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Manuals for the Machine

The manuals for the machine are divided as follows. Please read them accordingly to make full use of the machine.

Indicates that this guide is a printed manual and is also included in the e-Manual.

Learning About the Useful Functions of the Machine

Tutorial CD A tutorial that enables you to learn examples of how to use functions, and
Canon try out actual procedures with a simulator. The administrator of the machine
can use the Tutorial CD to explain the machine’s functions and operating

procedures to several users simultaneously through e-Learning.

Tutorial CD

Setup and Maintenance after Installing the Machine

Getting Started’ Read this section for operations and settings required for the functions you
want to use after installing the machine.

Canon

®Network Settings ®Before Sending Faxes from Computers
®Before Using the Fax Function ® Managing the Machine from a Computer
®Before Printing from Computers

How to Use the Machine and Function Overview (This Document)

Easy Operation Guide’ Read this manual to learn the basic operations of the machine, grasp a basic
knowledge of what the machine can do, or find out what kind of useful functions
it has. Keep it next to the machine for future reference.

Canon

g?:e‘ll'ation ®The Control Panel ® Printing/Sending from Inboxes
Guide ®Making a Copy ® Using the Copy Function
®Sending Faxes ® Using the Send/Fax Function
®Sending Files ® Using the Mail Box Function
® Storing to Inboxes ® Other Useful Information

Cautions for Using this Machine

Troubleshooting Read this section for cautionary information and basic operations for using the
Canon machine.
®Before Using the Machine ®Loading Paper
Troubleshooting 7 ©® Operating the Touch Panel Display ©® Specifications
/ ® Replacing Toner Cartridges ® System Manager Settings
~. ®Removing a Paper Jam
_ J




Manuals for the Machine

Handling and Operating the Machine

e-Manual” You can view the following information, included on the enclosed Manual CD-
canon ROM, using your computer.

®Before You Start

» Before You Start Using This Describes what you should know before using the machine.
Machine

* How to Use This Manual Describes how to use the manuals and the system
requirements for the manuals.

* What This Machine Can Do Describes the features of the machine, and the useful
functions and operations you can perform with it.

* Basic Operations Describes the basic operations of the machine.

e Optional Equipment Describes the optional equipment you can attach to the
machine.

* Additional Functions Describes the Additional Functions screen, which you can

set according to your needs.

®Help

* Problem Solving Describes the procedures for dealing with paper jams and
displayed error messages.

* Maintenance Describes how to load paper, replace consumables, and
regular maintenance.

®Copy ®Web Access ®Security

®Send/Fax ®Network ®Software

® Mail Box ®Remote Ul

®Print ®MEAP/SSO

L J

Learning How to Install the Drivers for the Machine

These manuals are on the User Software CD-ROM or Fax Driver Software
CD-ROM. For instructions on selecting drivers and displaying the manuals,
see Chapters 10 through 12 in Getting Started.

User Software CD-ROM: Read this section to learn how to install the drivers required to print from a

« Printer Driver Installation Guide computer.
e Mac UFR Il Driver Guide
¢ Mac PS Driver Guide

Fax Driver Software CD-ROM: Read this section to learn how to install the driver required to send faxes from a
« Fax Driver Installation Guide computer. (Windows only.)

User Software CD-ROM: Read this section to learn how to install the driver required to scan documents

« Network ScanGear Installation {0 @ computer from the machine. (Windows only.)

Guide
L Y,
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—— \What You Can Do with This Machine

The iR3245/iR3235/iR3230/iR3225 brings to you all the

elements you will ever need in a digital multitasking machine.

The iR3245/iR3235/iR3230/iR3225 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, the iR3245/iR3235/iR3230/iR3225 represents
the ultimate in digital multitasking machines.

*Some functions described in this manual require optional equipment.

Color Scan
Function

Original

Copy
Function

Print
Function
Copy/Print .

Send

LAN

In-Company File Server

Computer

Telephone Line

Function A

Send Outside the Company

Internet

E-Mail

Copying Function

Enables you to save costs with
features such as printing a single
sided document on both sides of
the paper, or printing two pages of
a document on each sheet of paper.
Also with the Collate and Booklet
modes, the Copying function is
perfect for creating materials for
meetings.

Mail Box Function

Enables you to save scanned
documents, documents received by
fax, and data sent from a computer,
and then send or print them out
whenever necessary. You can also
use USB memory with the machine.

Enables you to print on both sides
of paper, output sets of printouts,
and various other useful features
when printing documents from a
computer.




What You Can Do with This Machine

Enables you to fax not only scanned documents, but
also documents temporarily saved in a User Inbox,
or data sent from a computer. You can also send to
multiple destinations, and forward received faxes as
well.

Sending Function

Enables you to send scanned document data and
data saved in a User Inbox not only by fax, but also
by e-mail and I-fax. You can also convert originals to
JPEG, TIFF, PDF, or XPS file formats and send them
as an attached file.

Remote Ul Function

Enables you to operate the machine and its jobs and
print document data stored in inboxes from the Web
browser on a computer.

MEAP Function

Enables you to add new functions to your machine,
by installing applications that support the MEAP
application platform included in the machine.

Refer to this manual for examples of the useful

Copying Functions
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Mail Box Functions

ways in which you can use your machine.

To Enlarge/Reduce an Image to Copy

to a Different Size Paper........ccccoevvrnrieccnnenens P11
To Staple Sets of Output Together ............ccccovvvvniicnnns P11
To Interrupt a Long Copy Job to Make Priority Copies......P.12
To Copy onto Irregular Sized Paper..........cccoevvvnncccnnns P12
To Make Two-Sided Copies ...P12
To Copy Different Size Originals Together .......c.ccovvueeeee. P13
To Copy Facing Pages in @ BOOK............cccoeeuivrinninicnnnnnas P13
To Copy Multiple Originals onto One Sheet of Paper........ P14
To Make @ BOOKIEL ..o P.14
To Erase the Dark Border when Copying a Book.............. P15
To Add @ Margin.......ccooeeiccceerrrecce e P15
TO Add @ COVET ... s P.16
To Recall Commonly Used Settings .......cooeveeerenirinnnnn P.16
To Scan Batches of Originals ... P17
To Add Page Numbers to Copies ..P18
To Add a Watermark to COpies........ccceverirrereecnerisisnnns P.18
To Store Scanned Originals with Copy Settings................ P19
To Embed Hidden Text in the Background .............c.c.c..... P19
To Combine Multiple Batches of Originals

with Different Copy Settings .........cccoocevcccnnnenn. P.20
To Register Commonly Used Destinations.............cc........ P.27
To Recall the Last Settings..........ccccovvviecccciree P.27
To Specify a File Format and Send a Document.............. P.28
If You Mainly Use One-touch Buttons...........ccccceeevrvrinennae P.29
To Display the Sender History

When Sending Faxes/I-FaXes .......c.cooevvvinereririnnnns P.29
To Automatically Forward Received Faxes/I-Faxes......... P.30
To Send Documents Containing Photos Clearly .............. P.31
To Change the Scanned Document Size..........c.cccceerinenne P.31
To Automatically Change the Zoom Ratio

According to a Specified Record Size..................... P.32
To Send Fine Text and Images Clearly.........c.cccecevririnenee P.32

To Send Separately Scanned Documents At Once ......... P.32

To Add the Reply Destination to a Sent Document........... P.33
To Specify the Time to Start Sending.........ccovveeiirinenae P.34
To Send Notification of Completed Sending..................... P.34
To Confirm a Document Before Sending..........cccccouvvneee. P.34
To Add a Name to a Document and Save It ..................... P.43
To Scan a Two-Sided Document ...........cocovcrccrnirinenn. P.43
To Printa Sample Print ... P.45
To Automatically Delete Document Data After Printing.... P.46
To Print Multiple Documents Together.............ccccccvureenee. P.46
To Output Print Documents in Sets ........ccoovvvecieninennne P.46
To View Documents Stored in a User INbOX.........ccovvvueee. P.46
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—— The Control Panel

To Switch Functions

Use these keys to swich functions

Print Job

The control panel consists of a touch panel display,
for setting the various functions, and physical Select Output Device
keys, such as the Start key, Stop key, and the Local Printer
Control Panel Power Switch. The following is an
explanation of the keys used in this manual. For
more information, see Chapter 1, “Before You Start
Using This Machine,” in Troubleshooting.

Press the keys on the upper part of the
touch panel display to switch functions

.
|
lReset Key
Press to restore the standard settings of the
machine. Copy m Send ;@ Mail Box @ Print Job
Select Qutput Device )
l i3 Ready to copy. g Local Printer
Touch Panel Display 1=/ vt
100% A4 1
Displays the settings screen for each function. 11 Copy Ratio Paper Select
» » Ad
‘USB Port _ : d A »
Finishing \ 2-Sided et -
Use to connect memory media to the :
machine via USB. = ; Special Features
— System Monitor ),
‘Edit Pen
Use when operating the touch panel
display.

lHeIp Key

To Confirm or Edit the Job Status

Press to display explanations of functions and
how to specify settings.
Press [System Monitor]

to display the screen on SEprine S oraares vah Coy

the left, enabling you to

confirm the job status o "Q\\\} e
— and cancel print jobs. You - id
emote Uevice N .
S — can also see the status Th°2 Usor Tnbow Fron tho Regutar Copy Backe Features. seroon, The
of the machine, such as o the scamed oriinals whilo.Storing.then in the User Toboe.

s Mgpe the amount of remaining
Consumables )I paper.

Copy Send Fax Print Receive Device
—— i i —r— —r— o
\

«« Return to Menu <« Return to Topic End Help J
[~ System Monitor )|

System Monitor Screen

L J




The Control Panel

Fax E-mail I-Fax

File & Store In ﬁ
Usr Inbox » Sl Myself File Format )

<> Reg.

|— System Monitor

Ex. Send Basic Features Screen

J

If the Touch Panel Display is Turned Off

If nothing is displayed on the touch
panel display even when the main
power switch is turned ON, press
the control panel power switch.

Help

4 O
0 POR
0 O op
3
() "
0
P g/Da O d

————@ Control Panel Power Switch

Press to turn the control panel turned ON or OFF.

—————@ Counter Check Key

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

——@ Stop Key

Press to stop a job in progress, such as a scan job or
copy job.

@ Start Key

Press to start an operation.

l @ Clear Key

Additional Functions Key

Press to specify additional functions.

—®Fax Volume Settings Key

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

Press to clear entered values and characters.

® Numeric Keys

Press to enter numeric values.

® Log In/Out Key

Press when setting or enabling Department ID
Management.

——@® Brightness Adjustment Dial

Use to adjust the brightness of the touch panel

display.

Preface .



Copying Functions

% Operating the Express Copy Basic Features Screen

This machine includes an Express Copy function. The Express Copy function is useful for advanced users, as it allows
you to set the various copying modes with fewer steps than the Regular Copy function. It also enables you to quickly

set the Special Features of the machine.

lCopy Ratio

You can set the machine to adjust the copy
ratio automatically, or you can specify the copy

ratio manually.

Express Copy Bas
Copy % Express Copy % T

futo Density

lCopy Exposure/Auto Density

You can make the copy exposure lighter or
darker. You can also adjust the exposure

automatically.

(J

futo Density

lOriginaI Type Selection

You can select the original type that is the best

match for the quality of your originals.

You can set the Special Features of the machine.

Mode
Memory

Recall Other Ratio
» Settings

ff Soan Ef ak/Page £F Process/ f
re Originals »r o Layout

Scan Originals

You can make various settings for
the scanning originals.

* 2-Page Separation

¢ Different Size Originals

* Job Build

* Scan Image Check

lBooklPage Edit/Shift

You can make booklets, add page
numbers, and set finishing modes for
scanned images.

* Front Cover/Back Cover
e Paper Insertion

* Booklet

* Page Numbering

e Copy Set Numbering

e Watermark

e Print Date

* Shift

e Margin

lProcess/Layout
You can process original images and
change the layout of the originals.
* Image Combination
e Form Composition
* Secure Watermark
* Image Repeat
* Frame Erase
* Transparency Interleaving
* Nega/Posi
* Mirror Image



Operating the Express Copy Basic Features Screen

Switching between the Copy and Express Copy Basic Features Screen

You can press
[Copy] or [Express
e Copy], located on
O 03 the top of the Basic
Features screen,

to switch between Copy Ratio 1 PaperSeIect’

the Regular Copy

131

Fe-  [En-
tuce b large b

huto

ER Basic Features

nage

lode:
St ) screen and the m

Express Copy

Basic Features B oo
Screen. [ system wontor ]

L

c Features Screen

Paper Selection
You can set the machine to select the paper size.

|

2 of = |

1»1-Sided

———02-Sided Copying
This mode enables you to make two-sided copies from one-sided
or two-sided originals, or make one-sided copies from two-sided
originals.

v Offset+iollate

e Collating Copies

The Finishing modes can be selected to collate copies in various
ways, either by pages or copy sets.

——aStandard Key Settings

You can register copy modes that you have specified as Standard
Keys. This key is a shortcut key to Standard Key Settings.

Interrupt Mode

This mode enables you to interrupt a reserved or current job to make
priority copies.

Sample Set

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

— System Monitor |

Image Adjustment lOthers

This mode enables you to adjust the You can set other Special Features
sharpness and exposure. of the machine.

¢ Sharpness ¢ Job Block Combination

* Image Qual. Adjustment * Store in User Inbox

¢ Job Done Notice

Copying
Functions



Copying Functions

—— Making a Copy

The following is an explanation of the basic procedure for copying a document. For more detailed procedures, see
the references in each procedure.

Select Qutput Device )|

= Local Printer

[+ JEII W
100% A4

Copy Ratio Paper Select
» »

oo [orononon

Special Features

[— System Monitor

Regular Copy Basic Features screen

Press [Copy] to switch to the Copy function.

@ If the following screen is displayed, enter the [Dept.
ID] and [Password] & press (® (Log In/Out) on
the touch panel.

2, Enter the Dept. ID and Password using the numeric keys.

Dept. 1D I st

Password =

Press the ID key after Input and after the operation
is completed.

| System Monitor )|

A RONC)

LogIn/ Clear

JCg O —

cessing/Data E

®If Department ID Management or the SSO-H login
service is set, it is necessary to enter an ID and
password. (If an optional card reader is attached,
insert a control card.)

For more information, see e-Manual > Basic
Operations.

Place Your Originals

Placed in the feeder

Placed on the platen glass

Place your originals.

@®1f you have placed your originals on the platen
glass, close the feeder /platen cover after placing
your originals.

@®If necessary, set copy modes on the Regular Copy
Basic Features screen.

For more information on the copy modes you can
set on the Regular Copy Basic Features screen,
see p. 21 and p. 22.

®To set the various copy modes, press [Special
Features].

For more information on the copy modes you can
set on the Special Features screen, see p. 21 and
p. 22.

® You can also place paper in the stack bypass
to copy. (For more information, see e-Manual >
Basic Operations.




Making a Copy

Specify the Number of Copies

V)

GHI

@

Functions PQRs  Tuv
® @ @\‘
@ %) =

LogIn/

Enter the desired number of copies (1 to
999) with the numeric keys.

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

The number of copies you specify is displayed on
the right side of the Regular Copy Basic Features
screen.

[~ Systom Monitor )|

Start Copying

Press () (Start).

®When copying is complete, remove your originals.

@ If the following screen is displayed, follow the
instructions on the screen and press (©) (Start)
once for each original. When scanning of the
originals is complete, press [Done].

Change the origi

= 100% 9% G
-] Sheet ) Copies = Scan Density
1%

s
Cancel l

Ry 0001 Copy " System Monitor )|

@®If Department ID Management is set, press ® (Log
In/Out).

To cancel, interrupt, or continue copying

® To cancel copying
- Press /> (Stop).

©® To interrupt copying.

- Press [Interrupt].
(See e-Manual > Copy.)

©® To make another copy while
printing

0002 PR
| (Originals 0) = Local Printer
Printing.. -

—» Place the next original. s 0% B w0

iSheet () Capies = Print Monitor

- Press O (Start). [ 1« a3 0=l

- Press [Done].

= Print Density = Available Memory
q I L s I 0%
Cancel l

10
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Copying Functions

—— What You Can Do with This Machine
(Regular Copy Basic Features Screen)

The following is an explanation of the features often
used when copying a document. For more information,
see e-Manual > Copy.

To use more convenient functions (Special Features),
press [Special Features] to access the Special
Features screen.

Copy @‘ Mail Box @ Print Job E
7 ;
_Selel:t Output Device )

&3 Ready to copy.

* The numbers in the illustrations refer to operation steps.

Useful when enlarging or reducing an original of one
standard paper size to another, such as enlarging
an A4 sized original to A3 size, or reducing A3 to

A4 size. Simply select the desired paper size from
the displayed keys to automatically set the optimal
zoom ratio.

Copy ato
oo e, || SR - N
Bl 200% ASYAZ

. | 141 fTRRS
Copy Ratio 61% e [I T R P
4 E N | Ko |
S tmage
one

Original

|

0l

Wy iy |

=

Select the Staple mode to collate copies as in
the diagram on the right. Collated copies are
stapled in the position you set. This is useful for
distributing materials copied for a meeting, etc.

IS ST

Finishing } S| e (]
pI =L

Original

3 copies

set

2

Copy 1 Copy 2 Copy 3
R4 Y4

Rl

 Seectth stape poston.

After you set the stapling position, it

|

L] is important to place your originals
with the correct orientation.

For information on the relation
between original orientation, paper

orientation, and stapling position,
see Chapter 4, “Appendix,” in
Troubleshooting.

1



What You Can Do with This Machine (Regular Copy Basic Features Screen)

To Interrupt a Long Copy Job to Make Priority Copies

This mode enables you to interrupt the current job or reserved job to make priority copies.

——i- After you finish making your priority copy, the paused print job automatically resumes.
This mode is useful if you need to make an urgent copy during a long copy job.

To Copy onto Irregular Sized Paper

I— Stack Bypass Tray

To copy onto non-standard size paper, simply set the size

and type (such as Plain, Heavy) of the paper, and load it L

into the stack bypass. O
Q

Direction to
load the paper

Stack Bypass Sottings: Solocting the Papor Sizo

Select the papor size.

Paper Select }
DI

Stack Bypass Settings: Sclocting the Paper Type
= Phain
Plain Dl Recycled gl Color |

P D | |t D)

= Special Paper Types.
Heavy (8] | T Jl Transparency [ ] |

2nd Side of
2-Sided Pago

[ systom vontor

When copying many single sided originals, printing on both the front and
back sides of paper can help you save half of the paper costs.

Original

2-Sided; Selecting the Features

SEZ PN B P

= BIRNES P
oo | |

If you press [Option] on the screen
on the left you can select to make
the front and back sides of the
copies have the same top-bottom
orientation. This makes it easier
to see when stapling copies like a
calendar.

Calendar
Type

For more information on Special Features, see p. 13 to p. 20.

12
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Copying Functions

—— What You Can Do with This Machine
(Special Features Screen)

The following is an explanation of the
features often used when copying a
document. For more information, see

Special Features

[0 d 0OpD @0

e-Manual > Copy. I L Separation | ot | men ] O .|
The Special Features screen is divided Cl( ) . D

into two screens. Press [¥]/[a] on the lower left of the

Booklet | Marain I
» » »| »|
1 k- O )
Different Size Job Build Scan Image Frame Erase
Check »

-. QOriginals

screen to switch the screens.

adil LB

Done ‘JI
|— System Monitor

Special Features screen (1/2)

* The numbers in the illustrations refer to operation steps.

To Copy Different Size Originals Together

This mode can enable you to copy a mix of different size originals in the feeder

Different Size together, depending on the mix of sizes. You can copy a mix of originals such as A3
Originals  » and A4, B4 and B5 (originals with different widths), or A3 and B4, A4 and A5 (both

width and height slightly different).

' A3 Original

A4 Original

Direction to load
the paper

TN

To Copy Facing Pages in a Book

It is not necessary to reset originals when copying facing pages from a book or

2-Page bound original, if you use this mode to copy the facing pages onto two separate
Separation I sheets of papers.

Original Copy

13



What You Can Do with This Machine (Special Features Screen)

To Copy Multiple Originals onto One Sheet of Paper

This mode enables you to reduce
multiple originals or two-sided
originals to fit onto one sheet of o
paper. This is useful for arranging Original
a variety of originals on one sheet
of paper for easy viewing and for
saving paper and space when
storing printouts.

(DLl

A 20n1

(two pages on one sheet of paper)

g Copy

40n1
(four pages on one sheet of paper)

Image Combination: Selecting the Orignal Size Image Combination: Selecting the Features

ojojo|

.D.

Image ‘
Combination »

0

To Make a Booklet

This mode enables you to copy multiple originals in such
a way that the copies are made into a booklet. This is
useful for arranging materials for distribution in an easily
viewable format.

Original Copy &
\:\

Booklo; Saddle Stich Settings

[n]

Soloct whothor or not to saddlo sttch the bookit.
Up o 15 sheets can be stapled at once)

.D.

LD

o= ==

n]

.D.

O mm =)

EC"RA6)
: I

0
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Copying Functions

— What You Can Do with This Machine (Special Features Screen)

pec al Feature: Special Features
S B SR AR O [= (D)
2-Page | Cnver/Sheq Image | Shift | Image Image Qual. Sharpness
Separation Insertion )| Combination » > Creation >| Adjustment .l .l
== f = =N
-0 ) & L CsE EREL EED B
Booklet | Transparency Job Done | argin Form Secure Pg/Copy Set Watermark/
»| Interleaving »|  Notice » * » Composition »|  Watermark »|  Numbering |  PrintDate
=1 [ <

A o L] J B E S
Different Size Job Build Scan Image ame Erase Mode Recall Job Block Store In
Originals Check 6 » Memory »|  Combination »|  Userinbox »

v |1/2 E Done JI - 22 - | Done JI

[ System Monitor [ System Monitor

Special Features screen (1/2)

Special Features screen (2/2)

* The numbers in the illustrations refer to operation steps.

To Erase the Dark Border when Copying a Book

This enables you to erase the dark border, as well as center and contour lines that appear if you are copying
facing pages in a book or bound original onto a single sheet of paper.

Frame Erase
»
Copy

With Frame

Erase “ H “r
Original 2> T‘ m

Frams Erase: Selecting the Orignal Sizo

Copy

|

*
*

=

——

S i

Without
Frame Erase

ojojeln

This enables you to add a margin to the output. The location of the margin can
be selected from the left, right, top, and bottom of the document. You can also
specify the width of the margin.

Original Left Margin Right Margin Top Margin Bottom Margin

12 You o s 1 i e

T Frontsite ,' o
M N

— | s | ) e
o
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What You Can Do with This Machine (Special Features Screen)

To Add a Cover

This enables you to load paper different to the copies in the stack bypass, to be used as a cover. You can also
add a back cover, sheet insertions, and chapter pages.

Cover/Sheet Original Copy

Insertion »

REPORT REPORT == Printed Front Cover

Cover/Sheet Inserton: Selecting the Features and Paper Source

(e covers/sheet nsartons must i b the same S0

[Jm 2

Front Cover | Back Cover

T
[ =]e] [ =ps]
Y]
Paper Salect Papor Selsct
:l )

Chapter Page.

Cover/Sheet Inserton: Selecting the Features and Paper Source
Selact the featura(s) and papor source for the covarsy shot nsertions. Salect the side(s) to be pi
(The covers/sheet insertions must a be the same size.)

Stack 5 o

B Front Cover Back Cover

< st
‘Stack By a4
S| B O o o [Pt - 5)j) 5l
| | |
wows__ BMT D Leas Blank Leave Blak Loave Blank
P C=]
o

Print on Print on Printan
Front Sido Front Side Front Sdo

: : : Pater|| | Tiweer| | Tatwoer
00 850 e e

©
Paper Select Paper Select Paper Select Sidos. Sidas Sidos.
) R S}

opy o 5o Copy on Both Copy on Both
= g T i e Fpar e e ]
> O Plain

To Recall Commonly Used Settings

Mode Commonly used combinations of modes can

Memory | be stored in Mode Memory to be recalled : To recall stored settings, display the
with the touch of a button. You can also use screen you used to store them, select
Mode Memory in combination with Standard : the key in which the settings are
v Key 1 and 2 for extra convenience. stored = press [OK].

Mode Memary. Mode Memory.
Select the memory key for made rocal. . Press the OK key to recallthe mode.

n Local Copy
0% Auo 1 .
E
[rss | [1v2sied |

Copy Ratio

e

[orstet [t | 4

Cancel |

[ System ontar ) s [ Systam ontor )

16
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Copying Functions

— What You Can Do with This Machine (Special Features Screen)

ecial Features

CEREN ST (EFis
2-Page Cover/Sheet Image I shift |
Separation Insertion » Combination » >
1, S8 L)) P b
Booklet Transparency Job Done Margin

}l Interleaving » Notice }I Pl

W T g e [J

Different Size Job Build Scan Image Frame Erase
Originals Check »

Done J I
[ System Monitor )

Special Features screen (1/2)

* The numbers in the illustrations refer to operation steps.

To Scan Batches of Originals

This enables you to scan originals that are
too many to be placed at once, by dividing
them into multiple batches. Copies can be
made after all of the originals have been
scanned. This is also useful when using both
the feeder and platen glass to scan originals.

Original

Job Build

Kooy m{tllc]
Image Image Qual. Sharpness
Creation » Adjustment ) »

= —

L]=0] GG -}

Form Secure Pg/Copy Sel Watermark/

Composition » Watermark ) Numbering ) Print Date
< ]

J 2 G0
Mode Recall Job Block Store In
Memory » Combination ) User Inbox )

ale (o] fm
e o }

After placing the next =
original, press © (Start).

Done JI
[ System Monitor

Special Features screen (2/2)

g

|
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What You Can Do with This Machine (Special Features Screen)

To Add Page Numbers to Copies

Pg/Copy Set
Numbering »

(1 ]

Py
|

Numbors orly.

hens.
Numbered
chapters_|
Total Page
Numbering

This enables you to add page numbers to copies.

Original

REPORT

LLLLLLELLE | J——

TTE====TTT1T T

m.

Pags Numbering: Starting Number Sattings

1. Use the Numeric Keys to set the Starting Number.

(1-9939)

lum.mm s to
~ prine o
El |m Characters

Copy

REPORT

[T =TT T

Tl w
= el

To Add a Watermark to Copies

Watermark/
Print Date

)

Original

wmwml FILE 00PY. |
DRFT | PROCF |
} FINAL | PRELIMINARY |

This enables you to add a watermark to copies.

Copy

CONFIDENTIAL

Copying
Functions



Copying Functions

— What You Can Do with This Machine (Special Features Screen)

pecial Feature:

Special Features

-0 O Okm &0 [} (B
2-Page Cover/Sheet Image | Shift | Image Image Qual. Sharpness |
Separation Insertion » Combination » » Creation » Adjustment »

BIESE RN =) 1 SIS CLD 0
Boaet | | Transparency | {Jobpone  [[aran } . N | R | [N
[ N N U 4 L) EI+~% &

Different Size Job Build $Scan Image Frame Erase Mode Recall Job Block Store In
Originals Check » Memory » » Combination » User Inbox

v | 1/2 E Done JI - |22 - | Done JI
[ System Monitor ) [ System Monitor )

Special Features screen (1/2)

Special Features screen (2/2)

* The numbers in the illustrations refer to operation steps.

To Store Scanned Originals with Copy Settings

This mode enables you to store scanned originals in
a User Inbox from the Regular Copy Basic Features
screen. The copy settings are stored with the
document.

You can add a document
name to the stored document.

You can also make copies of

Store In } = ;
o o the scanned originals while
User Inbox o ot storing them in the User

05 B0X05.

® w8 Inbox.

To Embed Hidden Text in the Background

This mode enables you to embed hidden text, such CopyA Coov B

as “CONFIDENTIAL,” in the background of copies/ Original (SeC”fSee‘l’;’gggg)"afk " (Gopy of‘éopy )
prints. The embedded text appears when the copies

are copied. REPORT REPORT

yCOI Ol JOP PY!
COPYCOPYE@RVCOPYCOPY
COpYCmmmmmmmE 0Py

Vpme——
SEC ure sz.m FILE COPY | TOP SECRET l ’T " _I —l _I
Watermark )I et - R e e

_l White Letters on
Colored Backgnd.

| 4w |

D Press the ID key after the operation Is complete
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What You Can Do with This Machine (Special Features Screen)

To Combine Multiple Batches of Originals with Different Copy Settings

Job Block
Combination »

Specify the copy settings
for each batch of originals.

Scan your originals using
the feeder or platen glass.

This mode enables you to scan multiple batches of originals with different copy
settings and print them as one document.

Example) - Combined document: Staple Mode (Double)
- Batches: Shift, 1 p 2-Sided, 2-Page Separation, Image
Combination (4 on 1) modes
- Cover/Sheet Insertion: Cover

Original Batch Copy
3|
ANV I -
First Batch:
The Shift Mode Is Selected
First Batch
Second Batch
L Third Batch
Fourth Batch
Second Batch: |
The 1 p 2-Sided Mode Is Selected f‘> ‘
Third Batch:
The 2-Page Separation Mode Is Selected
) |
Fourth Batch:
The Image Combination Mode (4 on 1) Is Selected
MO smman You can also make a sample print
of a selected batch of originals or
} the combined document.

To scan the next batch of originals, press [Next
Block] and repeat the procedure from @. When
you have finished scanning all of your originals,
press [Conf./Combine All Blocks].

To use the Cover/Sheet Insertion mode for the
combined document, press [Cover/Sheet Insertion].
Select the batches of originals in the order in which you
want to combine them -+ press [Start Print].

20
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Copying Functions

—— Overview of Copy Features

Use the Regular Copy Basic Features screen and the Special Features screen to set the various copy modes.
There are two Special Features screens, “1/2” and “2/2”. For more information, see e-Manual > Copy.

Regular Copy Basic Features Screen

01:1
Press to return the copy ratio to 100%.

@Copy Ratio (see p. 11)
Press to reduce or enlarge the copy size.

©Finishing (see p. 11)

Press to select or cancel the Collate, Group, or Staple mode.

©2-Page Separation (see p. 13)
Press to copy facing pages of an opened book onto separate copy

Special Features

sheets.
ED-'EII dp (e
G O | fweshet | gt ©Cover/Sheet Insertion (see p. 16)

Press to add covers, sheet insertions, or chapter pages between
specified pages.

EH»=E] G

Bookl ‘I Transparency Job Done
»

O Ok Do

Different Size Job Build Scan Image
Check

©Booklet (see p. 14)
Press to make copies of several originals to form a booklet.

Originals

1/2 -

PO 000 O

OTransparency Interleaving

[— System Monitor

Press to insert a sheet between each transparency when copying
transparencies.

O®lImage Creation

Special Features

i l [’

Image Image Qual.
Creation » Adjustmen’ )

(1 R0 535!
E:In";..,sm.,,.‘J \?fi;‘:;md Rariem S Press to superimpose an image stored in memory onto the original
K J image for copying.

Mode ‘ Recall Job Block Store In
Memory » » Combination ¢ | User Inbox

You can arrange the image of an original.

©®Form Composition

©Secure Watermark (see p. 19)

000 ©

Press to embed hidden text in the background.

|— System Monitor
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Overview of Copy Features

~
02-Sided (see p. 12) OAdjust Contrast
Press to make two-sided copies. Press to manually control the copy exposure. Press [A] to select or
cancel the automatic exposure control.
Olnterrupt (see p. 12) Yo )
Press to interrupt a copy job to make priority copies. Rigik=lliypsiSalaction
Press to change the original type when the originals include
photos, etc.
0OSelect Output Device
Displayed when a ren.woFe copy an?er is connected to a network. ©Special Features
Press to select the printing destination for remote and cascade .
. Press to select a Special Features mode.
copying.
©@Paper Select (see p. 12)
Press to select the paper size/type and the paper source.
J
~

ODifferent Size Originals (see p. 13)

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

©Job Build

Press to divide the originals into several parts, scan them, and
then print them all together.

@Special Features Screen Switch

Press to switch between Special Features 1/2 and Special
Features 2/2.

OShift

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

©Olmage Combination (see p. 14)

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

@Margin (see p. 15)
Press to create margins along the sides of a copy sheet.

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

@Frame Erase (see p. 15)
Press to eliminate dark border areas and lines that appear around
original images or shadows from binding holes.

@®Scan Image Check
You can check each image you scan when scanning from the
platen glass.

J
N
©®Mode Memory (see p. 16) ©Watermark/Print Date (see p. 18)
Press to store or recall copy modes. Press to include the watermark and date on copies.
ORecall ©OPg/Copy Set Numbering (see p. 18)
Press to recall previously set copy modes. Press to include page and copy set numbering on copies.
@Store In User Inbox (see p. 19
OSharpness ( P-19)
. L Press to store originals scanned from the Regular Copy Basic
Press to sharpen or soften the image of the original in the copy. .
Features screen as a document in a User Inbox.
@Image Qual. Adjustment @Job Block Combination (see p. 20)
You can remove the background of an original. Press to scan multiple batches of originals with different copy
settings and print them as one document.
J
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Sending/Facsimile Functions

—— Sending a Document (E-mail, I-fax, File Server)

The following is an explanation of the basic procedure for sending a document. For more detailed procedures, see
the references in each procedure.

Placed in the feeder

200x%200 dpi

Specify the destination. Ei/Rl 100%
Auto

Network
Add.Booky

» » >
File Store In [—%Send to
9 Usr Inbox » "'RMyself

[— System Monitor

Press [Send] to switch to the Send function.
Placed on the platen glass

Place your originals.

® The function key for the sending and fax functions
differs according to the installed options. It
may be displayed as [Send] or [Fax]. For more

information, see e-Manual > Basic Operations. ® When placing originals on the platen glass, make

sure to close the feeder/platen cover after placing

®If the Department ID Management, screen
your originals.

is displayed, enter the [Department ID] and
[Password]. After entering them, press (® (Log
In/Out) on the touch panel.

@ If Department ID Management, or the SSO-H login
service is set, it is necessary to enter an ID and
password. (If an optional card reader is attached,
insert a control card.)

For more information, see e-Manual > Basic
Operations.

Registering Destinations

In order to be able to select a destination using The Register button on the Send Basic Features screen
the address book, one-touch buttons, or favorites and the Address Book screen is a shortcut to the Additional
buttons, it is necessary to register the destination in Functions screen for storing destinations.

advance. Register destinations using the Additional
Functions screen.

= - o=l 1 -]
I EEEEE——.— ]

Specty the destination
L etvork o i

e |

For more information on registering destinations
in the address book, one-touch buttons, or
favorites buttons, see p. 37 and p. 38.

[Reg.] on the Send Basic [Register] on the Address
Features screen Book screen
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Sending a Document (E-mail, I-fax, File Server)

Specify the Destination

200x200 dpi
E3/01 100 %
A

Specify the destination.

Network
Add.Booky

» »
File Store In [—%Send to
8 Usr Inbox » "'gMyself

File_Fornat

File Format

{— System Monitor

Press [Address Book] » select a destination
- press [OK].

& Address Book

Destration

hare Folder starfish. organization. com

= John john@exanple. con
@l Manual team 3 Hember(s)
& Silvia 123XXXXXXX
% Mark mark@exanple. con
@5 Nancy nancy@exanple. con
2 Mike nike@exanple. con

Cancel l
[— System Monitor ),

® You can also specify the destination using a
one-touch button or favorites button if you have
registered a destination in a one-touch button or
favorites button in advance.

® To send to a destination not registered in the
address book, etc., press [New Address] and
enter the destination.

For information on specifying destinations, see
p. 35 and p. 36.

® To change the resolution of the document to be
sent, use the Scan Settings drop-down list (@). To
change the file format of the document to be sent,
press [File Format] ().

®You can also set the scanning mode and Special
Features on the Scan Settings screen.

For more information on the features you can set
from the Scan Settings screen, see p. 35 and
p. 36.

Start Sending

Press () (Start).

®When sending is complete, remove your originals.

@®If the following screen is displayed, follow the
instructions on the screen -» press ( (Start)
once for each original. When scanning of the
originals is complete, press [Done].

B Mail B Print Job
e Gl S S |

Job No.: 0001 Destinations 1
P | Readyto scan.
ck
Change the original and press the Start key.

= copy Rato 100% = wvall. venory 99 % (5

® | Pages ™ Document Size

Auto Document
1 A4 (O size >|

= Color ok = Soan Density.

E1/M] Auto-Color Select v | ()

d A »
2-Sided
PloriglinZI E@Tet/rhon v
- Cancel I

4 0001 Send Waiting to scan...

== System Monitor

®If Department ID Management is set, press ® (Log
In/Out).
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Sending/Facsimile Functions

— Sending a Fax

The following is an explanation of the basic procedure for sending a fax. For more information on the settings, see
the references in each procedure.

Placed in the feeder

200x%200 dpi

Specify the destination. 100 %
Auto

Network
Add.Booky

» » > File Forwat
() File & Store In [;‘ Send to
Usr Inbox » 8Mysalf 1 [

»

[— System Monitor

Press [Send] to switch to the fax mode.

®1In the above screen, start entering the fax number Placed in the Platen glass

with the numeric keys to automatically display the
screen for entering the fax destination. Place your originals.

®If Department ID Management, or the SSO-H login
service is set, it is necessary to enter an ID and
password. (If an optional card reader is attached,
insert a control card.)

® When placing originals on the platen glass, make
sure to close the feeder/platen cover after placing
your originals.

For more information, see e-Manual > Basic
Operations.

Specifying the Fax Number Using a One-touch Button

You can also specify the fax destination using a one-
touch button if you have registered a fax destination
in a one-touch button in advance.

=

For more information on registering destinations
in one-touch buttons, see p. 37 and p. 38.

Registering a Destination

In order to be able to select a destination using The Register button on the Send Basic Features screen
the address book, one-touch buttons, or favorites and the Address Book screen is a shortcut to the Additional
buttons, it is necessary to register the destination in Functions screen for storing destinations.

advance. Register destinations using the Additional

Functions screen. ==

200200 1
100%

For more information on registering destinations
in the address book, one-touch buttons, or
favorites buttons, see p. 37 and p. 38.

[Reg.] on the Send Basic [Register] on the Address
Features screen Book screen

25



Sending a Fax

Enter the Fax Number

Enter the fax number.

®To send a fax to multiple destinations, press
the [Next] key after entering the first and each
subsequent destination, or specify the destinations
using the address book.

=
& Fact
& ma

TSl 7 I

e o
T ) g
e T e [

® You can also specify destinations using one-touch
buttons or favorites buttons you have registered in
advance.

For more information on registering fax
destinations, see p. 37 and p. 38.

®To send a clear fax, set a high resolution. You can
set the resolution from the Scan Settings drop-
down list.

=
& fad
& Fa

.
[ CE El

For information on useful fax features, see p. 31
to p. 38.

Start Sending the Fax

Press () (Start).

® When faxing is complete, remove your originals.

®You can set to display a preview of the fax before
sending. You can also confirm the number of
pages which will be sent on the preview screen.

=
& Fact 0
& F 22000

RS I b [
]

T (e R

Eg L | — [ e
O swt | =

J e
Q) Message |l R proses I
D% Royto I oo |
< i | S |
o g Normal_ v —

[ Systom Monitar

LOg In/ Clear

e —©—

@®If you press the fax volume adjustment key, a
screen for adjusting the transmission volume and
fax sending alarm volume is displayed.
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Sending/Facsimile Functions

—— What You Can Do with This Machine
(Address Book/Send Basic Features Screen)

You can use the Send function to send handwritten
documents to a destination. Documents can be sent by

e-mail, I-fax, and fax, in a variety of file formats.

The following is an introduction of the basic procedure

for sending documents. For more information, see
e-Manual > Send/Fax.

) e ) ]

ings

200x200 dpi

EI/LI 100%
Auto

john@exanple. com

£ Address
Book

&5 Fax [] E-mail % 1-Fax
» » b
[z} File Store In % Send to
AT B T

‘ «@»Reg.

* The numbers in the illustrations refer to operation steps.

[ System Monitor

To Register Commonly Used Destinations

v

Address
Book »

Selecting from the Address Book

Selecting from a Favorites button

2 SALES -7 Regular
& eparmient || L igting

Selecting from a One-touch
button

Favorites buttons enable you to register a destination together with other
settings. This is useful when sending documents with the same settings
to the same destinatioin multiple times. One-touch buttons enable you to
specify destinations more quickly by setting them in advance.

200x200 dpi

You can recall the last three addresses, scan
settings, and send settings which have been set,
and then send your documents.

TIFF / POF
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What You Can Do with This Machine (Address Book/Send Basic Features Screen)

To Specify a File Format and Send a Document

You can select JPEG, TIFF, PDF, or XPS as the file format for the document you want to send. If you select
PDF as the file format, you can also specify the [Trace & Smooth], [Compact], [OCR (Text Searchable)],
[Encrypt], and/or [Add Digital Signatures] modes. If you select XPS as the file format, you can also specify the
Compact, OCR (Text Searchable), and/or Add Digital Signatures modes.

* You cannot select the file format when sending to a fax, I-fax, or User Inbox.

File Format ,I }

To Set PDF, XPS Options

File Format ,I

<

Seloct the filo format type.

=
il G
5| max,

= | e

ll R
JEN

- Trace &
“ﬁ' I Smooth

Enables you to convert the text parts of a scanned
image into outline data and overlay it inside the
PDF to maintain the quality of the text.

—‘il Compact

Enables you to send files containing text originals
or text/photo originals using a higher compression
ratio than normal files.

8] ot

Add Digital

| signatures

| E I OCR (Text
_§§| Seart(:h:hle)

Enables you to make the text of a scanned
document searchable before sending.

| I Add Digital
P Signatures

Enables you to add a digital signature to PDF or
XPS data, which enables you to send documents
clearly by preventing security problems such as
impersonation and unauthorized alteration of
documents.

You can add the following two types of digital
signatures:

e Device Signature

e User Signature

L @’ Encrypt

When sending an important document containing
confidential information, you can set a password
to prevent users from printing it out or opening it.
The Encryption function enables you to create an
encrypted PDF and send it. The encryption can be
removed by using the set password.

* [Trace & Smooth] and [Encrypt] can only be specified for
PDF documents.
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Sending/Facsimile Functions

—— What You Can Do with This Machine

(Address Book/Send Basic Features Screen)

Network
Add.Booky

ﬁ
L4 » » File Fornat
File Store In [_% Send to

FI|E Format

EE Send i
¢+ Reg. it Settings
[~ System Monitor

* The numbers in the illustrations refer to operation steps. Send Basic Features screen

If You Mainly Use One-touch Buttons

- op - o To Display One-touch Buttons on the Initial Screen

TTTXXXXXXX 200x200 dpi
222XXXXXKK B/ 100 %

V Clr/Bo
200x200 ¥ ) Default Screen for Send

@Address %Nelwnrk
»

Add.Book)

ot )
= Use Chunked Encoding with WebDAY Sendir

= Intialize TX Settings

2

- Juw_~ |
Done Jl I
If you set to display one-touch Select [Default Screen for Select [One-touch Buttons]
buttons on the initial screen, Send] in TX Settings under - press [OK].
you can use them immediately. <Common Settings> in

Communications Settings
on the Additional Functions
screen.

To Display the Sender History When Sending Faxes/I-faxes

0 AL

b Duts
= Use Chunked En
bon

coding with WebDAY Sending

off
« Display Dostination
Name

= Telephane  Mark

« Iniilize TX Settings |

- Ju_~ |

Done. Jl
Select [TX Terminal ID] in TX Settings under Press [On]. Set the TX Terminal ID settings as
<Common Settings> in Communications Settings necessary.

on the Additional Functions screen.
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What You Can Do with This Machine (Address Book/Send Basic Features Screen)

To Automatically Forward Received Faxes/I-faxes

By simply turning on forwarding conditions set in advance to
O oM ~| ‘On’, received faxes/I-faxes can be automatically forwarded to

the specified fax number.

o 0ff New goods information from Canon & | a

l Validate/ il Register I Forvardw/o | E-mail
Invalidate »| Conditions »| Priority Normal ~
Edit I Erase I 7 Print List I
4 Done JI
[ System Monitor ),

To Enable Forwarding Conditions

@ System Settings
System Manager Device Information
Settings’ ») Settings »
Dept. ID Management Network Settings
Communications Forwarding Settings.
Setting: »

~ T ) i -l |- |
— N Edit g Erase IjPrinlli;l — 5
Press [Forwarding Settings] from Set the forwarding Conditions

System Settings on the Additional - press [Validate/Invalidate].
Functions screen.

To Register Forwarding Conditions

& Forwarding Settings

0 : ° Recall _18efore | _28Before | 3 Before
System Manager Device Information I o]
s Settings )| nfor

Dept. ID Management I Network Settings .
» » |

Communications Forwarding Settings ”n N equals
Settings. U 3 - b 0987654321
| i
Remote Ul Clear Me Board
om | e tessge e e
Restetthe Send uta Ol ofine afornation —
Function ) » EBe.Fonut
o — by TIFE
Valdate/ Forvardw/o | E-mall - Rocofved Doc. . atesony —— |
v |w Yot Somiont*| Froy _tormal o] ot | ot o0 e
it

= Print List |
Done Jl

Press [Forwarding Press [Register]. Set the forwarding
Settings] from System conditions » press [OK].
Settings on the Additional

Functions screen. Make sure to register the

destination for forwarding
faxes/l-faxes to in the
address book.
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Sending/Facsimile Functions

—— What You Can Do with This Machine
(Scan Settings Screen)

You can set the Scan Settings to change the 00x200 i Scan Seftings
appearance of the document to send. “/IAJutqu% Auto-Color Select w Resolution: 200%200 dpi

The following is an explanation of the useful s
functions you can utilize when scanning a 200200 7

. X oot 100¢ Auto
document to send. For more information, see ption 1 Capy natio | Documant
7 » ize ct »
e-Manual > Send/Fax. 7 Soniaes —g—l o
T |
78] 300x300 = Scanning Mode =] T i :
Tk o - et

=i B&aW ecial Features
300x300 J

1=l

|— System Monitor ,

* The numbers in the illustrations refer to operation steps. Scan Settings screen

To Send Documents Containing Photos Clearly

I— Text/Phots = Text Mode Text/Photo Mode Photo Mode
[El[a] Text/Photo
B RES@RT PLAN RES@®RT PLAN
Priority Level ) The world's coral reefs, where The world's coral reefs, where
brilliantly colored fish and a brilliantly colored fish and a
Photo myriad of other tropical creatures myriad of other tropical creatures
come together. Aptly nicknamed come together.
“T | Forests under the sea”,
Text ineoespol ofbreathaking

beauty serve as home to
countless varieties of life, and to
us of the land, this alluring,
dream-like world forms a tropical
paradise filled with romance.

If originals are not scanned correctly, try selecting the original type from the Image Quality drop-down list.
Photos can be scanned clearly. If a shimmering, wavy pattern (the Moiré effect) appears on your originals, use
the [Sharpness] setting in the Special Features screen to decrease it.

Scan Seftings. Special Features.

L3/ Auto-olor et w | Rasalaton; 200200

100%  Auto CO-0 0 (]
11 Copy Ratio N gﬁ"?ﬂk ) ;;::r!;d'm ' Frame Erase 'I Job Bulld |

T = [R}[%] [r)-
T e o s |

If text on the edge of documents is cut off, try
setting the scanned image size to a size one
larger.
Document
Size Select » }
. y,
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What You Can Do with This Machine (Scan Settings Screen)

To Automatically Change the Zoom Ratio According to a Specified Record Size

Copy Ratio
| »

rou || G
8% A
1% KT
0% 65T

61% A3v85

503 4345

This enables you to automatically change the vertical/horizontal zoom ratio based on the
size of the original and the selected record size. The zoom ratio is set between 50 and

200%.

200% a5as |
1% Q:{‘,‘}'“l

* You can only set the machine to automatically change the
zoom ratio when you have set the resolution to 300 x 300

dpi or 600 x 600 dpi.

To Send Fine Text and Images Clearly

*You cannot use colour options for fax and I-fax.

{ 200x200 dpi

v| You can send fine text in

v

documents more clearly
by changing from a 200

100x100 dpi
150x150 dpi

200x100 dpi
(Normal)

200x200 dpi
(Fine)

200x400 dpi
(SuperFine)

300x300 dpi

400x400 dpi
(UltraFine)

600x600 dpi

x 200 dpi resolution to a
high resolution of 300 x
300 dpi or 400 x 400 dpi.
Note, however, that the
file size increases as you
increase the resolution.

== Clr/Ba
E/ 205x200 v

...............................

#7F Clr/Bal

2 2oo£200 v
You can also select the
resolution from the Scanning
Mode drop-down list. This
is convenient for storing
commonly used resolutions.

[7F Clr/Bad
} - F 200x200

[7Z{ Chr/aeu
74| 300%300
B
S4F 200%200

v| -]

|§§/l_| Auto-Color Select vl

v

EA/L | Auto-Color Select
Ed/IL] Auto-Color Select
E@  Full Color
£ | Grayscale
B! Black and White

® To Register a Scanning Mode

Store/
._I" Erase

Select where to register the

mode -» press [Store].

When sending a colour
document, select [Auto-
Color Select] or [Full
Color].

.......................................................................................

2" special Features ’I }

[Done].

Press O (Start) to display

the screen for scanning your
originals. Press O (Start) to scan
another original. When scanning
of the originals is complete, press

|

To Send Separately Scanned Documents At Once

m]
o rl
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Sending/Facsimile Functions

—— What You Can Do with This Machine
(Send Settings Screen)

On the Send Settings screen, you can
specify when to send a document and
the settings to use when sending, and

set to send notification when sending is _ 1@y Subject I‘
14

complete.

Send
Settings

e [ 1 (-1

c) Delayed
Send

=4 Job Done
ﬁE‘i Notice

The following is an explanation of the useful functions D% Messape ,|\ Tl Praviow

you can utilize when sending a document.

. . 1@y Reply-to
For more information, see e-Manual > Send/Fax. _>|‘ ﬁs‘amf’ |

Sender's i
= [ am 'I‘ &5 Direct I
=] E;I';"f:'t; Normal W I -
one J I

* The numbers in the illustrations refer to operation

priority.

.............................................................................

When sending an e-mail, you can also set its : When [PDF (OCR)] or [XPS(OCR)] is set as the file

— System Monitor

steps.

Press [Reply-to], and select the name to set
as the reply destination. It is necessary to set
the reply-to address in advance in Address
Book Settings from the Additional Functions
screen.

Depending on whether the sending method to be used is e-mail, fax, or
I-fax, you can also add a sending name or the subject to the name of the
attached file. You can confirm whether a certain send setting can be set
with the icons to the left of each sending method.

format, set [DocName OCR] to ‘On’ to automatically
extract the first text block in the document for use
as its filename.

Normal vI }

High : o DocHame
Hormal OCR
Low :
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What You Can Do with This Machine (Send Settings Screen)

To Specify the Time to Start Sending

To specify the time to start sending a document,
to send a document the first thing the next
morning, for example, use Delayed Send. The

O Delayed
Send »

document is sent at the specified time simply
by entering that time.

Use the Job Done Notice feature to notify
yourself if you want to confirm that a job is
complete. When sending is complete, you will be
notified via e-mail.

=4 Job Done
T+ Notice »

To Confirm a Document Before Sending

Set Preview to ‘On’ to display a preview of the document to be sent. The preview is displayed after pressing
[Done]. This enables you to delete any unnecessary blank pages before sending.

You can also confirm
the number of pages
of the document to

send here.
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Sending/Facsimile Functions

Overview of Sending/Fax Features

The various send/fax functions are used from the Send screen and the Scan screen. On the Send screen, you can
specify the destination to send to and settings such as the file format and whether to scan a two-sided original.
On the Scan screen, you can also specify settings such as the zoom ratio, and utilize Special Features. For more
information, see e-Manual > Send/Fax.

Send Screen

Print Job ©®Destination List

Mail Box g =
Displays a list of destinations. A maximum of 256 destinations
can be specified at the same time. (Out of the 256 destinations,
64 new addresses, including those obtained via a server, can be

specified.)

JjohnRexample. com

L Address 2 Network
~ Add.Bookp

» » » File_Fornat
@ File @ Store In [—LSend to
St
Usr Inbox » aMyself File Format

¢+ Reg. Settings  » eNetWork Address Book

©Address Book (see p. 27)
Press to select a destination from the address book.

Press to search for a destination from an LDAP server.

[— System Monitor

ODetails
Press to check or change the destination information selected
from the destination list. You can also check or change addresses
that were entered using the New Address tab.

dpi
B/ 100 %
Auto

Clr/BRY Clr/B&N
%Netwnrk 7 205)(200 v 7 205)(200 v
Add.Bookp S S|

option > option N
= Clr/BaW »Clr/Gray
» > »
Clr/B&N Clr/Gray
/B 300%300 @ 300x300
) File (& Store In [E‘ Send to EB &YW [ Cir/Gray
Usr Inbox » aMyseIf File Format E 200%200 A 600x600
By
Send o 2| 300x300 2
Settings ﬂﬁ—» = = I

|— System Monitor

Scan Settings

Resolution: 200x200 dpi

S Sating:
200x%200 dpi
%

200x200 dpi e

Ed/L 100% T=ecirmd
ECLr /BN
Auto 2 soona0 ¥ 100 %

N _> : ‘ Copy Ratio

Auto

'j
Size Select >]

= Clr /B
xaaw;rkk £ 2001200
e B Clr/s

A 300300 = Scanning Mode

= Ba W
L4 » % m——— 200%200 ¥ ) Eﬁ:rsl:/
300%300 CLr/Ba
File Store In [—%Send to
8 Usr Inbox »| | S Myself Flle Format v| -

Clr/B8N

/%] 300%300 J
&Y

Send
Settings »

[ System Monitor )

|~ System Monitor )
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Overview of Sending/Fax Features

~
©ONew Address @File Format (see p. 28)
Press to specify the destination (such as a fax, e-mail, I-fax, file Press to select the file format of the document to send when
server, user inbox, or yourself) to send a document to when the sending to a destination such as an e-mail or file server
addresses are not stored in the Address Book. destination. If you select PDF as the file format, you can also
specify the Trace & Smooth, Compact, OCR (Text Searchable),
. Encrypt, and/or Add Digital Signatures modes. If you select XPS
OFavorites Buttons/One-touch Buttons (see p. 27) as the file format, you can also specify the Compact, OCR (Text
Press to switch to favorites buttons or one-touch buttons. Favorites Searchable), and/or Add Digital Signatures modes.
buttons or one-touch buttons must be registered in advance.
®Send Settings (see p. 33 and p. 34
@Recall (see p. 27) gs ( P 281
. Press to select features on the Send Settings screen.
Press to recall up to the last three addresses, scan settings, and
Send settings that have been set and then send the documents.
©Cc Bcc @Register
Press to set multiple e-mail address destinations for the Cc and Press to register a destination in a favorites button, one-touch
Bcc addresses. button, or the address book. This button is a shortcut to the
Additional Functions screen for storing destinations.
OErase
Press to erase the destination displayed in the destination list.
®Option (see p. 31 and p. 32)
®2-Sided Original Press to select a feature from the Scan Settings screen.
Press to scan both sides of an original.
@Different Size Originals @®Scan Settings drop-down list
Press to scan different size originals together. Press to select a stored scan mode and resolution. The scanning
modes are set by default, but you can edit these settings.
J
)
©Color Selection drop-down list (see p. 32) OResolution drop-down list (see p. 32)
Press to select whether to scan the original in color or black-and- Press to specify the resolution for the document to be sent.
white. You can also select to automatically detect whether the
original is in color or black-and-white. ©@Document Size Select (see p. 31)
01:1 Press to select the size of the document to scan.
Press to return the copy ratio to 100%.
Y ° ©Adjust Contrast
©Copy Ratio (see p. 32) Press to manually control the copy exposure. Press [A] to select or
Press to reduce or enlarge the scan size. cancel the automatic exposure control.
@Scanning Mode drop-down list (see p. 32) ©O0riginal Type drop-down list (see p. 31)
Press to select the scanning mode. The scanning modes are set Press to manually select the original type according to the type of
by default, but you can edit these settings. image that you are scanning.
OStore/Erase @®Special Features (see p. 32)
Press to store or erase a scan mode. Press to select a Special Features mode.
J
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Sending/Facsimile Functions

Overview of Sending/Fax Features

Send Settings Screen
Send
Settings -
=) Send Doc. ’7 ‘ Doch
o @ M il “ga e geladyed
en
= |~=" e
| & jme
=] Message
Gpfietrork | _>| el Proview
(| Reply-to ’— @
2 Fax I ] E-mail | @yl-Fax »I =°‘stamp
» » ile Fornal
— Ll Sender's Direct
Name (TTI) » @
() File I 2} atnrle Ln | [Eé'sdendlgu
4 P IS yse File Format E-mail Normal v
e |
Send b ML Done JI
Favorites One-touch New Address it Settings it e
.
Registration Screen
& 4 Register Address
= Address Book
o Al
Share Folder starfish. organization. conpa
John john@exanple. con d
Manual team 3 Member(s)
Silvia 123XXXXNKX
Mark nark@exanple. con
Nancy nancy@exanple. con
- E Mike mike@example. con
o o e (o) o o) rn) 5] o | 9] ] o
gre ) ool SR || G >
Favorites One-touch New Address g:?t‘i’ngs » 3
<& Register &) One-touch Buttons
| Select an item.
Selectkevliogtuclage ‘\:I Mark mark@exanple. con
Register Address I auark
P CJFaxl
—
0 Register One-touch I *007
Button »
Register Favorites
Button 6
Done J I
Registration can also be performed from the Additional
Functions screen. For more information, see e-Manual >
Send/Fax. Mail Box
Register Address:
Register in Address Book Settings, from the Additional
Functions screen.
Register One-touch Button: -
. . ) " u Display
Register in Address Book Settings, from the Additional 8 Comment
Functions screen.
Register Favorites Button:
Register in Communications Settings, from the Additional e
Functions screen.
L
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Overview of Sending/Fax Features

~
©®Send Settings (see p. 33) ©Job Done Notice (see p. 34)
Enable you to set a subject, reply destination, and sender name Press to send notification of job completion to the specified e-mail
for the document to send. address.
©E-mail Priority (see p. 33) OPreview (see p. 34)
Press to change the priority of an e-mail message. Press to verify images before sending.
©DocName OCR (see p. 28, p. 33) ©@Stamp
Press to use text extracted from the file as the name for the Press to stamp originals which have been scanned. This enables
document to send, when you have selected [PDF(OCR)] or you to distinguish originals which have been scanned.
[XPS(OCR)] as the file format.
ODirect
ODelayed Send (see p. 34) ) i ) )
o Press to send the document with the Direct Sending mode, instead
Press to send the document at a specified time. .
of using the memory of the fax.
y,
)
4 & Register Address & % Fax
Select an item. M‘ M
% Use the numeric keys. (Max 120 digits.)
&5 Fax [ E-mail %I—Fax
» > P
File ’I Pause I Tone I LI;I Backspace I
E * Option
. s ) omm O R
Done JI
Cancel I
©®Where to Register the Destination (see p. 27) @Erase
Select where to register the destination. These buttons are links to Press to erase a registered one-touch button.
the corresponding registration screen in the Additional Functions
screen.
ORegister/Edit
ORegister N Add Press to register a favorites button. Select a favorites button
egister New ress before pressing this to edit it instead.
Press to register a destination in the address book.
- OErase
rase . .
© Press to erase a registered favorites button.
Press to erase a destination from the address book.
OEdit @®Display Comment
Press to edit a destination from the address book. PR Oh D €l e et B @eim e,
Olncremental @®New Destination Type
Refining Displayed Destinations. Press to select the type of the new destination (sending method).
The items you can enter depend on the type of destination you
select. In the above screen, a fax destination is set.
ORegister/Edit
Press to register a one-touch button. Select a one-touch button
before pressing this to edit it instead.
J
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Mail Box Functions

— Storing Originals in an Inbox

There are several ways to store image data in an inbox. This section describes the procedure for scanning originals
placed in the feeder or on the platen glass. For more information on the settings, see the references in each procedure.

Place Your Originals

=) Placed in the feeder

@Memnry
A RX Inbox »
2] Conf.
F: X b

|~ System Monitor )

Inbox Selection Screen ,
. . . Placed on the platen glass
Press [Mail Box] to switch to the Mail Box

function. -
Place your originals.
®If a screen prompting you to enter a department ®|f you have placed your originals on the platen
ID and password is displayed, enter the ID and glass, close the feeder/platen cover after placing
password, and press (® (Log In/Out) on the your originals.

control panel.

@ If Department ID Management or the SSO-H login
service is set, it is necessary to enter and ID and
password. (If an optional card reader is attached,
insert a control card.)

For more information, see e-Manual > Basic
Operations.

What is the Mail Box Function?

The Mail Box function is a function that 4
enables you to temporarily store originals
scanned using the machine and data sent
from a computer. Documents (data) stored in
inboxes can be printed or sent when required.
You can also save data stored in inboxes to
USB memory. For more information on USB
memory, see e-Manual > Mail Box.

NETWORK ; L ﬂﬂﬂﬁ}%

\, USB Memory /
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Storing Originals in an Inbox

Select an Inbox

Print Job e

e 00 | BOX0O

»
&0l ,l BOXO1 -
Sa 02 ;I BOX02 Memory
20 QRX Inbox »
03 BOX03
5w T
& o1 3004 Fax Inbox »
>|
@ 05 ;I BOX05
»

S
& 06 BOX0S

|~ System Monitor )

Inbox Selection Screen

Press the number of the inbox to store the
scanned document.

8 User Inboxes / @00 BOY00 Total 0

Select All Details ‘ Erase ‘ 7 Print List ‘
(Max 100 doc.) >
1 Print ] = 18can 'l Send " Edit Menu |
& Move/
Duplicate )) o ‘JI

[ System Monitor )

Press [Scan].

®If you select a User Inbox set with a password,
enter the password —» press [OK].

For information on inbox passwords, see
e-Manual > Mail Box.

®If you press [Scan], the Scan screen is displayed,
and you can set the required scan modes.

For more information on scan settings, see p. 49
and p. 50.

For information on the Memory RX Inbox and
Confidential Fax Inbox, see p. 48.

Start Scanning

® ®

TUV

©)

O

LogIn/ Clear
Out

Press () (Start).

@ If the following screen is displayed, follow the
instructions on the screen - press () (Start)
once for each original. When scanning is
complete, press [Done].

3. User Inboxes /00 : BOX0O Total 4
JobNo.: 0001 [N Black
W P 1 (originalst  0)

Ready to scan.

ol Change the original and press the Start key.

O} = clrages  ®mcopyRatio  ® Doourent Size.
ito
1 100% (Y.

= Color Mok  Soan Density.

L Blackand White v | M —
d A » |

9 % 2-Sided

L >|0rigina|

Tet/Photo v |
M Cancel
<

& 0001 Inbox Waiting to scan... == System Monitor )

®When scanning is complete, remove your
originals.

The stored data will be automatically deleted
after 3 days (default setting). This setting can be
deactivated, or changed to any time period. (See
e-Manual > Basic Operations.)

®If Department ID Management is set, press
(Log In/Out).
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Mail Box Functions

—— Printing/Sending a Document Stored in a User
Inbox

The following is an explanation of the basic procedure for printing and sending documents stored in a User Inbox.
For more information on the settings, see the references in each procedures.

( )
Specify the User Inbox

Types of Inboxes

There are three types of inboxes, and each stores
different types of documents. The stored documents
can be printed/sent as necessary.

) I ) =)

User Inboxes

:
'
whd
=
[
no' Press [Mail Box] » select the desired
User Inbox number.
=
NETWORK
®If there is a password set for the selected
Stores documents scanned from the machine and User Inbox, enter the password - press
\ data sent from a computer. ) [OK].

For information on inbox passwords, see

Memory RX Inbox e-Manual > Mail Box.

For information on printing
a USB Memory-stored document, %
see e-Manual > Mail Box.

Specify the User Inbox

If you set the Memory Lock mode, received fax/I-fax
documents are stored in the Memory RX Inbox first,

L without being printed. ) cnpy - 1_] Ma“nx ‘ - = ]
Confidential Fax box :

@Cnnf.
Fax Inbox »|

[— System Monitor )|

Press [Mail Box] » select the desired
User Inbox number.

* Documents in the
Confidential Fax
Inbox cannot be sent.

To Send

®If there is a password set for the selected

If you specify forwarding conditions, documents that
User Inbox, enter the password - press

match the conditions are forwarded to a Confidential

. FaxInbox first, without being printed. ) [OK].
For information on inbox passwords, see
e-Manual > Mail Box.
For details on each type of inbox, see e-Manual
> Mail Box.
\ J
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Printing/Sending a Document Stored in a User Inbox

Specify the Documents to Print

I & User Inboxes / €300 BOX0O Total 3
Ty N
El E) 20060906103020 A4 [m] 106/09 10:30 © o
[E) 20060906103040 A4 [m] 3 06/09 10:30 n
E1 ) 2006090610109 A D 5 06/09 10:31
v

Clear Details I Erase I 7 Print List I
Selection >
el =7 Print 4 “1Scan }I ~gsend }I Edit Menu I

Move/
O ate » Done ‘JI

[— System Monitor ),

Select the documents in the order you want
to print them —» press [Print].

® You can also set print modes on the Print screen
or the Change Pr. Settings screen as necessary.

Press [Initial Settings] on the Change Pr. Settings
screen to cancel all the print modes you have set.
For more information on the features you can set
from the Print screen and Change Pr. Settings
screen, see p. 51 and p. 52.

Start Printing

Ready to print.

Docs Selected: 2

1

Change The
Capies >|
Start Print JI

Original
»| Settings
o
Paper Select Erase Doc.
) After Print.
Merge
[ R
Collate -
Page order’
Finishing 2-Sided Initial
»| _Printing )| Settings

Change Pr. Settings screen

Press [Start Print].

Specify Documents to Send

I . user Inboxes / & 00 BOX0O Total 3

[~ T e
El ) 2060906103020

) 20080906103040
[E) 20060906103109

Trose _Toare e ]
0 1 06/09 10:30
0 3 06/09 10:30
0 5 06/09 10:31

in

=l

Clear Details Erase =7 Print List
Selection >
=7 Print }I Zlscan )| <gSend J e I
& Move/ :
Duplicate | o "I
[ System Monitor

Select the User Inbox in which the
documents you want to send are located »
select the documents in the order you want
to send them - press [Send].

> >
xR

Start Sending

john@exanple. con v

0 Mike nike@exanple. con 7 S
£ Address | @2, Network cc | - |
Book >| Add.Book >| @bl @ | Bcc»l

/POF

9 Fax | ] E-mail | @1-Fax |
» » »
File [ChSend to
8 >| S Myself |
One-touch Buttons
Cancel | 2 Start Send JI

Specify the destinations & press [Start
Send].

File Format

New Address

Send 7
Settings_»if

® You can select the file format for the document to
send by pressing [File Format].

For more information on the Send function
settings, see e-Manual > Send /Fax.
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Mail Box Functions

(Scan Screen)

The following is an explanation of the
basic procedure for scanning documents
into User Inboxes. For more information,
see e-Manual > Mail Box.

To use more convenient modes, press
[Special Features] to access the Special Features

screen.

—— \What You Can Do with This Machine

iBi Scan

B Blackand White I

g Ready to scan using the Start key.

Copy Ratio Document Size

100% Avuto

Direct ‘ Copy Ratio Document

»| Size Select )
2-Sided
»| Original

* The numbers in the illustrations refer to operation steps.

To Add a Name to a Document and Save It

|~ System Monitor ,

Document

Mame

Document Name (Wax 24 characters)

I <

When you want to arrange documents so that
you know what each is, it is useful to give the
documents names. This also makes it easy to tell
which document you are printing. You can also
change the name of a document easily at a later

date.

_

2-Sided
Original

Select the type of original.

Place two-sided documents
in the feeder when scanning
them.

43



What You Can Do with This Machine (Scan Screen)

About Document Icons

The icon displayed on the left of each document indicate the way in
which the document was stored. Checking these icons enables you to
determine how a document was stored.

{_ User Inboxes / oo Total

Tyve 10 e 7 ate/Twe
[0 |20080129182849 A4 O 12901 18:28
[0) 2008012918290 A O 1290118
0O A 0O 129/0119:28
Select All | ‘ 7 Print List I
(Max 100 doc.) )
Zi1Scan =
= ,‘ ,I « J Edit Menu l
()
2 Done JI
| System Monitor )

&

8

‘Black’
CMYK

‘Color’ or ‘Mixed
CMYK

Q

3

‘Black’ or ‘Black

‘Color’ or ‘Mixed

Documents without Print Settings

A document which was scanned from the Mail Box function’s Scan screen or the Send Basic
Features screen, and stored in a User Inbox. If you store print settings on the Change Pr.
Settings screen, this icon changes to the Documents with Print Settings icon.

and White’ RGB
‘Black’ ‘Color’ or ‘Mixed
CMYK CMYK

&

‘Black’ or ‘Black
and White’

‘Color’ or ‘Mixed
RGB

Documents with Print Settings

A document which was stored in a User Inbox using the copying function, or from a
computer. If you change the print settings of the “Documents without Print Settings” on the
Change Pr. Settings screen, this icon changes to the Documents with Print Settings icon.

Fax RX Document
A fax document which has been forwarded or received in the Memory RX Inbox or
Confidential Fax Inbox of the machine. Saved as a “Fax RX Document”.

&
&

I-Fax RX Document
An |-fax document which has been forwarded or received in the Memory RX Inbox or
Confidential Fax Inbox of the machine. Saved as an “I-Fax RX Document”.
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Mail Box Functions

—— What You Can Do with This Machine
(Change Print Settings Screen)

The following is an explanation of the P — =y
useful features you can use when printing
out documents. For more information, _I,,,igim,,
see e-manual > Mail Box. DB SHAEE T 2] Setiings
To use more convenient functions, press
[Special Features] to access the Special Features Aftr Print.

screen. ﬁum .
Documents

Collate
(Page order) s 3 = -
Special -
Finishing q_im I Eaaturac Hinitial | .
rinting 13 S i | Settings -

Ready to print.

Paper Select

Cancel I Store Pr. Settings JI Start Print JI

|— System Monitor

* The numbers in the illustrations refer to operation steps. Change Pr. Settings screen

To Print a Sample Print

Sample Print * When setting [Sample Print] to print a sample before printing multiple documents, make sure
» to set [Merge Documents].

To print one set, press [All [P aees——  After editing the settings,
Pages]. To print only the ol Jum || press[Donel.

specified pages, press i
—— [Specified Pages].

(1-6998)

Press [Start Print] to print

one set or specified pages. To print another sample, press [Sample Print].
To change the settings This enables you to confirm the changes you
after checking the sample have made to the settings.

print, press [Change

Settings]. n' i

prints?
new settings, select Change Settings.)

Sample Print  J I

To print the remaining sets, press
[Start Print].
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What You Can Do with This Machine (Change Print Settings Screen)

To Automatically Delete Document Data after Printing

IErase Doc. [Erase Doc. After Print.] enables you to make sure that important document data does
After Print. not remain in the machine, by automatically deleting it after it is printed.

To Print Multiple Documents Together

Merge Select [Merge . This enables you to print multiple

documents as one document
even if they have been created
with different applications. You
can also set the document layout
when printing on both sides of
the paper.

Documents Documents].

v

2-Sided Press [2-Sided
Printing M| Printing]. }

To Output Print Documents in Sets

Finishin When distributing materials to multiple people for presentations, etc., you can set the
g ’I machine to automatically output multiple page documents in sets. You can also use the
Staple mode to staple these sets together automatically.

To staple the sets, press

. [Staple], and select } e[| e e e .
‘@E : the type of stapling to =] —_ ) e
il 9 perform. e | L)

Dl . (4 =l s |

Cancsl « a o Can | = Back oK

To View Documents Stored in a User Inbox

R Tl s O This enables you to view documents stored in
a1 0 (amion 2 . ' a User Inbox. When a document consists of
& s R multiple pages, you can view it page by page. To

view small text, use to magnify the image.
You can also use the Remote Ul of the machine
to view documents stored in User Inboxes.
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Mail Box Functions

—— Mail Box Function Overview

There are three types of boxes when using the Mail Box function: User Inboxes, Confidential Fax Inboxes, and the
Memory RX Inbox. For more information on the features explained here, see e-Manual > Mail Box, Send Fax.

Inbox Selection Screen

©User Inbox
Enables you to store scanned documents, and then print or
send them.

Print Job o

-

©Memory Media
You can store images scanned by the machine, such as

USB memory. Those images can also be printed from USB

memory.

©Memory RX Inbox

scanned documents and documents stored in the inbox, on M
Conf.

Enables you to store received fax and I-fax documents, and
print or send them when necessary.

[ System Monitor )

OConfidential Fax Inbox
Documents which match the specified forwarding conditions
are forwarded to a Confidential Fax Inbox. Stored documents

can then be printed when necessary.
_

User Inbox Document Selection Screen

OClear Selection & User Inboxes / € 00 BOX0O Total 3

Naiie:

Press to cancel your selection and select another document. 7 T

Changes to [Select All (Max 100 doc.)] if you have not selected H ) 20060906103020 A D 106/0910:30 e I
[} 20060906103040 M D 306/09 10:30 T
any documents. F [E) 20060906103109 A D s 0wl I

©Print

Press to print the selected document. Use the Change Pr.
Settings screen to print onto both sides of the paper, print a
booklet, change the layout, or change finishing options.

=1 Print List

Clear Detailsl I Erase
Selection .

Print J1Scan ~<g!Send
»

Edit Menu

]

Move/
Duplicate »

20O

©Move/Duplicate

Press to copy or move the selected document to another User

Inbox. i

ODetails

Press to check information about the document.
OScan

Press to scan a document and store it. You can also use
the features on the Scan screen to scan more easily and OErase
conveniently. Press to erase an unwanted document.

OPrint List

©Send (see p. 41 and p. 42)

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

OEdit Menu

Press to edit (View Page, Merge and Save, Document
Insertion, or Page Erase) the selected document.
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Mail Box Function Overview

Memory RX Inbox Screen/Memory RX Inbox Document Selection Screen

Documents received when Memory Lock is set are stored in the Memory RX Inbox. Documents which could

not be sent because of an error are also stored here.

Print Job =

4] Memory RX Inbox Total 2
[~ [Type [Destination [Job Ho. [Page [Date & Tire [ W

€25 12BXXXNXNNX 5017 2 20/06 17:26 N I
% nancy@example. con 5018 5 20706 12:18 71

Divided Data
»|| RX Inbox

[— System Monitor

© Clear Selection
Press to cancel your selection and select another document.
Changes to [Select All (Max 32 doc.)] if you have not selected
any documents.

@1-Fax Memory Lock/Fax Memory Lock
Press to store received fax and |-fax documents in the
Memory RX Inbox. You can also set separate settings (Memory
Lock) for fax and |-fax documents.

Details l
S
ul- -
{ onl G l[ozo:oo off ] on | ot l[ozo;oo of ]

»I THEE »I Done JI

77 Print
A

DOOO

©Print
Press to print the received documents. Printed documents are

automatically erased.

OSend
Press to send a received document.

ODetails
Press to check information about the document.

OErase
Press to erase an unwanted document.

Confidential Fax Inbox/Confidential Fax Inbox Document Selection Screen

When you have specified a Confidential Fax Inbox in the forwarding conditions, received faxes which match
the conditions will be forwarded and stored in that Confidential Fax Inbox.

Print Job -

@ Confidential Fax Inboxes/ @ 00 : BOX0O Total 2
[Tyne  |Destination [Job Ho. [Page [Date & Tine
&5 128XXXNXXKK 5020 2 20/09 17:26 -
@y silvia@exanple.con 5021 5 20/09 18:00 "

|— System Monitor

OPrint
Press to print a forwarded document stored in a Confidential
Fax Inbox.

©Details

Press to check information about a document stored in a
Confidential Fax Inbox.

-

= Print I
0=

[— System Monitor

©Erase
Press to erase a document stored in a Confidential Fax Inbox.
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Mail Box Functions

—— Mail Box Function Overview

Storing Documents in a User Inbox

{1 User Inboxes / € 00 BOX0O Total 3
20060906103020 Ad (] 106709 10:30 o I
[Eh 20060906103040 a4 0O 3 06/09 10:30 ”
[E) 20060906103109 Ad ) 5 06/09 10:31
A 4 I

Clear Details I Erase I =7 Print List I |
Selection » .
= . . |
»I » 1T

Use the Scan screen and Special Features screen to
set Scan Settings for the Mail Box function. For more
information, See e-Manual > Mail Box.

Move/ I .
@Dll:vleicate » Done JI .

{— System Monitor )|

Document Select screen

Docunent Size

Document
»| Size Select »

2-Sided
»| Original

ecial Features »

Initial Settings

[ System Monitor )

©Color Selection drop-down list

Press to select whether to scan the original in color or black-and
white. You can also select to automatically detect whether the
original is in color or black-and-white.

©®Document Size Select

Press to select the size of the original document to scan.

©Copy Ratio
Press to reduce or enlarge the copy size.

o1:1
Press to return the copy ratio to 100%.

_
Special Features ©2-Page Separation
— Press to scan facing pages of an opened book onto separate
O I @k . g pages of an op P
2-Page | Booklet Image S eets'
9 Separation Scanning » Combination & |
ED E|+[|+ R+Q .
Different Siz’eJ Job Build Nega/Posi ©Booklet Scanmng
Originals
9 ~ YJ Press to scan originals in such a way that, when printing the
c = scanned data, the output paper can be made into a booklet.
ode | Image Qual.
B Memory » Adjustment
©Different Size Originals
Press to scan different size originals.
_
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Send Screen

e
Specify the destination. J

111

I

Delete After

Bee »

o |

Fax | [ E-mail I @5 1-Fax I
» » »
File | [k Send to |
@ » "'EMyself
One-touch Buttons |

Cancel I
|~ System Monitor )

File Format

& Send

New Address T Settings »i

|

There are several types of stored documents: documents
which are scanned from the platen glass or feeder, documents
which are stored from the Send screen, and documents which
Sending are sent from computers.

You can select JPEG, TIFF, PDF or XPS as the file format

for the document you want to send. If you select PDF as the
file format, you can also specify the OCR (Text Searchable),
Encrypt, and/or Add Digital Signatures modes.

Documents stored in a User Inbox with a resolution other than 600 x 600 dpi
cannot be sent if there is a fax address included in the destination.

. J
~
02-Sided Original (see p. 43) ©O0riginal Type drop-down list
Press to scan two-sided originals. Press to manually select the original type according to the type of
image that you are scanning.
ODocument Name (see p. 43)
Press to add a name to a document to store. Enter the document OSpecial Features
name using the touch panel display. Press to select a Special Features mode.
@Adjust Contrast @Initial Settings
Press to manually control the scan exposure. Press [A] to select or Press to cancel all settings at once. The machine restores the
cancel the automatic exposure control. Standard Local Print Settings.
J
)
©Job Build @Image Combination
Press to scan originals when there are too many to be placed at Press to automatically reduce two, four, or eight originals to fit onto
once, by dividing them into multiple batches. The originals are a one-sided or two-sided sheet.
stored as one document, after all the batches have been scanned.
OSharpness
Press to scan original images with a sharper or softer contrast.
OMode Memory ONega/Posi
ACEHOR A E e B Press to record the original image by inverting the black and white
areas.
OFrame Erase ®Image Qual. Adjustment
Press to eliminate dark border areas and lines that appear around Press to make copies by erasing the background color of the
original images or shadows from binding holes. il
ginal.
J
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Mail Box Functions

—— Mail Box Function Overview

Printing Documents Stored in a User Inbox

{1 User Inboxes

/300

BOX00

Total 3

cunent Nane

20060906103020
) 20060906103040
F 5 20060906103109

Clear Details
Selection

106/09 10:30 | o I
3 06/09 10:30

»

Use the Print screen, Change Print Settings
screen, and Special Features screen when printing

MO §§ documents stored in a User Inbox.
a0 | ; : _ .
S T 11 55 For more information, see e-Manual > Mail Box.
’I Erase I =1 Print List I
ISend I = il
14} |

Move/
9 Duplicate DI

Document Selection screen

&' Print

Paper Select

Collate

Finishing
»)

2-Sided
Printin,

Sample P'int

- Special
Feat »
»

Change Print Settings Screen

Original
Settings

-

_Iix::J::;z.
_
_I

Merge
Documents

Initial
Settings

Cancel I

StartPrint |

— System Monitor |

©Sample Print (see p. 45)

Press to print a sample set before printing multiple sets of
documents.

©Paper Select
Press to select the paper size.

©Finishing (see p. 46)
Press to select the Collate, Group, or Staple mode.

@

Cover/Job l I

Separator

(e o) D
Form ‘ Secure Pg/Copy Set Watermark/
Composition » Watermark' Numbering Print Date

otey @

000

|— System Monitor

©Cover/Job Separator

Press to add covers, sheet insertions, or chapter pages between
specified pages. Displayed as [Cover/Sheet Insertion] when only
one document is selected.

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

©Form Composition

Press to superimpose an image stored in memory onto the original
image for printing.
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& Print

Ready to print.

Change Pr.
Docs Selected: 2 »| Settings

5 -

se Doc.
er Print.

Change The
Copies »

Start Prin

Cancel I

em Monitor )|

On the Print screen, you can set to make a sample
print, print sets, or automatically erase a document
after it is printed. Press [Change Pr. Settings] to
display the Change Print Settings screen. Use the
Change Print Settings screen when you want to
change the layout of prints.

©2-Sided Printing (see p. 46)
Press to print on both sides of the paper.

©OStore Pr. Settings
Press to register print settings for a document.

OO0riginal Settings

Press to return to the Print screen. All settings are also cancelled.

@Erase Doc. After Print (see p. 46)
Press to automatically erase the document after printing.

©OMerge Documents (see p. 46)

Press to print multiple documents as one document. You can also
use this mode with the 2-Sided Printing and Cover/Sheet Insertion
modes.

OIlnitial Settings
Press to cancel all settings. The machine returns to the Standard
Scanning mode.

@®Special Features
Press to select a Special Features mode.

J
)
OSecure Watermark @Shift
Press to embed hidden text in the background of prints. Press to shift the entire image to a position that you specify using
the numeric keys. You can also select the shift direction for the
front and back sides of documents separately.
©Mode Memory ©Watermark/Print Date
Press to store or recall copy modes. Press to include the watermark and date on prints.
OMargin ©OPg/Copy Set Numbering
Press to create margins along the sides of a print. Press to include page and copy set numbering on prints.
J
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Canceling Jobs

—— How to Cancel a Job

Types of jobs printed from the machine include copy

data, data from computers, inbox data, received

fax/I-fax documents, and reports. Cancel these jobs
from the screen displayed when you press [System

Monitor]. You can also cancel sending/receiving jobs 100+ HEJAEzjt uln
from that screen. Print jobs can also be canceled by %
pressing [Print Job] on top of the touch panel display.

Copy Ratio Paper Select
» »

Special Features y

I~ System Monitor ) l

* The number in the illustrations refer to operation steps.

To Cancel Jobs That Are Being Printed/Waiting to Be Printed ([System Monitor])

[ . To cancel a job that is being printed/waiting to be printed,
I S}r'StEITI Monitor g select [Copy] or [Print] from the keys at the bottom of the
System Monitor screen, and then press [Status].

[Tl]e Log |

[ T k0. [ e Job hane Tuser ot [ ]
_} 0001 14:46 | Copy COPY USER  Printing... -
% 0002 14:46 5| Copy COPY USER  Waiting to print

171

[

print | petlls ) comel | For a copy job, you can cancel
T scanning or printing by selecting
Receive [Copy]

By 0001 Copy Printing... Done |

Select the job to cancel, and press [Cancel].
Status | Log I

I N T

e [} 0001 14:46 " Copy COPY USER  Printing...
9 0002 14:46 T Copy COPY USER  Waiting to print

1/1 * You cannot select several jobs at the same time to cancel. Cancel jobs

j one at a time.

Print Details Cancel
Next »

For more information on canceling jobs from the

rd
Copy  |Send Fax |Print ~|Recebie | Device | System Monitor screen, see e-Manual > Basic
Operations.
1By 0001 Copy Printing... M P
\_ J
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How to Cancel a Job

To Cancel Jobs That Are Printing/Waiting to Print ([Print Job])

Print Job B, |

If you are using a login service, [My

' e
=A==
0. My Job Status I Status ||
!

= Select Type

[~ Joon to. Z

e J 0001 15:26 | Copy Hasegawa Printing... y
[0 5003 15:25 (3 #ranares Yanada Secured Print
[0 5004 16:26 (7} #rwraes Systen

(4]

Secured Print
~|

Clear Print Details Cancel [
jon Next »

— System Monitor )

Job Status] is displayed.

You can also cancel jobs that are printing or waiting to
print by pressing [Print Job] on the touch panel display.
Press [Status], and select the type of job to cancel from
the drop-down list.

For more information on canceling jobs from the
[Print Job] screen, see e-Manual > Print.

To Cancel Jobs That Are Being Sent/Received

- System Monitor

v

To cancel jobs that are being sent/received, select [Send]

or [Fax] from the keys on the bottom of the System Monitor
screen.

For a fax job, press [Send Job Status]

Send Job Status Received Job Status i g
_f 0001 12:22 £ SequentialBroadcast Sending...
j 0002 12:44 @-}dnstinatinnd Waiting
27 0003 12:52 €2 destinations Waiting

[

11

Details Il cancel IO
»

s
Copy "I Send
| ‘

)
Fax Receive Device
i (Sl | )

v

Done JI

[ oo o bestmation

E &

[

=

(5]

Cancel all related jobs or the current one only?

Cancel All I
Cancel I Cancel Current Job I
I, - ———

or [Received Job Status]. For a send
job, press [Status].

* Select the job to cancel, and press [Cancel]. You cannot select several
jobs at the same time to cancel. Cancel jobs one at a time.

If a job is being sent to multiple destinations, check the
destinations after pressing [Cancel], and then select
[Cancel All] or [Cancel Current Job]. If you select [Cancel
Current Job], the jobs currently being sent is canceled.

For more information on canceling jobs being
sent/received, see e-Manual > Send/Fax.
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—— Additional Functions

Press @ (Additional Functions) on the control panel to display the Additional Functions screen. The Additional
Functions screen enables you to customize the various settings of the machine. For details on the settings
described here, see the e-Manual. Also note that the Additional Functions screen is divided into several screens.
Switch between the screens using the [ ¥ ] and [ « ] buttons.

@ Timer Settings (® Common Settings
0] n-;- Fine Adjustment >| = Function Display Settings vl
= Auto Sleep Time 'l ® Auto Clear Setting 'I
D 1hour(s) > Initial Function
= Auto tl_ur Time 'l = Display Remaining Paper Message 'I
D 2min(s) >on
= Time Until Unit Quiets Down l ® Inch Entry I
D Imin(s). 2 . > 0ff K .
= Daily Timer Settings >| = Drawer Eligibility For APS/ADS 'I
v n = v I 7 -
Done. JI Done Jl
Press to make various timer related settings for the machine, Press to specify the settings that are common to the Copy,
such as the time it takes for the machine to enter into the Mail Box, Send, and Fax functions.

Sleep mode.

® Adjustment/Cleaning

£ Additional Functions

G Common Settings
»
(1) Timer Settings
»
= Creep (Displacement) Correction Adjustment | It <+~ Adjustment/Cleaning ’
»
»

& Adjustment/Cleaning

= Zoom Fine Adjustment )

= Auto Gradation Adjustment l
> =1 Report Settings
- ||/2 -
(11 System Settings

Done ‘JI
Press to make fine adjustments to the zoom, adjust the
contrast, or perform cleaning for the machine.

@ Report Settings (® System Settings

Select the report to print.
System Manager Device Information
Fax : Fax : g:mr::riu!iuns ’I Forwarding Settings ’I
Network X ' v D) ,I G BRI ,I I. J
) || [
: ;l 74 Q
Done JI Done JI

Press to set the print conditions for printing a Send TX Press to set System Settings, Department ID Management
Report and Activity Report, or you can print the contents of settings, Network Settings, and other system settings.

the Address Book or Additional Functions.
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Reset

()

2
Additional Functions QRS

® Copy Settings

@ Copy Settings & Communications Settings

= Papor Solect Key Size for Express Copy Screen ) = Common Settings = Fax Settings.
= Standard Key 1 Settings for Regular Screen | TX Settings Basic Settings

b No Settings 2 > >
= Standard Key 2 Settings for Regular Screen - -

ey 3| RX Settings .I TX Settings ’l

= Standard Key Sottings for Express Copy Screen .
O b Up to 5 Sat Keys | )| BX Settings d
= Auto Collate |
»0n 2 Line Options ‘I
- I | A
Done J l Done J I

Press to edit settings for the Copy function. Press to register or edit the default Communications Settings
according to your needs.

Additional
Functions

Mail Box Settings

| Copy Settings

»
= User Inboxes Settings 'I
<¢] Communications S oD
Settings b off |
= Standard Scan Settings >|

Q Mail Box Settings of = Confidental Fax Inboxes Settings |
@ Printer Settings

v mn —
@Address Book Settings X vone |

[~ System Monitor ]

Press to edit settings for the Mail Box function.

— System Monitor )

Address Book Settings @ Printer Settings

@ Address Book Settings & Printer Settings

= Register Address
¢ i
= Register Address Book Name )|
= One-touch Buttons
5| Settings l Utility l
» )

v ||/| — I
Done. Jl Done. JI

S
Press to register or edit settings for the Address Book or one- Press to edit settings for the Printer function.
touch buttons.
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Canon

CANON INC.

30-2, Shimomaruko 3-chome, Ohta-ku, Tokyo 146-8501, Japan
CANON U.S.A., INC.

One Canon Plaza, Lake Success, NY 11042, U.S.A.

CANON CANADA INC.

6390 Dixie Road Mississauga, Ontario L5T 1P7, Canada

CANON EUROPA N.V.
Bovenkerkerweg 59-61 1185 XB Amstelveen, The Netherlands
(See http://www.canon-europe.com/ for details on your regional dealer)

CANON LATIN AMERICA, INC.
703 Waterford Way Suite 400 Miami, Florida 33126 U.S.A.

CANON AUSTRALIA PTY.LTD

1 Thomas Holt Drive, North Ryde, Sydney, N.S.W. 2113, Australia

CANON CHINA CO., LTD

15F Jinbao Building No.89 Jinbao Street, Dongcheng District, Beijing 100005, China
CANON SINGAPORE PTE. LTD.

1 HarbourFront Avenue #04-01 Keppel Bay Tower, Singapore 098632

CANON HONGKONG CO., LTD
19/F., The Metropolis Tower, 10 Metropolis Drive, Hunghom, Kowloon, Hong Kong

USRM1-3369-01 © CANON INC. 2008




