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TOUCH SCREEN -

CLEAR ALL -

PAUSE -
START -

QT MACHINE STATUS:

JOB STATUS:
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—===| FEATURES:

Features* are accessible by touching the tabs or All Services, .for example:

LOAD PAPER ‘

ATy
!

COPY
1Y Basic Settings 2 éf;hm‘o:d
“ | Send; ‘_) _
() Edit Subject (o
Subject : Scanned by the Xerox WorkCentre D)IC:[ Basic Copying 1 k"‘!u"ﬂmm — ao
() EditSubject..
LOAD PAPER Subject : Scan from a Xerox WorkCentre c:;m::w:“d 6S;d:d]"-‘:§vd zt‘)dujt‘of:mm c;*!p:rlﬁfp‘;
‘_)Unc:ollnlud ‘_)1-)2 Sided _)num% ‘_)|§| 5 A4 1]
. QUICK FAX Sueeme Quyam Quemrn Qe
« Open the required = S ~ P ~ A -
DETOET ERT: *Load the original QUICK E-MAIL
Load th q face up in the
eLoa e paper, do d
ocument handler. . UICK COPY
not load above the e Load the original Q
' ill li face up in the
maximum fill line. S aEh e A G P - Load the original
document handler. :
INTERNET FAX tab. face up in the

* Adjustthe guides to

. i document handler.
tﬁuch the edge of «Touch the screen ;F;buch the E-MAIL
the paper. buttons to ma_ke ' e Touch the COPY
« Close the paper feature selections. « Touch the screen tab.

- buttons to make
Vi e reozivling feature selections * Touch the screen

fax number using buttons to make

the keypad or select feature selections.
an e-mail address

tray, except the
Bypass Tray.

e Confirm the paper * Make a selection

size/type settings from the ADDRESS 170 Une ADDRESS e Press START.
on the user BOOK BOOK.
interface. '

-Press START. rPress START.

For more information... 1. Press ? on the control panel, 2. refer to the Quick Use Guide, 3. refer to
the Interactive User Guide CD2, or 4. visit our website on... www.xerox.com/support
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How to save a job for Reprint

1. PREPARATION

s Cancel any selections made by a previous user by pressing the AC (Clear All) button.
'] =
D 5
SO N Jﬁ*
SHOE .

OO .
®® .

LOAD THE DOCUMENTS

Remove any staples and paper clips from your documents and ensure that the
documents are in good condition.

N

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

3. MAKE COPIES AND SAVE

Ready to fax. Ready to scan your job.

'E:;g;‘;g ;__-f;.: E All Services I;A;r\icea —
9 SaveJo!_:t R;\?;into .
Dialling Options Resolution Sides Scanned @ o ))),»@ e @ e
Speed Dial | | Supemne
Press the Features Select the All Services button OR the Save Job Select the Save Job for Reprint button. If you cannot
button to display the for Reprint tab. see the Save Job for Reprint button, select the More
features selection Service button first.

screen.

Quantity of Copies

Ready to scan your job. Ready to scan your job.

Available Memory: 95% Available Memory: 95%
Public folder 'DEFAULT PUBLIC FOLDER' selected. Select a folder to open where job is to be stored. 1

Save Job for -
Reprint ervices

O Save Only
Copy and
Save

Save Job for 1

Reprint Services

( O Save Only
A Manage
Copy and Folders

Save

Job Name Folder Name Owner

a3 Default Public Folder System

! 2

e numeric keypad Select the New Job Name button. and input a Selectthe Save Only or Copy and Save button. From
to enter the quantity of unique and meaningful name for your saved job. the folder list, select a folder as the destination for
copies to be made. your saved job.

4. START THE JOB MORE INFORMATION

Press the Start button to start your job. For more information, please refer to:

S D S That completes the procedure. - Interactive User Guide CD 2
lololoRie) - Quick Use Guide

OOD ,D - http://www.xerox.com/support
é d). -
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How to send an Internet Fax

1. PREPARATION

s Cancel any selections made by a previous user by pressing the AC (Clear All) button.
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Remove any staples and paper clips from your documents and ensure that the
documents are in good condition.

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

3. ENTER INTERNET FAX OPTIONS

Features Button All Services Button Internet Fax Button

Basic Copying 1

More

Services Close

9 OutpLt 2 Sided Copy Reduce/Enlarge Faper Supply A
Copy E-mail A Fax
€ Collated € 1 > Sided ) 100% ) Auto Paper v
() Uncoliated ()1 52 Sided () Auto% =l 5 a4 |

O Single Staple D 2 32 Sided O AZ = A (T1%) O =l 4 A4 o
(__) Hole Punching ()2 31 Sided () a4 > A3(141%) (@I =R o

/{a Network Scanning lFmarnn«‘ ‘ ( ( @ Reprint Saved Jobs
- “

O Wore O More O IMaore O hlare. ..
Press the Features Select the All Services button OR the Internet Select the Internet Fax button. If you cannot see the
button to display the Fax tab. Internet Fax button, select the More Service button
features selection first.
screen.
E-mail Address
Ready to Internet-fax
When Address List is complete, load documents and press the Start button.
IFnaf:met ssic Settings 2 /E égrvices
XERO! S o- B
— 1 ¥ From Details
& I"L i J O To..
O e Remowe
() Edtsubject A
Subject . Scanned by the Xerox WorkCentre
Select To: in the send field and either input the full
E-mail address OR use the address book to select
a recipient.
4, TRANSMIT THE INTERNET FAX MORE INFORMATION

Press the Start button to start your job.

For more information, please refer to:

S D S That completes the procedure. - Interactive User Guide CD 2
OOD 5 - Quick Use Guide
OOD & - http://www.xerox.com/support
SO -

o
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How to Scan to E-mail

1. PREPARATION

s Cancel any selections made by a previous user by pressing the AC (Clear All) button.
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Remove any staples and paper clips from your documents and ensure that the
documents are in good condition.

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

3. SELECT E-MAIL RECIPIENTS

Basic Copying 1\ Image Fol 4 ) More

Services e

9 OutpLt 2 Sided Copy Reduce/Enlarge Faper Supply ) -
Copy E-mail A Fax
€ Collated € 1 > Sided ) 100% ) Auto Paper v
() Uncoliated ()1 52 Sided () Auto% =l 5 a4 |

O Single Staple D 2 32 Sided O AZ = A (T1%) O =l 4 A4 o
(__) Hole Punching ()2 31 Sided () a4 > A3(141%) (@I =R o

,-—a Metwark Scanning @ Ianrmt @ Reprint Saved Jobs
D ax
O hiore O Mare O Mare O Ilore. .

Press the Features Select the All Services button OR the E-mail tab. Select the E-mail button. If you cannot see the E-mail
button to display the button, select the More Service button first. l

features selection
screen.

E-mail Address

: C Bacic Settings 2% Advanced 2% ootione Al
E-Mail ; > Settings i Opf s [=ige] Services

Send

I (PR () Details
i e\ O
- | ] 0.
X [ iﬁ. 'k © ce.- i
: Q) Bee Remove Al
O Edit Subject o

Subject : Scan from a Xerox WorkCentre

Select To: in the send field and either input the full
E-mail address OR use the address book to select
a recipient.

aD

4. SEND THE E-MAIL MORE INFORMATION

Press the Start button to start your job.

For more information, please refer to:
- Interactive User Guide CD 2

S D S That completes the procedure. _ _
OOD 5 - Quick Use Guide
OOD & - http://www.xerox.com/support
SO -

o




XEROX

5632/5638/5645/5655/5665/5675/5687

How to send a Fax (Server)

1. PREPARATION
s Cancel any selections made by a previous user by pressing the AC (Clear All) button.
'] =
D 5 .
SO I Remove any staples and paper clips from your documents and ensure that the
BOH l documents are in good condition.
GYoYo) e
.
2. LOAD THE DOCUMENTS

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

3. ENTER FAX OPTIONS

Basic Copying 1 43 More

Services Hsz

9 OutpLt 2 Sided Copy Reduce/Enlarge Paper Supply 9 : 2
Copy E-mail i Fax
€ Collated € 1 > Sided ) 100% ) Auto Paper )" =
() Uncoliated ()1 52 Sided () Auto% =l 5 a4 |

O Single Staple D 2 32 Sided O AZ = A (T1%) O =l 4 A4 o
(__) Hole Punching ()2 31 Sided () a4 > A3(141%) (@I =R o

/é. Netwark Scanning @ IFn:orml @ Reprint Saved Jobs
ax

(L) More () More ) more ) More...
Press the Features Select the All Services button OR the Basic Select the Fax button. If you cannot see the Fax button,
button to display the Faxing tab. select the More Service button first.
features selection
screen.

Ready to scan your job.

Basic . o All Services
Faxing . == =)

Resolution Sides Scanned

() standard €)1 Sided

oFme OQ Sided

k.' Oa Send List... (0) O Phone List. .. D 2 Sided/Rotated
—

Use the numeric keypad to enter the recipient’s fax
number OR use the send list to select a previously
stored number.

Dialling Options
C)S Adelto Send List C) Dialling Characters

X [ — ! s N
| ila -

4. TRANSMIT THE FAX MORE INFORMATION

Press the Start button to start your job.

For more information, please refer to:
- Interactive User Guide CD 2

S D S That completes the procedure. _ _
OOD 5 - Quick Use Guide
OOD & - http://www.xerox.com/support
SO =

ot s
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How to Scan a document

1. PREPARATION

s Cancel any selections made by a previous user by pressing the AC (Clear All) button.
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Remove any staples and paper clips from your documents and ensure that the
documents are in good condition.

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

3. STORE THE SCANNED IMAGE

Basic Copying 1\ Image Fol 4 ) More

Services Hsz

9 OutpLt 2 Sided Copy Reduce/Enlarge Faper Supply . —
Copy E-mail i Fax
€ Collated € 1 > Sided ) 100% ) Auto Paper =
() Uncoliated ()1 52 Sided () Auto% =l 5 a4 |

O Single Staple D 2 32 Sided O AZ = A (T1%) O =l 4 A4 o
(__) Hole Punching ()2 31 Sided () a4 > A3(141%) (@I =R o

Netwgrk Scanning @ tmem @ Reprint Saved Jobs
ax
O vare O wore O wiore O vore. &ﬂ((

Press the Features Select the All Services button OR the Network Select the Network Scanning button. If you cannot
button to display the Scanning tab. see the Network Scanning button, select l

features selection the More Service button first.
Scanning Destination

screen.
Network Scanning 1 \ Ba ] - t & =t : /;E al

Services

Template Destinations

- % DEFAULT File (Alternate): Special Orders
= I f 1 _PUBLIC File: Purchase Orders

TOUR FOLDER
@SIHOME
@ Fwright

Jdoe

113

From the Template Destination list, select the
template that contains the destination for your scan
job. The available Network, Scan to Mailbox and Scan
to Home templates are all shown in the Template
Destination list.

4. START THE JOB MORE INFORMATION

Press the Start button to start your job.

For more information, please refer to:
- Interactive User Guide CD 2

S D S That completes the procedure. _ _
OOD 5 - Quick Use Guide
OOD & - http://www.xerox.com/support
SO -

o
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How to send a Fax (Embedded)

1. PREPARATION

s Cancel any selections made by a previous user by pressing the AC (Clear All) button.
(=
OO -

c’;'__)
SO b
BSOS I\‘

00
SO

Remove any staples and paper clips from your documents and ensure that the
documents are in good condition.

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

3. ENTER FAX OPTIONS

Basic Copying 1\ Image Fol 4 ) More

Services Hsz

9 OutpLt 2 Sided Copy Reduce/Enlarge Faper Supply . —
Copy E-mail i Fax
€ Collated € 1 > Sided ) 100% ) Auto Paper )" =
() Uncoliated ()1 52 Sided () Auto% =l 5 a4 |

O Single Staple D 2 32 Sided O AZ = A (T1%) O =l 4 A4 o
(__) Hole Punching ()2 31 Sided () a4 > A3(141%) (@I =R o

/é. Netwark Scanning @ tmem @ Reprint Saved Jobs
ax

O hiore DMore OMore O Wlore...
Press the Features Select the All Services button OR the Basic Select the Fax button. If you cannot see the Fax button,
button to display the Faxing tab. select the More Service button first.
features selection
screen.
-
Ready to fax.
Basic \ Image 2\ Added Fax E All Services
Faxing djustm es
XERO;
3y Dialling Options Resolution
& L"‘ = Send List.. (0} | Dial Characters Standard
Speed Dial I KeypadDial | Suﬂe I
Use the numeric keypad to enter the recipient’s fax
number OR use the send list to select a previously
stored number.
4. TRANSMIT THE FAX MORE INFORMATION

Press the Start button to start your job. For more information, please refer to:

- Interactive User Guide CD 2

S D S That completes the procedure. _ _
OOD 5 - Quick Use Guide
OOD & - http://www.xerox.com/support
SO -

o
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1. PREPARATION
> D =
nggfu g
B0 P!
®®® r\‘”----x

SO

£

Cancel any selections made by a previous user by pressing the AC (Clear All) button.

Remove any staples and paper clips from your documents and ensure that the
documents are in good condition.

Place the documents in the Document Handler in order (1,2,3...) with page 1 face up on
top.

Slide the document guides against the front and rear edges of the documents.

MAKE COPIES

Features Button

->

Ready to fax.

Faxing

OR

Place the document face down on the Document Glass and register it to the rear right
corner.

All Services Button

Basic Copying Button

More
Services

9 Copy E-mail o
QO a O L

Close

Resolution Sides Scanned

Standard I

Dialling Options
o

Send List

Dial Characters

Sld K Network Scanning Internet Reprint Saved Jobs
(. =
Speed Dial Supemne

Press the Features
button to display the
features selection

screen.

XER(

4.

START THE JOB

S D =
OO DQ
cbcibd -

Select the All Services button OR the Basic
Copying tab.

Select the Copy button. If you cannot see the Copy

button, select the More Service button first. l

Quantity of Copies

>
lololo) cfab
OO

b

U/

Use the numeric keypad
to enter the quantity of
copies to be made.

MORE INFORMATION

Press the Start button to start your job. For more information, please refer to:

Interactive User Guide CD 2
Quick Use Guide
http://www.xerox.com/support

That completes the procedure. )
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1. OPEN THE PAPER TRAY

2. LOAD THE PAPER

The Bypass Tray can be adjusted for all stock types and sizes
between A6 and A3.

Paper Trays 1 and 2 are fully adjustable for all stock sizes
between A5 and A3.

Paper Trays 3 and 4 are dedicated to hold either A4 or
8.5"x11".

Paper tray 5 is a high capacity paper source dedicated to hold
either A4 or 8.5"x11".

Paper tray 5 is opened by accessing the door on the left hand
side.

To open paper tray 5 press the button on the top of the tray.

Paper tray 5 automatically lowers.

Do Not load paper above the
Maximum Fill line.

CONFIRM THE PAPER STOCK LOADED

Confirm

I the tray information is OK, touch Confirm

=

® Clear

Change Type and Color

. i P U Change Size
& Transparency

For the Bypass Tray, and Paper
Trays 1 and 2 adjust the
guides to just touch the edge of
the paper stack.

Close the Paper Tray

f the tray information is OK, touch Confirm

® Yyyhite
Change Type and Color

-4 ] U Chamge Size
= Plain Paper

For the Bypass Tray and Paper Trays 1 and 2, select the Confirm
button OR select the Change Size and / or the Change Type and
Colour buttons to reprogramme the tray if the paper size, type or

4. MORE INFORMATION
For more information, please refer to:

- Interactive User Guide CD 2 - Quick Use Guide

- http://www.xerox.com/support
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How to Reprint a saved job

1. RETRIEVE THE SAVED JOB

Ready to fax.

@ - @ - -
a
Dialling Options Resolution Sides Scanned

& Sendlist () | PEICETREEE Stard | Q‘ed /a,g Network Scanning @ Internet ))“» @ Reprint Saved Jobs
Speed Dial T KeyadDial I_Supemﬂe —]
Press the Features Select the All Services button OR the Reprint Select the Reprint Saved Job button. If you cannot
button to display the Saved Jobs tab. see the Reprint Saved Job button, select the More
features selection Services button first.
screen.

Select the Job Select the Folder

Reprint Saved \ Basic Setting > Reprint Saved
Jobs 3 Jobs

Job MName DatelTime Pages Back to Folders] [ Print ] Folder Marme Type Owner Jobs
; F'S
Spreadshest { ( 6 B2 Default Public Folder Public System 15'
o Forms 19/05/07 14:23 4] | Print & Save l £ Travel Public Local User 4]
& Report 05/02/07 10:04 9| C= Money Read Only Administrator 9I

Manage Folders
B9 Stock Private Smith 7'
Py Stationary Private Jones 55'

O,

From the Job Name list, select the job to be reprinted From the Folder Name list, select the folder that
contains the job you want to reprint.

2. AMEND SETTINGS AND PRINT QUANTITY

Basic Settings 'Cb -é é
> OO 5
. Output 2 Sided Printing Paper Supply Print {b. cb é ..D
-

o Job Settings o Job Settings o Job Settings

() Colated () 1 Sided (=l 5 A D
€ ) 2Sided =t 4 M i}

(O treete (:)%Eiedgdﬂotate (ISR D
OMore..
If required, c scc settmg of the saved job Use the numeric keypad
from the Basi to enter the quantity of
reprints to be made.
3. START THE JOB MORE INFORMATION

: For more information, please refer to:
RepiitSaved \ BadioSetigs 7 - Interactive User Guide CD 2

- Quick Use Guide

- http://www.xerox.com/support

Job Name Date/Time Pages Back to Folders Print ]
Q, Forms 19/05/07 14:23 4| ) ))' Prlnt & Save
&) Report 05/02/07 10:04 9| -

Select the Print or Print and Save button to start your
job. That completes the procedure.




