service such as Department ID

’ Management or SSO-H has been set, press

(Log In/Out) to log out.

When sending is complete, remove your originals.

22



Useful Fax Functions

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

(" )

‘ Set Frequently Used Destinations With Ease
(Address Book)

BE o

<Register Destinations>

A S| & © All Address Listsv |

Register
New Dest. .
Hanual tean 3 dest.

/ Silvia 123K000000C Details/ ‘
Canon 1234X00000¢

Fax1 T11X000000¢ 1/2  Delete
Fax2 2220000000 N

©® Ready to send. 06/07 2010
15:09

You can store frequently used destinations in Dot 1 = o —
the Address Book. :;:123xxxxxxx| }» L A1 gsc | oer | on | 9 [0 pon s v vz os Y
—| i)
m . . —

ided
it Size
1 originals

‘Address Book

- Fax
© Ready to send <Address Book (Local)>

)@ _© A Address Litov |
jons @ 1 o |
\\; 123xxxxxxx| ’*

! Manual team 3 dest. Access o
Delete
Dest.

- Silvia 123)000000¢
Canon 12340000
- Fax1 1115000000 12
S—w B S a
Sy [iia = . ﬂmmmr
=

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

M

Details

N\

&

)

’ Use Fax Information Service (Onhook)

® Ready to send. 08/07 2010
15:09

When using the fax information service

; . Destinations - 1
you can perform operation such as entering = 123XXXXXXX| @“ 20!1:(10!1 doi
O . (Normal)

number while listening to the automated ME [ o ——

audio response from the speaker of the -
e P &l - —
machine. DE‘ , & original Type

2-Sided
L]

Different Size
= E Originals )

Address Book

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

s

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

‘Address Book

. Quickly Set Destinations (One-Touch)

oo | e

@ Fax

06/07 2010
15:09

<Register One-Touch>
Select an item.

200100 dpi
A Glormaly

)| Filel

$Fa 008

@ Auto Size

Delete ‘

== Density 008

on

[z Original Type

L a 2-Sided
Original

o014

Different Size

€E‘ Originals o7

4

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

4

N\

06/07 2010

5 = 123XXXXXXX|

- i
~~John

< Mancy

200100 i
A Normal)

‘Address Book

| e

N\

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

J

08/07 2010
15:09

200x100 dpi
(Normal)

@ Auto Size

S|

Different Size
E originals

‘Address Book

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

s

. Erase Specified Destination

You can erase the selected destination from
. . . Settings
the destination list.

200x100 dpi
(Normal)

e

N\

06/07 2010
15:09

N

® Clearly Scan Text and Images in Documents and Send

(Resolution)
® Ready to send OBKDT‘SUAS
If the resolution is high, you can send fine e EZm
text and images clearly. If the resolution is 2 = 123XXXXXXX] —

200x100 dpi
S Normaly

low, the data size becomes smaller and you ons[pawe [T (A |

can reduce the time it takes to send. - = Donsity

& Original Type
2-Sided
Original
Different Size
Originals

Address Book m I Direct Send

N\

)
)
)
)

J

N\

’ Select the Paper Size

— [ |
LR

e S (e e[ [ o

Nanc ‘\o ike ‘ L &l Original Type
L | R
=

Different Size
B originals

® Ready to send 06#07%0)}3
You can select the original scanning size. You r——
can also set the machine to automatically 2 = T23XXXXXXX| B

recognize the original size and then scan s [ [ 3|

)
)
)
)

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

s

(Previous Settings)

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

N\

. Recall Previous Settings and Fax

De: s o ” [ ]
5 = 123XXXXXXX H

| o 1

06/07 2010
15:09

= Density

& Original Type

El orginais

. Fax Information Services

|'/ T1234

2

Press [Tone] to temporarily set the
machine for tone dialing to use various fax
information services.

N\

o ancsa | 1

08/07 2010
15:09

Previous
Settings

200x100 dpi
al

= (Normal)

Auto Size

= Density

riginal Type
2-Sided
Original
Different Size
Originals

. Sending with a Subaddress

'
[ 1234

You can send or receive fax documents with
increased security by attaching a subaddress
and a password to your fax transactions.

Destinations - 0 00
< = 123XXXXXXX|

N K G

08/07 2010
15:09

200x100 dpi
(Normal)

iz Density

& Original Type

2-Sided

2 original
Different Size
] @ Originals )|

NS

NS




Useful Fax Functions

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

(" )

. Send Fax to Destination Correctly (Direct Send)
S
; \%

Check that the recipient can receive the —
facsimile, and then start scanning the <2 = 123XXXXXXX] H L moim
L (Normal)

originals. You can directly send without [ e | B & fm6m
est.

storing the original in the memory.

).
] A

Address Book w © Direct Send | a

N

N\
-~

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

i =

/

® Ready to send. DB,’U?éOég Options.
Set to send two-sided originals. You can D — " £ B
select [Book Type] or [Calendar Typel]. 2 = 123XXXXXXX| W B orignal Tye | Goo e

:
Delete Tone i
B 5 wam

»
[Sor S| S oo,
o = [ 2
L : i Sprer lame | select Line Direct Send
i o | - o s |7

N\ J

Erase Frame

Density |

Sharpness | Copy Ratio

’ Change Density and Send a Fax (Density)

08/07 2010
15:09
Previous
Settings .

200x100 dpi
B Qorma) ©
@ Auto 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

annm n.ﬂ-rm iz |
2 Pages Originals
) Copy Ratio En:n Frame |

automatically adjust the exposure. e[ [ ] e ]
|5 Ma | ke @ orgnalType |

Different Size

Direct Send

o

i) v | o | 7

" Sender Mlmu
Job Build i) Select Line |
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* Some functions explained in this manual may require optional equipment.

(" )

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

= ,.:'\hL _
= mABC )
f FkEk-kkkk-kdkkE

This mode enablles' yOL,j to prlpt registered ations
name on the recipient’s sending record.

o I - |
=Y

- - Diferent Size
200x100 dgi Original Type :
X (lormal) N oinal Tvee
Copy Ratio | Erase Frame |

2-Sided
Original ),

@ Auto Size

=2 Density
£l

Originals
Density
5 Original Type

)
L Gl B -

PRI Select Line Direct Send

»

. Specify the Telephone Line

Optional product required

7 Fax

06/07 2010
15:09

You can select the telephone line to use for -
i imi o i EE-EI@ @4
sending a facsimile. . - -

o) B ormaee | GRS Ll Bk, Orawn
@ Auto Size
) He R
7 Density ) Sharpness ) Eraslﬁ:m-
D Original Type
> -

Direct Send

. Sender Name
Job Build i)

°

Address Book m 1 Direct Send E

N\

N

/

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

B
A

© Ready to send. 06/07 2010 Options
15:09

You can scan.and fax different size originals rre— " EEEl
fed together in one group. =2 = 123XXXXXXX T Z-sues 0 Diferen Sce
o G s | | ignais

R R S
S 5" =i Densi
:

= Manoy - [z Original Type
2-Sided -
) Griginal ) d
e s‘"“" Name | salect Line Direct Send

i) | |

Density |

Erase Frame |

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

s

‘ Automatically Forward Received Faxes
(Forwarding Settings)

L __MNO__ N—
You can set the machine to automatically

forward received fax to specified destination. SQ ;
You can also specify the date and time for Snsunlge

Registration

forwarding. @

(—i-) Settings/Registration

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

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

= and ON.

@ Settings/Registration

Rl |

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

Top Menu

ences
fjustment/Maintenance

@ Settings/Registration

fj Function Settings
= 1”1
-
] Management Settings !I
oK e

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

Top Menu [ Comman Top Top RX Gamma Value
Function Settings Function Settings Function Settings imma 1.8

[ Coy Recelve/Forvard -] Comman Settings Receive/Forvard ndle Files with Forwarding Errars

Common Settings
er = Forwarding Settings
Send 72 1”1
A a ‘ "
] Receive/Forward = Always Send Notice for RX Errors
v »on

2/2

v

N\

’ Send Fax at a Specified Time (Delayed Send)

® Ready to send. DB,/W‘gVJég
This mode enables you to store a send job in re—
memory, and have it sent at a later time. You 5 = 1235000000 E Sertings

- 200x100 dpi
B Qormal)

can specify from current time to 23:59. v [ [ 8| [@ moem
[Son  [Ssitvia [ohre [ | .= o

|5 Man = , & original Type
2-Sided
‘ ) Griginal

D Different Size

Delayed Send |

Preview

Finished Job Done.
Stamp. N

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

. Store Received Faxes without Printing (Memory Lock)

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

4

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

|'H||||
|

[Use Fax Memory Lock] to‘On’.

@ Main Menu

Select a function

P ~
(cces Fax/L-Fax Secured
Stored Files Inbox Print

S "

- Fax/I-FaxInbox

___ RN

1 Incation to use the received file.

o

Memary RX Inbox

Divided Data
RX Inbox »

« Back

@ Confirm Content of Scanned Documents Before Faxing

(Preview)

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

©® Ready to send. 06/07 2010
15:09

Destinations - 1 Previous
7 = 123XXXXXXX|

Details | Delete Tone R
») Dest.

200x100 dpi
(Normal)

Auto Size

Density

Original Type
2-Sided
Original
Different Size

‘Address Book ‘un»mmkb ! Direct Send ‘\‘A n

- Fax/I-FaxInbox g

ﬁ Memory RX Inbox

You can print or send fax and I-Fax
files received by Memory RX,

\\;4 Confidential Fax Inbox ‘

You can print received fax and I-Fax

files sorted by forwarding conditions.

- Fax/I-FaxInbox

09/09 5:25 PM
09/09 5:30 PM

st

& I-Fax Memary Lock Fax Memory Lock
On off ON OFF

Options

Finished Job Done.
Stamp. Notice )

30




il 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].

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

¢’ Scan and Send n
Soa . /07 2010
16:47
Previous | Favorite
Settings | Settings
Auto
F/R (Calor/cray)

b % s i o300 e
T
Aﬂﬂnn!wk’ One-Toush | Bovtination . Auto Size

PDF (Compact)
= )

@
&
s &
M)

Lo Speatve ) Details | Delete
inatic ] Dest,

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.

31

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 he platen glass

Place your originals face down.

Gently close the feeder/platen cover.

4

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




Specify the Destination

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

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

() Spscify the dastinations a7/07 2010
T6:47

Options

Select the destinations - press [OK].

¢ Scan and Send '_
PEeS/oj8] ewm hd

) shor Flcer torishcrganizaton compen.cd =)
= dom Iomeample.com —
& vorualteon st Detal)
o narideanplecun ”s )

S oy rocydange con j o

= Mke mikeBeample.com
[ Jim jim@reample.con

Search by
Hame

o on w0 e s w2 s

r

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.

After selecting the settings, press )

| 4

Start Sending

Press (Start).

%) 0)#) @)

bin/ Clear Counter Check

D ©

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

¢’ Scan and Send

<Scan and Send>
Scanning...

Auto
R = o

When scanning is complete, remove your originals.

4

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

32
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sl Useful Send Functions

Send

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

? )

. Set Frequently Used Destinations With Ease
(Address Book)

o Scan and Send n

.'/ ) 3 2 <Register Destinations>
[ xxx01@exa mpla.co.|p) A& B o A Adtess s |

Register
" — New Dest. )
Share Folder starfish. compa

S j con .
Manual tean 3 dost. =
® st
¢’ Scan and Send % :nl;xa 123):000«1 /a0 Delete
> Mar narkeexanple. con N 4
() Specify the destinations & Nancy con
1 Mike nikeexanple. con . ocess o,

You can store frequently used e-mail, I-fax, or - | —
file server destinations in the Address Book. ‘ ey EEOECEmmEE
' S N

Auto Size
PDF (Compact)
=

Options

¢/ Scan and Send n

<Address Book (L

¢’ Scan and Send
(B specify the destinations 2

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

DEE

J] snars Folver starfish.organization.company.co Access Ho.
BI/E 7]
(Color/Biey) 5] Jom Jomsanple.con -

= 000 i & ol e samst setaie
Address Book One~Touch R @ Auto Size ] & vk markeanple.com 3 »
] ) ) vy [ ———
PDF (Compact)
a
4

d
ginal

y nt Size
Dest. Bee ) 8 & Is

=] Mike mike@example.com

A
‘ .| Register
B ’. 4

\§ J

/

. Enter New Destinations

- )
( xxx01@examp|a.co.io
2

¢ Scan and Send n

@ Specify the destinations. 07('07%0}%
This mode enables you to specify a new
destination not stored in the Address Book e
or one-touch buttons. “3 % ; o oo

PDF (Compact)
-

. Specify | oo elete
|| Dest.

Options
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(

. Quickly Set Destinations (One-Touch)

o Scan and Send

~

007 008 009

¢’ Scan and Send

010 o1 012

013 014 015

If the frequently used destination is stored
in a one-touch button, you can specify the .
destination qUICkIy = v 300x300 dpi

016 017

Register One-Touch>
Select an item.
[
-] Mark ) Filet =] Nick Register/Edit ‘ ]
)
o Faxt $Fax2 008
Delete

Auto Size

PDF (Compact)
=

2l

. Specify | Delete f=
e e e

Options

¢’ Scan and Send 9 Scan and Send
() Specify the destinations

You can select the stored one-
e

touch button from the Scan and
Send screen. i

( speify. ) neme
Dest. Bm:

Options

4

N\

N\

. Sending Documents to Yourself

S

If the SSO-H is set as the login service, you --
ings )| Settings )|

can specify your e-mail address as the k. /> 1
. . = (Cnlnr/ﬁrny)
destination. S amy > w o
) )

Auto Size

¢’ Scan and Send n

pecify the destinations. 7 2010

.
Send to
g
. Spesify | oo Delete
»J Dest.

Options

e Log Out

J

34

puas pue ueds I



Sl::an and U erI Send Functions

Send

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

‘ Details

¢ Scan and Send

@ Ready to send. 07.’07|gfllg
You can check the detailed information for o o
the destination selected from the list. You [Pinecaneiseon =
can also change the new destination. e

Auto Size
PDF (Compact)
=

2-Sided

— Original
pecity Details | Jelete | Co i ;
Destinations o Dest. | Boo e g

Options

. Erase Specified Destination

¢’ Scan and Send

® Ready to send. DT/UY“Z;U.:E
You can .eras_e th.e selected destination from g
the destination list. ee o] Setthee »

john@example.com
Auto

E1/B Color/Gray)
Ly 3006300 doi

Auto Size
POF (Compact)
=

Original

@
&
2-Sided
e
s

Different Size
Originals

Delete
Dest. B

Specity Details
Destinations

Options

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

¢’ Scan and Send

(B Specify the destinations. 07/07 2010
16:47

Previous | Favorite
Settings | Settings |

Auto
E1/B Color/Gray)

v P
) ’ i 3004300 dpi
5 Hew ,
ddrosstook | onecToueh e @ Auto Size

PDF (Compact)
-
=]

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

Dest I 5 N
- —
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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)

Lok okokokok kR %

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.

. Recall Previous Settings and Send (Previous Settings)

¢’ Scan and Send

[ specify the destinations. 07/07 2010

\ ’ >
= € r
’ New
Address Book | One-Touch || Destination |

‘

¢’ Scan and Send

[ Specify the destinations.

\ ” »
Address Book One-Touch m
)| )

L Specifv ) Details | Delete || Cc
estinatior Dest, Boo )

¢’ Scan and Send

(B Specify the destinations.

\ ” v
= ¢ f
. New
AT || S || Destination

Lo somciv ) Details | Delete | Co
" Dest. Boc )|

7/
16:47

Previous | Favorite
Settings | Settings )|

" (Color/Gray)
300x300 dpi

Auto Size
PDF (Compact)
=

Details || Delete ‘l:n Different Si
Dest. || Boc )| Originals

Options

07/07 2010
16:47

Previous
Settings

Favorite
Settings
Y —
EV/E (Color/Gray) |
B 300x300 dpi
[ |

Auto Size
PDF (Compact)
&

Original )
Different Size
Originals

ia]
&
2-Sided
s
.8

Options

07/07 2010
16:47

Previous | Favarite

Settings | Settings ),
Auto

FI/E Color/Gray)

Auto Size
PDF (Compact)
-

f =
-3 o

Options
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Scan and
Send

Useful Send Functions

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

(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.

. Select the Paper Size

dmm) ]

LT

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

. Select File Format and Send (File Format)

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.

* To send in OOXML (pptx) format, optional
products are required.

37

‘ Clearly Scan Text and Images in Documents and Send

¢’ Scan and Send

(B specify the destinations. 010

\ ,, 7 LIoN
= ¢ r

[ =

Address Book 1 One-Touch | Doetination ] @ Auto Size

., PDF (Compact)
a J

Details || Delete | Cc
Dest. Boc )|
- =

¢’ Scan and Send

[ Specify the destinations. 07/07 2010
= 16:47

Previous | Favarite
Settings | Settings |

Auto

A ’ / (Color/Gray)
= r 300x300 dpi
5 MNew -
Address Book N One-Touch || Destination | Auto Size

Details oclete fcc
Dest. 2

Options

¢’ Scan and Send

(B Specify the destinations. 07/07 2010
16:47

Previous | Favorite
Settings | Settings |

\ o0
’ 7 (Color/Gray) |
L 3 f g 300x300 dpi
[ | »
- New .
Address Book N One-Touch | Destinaion | @ Auto Size

= PDF (Compact)
=2 E (Compact)

)|
Details || Delete [ Cc
Dest. Boe )| g N
- -




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

. Encrypt Scanned Documents to Send
(PDF (Encrypt))

¢’ Scan and Send

pa.

<Set Details>
Sat PDF file options.

‘When sending a PDF file with Compact in Detalls under File Format,

the following settings will be made: - Select Color: A mode other Ehan
Black & White - Resolution: 300300 dpi

T &
AR * comaa

¢ Scan and Send 24| gen g
(&) specify the destinations. e

| | Add Digital 5 | Reader
1=,/ Signatures Extensions

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, - "g(sif:;ﬁ'ﬁ? :
and then send the file. You can also restrict Ao size
print and edit functions. : : : =

2-Sided
Original

Details | Delete | Cc Different Size
Dest: Bee ) Originals )| Tirnés™
oy

v s
Fows

Bl

Options £l

X con o«

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

Optional product required

¢" Scan and Send

abcdef
ghijklm

<Set Details>
Set PDF file options.

nopq B e e e o
tuvw Black X600 dpi

Trace &
ol & cmn
5} Encrypt

Add Digital 2] | Reader
»| Signatures Extensions

¢ Scan and Send

pecify the destinations. /07
(&) Specify the d 07/07 2010
16:47

E!

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.

Previous
Ssttings |

X Cancel |

Auto
E1/B | Colur/Gray)

\ ~ 2
, Z 4z 300x300 dpi
. Hew ,
patrossBonc | onectouch ol Auto Size

PDF (Compact)
o
=

2-Sided
Original

Destinat Dest. Bee ) <l griginals ) Tireis™ | W
- w“ulm
. | X cms | o«

. Send Files That Can Be Edited by
lllustration Software (Trace & Smooth)

Optional product required

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.

‘Hhan sanding a PO il with Compact n Daslle undr File Format,

be mado: - Solect Color: A mode other than
300x300 dpi

g Compact
¢’ Scan and Send n

¢ | OCR (Text )

=8| Sertane) ﬂ R

(B Specify the destinations. 07/07 2010
16:47

Previous | Favorite
Settings | Settings |

Auto
FV/E Color/eray) X Coneel ‘

\ -~ 2
= / r g 300<300 i
’ New .
pairossBonc | OnecTouch oty @ Auto Size

= PDF (Compact
a2 :](nmnn)

Add Digital = | Reader
=), | Sgnatires = | Ectensions

)
Sided

& Griginal N
Different Size

2 & originals

Lo seeaity ) Details | Delete || Co
Destinat Dest. Boee )

T
sy

Options ) i

X cuon o«
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Useful Send Functions

Scan
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)

i =

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

Baok»

Original Type | 2Pages

¢’ Scan and Send n ¢/ Scan and Send f-

Different Size
Originals

[ Scecify the destinations 07/07 2010
16:47
@ Auto Size

= oo

Density

Copy Ratio

»

Sharpness J d

Erase Frame d

Previous | Favorite
Settings | Settings )|
T w’
odress Boo m
)| »
PDF (Compact) )
=

Aut
B/ oo Grayy
| -
T — S
ENEEEE R nas | g

S 900x300 dgi
Options

N\

e

] \

&

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

>
]

=

™
il

E

07/07 2010 Options
16:47

You can send facing pages in a book onto :
di

separate sheets of paper.
)

¢’ Scan and Send ¢/ Scan and Send J
@ cif

)

‘ Bool
/% /
> 3 Ly 300x300 dpi
. f | ) . Re?
Address Book One-Touch Auto Size
) )| 4 Sharpness Copy Ratio |

Erase Frame |

PDF (Compact) )
=

@
.
& ,
2-Sided |4
d Original | - -
. Spify Delete m Different Size Sender Name
N a G g,

Options

N\

o3
T

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

[
T

¢ Scan and Send n

¢/ Scan and Send 7_

= PDF (Compact) )
&l

Specify the destinations. n?,/m‘gn;g Options
You can scan and send different size originals - Bl
fed together in one grou ° - e
9 9 p- \ y pi/m Ao Original Type = kP
/Y 7l (Color/Gray) ) ges >
= o B 300x300 dpi
¥ B Density Sharpness Copy Ratio Erase Frame

] -
-
ize Sender Name
Originals amy »

Options

&3

' \
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(" )
. Change Density and Send (Density)

¢’ Scan and Send

() Specify the destinations.

Y -~ s
, e r
[
Address Bnnk' One-Touch | Destination ]
ﬁ PgF(Cnmniﬂ)

172
2-Sided - R
o o - -
i " |50 8 e wmoas | g, ses | v

¢/ Scan and Send -

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.

o 2-Sided
F1/E Color/ray) Original  »

g 900x300 dpi

Baok»

Different Size

2Pages )  Originals )

Erase Frame J

Copy Ratio

@ Auto Size

»

Sharpness y

Options

N\

&

puas pue ueds I
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‘ Erase Shading and Bindings From Documents
(Erase Frame)

*E

This mode enables you to erase shadows
that appear when scanning various types of

¢ Scan and Send

¢/ Scan and Send 4_

() specify the destinations.

/ AQ
. Bl N
EEREER B B

o P : /B {5 owm e, G L e
originals. You can also erase shadows of the e = r L 30030 6
Ol > 7
punch holes. Addrl:sﬂnnk} One-Touch | e | @ AutoSizs Hen -
m PEF(Cnmpnm) Density N Sharpness ) Copy Ratio 3
C specify |

Options

\§ J

. Confirm Content of Scanned Documents
Before Sending (Preview)

¢/ Scan and Send :-

Options
Job Done
Notice )

Finished
Delayed Send | H ‘

- -
Scan and Send Subject/ E-Mail
< File Name i Reply-to Priority

pecify the destinations. 07/07 2010
16:47

This mode enables you to preview the

Previous Favorite
scanned data of your originals and to
\ , Auto
check the page count before sending your 4 BB o
document. You can also delete a specified i =

page.

= PDF (Compact)
-
&
2-Sided

p— n & Griginal
Desin m m Qiferant Siza
Dest » | originals

Options

\§ J
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ol Useful Send Functions

Send

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

¢/ Scan and Send

<File Name>
Set the file name.

Valid for: = AT ]
Flotame [

uto
0CR)

X Cancel Settings

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

1.9.9.9.9.9.9.9.9.9.9.9.3 f

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

b ’ 7|
B, r
= Hew
Address Book | One~Touch || Destination |

[ Seecify )| Details | Delete
Destinations Dest.

4

Provious | Favorite

Settings | Settings |
Auto

E1/E Color/Gray)

g w00 g

Auto Size N

)

&
& PgF (Compact)
e

2-Sided
Origins

g
. Different Size
Options

® oivide Large Data and Send (Divide Data) il -]

<E-Mail> Destinations: 0
Enter the e-mail address.

—— E-Mail
g l////// * } 8 Ratss [

= Divide Data On  Off

Destination

¢ Scan and Send
() Specify the destinations e X Cancel

Previous | Favorite
Settings | Settings )|

\ Auto
\ ’ ,.f F1/E (Color/Gray)  »
— 2 & 300%300 dpi
Address Book One-Touch Auto Size N
)

= PDF (Compact)
v
=

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.

2-Sided
Original )

L R E s e
Dest. Boe Originals )

Options

a1



* 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.

([ N ( )

Press [Scan and Store]. Select the desired Mail Box.

ra the scannad data

—

& o

© o 0%

© o ox%

© o« o

® % 0%

© o o A
© w o | Vo
© = (I

w ] i

Select [Mail Box] from the screen where you can select the type of

You may need to enter a password when
storage.

specifying the Mail box.

b

Press [Scan].

) 2o000z02ie16s A DO s omzam
O 5 omezem

If a login service such as Department ID B somaonezs L4
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 B e - s
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.

After selecting the settings, press (Start).

r

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 platen glass

Place your originals face down.

Gently close the feeder/platen cover.

4

You can set various scan functions. For more
information, see p. 47 to p. 54 on this manual.

N

r

Press (Start).

hin/ Clear___ Counter Check
it

Stop

Start

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].

7 Scan and Store

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

r

Ll |
Blaok 100%

Pages storeto
1 = o 000227214534

Start Storing

When scanning is complete, remove your originals.

4

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

a4
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Various Storages

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.

<
Sy Scan and Store

Specify a location to store the scanned data.

| J Advanced Box

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

J Memory Media

Removable media to store and handle
files In formats commanly supported by
PC, such as PDF.

\‘7' Mail Box
¥
’ Data starage Intis dvico o saroand
hdle figs fo pintng in farmat
xclusivly supparted by hs dovic.
. i

If Advanced Box or network is selected when the G e

authentication function is set, authentication screen T R ot g

is displayed. TS Sy omoro by .

Mail Box

’ Advanced Box

45

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

\h » 7 « 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.

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

addition, you can print the stored files from this machine.

0
% * @ ﬁ I E JPEG, and TIFF, so that it can be accessed from your computer. Like a file server, you
% \ can not only access the Advanced Box from a computer, but also create a folder. In

]




. Network

r

L,

‘ Memory Media

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.

¢

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

g and Store n
1 I

a location to store the scanned data,

& <>
<J Mail Box | Advanced Box
&Y %

Data storage n this device tostore and Data storage n this device to store and
handle files for printing i format handle file in farmts commonly
exlusively supported by this devce. supparted by FC, such a3 POF.

J Memory Media

Removable media to store and handle
files in formats commanly supported by
Informats conmonly seppotad by PC, PC, such as PDF.

such as POF.

jﬁ.‘ajy Network

Data storage on the Network (Remate.
Advanced Box) to store and handle files

<
< Scan and Store n

Select a file and specify the purpose.

) Mail Box /00
« Type  Name A4 Paper Size Page  Date/Time &
1 2003020214215 A4 O 1 oo
) 20020202142153 A3 O @ wm22ifm
W 20000202142205 A3 O 5 oz
11
a

oo | Total:3 .
J Clear
Selection

Details | Display | Edit File g
b Image ) )
fr——

<
S Scan and Store

Auto
(Color/Black)

Select Color
)

Original Type |

€
&y Scan and Store

2

' a location to store the scanned data.

Mail Box

PR Q

E

o
w

[

L .
[ =
w110
[ a

Remained: 99% [ L

\\:‘); Scan and Store

) Mail B 0
/e

A

(Coter/etacky 100 % Auto

Select Col 1o Scan Si

elect Color " Cony J can Size ]

Favorite
Settings

100 % Auto

11 Copy | ScanSize
Ratio )

File Name

Options

You can change the scan settings from this screen.



. 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

=

LRI

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

—

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.

Scan and Store

3
/e
or etk 100 % Auto

Select Color 11 Copy | ScanSize
Ratio »

LT

;\;‘g Scan and Store n

/e
e Back 100 % Auto

Select Calor 1 Copy || ScanSize
K s
Favt
Settings

X Cancel

gg Scan and Store n

Eotr/B1acky 100 % Auto

Select Color E py  |Scan Size
»

Fovorite
Settings |
2-Sided
Original

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.

\\ﬁ Scan and Store n

P

&

/e
Auto
= R e~ (Color/Bleck) 100 % Auto

Select Color 11 Copy | Scan Size
i s0c ) Ratio )

L
Eg - original Type | Density | -oded . £
2: =i e e X ol

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)

i =

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

eor/Packy 100 % Auto

Select Color 111 oy | Scan Size
& )

Favorite
Settings |

»
)

[T S—

. Clear the Settings (Back to Default Set.)

Al,

=

LE]

\\ﬁ Scan and Store n

r-x

This mode is useful if you want to clear all &
settings and reset the settings. All settings B/
are cleared. Eor ko 100%  Auto

Select Color | 11 E:&L ) Scan Size )
L [
R,

= 2-Sided
Original Type | Original )|

File Name Options
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. Set Scan Features with Ease
(Favorite Settings)

M >lD\—
.y D )

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)

A

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

ij Scan and Store n

@

/e
e ek 100 % Auto

Select Color ‘ 11 Copy | Scan Size

Ratio )|

Favorite
Settings )|

Original Type |

T —

;\;‘g Scan and Store n

Aut
(Color/Black) 100 % Auto
Select Calor 11 Copy | ScanSize
) Ratio )
v Favorite
-Slmngs )

P —

gg Scan and Store n

otor/B1acky 100 % Auto

Select Color 11 Copy | ScanSize
Ratio »

vl Favorite
o
Original Type | -

50
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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

‘3}) Access Stored Files n

v
/K F] 2
Auta i PDF (Compact)
300300 dpi
ors < Sean and o o ] (Color/Gray) 100 % Auto F

Select Calor | Resolution Copy ‘ Scan Size ‘ File Format
Ratio

)

5 Advncatsoe

5 st space
O persen spa

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

‘\&?J Access Stored Files n

text and images clearly. If the resolution is B/ [ &

low, the data size becomes smaller. ey w0 100%  Auto T

Select Color 1 g [sonsae[leromat
* The setting may not be available, depending on e
the storage. B

Eee———

. Specify the File Format and Scan

& )
) Access Stored Files n

You can set a file format such as a PDF format

to the scanned document so that it can be bR @
Auto
accessed from your computer. Whesoray w005 100%  Auto

Select Color | Resolution T Copy
» ) Ratio ,

POF (Compact)

File Format
)

Sean Size

* The setting may not be available, depending on

the storage. Orgina Type |

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

Book»

‘ A B
~\\§ Scan and Store n ;\f) Scan and Store E l.n
. 2
You can scan facing pages such as in a book — "
. g R | R
one sheet at a time. o E -

Bookiet S Hont
Ersorcio 100%  Auto A | e =
s-\m Color 11 Copy | ScanSize g3 '3§§]
Ratio
O forant Size | Naga/Posi Sharpness |

Cancel

B O
Area
Designation »

:\f Scan and Store l'n

Options

@ Scan and Store n

P
You can scan with booklet settings. When

inti ’ -B E - Bi-m
printing, you can set the Booklet mode for k, 2 M o
. . Auto 2Pages » looklef cln on
printing to make booklet. (Color/Blecky 100 % Auto
oot Calr 1 oo | sonsie ] 4o 'ggg,

" Different Size = N
* The setting may not be available, depending on teron Sze | dob Buld Nega/Posi

the storage.

S Area
Options Designation »

‘ Erase Frame

Sharpress |

@ Scan and Store n

< b
., Scan and Store

Options

You can reduce multiple pages of the original Ej )
onto a single page and then scan. You can - v .E ZF.
also Change the order of the |ayout, Eober /12y 100 % Auto s > 4 rase Frame |

Select Color 11 Copy | ScanSize
| Ratio )

" Different Slu
Settings )|

B
Beagaetion »

Nega/Posi Sharpress |

* The setting may not be available, depending on
the storage.
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=~ Useful Scan Functions

Store

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

\\ﬁ Scan and Store n

P

&

/e

| et 1 Auto
fiet i < Sean and Storo (Color/Black) 00 %

e Select Color 11 Copy | Scan Size
i 5 ) Ratio , )
< LU} Favarite
) g

o

MENEEEEY 1

[elaleel0 00 e il ©

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

\\;‘5 Scan and Store n \:‘l) Scan and Store
This mode enables you t'O erase' shadows I B
that appear when scanning various types of w/E —
originals. You can also erase shadows of the B 100%  Auto P ) o
punch holes. st Color | L= Rl 8¢

Different Size Nega/Posi Sharpness

Originals

- il
Dtratin

Density |

Favarite
Settings ),

Original Type | N

X Cancel

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

plam )
= [l

(\fg Scan and Store \:‘l) Scan and Store ﬂ

Options

You can scan originals of different size fed -
e \* T G G
together in one group. b/ e —
Eoermacio 100%  Auto - ==
Select Calor ] : oy ] Soan Size ] 'gggj
Nega/Posi Sharpness |

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

o oo

ij Scan and Store n

\f) Scan and Store l’n

You can scan originals t'h.at'are too many to 5 ez ole ea
be placed at once, by dividing them into /e - o o E -
. Auto ages  » ooklet Scan on rase Frame N
multiple batches. You can store after all Color/Blck) 100%  Auto Zfeo
originals are scanned. EEl VU el | Seen S =E| '333]
O forant Size Job Build Nega/Posi Sharpness |

B O
Area
Designation »

’ Scan With Clear Text and lllustrations
(Sharpness)

m
-
(2T}
Ig

:\f Scan and Store l'n

Options

G N

Erase Frame

@ Scan and Store n

You can use this mode when you want to

) ) . < B E E
adjust to make the text, lines, or outline of " M ‘
. Auto ages  », looklet Scan
the image sharp or make the image soft. el 1005  Auto Lo

Select Calor i1 Copy Scan Size

et ) 0 N =E]
Favarite Different S|u
Settings Originals

Options nulgnmnn »

Nega/Posi

Sharpress |
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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].

r Press [Access Stored Files].

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

r Select [Mail Box] from the storage screen.

Select the desired mail box.

You may need to enter a password when
specifying the mail box.
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After specifying the destination, press [Start Sending].

Select the file to send > press [Send].

Press [Send].

( Select the file to send.

1 ooosocomezezs

U

e -
_fg?:unn Details ' m ) Edit Fils . T Print List

) ao0zneieeiss

A3

0202 2:21 PM

1 ooosocomezezs

A

ggo

3
5

02/02 2:22PM

L
-

Display.
Image

7 Print List

R

( Press [Address Book].

- .
‘Address Book || One-Touch o i
Irgss Busl 4 Mo | Destination |

Options

A @ D @ e mAtessUsts v |

&

1 Mail ‘meapdcanon. co. jp

" Details )
ﬂ -

PDF (Compact)

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.
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i 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]. w r Select [Mail Box] from the storage screen. w

Salact the location to use the fils.

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.

J
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Select the file to print > press [Print].

After specifying the settings, press [Start Printing].

( Select the file to print.

) comoc02142225 B O 5 omanm

U

e -
_fg?:unn Details ' m ) Edit Fils . T Print List

Press [Print].

1
) coomoaneidzis
) comoc02142225 a3

3 w2z
5 o0 z22m

ggo

o — ]| ﬂ
_fg?:unn Details ' m ) Edit Fils . T Print List

( Press [Start Printing].

n/E
Auto
(Color/Black)

Select Color
)

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, press (2
(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.

gss Stored Files
L ‘e location to use the file

\}j Mail B ;5\ Advanced Box For more information on the types
Data storage In this device to stare and Data storage In tis device to store and of storage, see p. 45 to p. 46 on this
andl i1 fo pintng i form Ranla 1S Informats commonly

ralus el supporad b tis gevice. Sippored by P, suzh o6 POF -l

jﬁgzﬂ Network y Memory Media

Data storage on the Network (Remote Removable media to store and handle
Advanced Box) to store and handle files files in formats commonly supported by

in formats commonly supported by PC, PC, such as PDF.

3 Access Stored Files = -_Access Stored Files
2 the location to use the file 3 a file and specify the purpose.
- Wail Box il Box /00:

9 w % ﬂu 1] 20000202142132 A4 0 1 oemezarem J
@ o 0% &

@ » 0% 1 2000020214222 A3 o s 02/02 2:22 PM

© 0%

@ u 3 7
© 5 0% a
@ » 0% . T Total:3 Selected:1 .
& o 0% =

© o 0% /10 nglel:;m Details N Inyuﬂ:;;:y N Edit File ] T Print List

@ » 0% A —

You can edit the file from this screen.

’ Confirm Content of Stored Files (Display Image)

::ﬁ Access Stored Files
T
This mode enables you to preview the stored ¢ e 7
 Type  Name 4| Paper Size Page  Date/Time 4|
file and check the page count. W son M O 1 wmeaw
L" 20090202142158 A3 [w) 8 02/02 2:21 PM
1 200e0z02142225 A D s oymomew
* The setting may not be available, depending on "
the file format. -
t ‘ Total:3 Selected:1 -

Clear Details | Display dit File =T Print List
Selection Image” g
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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+ a7

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

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

& o & q
N Access Stored Files n S Access Stored Files
Select a file and specify the purpose.
) Mail Box /00
« Type  Name A| PaperSize  Page  Date/Time A Add Files
WP ) 2009020214212 A O 1 o2 (Sanland Store)
1) 2o0a0202142153 A3 D 3 omezaime |
i 20090202142225 B O 5 omeaze |

Move/Duplicate
Merge Multiple Files

Insert Pages

p Total:3 Selected:1

B T v
Clear Details Display Print Li Delete Pages
Selection »| Image »

Close

& ) & )
) Access Stored Files n “7 Access Stored Files
) Mail Box /00:
D I P T Y

0000202142182 A O 1 owzeaed
ez w0 o omeam | _
20090202142225 A3 O 5 oz | —

p Total:3 Selected:1

oy elocter .
Clear Details | Display
Selection »| Image

< . & ;
/ hecess Stored Files n ) Access Stored Files
) Mail Box /00:
 Type  Neme 4| PaperSize  Page  Date/Time A4 Add Files
BB W eoscenzia M O 1 owezaied Goanlzndl3to)
20090202142153 A3 o s 02/02 221 P \ _
[ 2oosnz0z142225 B O 5 omeamm | —_—
Move/Duplicate
”n e
Herge Multiple Fil
. frge Multiple Files

Delete Pages

)
)
i
)
‘ o) ‘ Total:3 Selectod:1 .
)

Clear
Selection
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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 fileand specty the purpose
8 Box /00:
'!/ 20090202142132 A4 o 1 02/02 2:21 PM
. =
¥ Files (=)} AR [*] i) 2000020214225 A3 O 5 omezeeM
& s ”
) = N

als =

R Total:3 Selected:1 -
} Clear Details | Display | Edit File =T Print List
Selection )| Image »
¢ o~ 7|

You can edit the file from this screen.

HEEEE

»

i
|
T

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

. Store Multiple Files as a File (Merge Multiple Files)

"‘j’? Access Stored Files n -\fr/ Access Stored Files
You can combine multiple files in the mail ¢ CHEE s
box into one file. Then you can print the B s — ot st
combined fles as one fle: ———

Move/Duplicate

Merge Multiple Files

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

Clear Details | Display
Selection » Image

Delete Pages

Close

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

-5?; Access Stored Files n 45’:; Access Stored Files
[ e |
You can insert a specified file from the mail ¢ I e
. . « Type Name 4| PaperSize  Pag Date/Time & | Add Files
box in front of the specified page of another B o T Goaerlzion)
H M 20090202142153 A3 o El 02/02 2:21 PM
file from the same mail box. B o B e

Move/Duplicate

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

Clear Details | Display 2
Selection »| Image Delete Pages
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. Delete Specified Pages From a File (Delete Pages)

S i -
N Access Stored Files

This mode enables you to erase specified ) i
. . . n
page from a file that is stored in a mail box. 090202142152 02/02 221 FM
20090202142153 02/02 2:21 PM
02/02 2:22 PM

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

Clear Details | Display
Selection ) Image

1\‘;’, Access Stored Files

Add Files
(Scan and Store) )
Move/Duplicate K

Merge Multiple Files 1

62

S9|l{ P=24101S SS°JdY I



el Useful Print Functions

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 -2 Access Stored Files [
+ location to use the file. the location to use the file 3 a file and specify the purpose
Mail Box (Wil Box 700

Bax N Name Used
‘\ }J Mail Box \ Advanced Box (,a m[', I 2000202142132 A4 U 1 02/02 2:21 PM, ]
* © o 0% o
Data sorag I this devic to stroand Data storage in this device to store and -
handle iles for printing in format handle files in formats commanly. © o 0% o) 2009022142226 A3 O 5 oz
exclusively supported by this device. supported by PC, such as POF. © 6 p
© o 0% vl
© © o a
Netwark 0/ Memory Media @ % 0% t TR \ o
@ o 0% A
Data storago on the Network (Remate Removable media to stora and handle @ w o /10 Clear Details | Display | Edit File i
Advanced Box) to store and handlo filos files in formats commonly supported by Selection )| Image )
infomatscommonly suppatad by PC, X © © 0% a —
such as

E

- Access Stored Files s ;5}) Access Stored Files
® Ready to print. ® Ready to print.

For more information on the types 3
/e /e 080 At

of storage, see p. 45 to p. 46 on this oermtecs Eoespiaco A4

manual. Select Color Select Color Select Paper
) » »

Delete File
After Printing
Fmshm! Er,ﬁ"f;ﬁ

You can change the print settings from
this screen.

’ Select the Color Mode

;;»; Access Stored Files

® Ready to print

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

ll/l 050 At
The Auto (Color/Black) mode enables the . A4 1
machine to automatically select a color slect Calor lect Paper m
mode or black-and-white mode according
to the file. - - |

Can:!\ Start
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* Some functions explained in this manual may require optional equipment.

. Selecting the Paper Source

Q? Access Stored Files

® Ready to print.
You can select the paper size/type and the
paper source. Also, you can set the machine e 080 A

to automatically recognize the original size (oer /Bt 1

and then print. Select Color I Slest Faper | -
e n

-
:

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

‘\'\}J Access Stored Files

® Ready to print.
This mode enables you to check the print
result before making multiple prints. You can e 080 At n
also print a specified page. iy A4 5

Select Color ) Select Paper Print Sample J
* The setting may not be available, depending on

the storage or file format. - -

Finishing

—

Store Settings [N AL T

) rinting  ».

X Cancel

. Staple Printed Sheets (Staple)

Optional product required

=
[

< . i
‘\&;} Access Stored Files n ;\2 Access Stored Files

® Ready to print. <Finishing>
. Select the finishing type.
You can staple printed pages. Also, you can
A H 7,58 ) N L
select the location to staple or saddle stitch e 880 A oL gt 1
to make a booklet. :Cusfnrlﬂlack) A4 1 Settings ), (C;;l;:-o - ‘ (ﬁsr:m Pms)‘ Staple ‘
Select Color ) Select Paper ) :
S offset < A 1 copies
o (1-9999)
Options
.. I
X Cancel sttngs o
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o Useful Print Functions

Stored Files

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

@?} Access Stored Files

® Ready to print.

/e 00 Ao

Auto A4 1

Select Color Select Paper
» )

N 2-Sided Opti

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)

‘\&ap Access Stored Files

® Ready to print.

This mode enables you to print two
successive pages of a stored file on both e R
sides of a sheet of paper. osptaso A4 1

Select Color Select Paper
» )

Start Printing

:5?’; Access Stored Files

® Ready to print.

You can change the number of prints for
multiple files. Enter the necessary number
of prints.

Auto
(Color/Black)
Select Color
)
Change
No. of Copies)
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. Clear the Settings (Restore Settings)

r-g-u

@)

This mode enables you to clear all the
settings and restore the original settings.

’ Set Multiple Print Features With Ease
(Favorite Settings)

M1 ll;

TmUE

This mode enables you to register frequently
used print settings. You can recall the
registered frequently used settings for future
use.

Qap Access Stored Files

® Ready to print.

r/E 080 Ato
Aut
Color/Back) A4 1

Select Color Select Paper
e
L 2-Sided Opti

‘\'\}J Access Stored Files

® Ready to print.

E/E 080 Ao
Auto A4
(Color/Black)

Select Color Select Paper
[
ishi 2-Sided

=St Printing
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o Useful Print Functions

Stored Files

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

e i o

) ™

@?} Access Stored Files

® Ready to print.

7 ccess Stored Files r

/e 00 Ao

= Auto A4 1
s I Mo Select Color Select Paper
5 oses Stored Files e 1 : ] ]

2-Sided Options

‘ hm Files

8|8 |e|s s 2 8|8 2|g]

0980000000

Printing ).

Favorif
Sef )|

ge the print settings fro

* 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)

;ﬁap Access Stored Files

® Ready to print.

You can combine multiple files in the mail
box into one file. Then you can print the - 080 At
combined files as one file. oo A4 1

Select Color Select Paper
» )

-
ishi 2-Sided

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

. Erase a File after Printing

P+T*®

:5?’; Access Stored Files

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

Aut
(Color/Bleck) A4 1

Select Color Select Paper
) )

* The setting may not be available, depending on

the storage or file format.

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

(g ) F\
g -

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

* Some functions explained in this manual may require optional equipm

Q?; Access Stored Files

® Ready to print

/e 080 Ao
Auto
(Color/Black) A4

Select Color Select Paper
)

-~ 2-Sided
M Printing

1
)

| =St Printing
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b Useful Print Functions

Stored Files

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

\\2’} Access Stored Files

® Ready to print.

v, Sy S stz
/e 080 Ao
o Aut Favarit
: (Color/Black) A4 1 Settings

‘ hm Files

Select Color Select Paper
) »

—
o 2-Sided Opti
Finisting | Bhged ptions

You can change the print settings fr s screen.

0000000000
/8|25 /% 2 8|5 2|8

* 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)

2 : & i
w Access Stored Files ﬁp Access Stored Files

[T ff By |

Front Cover | Insert Sheets |

Settings . =

Secure Document Superimpose
Watermark » Scanlock ) Image )

Page Copy Set
Numbering » Humbering

® Ready to print. Options.

You can layout the files to print a booklet.
) A - 2N
You can also print a cover sheet or make a iy 850 At

saddle stitch booklet. Fo— A4 1

Select Color Select Paper
) )

ishi 2-Sided
Fiishing | polied

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

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

Watermark J Print Date

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

< .
S Access Stored Files

;\}) Access Stored Files

® Ready to print

This mode superimposes an image (image
form) previously scanned, registers it in the . 850 At

memory of the machine, and then combines poi - A4 1
Secure

it with the file to print. Select Color Select Paper
: : Watermark »
* The setting may not be available, depending on - ﬂ ‘
oy | G :

the storage or file format.

Insert Sheets

»
Document
Scan Lock .

Copy Set

o
Numbering

8B

Page
Numbering » Uk
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* Some functions explained in this manual may require optional equipment.

. Add Gutter (Gutter)

;S}) Access Stored Files n

Qs‘ﬂ Access Stored Files

® Ready to print.

This mode enables you to make copies

) R ) S ez L5 Hi o
with the entire original image shifted by a /e 050 A m : L
designated width to create a margin on the e A4 1 g :
(Color/Black)
copies. You can set different width values for st o | suctropr
Vaomar »|  Seanlomk o imasa

the each side of the paper.

Watermark

Page
Numbering »

Copy
Numbering

* The setting may not be available, depending on

X

the storage or file format. Start Printing
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Access
Stored Files

@ -
) Access Stored Files

@ Ready to print.

ored Files

/e 00 Ao

5 hews StaredFies

o Aute Favorit
: (Color/Black) A4 Settings >

Sellcl Color Select Paper

Finishing gnf"{l’;: ] Unmns

St Coar

e =

i _comcczers,

s|8|2s|5/2 8|5 2|8

0000000000

o

You can change 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.

. Print Page Numbers (Page Numbering)

@ Access Stored Files

1\} Access Stored Files ﬂ
“
B335

Front Cover |

® Ready to print.
You can print with page numbers. You can
specify the size, position, or direction of the . om0 am

page number. Eherpiaco A4 1

Select Color Select Paper
) )

B B8 ﬂ@

Booklet

Insan Sheets

* The setting may not be available, depending on

172
the storage or file format. - ﬂ N
Finishing N

Page opy Set P
Numbering » Numbering Watermark | Print Datel”

’ Print With Characters or Symbols (Watermark)

-\\}y Access Stored Files

;\'}) Access Stored Files E

® Ready to print

2 B

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

. X . X X E/E 050 Ao Front Caver Inun Sheets Booklet Shift
can specify the size, position, or direction. ?c“ﬁfwm.ck) A4 1 Setimes >

Superimpose e ‘

. . . Secure Document
* The setting may not be available, depending on Watermark ,  Scan Lotk
the storage or file format. ﬂ * N
Fishng | B : Wi, fombang | | Wtk an b, v |

X Concol | | start Printing
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This mode enables you to print the date
onto the output. You can specify the size,
position, or direction of the date.

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

. Print With Print Date (Print Date)

é‘ﬂ Access Stored Files

® Ready to print.

;S}) Access Stored Files n

e %3 [l Wy e ea
/e 0150 Ao Front Cover Insert Shests Booklet | shift
Auto A4 1 >
(Colar/Black) ="
. F
) ) Secure Document Superimpose
Watermark » Scan Lock Image )

Page
Numbering »

172
N

Watermark

Finishing Enf"g:: ]

Copy
Numbering
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Counter Check Key..............coiio o, Interrupt Mode

D J
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Deleting pages
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Scan and Send
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Logging IN ...
Logging Out

M
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Merging multiplefiles............................ 61
Moving/duplicating files ...............ccc.ciiii 60

NETWOIK. ... 46
Non1

(0

OCR (Text Searchable)..................cc.ooo 38
One-Touch

P

Page Numbering
Access Stored Files. ..o 71
QO - et 17
PDF (ENCrypt) .o 38
Preview

QO - et e 19
Printing secured files...................ooooiiioiii i 3
Print Sample..........ooooii 64
QUICK MENU. ... 6

Quick Menu key

R

Recalling previous settings

Remote Scanner................oooooi 4
Resetkey ... 5
Resolution

Scanand Send........
Scan and Store........
Restore Settings

S

Scanand Store ... 60
SCANNING SIZE ..o 48
SecureWatermark ... 17
Selecting the color mode

Access Stored Files..........ooooiiiiii 63

Selecting the paper source
Access Stored Files....... ..o 64

Sending faX..............cooooo 21
Sendingscanneddata ... 31
Settings/Registration key .............cccccccoviiiiii 5
Sharpness

COPY . e 18

SCaN AN SEOT@. ...t 54
Shifting images ... 19
Specifying the telephoneline........................o 28
Staple

Access Stored Files. ... 64

[0 PP 15
Startkey. ... 5
Status Monitor/Cancel key ... 5
SEOP K@Y ... 5
Storinginamailbox.................... 20
Storing scanned data.................oooooi 43
SUBAAAIesS ... 26

Superimpose Image
Access Stored Files

Touch Panel Display............coooooiiiiiiiiii 56
Trace & Smooth
Transparency Cover Sheets...............ccocccciiiiiiiii, 17

U

USB POIt. ... 5

\'/

Viewing Web pages .........coooooiiiiiiii 4
Volume Settings key ..o 5

w

Watermark
Access Stored Files. ... 71
Q0P . et 18
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