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Introduction

Welcome to your new Xerox machine.

This Quick Reference Guide provides you with an overview of the features and
options that may be available on your machine. To help you familiarise yourself with
your new machine please refer to:

Chapter 2 Product Overview
Chapter 3 Getting Started

Further chapters within this guide offer additional information on the features and
options available.

For additional assistance at the machine press the Help button. If your machine is
connected to the network, use the CentreWare Help system or click on the Help
button in the Print Driver.

NOTE: The graphic representations of the Touch Screen displayed throughout this
Quick Reference Guide are based on a fully configured WorkCentre Pro. The
appearance of the Touch Screens may differ slightly on other configurations.
However, feature descriptions and functionality as described remain the same.
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Additional Resources

System Administration CD (CD1)
Contained in the CD Pack delivered with your machine, the System Administration
CD (CD1) offers detailed information on configuring your machine for network
printing and instructions on installing any of the optional features.
The System Administration CD (CD1) is intended for System/Machine
Administrators.

Training and Information CD (CD2)
For detailed information on any of the features or functions available on your
machine, please refer to the Training and Information CD (CD2), contained in the
CD Pack delivered with your machine.
The Training and Information CD is intended for all users, including Machine
Administrators. It contains comprehensive information about your new product
including interactive how-to’s and tutorials. To ensure maximum productivity is
gained from your machine, please copy the programme contained on the CD onto
your network so that all users have access.

Utilities CD (CD3)
Contained in the CD Pack, the Utilities CD (CD3) contains a utility for upgrading to
new versions of software on the machine.

NOTE: This CD is not required during installation.
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Conventions

Throughout this Guide, you will find that some terms are used interchangeably:
> Paper is synonymous with media.

> Document is synonymous with original.

> CopyCentre/WorkCentre/WorkCentre Pro is synonymous with the machine.

The following pages offer further information about the conventions used within this
Guide.

Orientation

Orientation refers to the direction of images on the page. When the image is upright,
the paper (or other media) can be one of two ways:

Long Edge When observed from the front of the machine, paper or originals with the long edges

FeedP(LEF)'{ to the left and right of the paper tray or document handler.
ortrai

LEF Orientation

1]

Paper feed direction

Short Edge When observed from the front of the machine, paper or originals with the short

Feed (SEF) / edges to the left and right of the paper tray or document handler.
Landscape

SEF Orientation
Jr <)
<

Paper feed direction

Italic typeface
The ltalic typeface is used to emphasise a word or phrase. In addition, references
to other publications are displayed in ltalic typeface. For example:

- For more information refer to the System Administration CD (CD1), contained
in the CD Pack delivered with your machine.
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Bracket text typeface

The [Bracket Text] typeface is used to emphasise the selection of a feature mode
or button. For example:

> Select [Machine Details].

Notes
Notes are statements that provide additional information. For example:

NOTE: Originals must be loaded in the document handler when using this feature.

Hints
Hints help users to perform a task. For example:

HINT: This option is useful for saving toner consumption for images with a dark
background and white text.

Specification note
Offers more in-depth specification information relating to the machine. For example:

Tray 2 holds 500 sheets of 80 g/m2 paper. Weight ranges from 60 - 200 g/mz.
Sizes range from A5 LEF to A3 SEF.

Cautions

Cautions are statements that suggest mechanical damage as a result of an action.
For example:

CAUTION: Use of controls or adjustments or performance of procedures
other than those specified herein may result in hazardous radiation
exposure.

Warnings

Warnings are statements that alert users to the possibility of personal injury. For
example:

WARNING: This product must be connected to a protective earthing circuit.
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Overview of Features at the Machine

Using the powerful features available on your machine you can:

Scan Once and Print Many

When making copies your machine only has to scan a document once regardless
of the number of copies needed. This reduces the risk of jams and damage to
originals.

Perform Different Tasks Simultaneously

Your machine performs different tasks simultaneously. A job can be added to the
job queue by scanning it, even while the machine is printing another job.

Make Copies Look Like Originals

Your machine allows the reproduction of high quality images, especially
photographs, graphics, text, or a combination. Compare your output to that from
other copiers and see the difference.

Customise Image Size and Placement

You can manipulate the appearance of the image on the output stock.
- Shift the image to create margins for binding.
- Automatically reduce, enlarge, or centre your images.
- Print multiple reduced images on a single page.

Use Digital Features to Simplify your Work Process
Use the Build Job feature to divide a copy or embedded fax job into different
segments and apply different settings to each of the segments. This allows you to:

- Combine originals from the document glass and the document handler into a
single job.
- Create a single job, using different programming features for each original.

- Feed more than the maximum number of originals through the document
handler without reprogramming.

Use the Transparency feature to produce transparencies with transparency
separators in one step.

Use the Booklet Creation feature to automatically reduce or enlarge and sequence
the images when making booklets.

Use the Covers feature to automatically add covers to your documents.

Use the Mixed Size Originals feature to copy mixed size originals simultaneously.
Produces copies on uniform size paper or mixed size paper.
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Use the Annotation feature to add a comment, page humber or date to your copy
output.

Be Environmentally Friendly

This product complies with a variety of international standards for environmental
protection and is compatible with most recycled paper.

Scan Documents to Create Electronic Files (Optional)
This feature, available on the WorkCentre Pro, allows you to create electronic files
from your originals which can be:

- Filed on the server.

- Transferred over the network to your desktop.

- Distributed through an e-mail system.

- Automatically placed into a Document Management Application.

- Converted into an electronic digital document which can be edited, managed,
shared and distributed, using a wide variety of software applications.

Fax Documents (Optional)

The optional Embedded Fax service is a walk up feature that enables you to
transmit and receive hard copy faxes using a telephone network.

The optional Server Fax service is a walk up feature available only on the
WorkCentre Pro. When enabled you will be able to scan your documents and send
them to any type of fax machine that is connected to a telephone network, via your
fax server.

NOTE: Both Embedded and Server Fax can be installed on the WorkCentre Pro at
the same time, however only one service can be enabled for use.

The optional Internet Fax service, available only on the WorkCentre Pro, allows
users to transmit and receive documents as an e-mail attachment. This type of fax
travels over the internet or intranet.
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Overview of Features at the Workstation

If your machine is connected to a network you can use the following features.
Contact your System Administrator to get connected.

CentreWare Print Drivers
The Print Driver extends the productivity power of your machine to your desktop.
Options include:

 1-sided or 2-sided

Collated and stapled sets, depending on the finisher options available on the
machine

» Resolutions up to 1200x1200 dpi
» Adding standard or customised watermarks
¢ Printing multiple images on one page

CentreWare Tools

The CentreWare software suite also offers optional User Management Tools.

CentreWare Internet Services

A ‘built in” web Home Page which allows print-ready files to be sent via the World
Wide Web. This feature is accessed via Internet Services.

FreeFlow™ SMARTsend™

The FreeFlow™ SMARTsend™ or FreeFlow™ SMARTsend™ Professional offer
optional Network Scanning tools.
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Safety

Introduction

To ensure you operate the equipment safely please read these safety notes
carefully before using this product

Your Xerox product and recommended supplies have been designed and tested to
meet strict safety requirements. These include safety agency approval, and
compliance to established environmental standards. Please read the following
instructions carefully before operating the product and refer to them as needed to
ensure the continued safe operation of your product.

The safety and environment testing and performance of this product have been
verified using Xerox materials only.

WARNING:Any unauthorised alteration, which may include the addition of
new functions or connection of external devices, may impact the product
certification. Please contact your authorised local dealer for more
information

Warning Markings

All warning instructions marked on or supplied with the product should be followed.

A This WARNING alerts users to areas of the product where there is the possibility of
personal injury

This WARNING alerts users to areas of the product where there are heated
& surfaces, which should not be touched.
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Electrical Supply

This product should be operated from the type of electrical supply indicted on the
data plate label located on the rear cover. If you are not sure that your electrical
supply meets the requirements, please consult your local power company for

advice.

WARNING:This product must be connected to a protective earth circuit.

This product is supplied with a plug that has a protective earth pin. This plug will fit
only into an earthed electrical outlet. This is a safety feature. To avoid risk of electric
shock, contact your electrician to replace the electrical outlet if you are unable to
insert the plug into it. Never use an earthed adapter plug to connect the product to
an electrical outlet that lacks an earth connection terminal.

Operator Accessible Areas

This equipment has been designed to provide operator access to safe areas only.
Operator access to hazardous areas is restricted using covers or guards, which
require a tool to enable removal. Never remove these covers or guards.

Maintenance

Any operator maintenance procedures will be described in the customer
documentation supplied with the product. Do not to carry out any maintenance on
this product, which is not described in the customer documentation.

Cleaning Your Product

Before cleaning this product, unplug the product from the electrical outlet. Always
use materials specifically designated for this product, the use of other materials may
result in poor performance and may create a hazardous situation. Do not use
aerosol cleaners, they may be explosive and flammable under certain
circumstances.
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WARNING - Electrical Safety Information

> Use only the power cord supplied with this equipment.

> Plug the power cord directly into a grounded electrical outlet. Do not use an
extension cord. If you do not know whether or not an outlet is grounded, consult
a qualified electrician.

> This equipment is to be used on an appropriate branch circuit/electrical outlet. If
this machine needs to be moved to a different location, contact a Xerox service
representative or your authorised local representative or service support
organisation.

> Improper connection of the equipment-grounding conductor can result in
electrical shock.

> Do not place this equipment where people might step on or trip on the power
cord.

Do not place objects on the power cord.

Do not override or disable electrical or mechanical interlocks.

Do not obstruct the ventilation openings.

Never push objects of any kind into slots or openings on this equipment.

If any of the following conditions occur, switch off the power to the machine
immediately and disconnect the power cord from the electrical outlet. Call an
authorised local service representative to correct the problem.

- The equipment emits unusual noise or odors.

- The power cord is damaged or frayed.

- A wall panel circuit breaker, fuse, or other safety device has been tripped.
- Liquid is spilled into the copier/printer.

- The equipment is exposed to water.

- Any part of the equipment is damaged.

YV V YV V V

Disconnect Device

The power cable is the disconnect device for this equipment. It is attached to the
back of the machine as a plug-in device. To remove all electrical power from the
equipment, disconnect the power cable from the electrical outlet.
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Laser Safety Information

A

CAUTION: Use of controls, adjustments or performance of procedure other
than those specified herein may result in hazardous light exposure.

With specific regard to laser safety, the equipment complies with performance
standards for laser product set by government, national and international agencies
as a Class 1 laser product. It does not emit hazardous light, as the beam is totally
enclosed during all phases of customer operation and maintenance.

Operational Safety Information

To ensure the continued safe operation of your Xerox equipment, follow these
safety guidelines at all times.

Do These:

> Always connect equipment to a correctly grounded power outlet. If in doubt,
have the outlet checked by a qualified electrician.

> This equipment must be connected to a protective earth circuit.

> This equipment is supplied with a plug that has a protective earth pin. This plug
will fit only into an earthed electrical outlet. This is a safety feature. To avoid risk
of electric shock, contact your electrician to replace the electrical outlet if you are
unable to insert the plug into it. Never use a plug that lacks an earth connection
terminal to connect the product to an electrical outlet.

> Always follow all warnings and instructions that are marked on or supplied with
the equipment.

> Always exercise care when moving or relocating equipment. Please contact your
local Xerox Service Department, or your local support organisation to arrange
relocation of the product to a location outside of your building.

> Always locate the equipment in an area that has adequate ventilation, and the
room for servicing. See Install guide for minimum dimensions.

> Always use materials and supplies specifically designed for your Xerox
equipment. Use of unsuitable materials may result in poor performance.

> Always unplug this equipment from the electrical outlet before cleaning.

Do Not Do These:

> Never use a plug that lacks an earth connection terminal to connect the product
to an electrical outlet.

> Never attempt any maintenance function that is not specifically described in this
documentation.
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> This equipment should not be placed in a built-in installation unless proper
ventilation is provided, please contact your authorised local dealer for further
information.

> Never remove covers or guards that are fastened with screws. There are no
operator serviceable areas within these covers.

Never locate the equipment near a radiator or any other heat source.
Never push objects of any kind into the ventilation openings.
Never override or "cheat" any of the electrical or mechanical interlock devices.

Never operate the equipment if you notice unusual noises or odors. Disconnect
the power cord from the electrical outlet and contact your local Xerox Service
Representative or Service Provider immediately.

YV V V V

Maintenance Information

Do not attempt any maintenance procedure that is not specifically described in the
documentation that is supplied with your copier/printer.

> Do not use aerosol cleaners. The use of cleaners that are not approved may
cause poor performance of the equipment, and could create a dangerous
condition.

> Use supplies and cleaning materials only as directed in this manual. Keep all of
these materials out of the reach of children.

> Do not remove covers or guards that are fastened with screws. There are no
parts behind these covers that you can maintain or service.

> Do not perform any maintenance procedures unless you have been trained to do
them by an authorised local dealer or unless a procedure is specifically
described in the user manuals.

Ozone Safety Information

This product will produce ozone during normal operation. The ozone produced is
heavier than air and is dependent on copy volume. Providing the correct
environmental parameters as specified in the Xerox installation procedure will
ensure that the concentration levels meet safe limits.

If you need additional information about ozone, please request the Xerox
publication Ozone by calling 1-800-828-6571 in the United States and Canada. In
other markets please contact your authorised local dealer or Service Provider.
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For Consumables

Store all consumables in accordance with the instructions given on the package or
container.

> Keep all consumables away from the reach of children.
> Never throw toner, toner cartridges or toner containers into an open flame.

Radio Frequency Emissions

United States, Canada, Europe:

NOTE: This equipment has been tested and found to comply with the limits for a
Class B digital device, pursuant to part 15 of the FCC Rules. These limits are
designed to provide reasonable protection against harmful interference in a
residential installation. This equipment generates, uses and can radiate radio
frequency energy and, if not installed and used in accordance with the instructions,
may cause harmful interference to radio communications. However, there is no
guarantee that interference will not occur in a particular installation. If this
equipment does cause harmful interference to radio or television reception, which
can be determined by turning the equipment off and on, the user is encouraged to
try to correct the interference by one or more of the following measures:

- Reorient or relocate the receiving antenna.

- Increase the separation between the equipment and receiver.

- Connect the equipment into an outlet on a circuit different from that to which
the receiver is connected.

- Consult the dealer or an experienced radio/TV technician for help.

Shielded interface cables must be used with this equipment to maintain compliance
with FCC regulations in the United States.

Product Safety Certification
This product is certified by the following Agency using the Safety standards listed.
Agency Standard
Underwriters Laboratories Inc UL60950-1 1st (2003) (USA/Canada)
IEC60950-1 Edition 1 (2001)
This product has been manufactured under a registered ISO9001 Quality system.
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Regulatory Information

CE Mark

January 1,
1995:

January 1,
1996:

March 9, 1999

A

The CE mark applied to this product symbolizes Xerox's declaration of conformity
with the following applicable Directives of the European Union as of the dates
indicated:

Council Directive 73/23/EEC amended by Council Directive 93/68/EEC,
approximation of the laws of the member states related to low voltage equipment.

Council Directive 89/336/EEC, approximation of the laws of the member states
related to electromagnetic compatibility.

Council Directive 99/5/EC on radio equipment and telecommunications terminal
equipment and the mutual recognition of their conformity.

A full declaration of conformity, defining the relevant directives and referenced
standards, can be obtained from your authorised local dealer.

WARNING:In order to allow this equipment to operate in proximity to
Industrial Scientific and Medical (ISM) equipment, the external radiation from
the ISM equipment may have to be limited or special mitigation measures
taken.

WARNING:Shielded interface cables must be used with this product to
maintain compliance with Council Directive 89/336/EEC.
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Europe

Radio Equipment & Telecommunications Terminal
Equipment Directive

This Xerox product has been self-certified by Xerox for pan-European single
terminal connection to the analogue public switched telephone network (PSTN) in
accordance with Directive 1999/5/EC. The product has been designed to work with
the national PSTNs and compatible PBXs of the following countries:

Austria Germany Luxembourg Sweden
Belgium Greece Netherlands Switzerland
Denmark Iceland Norway United Kingdom
France Ireland Portugal Finland

Italy Spain Poland Hungary
Slovakia Slovenia Latvia Lithuania
Estonia Cyprus Malta Czech Republic

In the event of a problem you should contact your local authorised local dealer in
the first instance. This product has been tested to and is compliant with TBR21, a
specification for terminal equipment for use on analogue-switched telephone
networks in the European Economic Area. The product may be configured to be
compatible with other country networks. Please contact your authorised local dealer
if it needs to be reconnected to another country's network. There are no user-
adjustable settings in the product.
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Environmental Compliance

USA

o

Canada

Energy Star

As an ENERGY STAR partner, Xerox Corporation has determined that (the basic
configuration of) this product meets the ENERGY STAR guidelines for energy
efficiency.

The ENERGY STAR and ENERGY STAR MARK are registered United States
trademarks.

The ENERGY STAR Office Equipment Program is a team effort between U.S.,
European Union and Japanese governments and the office equipment industry to
promote energy-efficient copiers, printers, fax, multifunction machine, personal
computers, and monitors. Reducing product energy consumption helps combat
smog, acid rain and long-term changes to the climate by decreasing the emissions
that result from generating electricity.

Xerox ENERGY STAR equipment is preset at the factory to enter a “low power"
state and/or shut off completely after a specified period of use. These energy-saving
features can reduce product energy consumption in half when compared to
conventional equipment.

Environmental Choice

Terra Choice Environmental Serviced, Inc. of Canada has verified that this product
conforms to all applicable Environmental Choice EcoLogo requirements for
minimized impact to the environment.

As a participant in the Environmental Choice program, Xerox Corporation has
determined that this product meets the Environmental Choice guidelines for energy
efficiency.

Environment Canada established the Environmental Choice program in 1988 to
help consumers identify environmentally responsible products and services.
Copier, printer, digital press and fax products must meet energy efficiency and
emissions criteria, and exhibit compatibility with recycled supplies. Currently,
Environmental Choice has more than 1600 approved products and 140 licensees.
Xerox has been a leader in offering EcoLogo approved products.
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Product Recycling and Disposal

If you are managing the disposal of your Xerox product, please note that the product
contains lead, mercury and other materials whose disposal may be regulated due
to environmental considerations in certain countries or states. The presence of lead
and mercury is fully consistent with global regulations applicable at the time that the
product was placed on the market.

European Union

Application of this symbol on your equipment is confirmation that you must dispose
of this equipment in compliance with agreed national procedures.

In accordance with European legislation end of life electrical and electronic
equipment subject to disposal, must be managed within agreed procedures.

Prior to disposal please contact your local dealer or Xerox representative for end of
life take back information.

North America

Xerox operates an equipment take back and reuse/recycle program. Contact your
Xerox sales representative (1-800-ASK-XEROX) to determine whether this Xerox
product is part of the programme. For more information about Xerox environmental
programmes, visit www.xerox.com/environment or for recycling and disposal
information, contact your local authorities. In the United States, you may also refer
to the Electronic Industries Alliance web site: www.eiae.org.

Other Countries

Please contact your local waste authorities and request disposal guidance.
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Introduction

Your new machine is not simply a conventional copier, it is a digital device capable
of copying, faxing, printing and scanning, dependent on your model and
configuration.

There are three models available:

> CopyCentre - A stand-alone digital device capable of copying and faxing
(optional). The copying function provides all the features available on
conventional copiers, with the added advantages of digital copier technology. A
fax kit can also be purchased to enable faxing.

> WorkCentre - A multi-functional digital device capable of copying, printing and
faxing (optional).

> WorkCentre Pro - An advanced multi-functional device offering a high
specification of features and functions. This model is capable of copying,
printing, faxing (optional) and scanning (optional).

Each model has six configurations available which provide either 32, 38, 45, 55, 65

or 75 copies/prints a minute.

All configurations are fully upgradable so as to meet any future requirements you
may have. Please contact your local Xerox representative for further information.

For further assistance in identifying your model, configuration and the additional
options available please refer to the relevant pages.

NOTE: All features and functions described within this Quick Reference Guide
relate to a fully configured WorkCentre Pro and may not be available on your
machine. If you require further information on any of the optional components, or
information on any of the other machine configurations please contact your local
Xerox representative.
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CopyCentre

Document Handler
Control Panel

(Touch Screen and Document Glass
Numeric Keypad)
L (under the Document
Handler)
=

L =
Bypass Tray ﬁ; Offset Catch
Tray

(folds up when not
in use)

= High Capacity Feeder

7/_ (Paper Trays 3 & 4)

S——

Paper Trays 1 & 2

CopyCentre Options
The following options are available for the CopyCentre:

NOTE: To identify which options are compatible with your machine configuration,
please refer to “Option Compatibility” on page 2-5.

Document A flat hinged cover for the document glass. Fitted instead of the document handler.
Glass Cover

Document Feeds up to 75 single or double sided documents. Documents from A5 to A3 can
Handler pe fed. Fitted instead of the document cover.

High Capacity Holds paper trays 3 and 4. Both trays have a larger capacity than trays 1 and 2,
Feeder therefore reducing the number of times you need to replace paper in the machine.

Offset Catch Delivers output either face up or face down, collated or uncollated. Each set or stack
Tray will be offset from the previous to enable easy separation. Fitted instead of a
finisher.

Finisher There are 4 finisher types available:

- Basic Office Finisher

- Office Finisher

- Advanced Office Finisher
- Professional Finisher
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Hole Punch

Convenience
Stapler

Envelope Tray

Basic Fax Kit
(Embedded)

Extended Fax
Kit
(Embedded)

Foreign
Interface
Device

256MB
Electronic Pre-
Collation
(EPC) Memory

To identify your finisher type and for more information about each finisher, refer to
“Finishing Devices” on page 2-13.

Your chosen finisher is fitted instead of the Offset Catch Tray.

This option is available if your machine is equipped with any of the three finishers
fitted with a Hole Punch. The kits available are 2 Hole, 4 Hole or Swedish 4 Hole.
Each sheet is punched individually, so there is no limit to the number of sheets in
the set. Additional Hole Punch kits can be purchased as an option, although only
one kit can be fitted at one time.

Up to 50 sheets of SOg/m2 paper can be stapled manually using the Convenience
Stapler. The staple cartridge holds 5000 staples.

NOTE: The Convenience Shelf must be fitted to your machine before the
Convenience Stapler can be installed.

This tray is inserted inside paper tray 2 to enable envelope printing. Up to 55 C10
envelopes can be loaded in the tray.

This kit enables a single telephone line connection. Basic Fax, also referred to as
Embedded Fax, will scan your documents and send them to most types of fax
machine connected to a telephone network. The images are sent from your
machine directly to the fax number entered. This type of fax uses normal telephone
lines to transmit data and standard telephone rates will apply.

Enables two telephone lines to be attached to the machine. This provides all the
features of the Basic Fax kit plus the capability to send and receive faxes same time.

Enables the attachment of a third party access and accounting device, such as a
card swipe or coin operated unit.

Additional temporary storage area for scanned information.
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Option Compatibility

CopyCentre

Option 32 38 45 55 65 75
Document Glass Cover ® ° ) - - -
Document Handler o o 0] [ [ )
High Capacity Feeder o (@] o (@] ) )
Offset Catch Tray o o) o o o o
Basic Office Finisher o o O -
Office Finisher o o) o o o o
Advanced Office Finisher - - - - o} O
Professional Finisher o o) o o o (@]
2 Hole Punch Kit o o o (@] O (@)
4 Hole Punch Kit o o) o o o @]
Swedish 4 Hole Punch Kit o o O o O O
Convenience Stapler & Shelf o o) o o o @]
Envelope Tray o o o (@) - -
Basic Fax Kit o o) o o o @]
Extended Fax Kit o o o (@] O O
Foreign Interface Device o o) o o o @]
Additional 256MB Electronic o o o (@] ) )
Pre-Collation (EPC) Memory

Key: ® Standard O Optional - Not Available
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WorkCentre

Control Panel Document Handler Document Glass

(Touch Screen and

. (under the Document
Numeric Keypad)

Handler)

Convenience
Stapler

Convenlence/
Shelf /Q

Bypass Tray —

(Folds up when e

=
not in use) /
[ e ¥
—
-—y—

Paper Trays 1 & 2

Advanced Office
Finisher

High Capacity
Feeder

(Paper Trays 3 & 4)

WorkCentre Options

The following options are available for the WorkCentre:

NOTE: To identify which options are compatible with your machine configuration,
please refer to “Option Compatibility” on page 2-8.

Document A flat hinged cover for the document glass. Fitted instead of the document handler.
Glass Cover

Document Feeds up to 75 single or double sided documents. Documents from A5 to A3 can
Handler pe fed. Fitted instead of the document cover.

High Capacity Holds paper trays 3 and 4. Both trays have a larger capacity than trays 1 and 2,
Feeder therefore reducing the number of times you need to replace paper in the machine.

Offset Catch Delivers output either face up or face down, collated or uncollated. Each set or stack
Tray will be offset from the previous to enable easy separation. Fitted instead of a
finisher.

Finisher There are 4 finisher types available:

- Basic Office Finisher
- Office Finisher
- Advanced Office Finisher
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- Professional Finisher

To identify your finisher type and for more information about each finisher, refer to
“Finishing Devices” on page 2-13.

Your chosen finisher is fitted instead of the Offset Catch Tray.

Hole Punch This option is available if your machine is equipped with any of the three finishers
fitted with a Hole Punch. The kits available are 2 Hole, 4 Hole or Swedish 4 Hole.
Each sheet is punched individually, so there is no limit to the number of sheets in
the set. Additional Hole Punch kits can be purchased as an option, although only
one kit can be fitted at one time.

Convenience Up to 50 sheets of 80g/m? paper can be stapled manually using the Convenience
Stapler Stapler. The staple cartridge holds 5000 staples.

NOTE: The Convenience Shelf must be fitted to your machine before the
Convenience Stapler can be installed.

Envelope Tray This tray is inserted inside paper tray 2 to enable envelope printing. Up to 55 C10
envelopes can be loaded in the tray.

Basic Fax Kit This kit enables a single telephone line connection. Basic Fax, also referred to as
(Embedded) Embedded Fax, will scan your documents and send them to most types of fax
machine connected to a telephone network. The images are sent from your
machine directly to the fax number entered. This type of fax uses normal telephone
lines to transmit data and standard telephone rates will apply.

Extended Fax Enables two telephone lines to be attached to the machine. This provides all the

Kit features of the Basic Fax kit plus the capability to send and receive faxes same time.
(Embedded)

Foreign Enables the attachment of a third party access and accounting device, such as a

Interface card swipe or coin operated unit.
Device

Xerox A tool which can be used by administrators to track the number of Copy, Print,
Standard Network Scanning, Server Fax and Embedded Fax jobs for each user, provided
Accounting  these services are installed on the machine. Usage limits can be applied to users
and the administrator can print a report which contains all Xerox Standard
Accounting data.

Image A security feature which provides On Demand Image Overwrite and Immediate
Overwrite |mage Overwrite. Both features offer the ability to overwrite the machine’s hard disk
Security 4 protect classified or private information.

256MB Additional temporary storage area for scanned information.
Electronic Pre-
Collation
(EPC) Memory
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Option Compatibility

WorkCentre

Option 32 38 45 55 65 75
Document Glass Cover ® ° ) - - -
Document Handler o o 0] [ [ )
High Capacity Feeder o (@] (@] ) ) )
Offset Catch Tray o o) o) o o o
Basic Office Finisher o o O -
Office Finisher o o) o o o o
Advanced Office Finisher - - - - o} O
Professional Finisher o o) o o o (@]
2 Hole Punch Kit o o (@] (@] O (@)
4 Hole Punch Kit o o) o o o @]
Swedish 4 Hole Punch Kit o o o o O O
Convenience Stapler o o) o) o o @]
Convenience Shelf ® ° ) ° ° )
Envelope Tray o o) 0] 0] - -
Basic Fax Kit o o o (@] O O
Extended Fax Kit o o) o o o @]
E-mail o o o o (@] (@]
Xerox Standard Accounting ® ® ° ° ) )
Foreign Interface Device O ®) o o (@] (@)
Image Overwrite Security o o) o) o o @]
Additional 256MB Electronic o o o (@] ) )
Pre-Collation (EPC) Memory

Key: ® Standard O Optional - Not Available
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WorkCentre Pro

Document Glass
Control Panel Document Handler

(under the Document

(Touch Screen and
Handler)

Numeric Keypad)

Convenience

Shelf \

—
Professional
Finisher
Bypass Tray
(Folds up when
not in use)
High Capacity Feeder Booklet Maker
Paper Trays 1 & 2 Tray

(Paper Trays 3 & 4)

WorkCentre Pro Options

The following options are available for the WorkCentre Pro:

NOTE: To identify which options are compatible with your machine configuration,
please refer to “Option Compatibility” on page 2-12.

Document Feeds up to 75 single or double sided documents. Documents from A5 to A3 can
Handler pe fed. Fitted instead of the document cover.

High Capacity Holds paper trays 3 and 4. Both trays have a larger capacity than trays 1 and 2,
Feeder therefore reducing the number of times you need to replace paper in the machine.

Offset Catch Delivers output either face up or face down, collated or uncollated. Each set or stack
Tray will be offset from the previous to enable easy separation. Fitted instead of a
finisher.

Finisher There are 4 finisher types available:

- Basic Office Finisher
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Hole Punch

Convenience
Stapler

Envelope Tray

Basic Fax Kit
(Embedded)

Extended Fax
Kit
(Embedded)

LAN Fax

Server Fax

Internet Fax

E-mail

Network
Scanning

Network
Accounting

- Office Finisher
- Advanced Office Finisher
- Professional Finisher

To identify your finisher type and for more information about each finisher, refer to
“Finishing Devices” on page 2-13.

Your chosen finisher is fitted instead of the Offset Catch Tray.

This option is available if your machine is equipped with any of the three finishers
fitted with a Hole Punch. The kits available are 2 Hole, 4 Hole or Swedish 4 Hole.
Each sheet is punched individually, so there is no limit to the number of sheets in
the set. Additional Hole Punch kits can be purchased as an option, although only
one kit can be fitted at one time.

Up to 50 sheets of 80g/m2 paper can be stapled manually using the Convenience
Stapler. The staple cartridge holds 5000 staples.

NOTE: The Convenience Shelf must be fitted to your machine before the
Convenience Stapler can be installed.

This tray is inserted inside paper tray 2 to enable envelope printing. Up to 55 C10
envelopes can be loaded in the tray.

This kit enables a single telephone line connection. Basic Fax, also referred to as
Embedded Fax, will scan your documents and send them to most types of fax
machine connected to a telephone network. The images are sent from your
machine directly to the fax number entered.

Enables two telephone lines to be attached to the machine. This provides all the
features of the Basic Fax kit plus the capability to send and receive faxes same time.

Enables a document to be sent to a fax machine that is connected to a telephone
network. The images are sent from the PC directly to the fax number entered.

Enables users to send and receive hard copy faxes via a fax server. The images are
sent from your machine to a third party fax server, which relays them to the fax
number entered.

Allows users to send or receive faxes over the internet or intranet.

Allows an image to be scanned and sent to any valid e-mail address. The scanned
image is sent as an e-mail attachment to the specified recipient(s).

Used to scan an original document and convert it into an electronic file. The file can
be distributed and archived in a variety of ways. The final destination of the
electronic file will depend on the scan path chosen by the user.

Enables the tracking of machine usage for Print, Copy and Scan jobs from multiple
machines over the network.
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Xerox
Standard
Accounting

Foreign
Interface
Device

Image
Overwrite
Security

USB (Universal
Serial Bus)
Printing

256MB
Electronic Pre-
Collation
(EPC) Memory

A tool which can be used by administrators to track the number of Copy, Print,
Network Scanning, Server Fax and Embedded Fax jobs for each user, provided
these services are installed on the machine. Usage limits can be applied to users

and the administrator can print a report which contains all Xerox Standard

Accounting data.

Enables the attachment of a third party access and accounting device, such as a

card swipe or coin operated unit.

A security feature which provides On Demand Image Overwrite and Immediate
Image Overwrite. Both features offer the ability to overwrite the machine’s hard disk

to protect classified or private information.

Used for printing directly from a PC connected via a USB cable.

Additional temporary storage area for scanned information.
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Option Compatibility

WorkCentre Pro

Option 32 38 45 55 65 75
Document Glass Cover - - - - - -
Document Handler ® ° ° [ ) [
High Capacity Feeder ® ) ) ) ) )
Offset Catch Tray o o) o) o o o
Basic Office Finisher o o O -
Office Finisher o o) o o o o
Advanced Office Finisher - - - - o} O
Professional Finisher o o) o) o o o
2 Hole Punch Kit o o o (@] O O
4 Hole Punch Kit o o) o o o @]
Swedish 4 Hole Punch Kit o O o o O O
Convenience Stapler o o) o) o o @]
Convenience Shelf ® ® ) ° ° )
Envelope Tray o o) 0] 0] - -
Basic Fax Kit o o o o O O
Extended Fax Kit o o) o o o @]
LAN Fax O ®) ) ) o o
Server Fax o o 0 0 o o
Internet Fax O ®) ) ) o o
E-mail o o) o o o @]
Network Scanning o o o o (@] (@]
Network Accounting o o) o) o o @]
Xerox Standard Accounting ® ® ) ° ) )
Foreign Interface Device o o) o) o o @]
Image Overwrite Security o O o o O O
USB Printing o o) o) o o @]
Additional 256MB Electronic o o o (@] ) )
Pre-Collation (EPC) Memory

Key: @ Standard O Optional - Not Available

Page 2-12 Quick Reference Guide



Finishing Devices
Top Tray Top Tray
Stacker Tray Stacker Tray
| L
|
il ful |
e
— \
r
L
Basic Office Finisher Office Finisher
Top Tray Top Tray
Stacker Trays Stacker Tray
e, \
o
'h-h,_i‘;"

= |

= i

- |

| Booklet Maker Tray
Advanced Office Finisher Professional Finisher
(with Booklet Maker)
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Basic Office Holds up to 250 sheets of paper in the Top Tray, and up to 1000 sheets in the
Finisher Stacker Tray.

The Stacker can collate, stack and staple your output, depending on the features
selected.

The staple cartridge for the Basic Office Finisher contains 3000 staples.
NOTE: Double Staple is not available with the Basic Office Finisher.

Office Finisher Holds up to 250 sheets of paper in the Top Tray, and up to 2000 sheets in the
Stacker Tray.

The stacker can collate, stack, staple and hole punch your output depending on the
features selected.

The staple cartridge for the Office Finisher contains 5000 staples.

~ Advanced Holds up to 250 sheets of paper in the Top Tray, and up to 1500 sheets in each of
Office Finisher the 2 Stacker Trays.

The Advanced Office Finisher can collate, stack, staple and hole punch your output
depending on the features selected.

The staple cartridge for the Advanced Office Finisher contains 5000 staples.

Professional Holds up to 250 sheets of paper in the Top Tray, and up to 1500 sheets in the
Finisher Stacker Tray.

The stacker can collate, stack, staple and hole punch your output depending on the
features selected.

The Professional Finisher also incorporates a Booklet Maker which can fold and
staple your output. The Booklet Maker stapler requires 2 staple cartridges, each
containing 2000 staples. The finisher stapler has 1 staple cartridge containing 5000
staples.
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3 Getting Started

» Control Panel OVerview ..........ccccooeveeeeieeeeennne,
> Power Onor Off ...,
> Loading Paper .......ccoooovvveiiiiieeeee e
» Making COpPIES ......cuivieiieiiiiii e
» Sending an Embedded Fax ...............ccceeee,
» Sending a Server Fax ......o.oocveveeviiiieviiineeeen,

» Sending an Internet Fax ........cccccoeeiveviiiineenn,

» Scanning a Document to a File

» Sendingan E-mail ........cccoooeeeiiiiiie,
» Printing froma PC ........ccoooeiiiiii,
» Sending a LAN FaX......ccoooeeviiiiiiiiiinicciee e,
» Printing with Internet Services ...........c..........
» Logging On/ Logging Off...........cccoeviiviinnnnnnn.
» Customising your Machine................cccevvuenn.

> Further ASSIStanCe ........ovvveeieee e,
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Control Panel Overview

NOTE: The Touch Screen displayed is for a fully configured WorkCentre Pro.

> Access

Accesses Tools, used to adjust the defaults of

Touch Screen the machine.

Displays and selects all the available programming
features, plus fault clearance procedures and general
machine information. AC Clear All

Resets all the features to their default settings.

7 Help
Accesses additional information.

—= Interrupt

Temporarily stops the current job to allow a
priority job to be run.

¢ Language
Changes text to an alternative @ Pause
language. Temporarily stops the current job.

@D furto Paper
Clmimn
Charas (sl (Jwsmi
(e TYEVE N b R Y-

Features
Displays the job features on the

screen. “ Asterisk C clear # Hash
Job Status Use to start a DTMF  / Deletes numeric Indicates the dialling
Displays job progress (Dual Tone Multi- values or the last digit character or designates
information. frequency) entered. a group dial number.
operation. Also used when entering
= . a password.

Machine Status P

Displays the current status of the )/ Dial Pause

machine. Enters a pause in a

& Power Saver Indicator telephone number

Indicates when the machine isin ~ When transmitting a
Power Saver Mode. fax.
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Power On or Off

1

To power ON:

> Press the [Power] switch. The
entire powering on process (to
power on all installed options) takes
less than 165 seconds.

NOTE: Certain functions of the
machine e.g. copying and scanning
will be available before others.

To power OFF:

> Press the [Power] switch. A

confirmation screen will appear e O“M"M OM’*‘"*'"‘ .

requesting a power down oo O o s o

option Qe = - ’
p . _JMore... C_JHore... _DMore... L I More...

> If [Power Down] is selected the Power Down Confirmation screen displays a
warning that data may be lost if the machine is powered down.

NOTE: Confirmation of this screen will result in the deletion of any jobs currently in
the queue.

> Touch the [Confirm] button to power off the machine.

NOTE: The machine remains on for approximately 45 seconds before the power is
terminated.

> If [Enter Power Saver Mode] is selected, the machine will immediately enter
the Power Saver Mode appropriate to its configuration. If there are any jobs in
the queue, a second pop-up screen displays.

NOTE: To re-activate the machine when in this mode, touch a button on the Touch
Screen or control panel.

> If [Quick Restart] is selected and confirmed the machine will restart. A pop-up
screen will appear warning that any jobs in the queue will be deleted.

NOTE: Any copy jobs in the queue will be deleted, print jobs in the queue are
recovered.

> If [Cancel] is selected the power down options will be cancelled and the
machine will be available for use.
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Loading Paper

1

> Open the required paper tray.

NOTE: Paper trays 1 and 2 are fully
adjustable for all stock sizes between
A5 and A3. Paper trays 3 and 4 are
dedicated paper trays which can be
adjusted to hold either A4 or 8.5" x
11" long edge feed paper only.

> Load paper. Paper must not be
loaded above the fill line.

> Close the tray.

NOTE: For paper trays 1 and 2,
ensure the guides are just touching
the paper, otherwise the size
automatically detected may be
incorrect.

> Select [Confirm] OR select
[Change Size] and/or [Change
Type and Colour] to
reprogramme the tray if the paper
size, type or colour has changed.

NOTE: Ensure the Size, Type and
Colour are all correct. For standard
copy paper the following should
apply:

Size - A4

Type - Plain paper

Colour - White

NOTE: Some machine configurations do not support envelope printing,
please refer to the Product Overview chapter for more information.
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Making Copies

1

> Load the documents
either in the document
handler or on the
document glass.

NOTE: Documents are
only scanned once.

Ruady 1o scan your job,

Cazas () (Jwsmi

() Hale Punch D25 15ked  (JAd5A3 (%) (Jm 1m0

> Access the Basic Copy screen - if
necessary select the [Features]

button on the control panel.

> Select the required features on the
Touch Screen.

> Select the number of copies Ourpan PSdodCopy Moo/ Enlugs  Paper Sy
required. S R i
7] (1wl @
> Press [Start]. Simime it Sunien Seine
C DMore... C D Hore... Dkore... L Mwre...

Copy features include...

> Producing stapled or hole punched sets, if there is a finisher available
> Image Quality adjustment

> Auto Reduce/Enlarge

> Copying mixed size originals

> Adding printed or blank dividers into transparency sets

> Arranging multiple images on a page

> Adding printed or blank covers

> Adding Annotations

> Inserting printed or blank sheets or tabs

> Image Shift

> Erasing edges and borders

> Build Job to apply different programming within a set of documents
> Storing the programming for frequently run jobs

> Creating booklets

Quick Reference Guide Page 3-5

Getting Started



Sending an Embedded Fax

1

Embedded Fax is an optional walk up fax feature on your machine. If the Basic Fax
screen matches that displayed in step 2 then Embedded Fax is enabled. Please
contact your System Administrator for more information.

NOTE: Both Embedded and Server Fax can be installed on the WorkCentre Pro at
the same time, however only one service can be enabled for use.

> Load the documents
either in the document
handler or on the
document glass.

NOTE: Documents are
only scanned once.

> Select [Fax].

NOTE: You may need to select [All
Services] first to access the fax
option.

> Enter the telephone number.

> Select the required features on the
Touch Screen.

> Press [Start].

Fax features include...

> Adjusting the Resolution

> Faxing double sided originals

» Programming the size of the originals being scanned
> Image Quality adjustment

> Delaying the start time of a fax

> Adding a Cover Letter

» Sending to more than one recipient

> Mailbox storage and polling to and from your machine
> Setting the transmission speed
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Sending a Server Fax

Server Fax is an optional feature which is only available on the WorkCentre Pro. If
the Basic Fax screen matches that displayed in step 2 then Server Fax is enabled.
Please contact your System Administrator for more information.

NOTE: Both Embedded and Server Fax can be installed on the WorkCentre Pro at
the same time, however only one service can be enabled for use.

either in the document
handler or on the
document glass.

1 > Load the documents

NOTE: Documents are
only scanned once.

2 > Select [Fax].
NOTE: You may need to select [All
Services] first to access the fax
option.

> Enter the telephone number.

> Select the required features on the
3 Touch Screen.
> Press [Start].
()= Add 1o Sand List (_)Dialling Characters... () Fine sim‘uw

+
(DT Send List., (1) DPhwome List..,

Fax features include...

> Adjusting the Resolution

» Faxing double sided originals

» Programming the size of the originals being scanned
> Image Quality adjustment

> Delaying the start time of a fax
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Sending an Internet Fax

Internet Fax is an optional feature which is only available on the WorkCentre Pro.
Please contact your System Administrator for more information.

1

> Load the documents
either in the document
handler or on the
document glass.

NOTE: Documents are
only scanned once.

> Select [Internet Fax].

NOTE: You may need to select [All
Services] first to access the Internet
Fax option.

> Select [To.], enter the recipient
e-mail details and select [Save].

> Select [Edit Subject], enter a
subject and select [Save].

> Select the required features on the
Touch Screen.

> Press [Start].

O (DDatals
8:.. To: HeroEHeL. Com
= ftemove (a)
()Remve AN ]
O s i
Subject: Scan from a Neron WinkCenlre Pro Y

Subjeet: Scin frem a Meren WoskCentre Pro \*)

Internet Fax features include...
> Setting up a Public or Internal Address Book

> Adjusting the Resolution
> Scanning double sided originals

> Programming the size of the originals being scanned

> Image Quality adjustment

> Changing the default file format setting
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Scanning a Document to a File

Network Scanning is only available on the WorkCentre Pro. Please contact your

System Administrator for more information.

either in the document
handler or on the
document glass.

1 > Load the documents

NOTE: Documents are
only scanned once.

2 > Select [Network Scanning].

NOTE: You may need to select [All
Services] first to access the Network

Scanning option.

3 > Select the template required.

> Select the required features on the
Touch Screen.

> Press [Start].
> On completion access your job at

your workstation.

Network Scanning features include...

> Adjusting the image output requirements

> Adjusting the Resolution

> Scanning double sided originals

> Programming the size of the originals being scanned
> Changing the destination for the scanned image

Quick Reference Guide
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Sending an E-mail

1

E-mail is an optional feature which is only available on the WorkCentre Pro. Please

contact your System Administrator for more information.

> Load the documents
either in the document
handler or on the
document glass.

NOTE: Documents are
only scanned once.

> Select [E-mail].

NOTE: You may need to select [All
Services] first to access the e-malil
option.

> Select [To], enter the recipient
e-mail details and select [Enter].

> Select [Edit Subject], enter a
subject and select [Save].

. ..
> Select the required features on the [ swjer..
Subject: Sean from a Neron WinkCenlre Pro

Touch Screen.

> Press [Start].

E-mail features include...

> Setting up a Public or Internal Address Book

> Adjusting the Resolution

> Scanning double sided originals

> Programming the size of the originals being scanned
> Image Quality adjustment
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If your machine is connected to a network, documents can be printed directly from
your PC using the CentreWare Print Driver supplied. The Print Driver must be
loaded on each PC which uses the machine for printing.
1 > Select [Print] in your application.  Brint Setup IR
» Select your machine as the printer. Piiner
Mame: enl Properties...
Status:  Fleady
Type: erow wiorkCentre Pro 175 PS
“Where:  FILE:
Comment:
Paper Orientation
Size: LE3 - * Puartrait
Source:  |Automatically Select - " Landscape
Metwork... Cancel
> Select [Properties], make your B Xurox WorkCentru M1 75A PS Printing Preferences
selections and click [OK]. e
. . Fl rrer— Hle i
> Click [OK] to print your document. d E
— (- By o
NOTE: Instructions may vary depending | ) & | —
on the application being used. E—Tr— = -
4, Saved Sottings:
=
&
XERO [_Hep ][ oetmas ][ oemaar ]

Print features include...

> Printing 1 or 2 sided

> Producing stapled or hole punched sets, if available
> Changing the printing Resolution

> Adding a Banner Sheet

> Adding a front cover

> Adjusting the Image Quality

> Adding a Watermark
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Sending a LAN Fax

LAN Fax is an optional feature which is only available on the WorkCentre Pro.
Please contact your System Administrator for more information.

1

> Select [Print] in your application.
» Select your machine as the printer.

> Select [Properties].

> Select[Job Type] and then [Fax] from

the pull down menu.

> Enter the recipient details and select

the features required.
> Click [OK] to send your document.

NOTE: Instructions may vary depending

on the application being used.

LAN fax features include...

> Creating a Phone book
» Confirmation Sheet

> Send Speed

» Resolution

» Send Time

» Cover sheet

@ "
Print Setup E|E|
Frinter
Name: ta kCentre Pro 175 PS Properties...
Status:  Ready
Type: erow wiorkCentre Pro 175 PS
Where:  FILE:
Comment:
Paper Orientation
Size: Ad - * Porlrait
By
Source:  |Automatically Select - " Landscape
Netwark... Cancel
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Printing with Internet Services

Printing with Internet Services is available on the WorkCentre Pro, and on the
WorkCentre if the postscript option is installed. Internet Services uses a Web User
Interface embedded in the machine to communicate between the HTTP server and
the machine. This option is only available when the machine is connected to a

1

network.

> Open your Web Browser, then enter:
http:// and the printer TCP/IP address.

> Press the [Enter] key on your
workstation keyboard.

The default Status window displays.

HINT: If you do not have the TCP/IP
address for your machine, contact your
System Administrator.

> Click on [Print] and make your
selections.

> Use the scroll bar on the right to move
to the bottom of the page.

> Click on [Browse] and locate the file
to be printed.

> Click on [Submit Job].
NOTE: For more detailed information on

using Internet Services please contact
your System Administrator.

Internet Services features include...
> Creating, modifying and deleting scan templates if Network Scanning is

available

> Promoting, deleting or releasing a job in the Print Queue

> Reviewing the status of your machine

XERO,

D s n

Quick Reference Guide
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Logging On / Logging Off

If the Internal Auditron or the optional Network Accounting has been enabled, a
valid User Number needs to be entered in order to access the machine functions.
The Internal Auditron automatically tracks Copy jobs for billing purposes, as well as
preventing unauthorised access to the machine. Network Accounting is used to
track jobs completed over the network. Contact your System and/or Auditron
Administrator for more information.

> To Log On when the Internal Ry 0 scon your b
1 Auditron has been enabled, use e
the keypad to enter a 4 digit Phss ety oceme nd ogh ENTER:

password and then select [Enter]. —

Internal Auditron
Log on screen

> To Log On when Network
Accounting has been enabled,
enter a valid User ID and ACCOUNt | iyt s v s Acsan 05
ID and select [Enter]. L

= =

Network Accounting
Log on screen

2 > Complete your job.

3 To Log Off:

> Press [Access =] on the control panel.

> Select [Logout] on the Touch Screen.
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Customising your Machine

Your machine can be customised to suit your working environment and practices.
The System Management Tools enable your System or Machine Administrator to
set-up, customise and maintain the machine.

After your machine is installed, it is recommended that the settings and options are
customised to fully meet the requirements of the Users. Please discuss your
requirements with your System or Machine Administrator to ensure you get
optimum performance from your machine.

The Tools facility is accessed using the Access > button on the control panel.
Some of the settings within Tools are critical to the operation of the machine,
therefore the screens are password protected so they cannot be accidently
changed or corrupted.

Full instructions for accessing and customising the System Management Tools are
located in the Training and Information CD (CD2), contained in the CD Pack
delivered with your machine.

System Management Tools include...

> System Settings

> Screen Defaults

> Access and Accounting

> Feature Defaults

> Connectivity and Network Setup
> Consumables Management

> Machine Tests

> Power Saver Administration

> Fax Setups
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Further Assistance

1

Access the Job Queue §§

> Press the Job Status button on

i Job Hame:

the control panel. The Al 1 moxes Systo s 1)

Incomplete Jobs queue displays.
> Review the status of the job. ~)

> Select [Other Queues] to access

and review the other queues o s
available. Oc-wunmm

Access the on-line Help

Contents Back Exit Halp
> ? Press Help at any time to = o m ke  Eniorm
. oy fc _'_-
access the on-line help screens. &
. . Eaper Supply Using Dasle Copy
> Messages, screeninstructions and | ]

graphics provide additional
information.

For additional Help

If you need any additional help on using your machine you can:

> Refer to the Training and Information CD (CD2), contained in the CD Pack
delivered with your machine.

> Contact your System and/or Machine Administrator.

> Visit our Customer Web Site at www.xerox.com or contact the Xerox
Welcome and Support Centre quoting the machine serial number.

> Press the [Machine Status]
button on the control panel.

> Select [Machine Details] to
display the machine serial
number.

NOTE: The serial number can also
be found on a metal plate inside
the front door.
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4 Copy

P COPY et 4-2
> BasiC COPYING ....ccuvuiiiiiiiiiiiiieee e 4-3
> Image Adjustment.........ccccceeeeeveeiiinee e, 4-10
> Output Format........ccooeevviiiiiin e 4-17
» Job Assembly ... 4-25
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Copy

= The Copy feature is standard on your machine.
‘Cﬂpv Access to the Copy features is gained using the Features button on the control
panel.
Depending on the options enabled and how your machine has been configured, you

may have to select All Services and Copy to display the Copy feature tabs.
This chapter contains information about the options available within Copy.

Ready to scan your job.

Basic Copying \ \ Sovicas
Output 2 Sided Copy Reduce / Enlarge Paper Supply
@ collated @1 > 1Sded  @D100% @D ~uto Paper

() Uncollated Q1> 2Sided () Auto % (@B CRE. e
(L) single Staple [ Q2> 2sided  ()A32as (7% (JEIAD
(__)Hole Punch Chz>18ied A3 A3 (0% (D= 1A4D

| C)More... ) More... ) More... ) More...

The tabs available for selecting the Copy features are:

> Basic Copying

> Image Adjustment

> Output Format

> Job Assembly
=2 HINT: If some of the Copy feature tabs are not displayed, selecting tab 2 displays
them.
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Basic Copying

Copy

The Basic Copying tab is the default Copy screen. Use the Basic Copying tab to
select the standard features for a copy job.

Depending on the options enabled and how your machine has been configured, you
may have to select All Services and Copy to display the Copy feature tabs.

Ready to scan your job.

Basic Copying

Output 2 Sided Copy

@ Collated @D 1 > 1 Sided
() Uncollated )1 > 2 Sided
() Single Staple 7 )2 > 2 Sided
{__)Hiole Punch ()2 > 1 Sided
o More... C) More...

All
Services

Reduce / Enlarge Paper Supply

'100% 'Auto Paper
) Auto % (@B CRE. e
Coa3=ar (11w ()= 3A40
COM a3 0% (=10
OMore... C)More...

Touch any of the top level buttons to select a feature. One button can be selected
in each column. Multiple options can be selected for each job if required. To view all

the options for a feature, select More....

Ready to scan your job.

Basic Copying
Output 2 Sided Copy
@ collated @1 > 1 Sided

() Uncallated 1 = 2 Sided
() Single Staple [ )2 > 2 Sided
{__)Htiole Punching ()2 > 1 Sided
O More... D More...

—_—n
A [ Al

Services

Reduce / Enlarge Paper Supply

Oﬂ]l]% “Autn Paper
() Auto % =40
Q17117 6a) ()= 3A40
111 en) ()= 140
DMnre...

Most feature screens include three buttons to confirm or cancel your choices.
> The Undo button resets the current screen to the values that were displayed

when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.

Quick Reference Guide
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Collated

O

Uncollated

O

Hole Punching

- O

Stapling

Output is used to select the finishing requirements for the job. The options will
depend on the finishing output device installed.

HINT: For an explanation of all the finishing devices available refer to “Finishing
Devices” on page 2-13.

Ready to scan your job.

Cnpn 7 S Uy Tk |l Paper Sty 1
bl [~ IERE"I - 1T D e P
e 1 % 3 Skt A i O B R R R ———————GGG—————G————————
| e Sl [ T = 1 Sk 1F+11° -1
e ez [ | o | 5o |
L.

o s o

Hole Punching

Collated On — O Stapling
Off
Uncollated Off © Booklet Maker

Options:

Select Collated for output stacked in sets to match the sequence of the originals.

Select Uncollated for output sorted into stacks of individual pages.

This option is available if your machine is equipped with a finisher and 2 Hole
Punch, 4 Hole Punch or Swedish 4 Hole Punch. Each sheet is punched individually,
so there is no limit to the number of sheets in the set. Additional Hole Punch kits can
be purchased as an option. Only one Hole Punch kit can be fitted at one time.

Hole punching can only be selected for A4 long edge feed and A3 paper.

NOTE: Some stapling options can be used in conjunction with Hole Punching.

The Stapling options are as follows:

==

No Staples The output will not be stapled.

Single Staple Use this option to add a single staple to your output.

Use this option to add 2 staples to your output. Staples can be added to the
Double Staple Left Edge or Right Edge of your output.
This option is not available on the Basic Office Finisher.
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Multi-Staple

Use this option to add 3 or 4 staples to your output, depending on the size of
the paper being used. Multiple staples can be added to the Left Edge or
Right Edge of your output.

This option is only available on the Advanced Office Finisher and the
Professional Finisher.

Collated and uncollated stapled sets will be delivered offset.

NOTE: The staple positions available are dependent on the type of finisher
installed.

@® Basic Office Finisher staples 2 - 30 sheets of 80 g/m2 paper. Other finishers staple
2 - 50 sheets of 80 g/m2 paper. The maximum number of sheets is 20 when
stapling heavyweight paper.

Booklet Maker If your machine is fitted with the Professional Finisher the Booklet Maker option can

ZiEh|  be used to fold and staple (saddle stitch) your output to produce booklets. The
1:?:: Booklet Maker options are as follows:

Off

The Booklet Maker option is switched off.

Folded and Stapled

Use this option to fold and staple your booklet. The Professional Finisher will
place 2 staples on the spine of the booklet.

Folded Only

Use this option to fold your booklet output.

@ The paper sizes that can be used are A3, 11" x 17", A4, 8.5" x 11", 8.5" x 13" and
8.5" x 14".
All paper must be loaded short edge feed in the paper tray.
The media types that can be used are Plain Paper, Bond, Index and Cover.
If using the Folded and Stapled option, the maximum number of 80 g/m? bond
sheets is 15.
If using the Folded Only option, the maximum number of 80 g/m2 bond sheets is 5.
The maximum number of sheets for both options is reduced when using heavier
weight paper.

=2 HINT: For information about using the Booklet Creation option, refer to “Booklet

o Creation” on page 4-19.
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2-Sided

1-> 2 Sided,
Rotate Side 2

2—> 2 Sided,
Rotate Side 2

Double-sided copies, ranging in size from A5 to A3 can be made automatically from
one or two-sided originals.

Ready to scan side 1.

1

e WL bier ke Fper Select 11 Sided if this is your last original.
et 14 2 Skt a5 CTrTl B —— S S
) e Stape [ 14 7 St T e (Jmams
e ey 241 St s imd w1 mo Cancel
lrs_ o s s

1 - 1 Sided 2 - 2 Sided 2 - 1 Sided Originals » Copies

1 = 2 Sided 2 - 2 sided, 2 -+ 1 Sided, 1>

Rotate Side 2 Rotate Side 2 é -
1 - 2 Sided,
Rotate Side 2

Use this option for 1 sided originals when 1 sided copies are required.

Use this option for 1 sided originals when 2 sided copies are required.

This option produces 2 sided copies from 1 sided originals and rotates every second
side image. Use this option to create documents which can be read in a “head to
toe” manner, for example a calendar.

Use this option for 2 sided originals when 2 sided copies are required.

This option produces 2 sided copies from 2 sided originals and rotates every second
side image. The “read” orientation for this option varies depending on the input
originals. For example, if “head to head” orientation originals are scanned, the
output will be “head to toe”. If “head to toe” orientation originals are scanned the
output produced will be “head to head”.

Use this option for 2 sided originals when 1 sided copies are required.
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2—> 1 Sided,
Rotate Side 2

This option produces 1 sided copies from 2 sided originals and rotates every second
side image. It should be used for “head to toe” orientation or calendar style originals,

>
o
o
to ensure the output images are all in the same orientation. O

Reduce/Enlarge

The Reduce / Enlarge option provides a variety of reduction and enlargement
options. Originals placed on the document glass or sent to the machine
electronically can be reduced or enlarged between 25% and 400%. Originals fed
through the document handler can be reduced or enlarged between 25% and
200%.

Normal

Ready to scan your job,

g T Sited oy P | g Papes Segwly 1
[ =) [~ I 1o D e P
U et 1 % 7 Sk | A . MG -
) e Stple T = 1 Sk AF+11° -1
ik P 74 1 St ilﬂn'm D m Cancel m
L. L L L
o 9
Ab—=Ad
Hormal 100% O O A AT
25 - 400 @ O n% O 200%
Ad-ad
=\ Custom Auto % Ad AR
i 1% 300%
s Bd-»A4

Use this option to proportionately reduce or enlarge the output image in both
directions by the % selected.

Normal options are as follows:

Produces an image on the copies the same size as the image on the

100% o
original.

Proportionally reduces or enlarges the image on the copies based on the

0,
Auto % size of the original and the size of the selected output paper.

Use this option to select the percentage of reduction or enlargement required
using the keypad on the control panel. To use the keypad, select the box
displaying the current reduce/enlarge percentage.

% Set 25 - 200 /400 | 200% will be displayed when using the document handler and 400% when

using the document glass.

The up/down scroll buttons can also be used to adjust the reduce/enlarge
percentage, in 1% increments.

The most commonly used reduce/enlarge percentages have been provided
as preset options. These preset options can be customised by your System
or Machine Administrator to meet individual needs.

Preset Options

Quick Reference Guide
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Custom

O

Use this option to adjust the height (Y) and the width (X) dimensions for reduction
or enlargement of each dimension independently.

NOTE: Output will NOT be reduced or enlarged proportionally.

Custom options are as follows:

Produces an image on the copies the same size as the image on the

100% L
original.

Auto % Automatically fits the image of the original onto the paper selected.

Enables you to customise the width (x) and height (y) reduction or
enlargement to suit your own requirements. A percentage can also be
entered by touching the X or Y box and using the keypad.

X50% Y100%

Paper Supply

Auto Paper

Tray 1

®

Tray 2

Tray 3 (Optional)

Use the Paper Supply options to select Auto Paper or a paper tray for the copy job.

Ready to scan your job.
T Sited oy v ¥ ’

Fadece / Enley  Paper Sty

1

[ I e @ [ TR S
U et 1 % 7 Sk A . M
) e Stagle 1+ 1 Sk AF+11" -1
e Pk 741 e ] Cancel
L. L L
Paper Size Paper Type Paper Colour Tray Type
Plain Paper White Fully Adjustable N
2 Ad D Plain Paper White Fully Adjustable
3 Al D Plain Paper White Dedicated
4 A4 D Plain Paper White Dedicated
= 8.5 x 14" 3 Plain Paper White Fully Adjustable
Auto Auto Paper Plain Paper White ‘\t A

With this option selected the machine chooses the correct paper for the copy job
based on the size of the originals being scanned.

Use this option to select the paper loaded in Tray 1.

Tray 1 holds 500 sheets of 80 g/m2 paper. Weight ranges from 60 - 200 g/mz.
Sizes range from A5 LEF to A3 SEF. Most stocks can be used, except for
transparencies, labels and envelopes.

Use this option to select the paper loaded in Tray 2.

Tray 2 holds 500 sheets of 80 g/m? paper. Weight ranges from 60 - 200 g/m?.
Sizes range from A5 LEF to A3 SEF. Most stocks can be used, except for
transparencies and labels. The Envelope Tray must be used to load envelopes.

NOTE: Some machine configurations do not support envelope printing, please
refer to the Product Overview chapter for more information.

Use this option to select the paper loaded in Tray 3.
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® Tray 3 holds 1900 sheets of 80 g/m? paper. Weight ranges from 60 - 200 g/m?. >
The tray can be adjusted to hold either A4 or 8.5" x 11" LEF size paper. 8

Tray 4 (Optional) Use this option to select the paper loaded in Tray 4.

@ Tray 4 holds 1500 sheets of 80 g/m? paper. Weight ranges from 60 - 200 g/m?.
The tray can be adjusted to hold either A4 or 8.5" x 11" LEF size paper.

Bypass Tray Use this option when feeding individual types of stock, for example letterhead or
labels for one-off jobs.

@ The Bypass Tray holds 100 sheets of 80 g/mzpaper. Weight ranges from 60 - 216
g/mz. Sizes range from A6 SEF to A3 SEF. Most stocks can be used, except for
envelopes.
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Image Adjustment

The Image Adjustment tab provides copy features used for adjusting the
appearance of the copy output.

7=~ HINT: If some of the Copy feature tabs are not displayed, selecting tab 2 displays
o them.

Ready to scan your job.

All
Services

C Bound Originals ) Original Input
-
Off % Auto

Job

Review e OMore Image Quality - O Edge Erase Olmage Shift

Summary [E* Contrast 0 Border Erase Mo Shift
SRl Sharpness: 0 3 mm

Screen: Auto

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each copy
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the values that were displayed
when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Image Quality

Original Type

Lighten / Darken
Background
Suppression

Copy

Use this feature to enhance the quality of your output.

Ready to scan your job,

1

m ) m

Background Suppression
On

Original Type

o Hormal O Halftane Photo Lighten o
Normal

O™ O™ 9 O

Darken

Lighten / Darken

Off

Options:

Use this option to enhance the copy quality of the output based on the type of
original being scanned.

Original Type options are as follows:

Normal This is the standard setting and can be used for most originals.

Text Use for originals containing text or line art.

Use for high quality lithographic images or continuous tone photos with text

Halftone Photo andlor graphics.

Photo Use for continuous tone photographs or printed half-tone originals.

Adjusts the lightness or darkness of the output. To darken the output, select the
scroll down button. To lighten the output, select the scroll up button.

Use to automatically reduce or eliminate the dark background resulting from
copying coloured paper or newspaper originals.

NOTE: Background Suppression is disabled if the Original Type is Photo.
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More Image Quality

Contrast

ap

Sharpness

@ap

Sc

—:
[¢]
D
=]

O

Use this feature in addition to the settings selected using the Image Quality option,
to further enhance the quality of your output.

Ready to scan your job.

1

m Cancel m

Screen

Contrast Sharpness

High Sharp o Auto
Normal
@ O Special
Low Soft

Options:

This option controls the differences between the image densities within the copy.
Select a lower setting to improve the copy quality of pictures. Select a higher setting
to produce more vivid blacks and whites for sharper text and lines.

This option controls the balance between sharp text and moiré (wavy patterns within
the image). Use the up/down scroll buttons to adjust the sharpness values from
sharper to softer, based on the quality of the input images.

This option is preset at the factory to be on with Normal, Text and Halftone Photo
Original Type options.

Screen options are as follows:

Eliminates the risk of blotches or small areas that have a different texture or
Auto pattern appearance than the surrounding area, but produces a slightly
grainier picture than if Special is used.

Enhances continuous tone photographs or high frequency halftone images.
Special It is used to create smoother, less grainy output for continuous tone and
halftone images, but the risk of blotchy copy quality defects is higher.
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Bound Originals

This feature is used to copy pages from bound documents onto separate single-
sided or double-sided pages.

The bound original is placed face down on the document glass with the spine lined
up with the marker on the rear edge of the glass. Align the top of the bound original
against the rear edge of the document glass. Do not close the document handler
during the copying process if Auto Reduce/Enlarge is selected.

NOTE: It is recommended that users avoid looking at the scan bar light when the
document handler is open.

Ready to scan your job.

1

Con | cov | o |

Binding Erase

Place your hound original in the back, centre of the Document Glass.

0 = 80 mm

O Left Page o Both Pages @

HINT: If necessary, apply a little pressure to the centre of the bound original to
flatten it during scanning.

[

Options:

The feature is switched off.

Copies only the page on the left when looking at the open bound original, face up.

Copies only the page on the right when looking at the open bound original, face up.

Copies both pages of an open bound original and places each page on a separate
sheet of paper.

Quick Reference Guide
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Binding Erase Erases a specified area from the centre of the bound original to eliminate unwanted

marks caused by scanning the binding. When Left Page or Right Page is selected,
between 0 and 25 mm can be erased. When Both Pages is selected, between 0 and

50 mm can be erased.
Edge Erase

Use this feature to “refresh” the quality of an original that has become torn or frayed
at the edges, or that has hole punch, staple or other marks.

Ready to scan your job.

1

[ | oo | sme |
Border Erase Border
3 - B0 mm
Edge Erase 3
Print to Edge =
S

Options:

Border Erase Erases equal amounts on all edges of the copies. From 3 - 50 mm in 1 mm

O increments can be erased.

Edge Erase Use to erase a specific amount from a specific edge of the copy. From 3 - 50mm in
O 1mm increments can be erased from each edge.

Print to Edge Use this option to print to the edge of the output stock.

NOTE: This option may reduce the ability of the system to clean itself and can
cause defects on the output if used excessively.
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Original Input

Use this option to programme the size of the originals being scanned or enable the
machine to recognise the size of the originals.

Auto

O

Manual Platen
Input

O

Mixed Size
Originals

O

>
o
o
O

Ready to scan your job.

1

m Cancel m

Auto
Use to describe the size of the originals.

Manual Platen + Auto is the Normal Mode for this feature. Use Auto to automatically
Input detect the size of the originals in the Document Handler.

Mif“‘:d Size » Use Manual Platen to enter document dimensions for use in
Originals Document Glass scanning.

000

Options:

Use this option to allow the machine to recognise the size of the originals being fed
through the document handler.

NOTE: When originals are scanned using the document glass and an Auto feature
such as Auto Paper, Auto% or Auto Centre is selected, the machine will scan the
original twice.

Use this option to specify the dimensions of the document scanning region when
scanning from the document glass. There are several dimensions that correspond
to common document sizes and orientations.

Select a standard size or use Custom to manually adjust the scanning dimensions.

Use this feature to copy a document containing mixed size originals. The originals
must be the same width, for example A4 long edge feed and A3 short edge feed.
Load documents in the document handler when using this feature.
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Image Shift

This feature enables the position of the image on the page to be adjusted.

Ready to scan your job.

No Shift
O o Side 1 Lo ]
Auto Q
Centre 0 - 50 mm
O Side 2 o] @
Margin
ok alp)

Options:

No Shift The image position is not adjusted.

O

Auto Centre Use to automatically centre the scanned image on the output paper.

O

Margin Shift Use to create a binding edge for the document. The image can be adjusted up or
down on the page and/or shifted to the right or left. Use the up/down scroll buttons
to adjust the amount of shift. The image can be shifted between 0 and 50 mm, in 1
mm increments.

Margin Shift options are as follows:

Side 1 Shifts the image on Side 1.

Shifts the image on Side 2. The shift on Side 2 can be set to mirror the shift

Side 2 on Side 1 or adjusted independently.
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Output Format

The Output Format tab is used to produce different options for the finished output.

== HINT: If some of the Copy feature tabs are not displayed, selecting tab 2 displays
— them.

Ready to scan your job.

| 3y All
Qutput Format

Services
i O Multi-Up O Covers
| e
E 6] off TMare
M |

Job ; .

. 7 O Booklet Creation O Invert Image O Annotation
Review EEy orf Mirrar Image: Off .i off
Summary ] Negative Image: Off s

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each copy
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

> The Undo button resets the current screen to the values that were displayed
when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Transparencies

Use this feature to add either a blank or printed divider between each transparency
within a set. Always load transparencies in the Bypass Tray. Transparency jobs will
be delivered single-sided, and collated with no finishing.

The quantity can only be set to one for this feature.

Ready to scan your job.

1

m Cancel m

Off Use this feature to place blank or imaged dividers between
transparencies.

Blank Dividers Blank Dividers Imaged Dividers

Imaged Dividers

000

Options:

Off The feature is switched off.

O

Blank Dividers Use this option to place a blank sheet between each transparency.

Imaged Dividers Use this option to place the same image on the divider sheet as printed on the

O

transparency.
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Booklet Creation

Use this feature to create multipage booklets from a sequential set of either single-
sided or double-sided originals. The machine produces 2 sided output
automatically, which when folded produces a booklet with all the pages in the
correct location. The machine will also reduce and correctly position each image to
fit on the selected paper.

>
o
o
O

NOTE: Your originals should be loaded Long Edge Feed (LEF) in the document
handler with the output paper loaded Short Edge Feed (SEF) in the paper tray.

Ready to scan your job.

1

m Cancel m

Original Input

O Off o 1 Sided Originals
o On O 2 Sided Originals

Options:

Off The feature is switched off.

O

On Use this option to enable the Booklet Creation feature. Booklet Creation On options
are as follows:

O

1 Sided Originals |Select this option if the originals are single-sided.

2 Sided Originals | Select this option if the originals are double-sided.

A cover can be inserted onto the booklet automatically by selecting the Covers
option from the Output Format tab. Refer to “Covers” on page 4-22 for more
information.

If your machine is fitted with the Professional Finisher, you can use the Booklet
Maker feature to fold and if required, staple (saddle stitch) your booklet output. For
more information, refer to “Booklet Maker” on page 4-5.
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Multi-Up

This feature is used to create documents with multiple images on each page. It is
ideal for creating handouts, storyboards or documents used for archival purposes.

NOTE: Originals must be loaded in the document handler when using this feature.

Options:

Orientation of images in the
Off Document Handler. -8 -8
O =
9

©
d@-0

9
Iﬁi@‘
@@
D
ARH

9

AN

Off The feature is switched off.

O

On Use to enable the Multi-Up feature.

Multi-Up On options are as follows:
Orientation Use to select the image and load orientation of the input originals.

Rows

Selects the required number of Rows, between 1 and 6.

Columns

Selects the required number of Columns, between 1 and 6.

NOTE: The number of images will be limited by the minimum reduction value of
25% and the size of the selected output.

Page 4-20

Quick Reference Guide




Invert Image

This feature enables Mirror Image or Negative Image copies to be produced.

Copy

Ready to scan your job.

Mirror Image Negative Image

O Off O Off
o . o .

Options:

Mirror Image Use this option to change the direction of the original image, creating a mirror of the
O original. This option is primarily used to change the orientation of a graphic.

Negative Image Use Negative Image to create copies that are the inverse of the original document,
O the white areas become black and the black areas become white.

[ HINT: This option is useful for saving toner consumption for images with a dark
o background and white text.

o
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Covers

No Covers

O

Front Only

O

Back Onl

<

O

=~

Front and Bac

O

Output Cover

3
QD
«Q
(0]
"

Use this feature to automatically add covers to your copied set using stock taken
from a different tray than the copies. Covers must be the same size and orientation
as the main body of the job.

HINT: Covers and Inserts can be selected in the same job.

Ready to scan your job.

1

o | cov | oo |

Qutput Cover Images
O No Covers O Back only i) St
o Front only O Front and Back

Cover Paper
Pl Tray 4
.5 e

Plain Paper
White

Options:

The feature is switched off.

Use this option to add a front cover to the copies.

Use this option to add a back cover to the copies.

Use this option to add both a front and back cover to the copies.

Use this option to select the imaging requirements for the covers. Output Cover
Images options are as follows:

Blank Cover Adds Blank covers to the copies.
. Places the first original in the job as the front cover image, and the last image
1 Sided . o
as the image on the inside back cover of the document.
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Cover Paper

2

Places the first two images of the original set on the front and back of the

2 Sided front cover. The back cover will use the last two images in the job.

Produces 2 sided covers with the second side rotated to enable a “head to

2 Sided, Rotate Side 2 .
toe” style output.

Use this option to select the tray required for the cover stock.

Annotation

Off

On

Use this feature to add a comment, page number and a date to your copy output.
Select any or all of the annotation options and specify where on the copy output they
should appear. The Annotation feature enables you to organise groups of copied
output by marking them with related information such as Confidential or a Company
name.

Ready to scan your job. 1

Lo | cov | o |
OFormat © Comment
% Orientation: Portrait Position: Bottom Left
Font Size: & Point Pages: All

Appearance: Opague

On ODate O Pagination
Position: Bottorn Left ng Type: Bates starmp
Format: DD/MMAYYYY Position: Top Left

Pages. All Start at 1

Options:

The feature is switched off.

Use to enable the Annotation feature.
Annotation On options are as follows:

Use to select whether your originals are Portrait or Landscape. Select the
Format Font Size required for your annotation, from 6 - 18 point.
Select Opaque or Transparent to specify the appearance of the Annotation.

Prints the current date on your copy output. The date printed is the current
date set in your machine.

Select Top or Bottom for the date location.

Select Left, Centre or Right for the date position.

Select the date format required and the pages you want printed with the

Date

date.
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Comment

Use to add a comment to your copy output. A new or existing comment can
be added.

Select Top or Bottom for the comment location and then Left, Centre or Right
for the comment position.

Select the comment required using the up/down scroll buttons or enter a new
comment using the Keypad button. To edit an existing comment, select the
comment in the list and select the Keypad button.

Select which pages you want to print on.

Pagination

Use to print a page number on your copy output. A prefix can also be added
to the page number using the Bates Stamp option. Page numbers are
automatically sequenced by 1. For 2-sided output, the page number is
printed on both sides and count as 2 pages.

Select Page Number or Bates Stamp.

Select Top or Bottom for the number location and then Left, Centre or Right
for the number position.

Select the comment required using the up/down scroll buttons or enter a new
comment using the Keypad button. Enter the page number you wish to start
at in the Page Number box. If Bates Stamp is selected, use the keypad to
enter the prefix required. Up to 8 characters can be added.
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Job Assembly

The Job Assembly tab is used to combine multiple documents into a single job,
produce a sample set of a job, store the programming of up to 10 jobs and add
inserts to your sets.

HINT: If some of the Copy feature tabs are not displayed, selecting tab 2 displays
them.

Ready to scan your job.

& |
4 =
Job Assembly f"‘:;j Al

Services

O Build Joh O Sample Set Stored Programiming
Sl i
Job
. O lInserts
Review | l Off
Summary| L%ji

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each copy
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

> The Undo button resets the current screen to the values that were displayed
when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Build Job

Off

O

On

O

Build Job
Controls

Use this feature to build a job that requires different settings for each page. For
example, if a set of documents consists of some pages with text and some with
photos, the appropriate setting for each original can be applied and the job can still
be completed as a single job. This feature is also useful if your job has more than
70 pages, which exceeds the maximum capacity of the document handler.

HINT: Quantity, Stapling and Collation options can be adjusted at any time and will
assume the values of the last job segment.

To use Build Job, split the job into programming and scanning segments. Select the
Build Job option and select On. Programme and scan the first segment. Continue
to programme and load segments until the whole job has been scanned. When the
entire job has been scanned, select Build Job Controls and select End Build Job.
The job is processed and printed as a single job.

1

Off Use Build Job to program, scan and store individual job segments.
If you wish to include tabs in your Build Job, load and confirm tab stock
before proceeding. If you are copying from a template to a tab, use the

Image Shift feature to set correct image placement.
On Scan tab originals from the Document Glass only, placing each tab original
e top right, with its tab to the left.
When all segments have been scanned, select End Build Job to print the
entire job. Max number of images = 1000.

Options:

The feature is switched off.

Use to enable the Build Job feature.

Provides options which can be selected when using Build Job.
Build Job Controls options are as follows:

Select this option after the last segment of the job has been scanned. The

End Build Job job will be sent to print.

Sample Last Segment | Select to see a proof of the last segment scanned.

Delete Last Segment |Use to delete the last segment scanned.
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Cancel Sample

Printing Use to stop and cancel the sample segment that is currently printing.

Copy

Delete All segments |Use to delete the current job and return to the main Build Job screen.

Sample Set

This feature is used to review the output to ensure that it is exactly what is required
prior to printing a large quantity.

1

[ |
Use this feature to make a sample set for you to review. When you accept
O Off and release the job, the system will then print the total job quantity.
» Select the desired features and quantity. Press Start.
* One complete set will print. The system will hold the job as you review

On it.
o * Then press the Job Status button, select the job, and follow the
instructions to release or delete the job.

Options:

Off The feature is switched off.

On Use to enable the Sample Set feature. One complete set of the job will be printed.
To print the whole job, press the Job Status button and select your job in the queue.

If the output is acceptable, select Release, the job will be completed.

If the output was not acceptable or the job is no longer required, select Delete to
delete the job from the queue. Reprogramme and rescan the entire job.
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Stored Programming

Use this feature to programme up to 10 commonly used programming sequences.
For example, combinations of selections such as Edge Erase and Bound Originals.

The machine stores only the programming features for the job, NOT the images.
Each time a stored job is used the images must be scanned.

To use this feature, use the up/down scroll buttons to select the required storage
location, then select a function button - Store or Recall Programming.

O Store Programming
()
[1] ﬁ O Recall Programming
v
N/

Options:

Job Number Use to scroll to a job number between 1 and 10.

ap

Store Use this option to store the current programming selections. If a job has already
Programming peen stored under the selected Job Number, a confirmation pop-up screen
appears. If Confirm is selected, the new programming will be stored.

O

Recall Use this option to retrieve programming that has been stored under a specified job
Programming number. First select a Job Number, then select Recall Programming. The recalled
programming will overwrite the current copy programming.

After being recalled, the selection can be modified further and re-stored if required.

O
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Inserts

Copy

This feature enables different types of stock to be inserted within a set
automatically. Up to 40 inserts can be added per copy set. Inserts are useful for
separating or highlighting sections and can be blank or printed.

= HINT: This feature can only be used with 1-1 or 2-2 sided copying and is not
available with Auto Paper. Inserts and Covers can be selected in the same job.

Up to two different stocks can be used for the inserts. Use a combination of standard
size media, tab stock, card or coloured paper. Load your insert stock into one of the
paper trays. If two different insert stocks are required, load them in different paper
trays. The recommendation is to use trays 1 and 2 for your insert stocks. If using tab
stock and printed inserts, the image can be shifted to print on the tab.

@ Use the Tab Loading Instructions provided when loading tab stock. Tab stock must
be placed in the Bypass Tray or trays 1 or 2. Ensure Tab Stock is selected as the
Paper Type on the Tray Information screen.

To prepare your document for programming the inserts, identify the page number
where the insert is required by counting through the pages. If you require blank
inserts, add blank sheets to your document where the inserts are to be placed.

Ready to scan side 1.

1

Tab Loading §8 5 ETTES m - m
=

off If you intend to include tabs in your Inserts job, please load tab stock
before proceeding. When prompted to confirm new stock, you must
ensure that Tab Stock is selected.
O First Insert Tray Touch Tab Loading Instructions for information on how to load tab

stock.
If you intend to copy from tab originals instead of tab templates, please

O Second Insert Tray = use the Build Job feature.

Options:

Off The feature is switched off.

O

First Insert Tray Select this option to programme the inserts requiring the first stock loaded.

Using the up/down scroll buttons, enter the page number of the first insert and select
Add Insert. The page number displays in the Insert Page as Side window. If a page
number is entered incorrectly, use the Delete Last Insert option to remove it from
the window. Continue entering page numbers until all the inserts requiring the first
stock have been programmed.
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Second Insert

Tray

O

Select the paper tray containing the first stock using the Insert Tray option on the
right of the screen.

If printing on tab stock and the image requires shifting, use the Tab Image Shift
option to enter the shift amount required.

If a second stock is required, use this option to programme the inserts requiring a
different stock.

Select the Second Insert Tray option. Using the up/down scroll buttons, enter the
page number of the firstinsert requiring the second stock and select Add Insert. The
page number displays in the Insert Page as Side window. If a page number is
entered incorrectly, use the Delete Last Insert option to remove it from the window.
Continue entering page numbers until all the inserts requiring the second stock
have been programmed.

Select the paper tray containing the second stock using the Insert Tray option on
the right of the screen.

If printing on tab stock and the image requires shifting, use the Tab Image Shift
option to enter the shift amount required.

HINT: You can switch between the First Insert Tray and Second Insert Tray
options at anytime during programming.
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Embedded Fax

Fax is an optional feature which may not be available on your machine. There are
two types of Fax service - Embedded Fax and Server Fax. Although both fax
services can be installed, only one fax service can be enabled. Your System
Administrator will set up the default fax service. This chapter contains information
about the options available within both fax services.

NOTE: Embedded Fax is the default service when both fax services are installed.

Once enabled on your machine, you will be able to transmit and receive hard copy
fax jobs over the telephone network directly to and from another fax machine. Your
images are sent from your machine directly to the fax number entered. This type of
fax travels over normal telephone lines and will therefore be charged at telephone
rates. If the Basic Faxing screen looks like the one shown below, with the Superfine
option shown, then Embedded Fax is enabled.

NOTE: An optional 2 line fax kit with more memory is available to replace the
single line fax if required.

For information about the Embedded Fax options available please refer to “Basic
Faxing - Embedded Fax” on page 5-4.

Ready to Fax. Enter phone number.

All
Services

Basic Faxing

Dialing Options Resolution Sides Scanned
2 Send List... (0) | Dialing Characters... | Standard | 1 Sided
2 Sidd..
Speed Dial | Keypad Dial Super Fine |
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Server Fax

Available on the WorkCentre Pro only. Once enabled on your machine, you will be
able to transmit and receive hard copy faxes without a dedicated telephone line on
the machine. Your images are sent from your machine to a Third Party fax server
which forwards them on to the fax number you entered. This type of fax travels over
normal telephone lines and will therefore be charged at telephone rates. If the Basic
Faxing screen looks like the one shown below then Server Fax is enabled.

For more information about the Server Fax options available please refer to “Basic
Faxing - Server Fax” on page 5-26.

Ready to scan your job.

All

Basic Faxing Services

Dialing Options Resolution Sides Scanned
() standard @1 Sided
ODiaIing Characters... ' Fine D 2 Sided...
4 ()2 Sided/Rotated
- DF’hune List...
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Basic Faxing - Embedded Fax

The Basic Faxing tab is the default Embedded Fax screen. Use the options
available on this screen to enter the recipient telephone number and to select the
standard features for your fax job.

Access to the Basic Faxing features is gained using the Features button on the
control panel.

Depending on the options enabled and how your machine has been configured, you
may have to select All Services and Fax to display the Fax feature tabs.

The tabs available for selecting Fax features are:
> Basic Faxing

> Image Adjustment

> Added Fax Features

= HINT: If some of the Fax feature tabs are not displayed, selecting tab 2 displays
~  them.

Ready to Fax. Enter phone number.

All
Services

Dialing Options Resolution Sides Scanned
2 Send List... (0) ] Dialing Characters... J Standard I 1 Sided
Speed Dial ] Keypad Dial Super Fine ]

Touch any of the top level buttons to select a feature. Multiple options can be
selected for each fax job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Dialing Options

Keypad Dial

Speed Dial

Use the Dialing Options to enter the destination fax number or numbers for the fax
job. Individual fax numbers can be entered using the keypad, using the Speed Dial
function or selected from the Directory.

The Directory is a listing of Individual or Group numbers which have been previously
setup and stored. The Directory is accessible when the Send List option is selected.
Individual numbers can also be accessed from the Directory using the Speed Dial
function.

To send a fax to multiple destinations, the Send List option is used. Destination
numbers for the fax can be added to the Current Send List using any of the dialling
methods available.

Special dialing characters can also be added to your fax number using the Dialing
Characters option.

Ready to Fax. Enter phone number.

Basic Faxing

Dialing Options

= Send List... (0} Dialing Characters... | Standard | m
? Sie.

Speed Dial Keypad Dial Super Fine I

Resolution Sides Scanned

Options:

There are many ways to enter a fax number, but the simplest method is to manually
enter the number using the numeric keypad. The number entered appears in the fax
window. If a pause is required, press the Dial Pause jl/ button on the control panel.
If an incorrect entry is made, use the C button to delete the number and then enter
the correct number.

Use the Keypad Dial option to return to using the keypad to enter fax numbers after
using alternative methods.

Speed Dial numbers are automatically created when a fax humber is stored in the
Individual Directory. Using the Speed Dial number saves time typing the complete
fax destination number. To use Speed Dial, select the Speed Dial option and enter
the 3 digit Speed Dial number required.

To find out the Speed Dial number for an entry in the Individual Directory, select the
Send List option and scroll through the Individual Directory to view the numbers
assigned.
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Send List

Dialing
Characters

The Send List is used when the fax is being sent to multiple destinations. Fax
numbers can be entered into the Send List manually using the keypad, using Speed
Dial or by using the Directory.

The Directory stores and displays the fax recipient details. Information includes the
recipient’s name, fax number and transmission preferences, for example the
resolution and communication mode. Individual and Group entries are stored in the
Directory.

The Group Directory allows a combination of specific individual names and
numbers to be stored within a group. Group members must first be programed into
the Individual Directory and then added to a Group. When sending a fax to a Group,
simply enter the group number assigned or select the Group from the directory, and
each individual within the Group will receive the document.

HINT: When Individual Directory numbers are deleted from the Directory they will
also be deleted from any Groups they have been assigned to.

The Current Send List displays a list of all the recipients for the fax. The list holds
up to 20 or 100 entries, depending on the memory installed.

Dialing characters are special characters used for entering fax numbers. They are
entered as part of the telephone number:

Begin DTMF [*]

Starts a sequence of DTMF (Dual Tone Multi-frequency) characters.

End DTMF [#]

Ends a sequence of DTMF (Dual Tone Multi-frequency) characters.

Wait for Dial Tone [=]

Suspends dialing until an expected network dial tone is detected. Can also
be used to detect a specific tone when accessing an outside line or other
services.

Pulse to Tone Switch

(]

Used to switch from pulse dialling to DTMF (tone or one-touch) dialling. After
switching from pulse to tone, you cannot switch back to the original mode
during the fax procedure.

Readability Digits
O]

Identifies the different components of the fax number, for example the
dialling code (1234) 56789.

Start Mailbox

Pauses regular fax dialling and starts DTMF (Dual Tone Multi-frequency)

Signalling [!] procedure for the fax mailbox.
Gives the machine time to switch from an inside line to an outside line during
Pause [] automatic dialing. For additional pause time, add multiple pauses. For

charge code numbers, enter a pause after the fax number but before the
charge code number.

Private Data Delimiter

Ul

Protects confidential information, For example, if a special charge code or
credit card number is required for a call. The / character should be selected
before and after entering confidential numbers. The numbers and characters
entered between this character will appear as asterisks (*).

Line Selection
Identifier [<1>]

Used to select Line 1 to dial the number. Selecting this character temporarily
overwrites the fax settings and is for the current job only.
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Used to select Line 2 (if installed) to dial the number. If a second line is not
installed then this option will not be available. Selecting this character
temporarily overwrites the fax settings and is for the current job only.

Line Selection
Identifier [<2>]

Chain Dialing This feature allows users to create a single fax recipient by adding two or more fax
numbers together. For example, an area code may be stored separately to the
telephone number, Chain Dialing combines these entries into a single fax number.
Chain Dialing is accessed from the Send List.

Resolution

The Resolution affects the appearance of the fax at the receiving fax terminal. A
higher resolution produces better quality for photos. However, a lower resolution
reduces communication time.

Ready to Fax. Enter phone number.

El All

Basic Faxing Services

Dialling Options Resolution Sides Scanned

£ Send List... (0) | Dialling Characters... | Standard |

R —T—

Speed Dial Keypad Dial Super Fine

Options:

Standard 200 x 100 dpi - Recommended for text documents. It requires less communication
time, but does not produce the best image quality for graphics and photos.

Fine 200 x 200 dpi - Recommended for line art and photos. This is the default resolution
and the best choice in most cases.

SuperFine 600 x 600 dpi - Recommended for photos and halftones, or images that have grey
tones. It requires more communication time, but produces the best image quality.

NOTE: Manufacturer’s definitions of Superfine may vary.
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Sides Scanned

This is used to specify whether the originals are single-sided or double-sided. For
2-sided originals the orientation can also be programmed.

Ready to Fax. Enter phone number.

‘El All

Basic Faxing Services

Dialling Options Resolution Sides Scanned

£ Send List... (0) | Dialling Characters... | Standard | 1Sided |
2 Sde.

Super Fine I

Speed Dial Keypad Dial

Options:
1 Sided Use this option for originals that are printed on one side only.

2 Sided Use this option for originals that are printed on both sides.
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Image Adjustment

The Image Adjustment tab provides further features that can be applied to your fax
job.

Ready to Fax. Enter phone number.

All
Services

O Original Input O Bound Originals
e [g@ Off
& Auto

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each fax
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Image Quality

Use this feature to enhance the quality of the outgoing fax.

Ready to Fax. Enter phone number.

Other Image Quality values were changed to ensure optimal image quality.

m Cancel m

Background Suppression

O Normal O Halftone Photo Lighten o On
Normal @

o O Phato O off

Original Type Lighten / Darken

Darken

Options:

Original Type Use this option to enhance the quality of the fax based on the type of original being
scanned.

Original Type options are as follows:

Normal This is the standard setting and can be used for most originals.

Text Use for originals containing text or line art.

Use for high quality lithographic images or continuous tone photos with text

Halftone Photo andlor graphics.

Photo Use for continuous tone photographs or printed half-tone originals.

Lighten / Darken Adjusts the lightness or darkness of the fax. To darken the fax, select the scroll

9 down button. To lighten the fax, select the scroll up button.

Background Use to automatically reduce or eliminate the dark background resulting from
Suppression scanning colored paper or newspaper originals.

NOTE: Background Suppression is disabled if the Original Type is Photo.
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Original Input

Auto

Manual Platen
Input

Mixed Size
Originals

This feature enables users to specify the size of the original document when
scanning from the document glass or document handler. The machine uses this
information to calculate the size of your original and the scanned image.

e o 2 o Ready to Fax. Enter phone number.
m Tow Ve A o
Tt | Other Image Quality values were changed to enisure optimal image quality.___|

[ | cov | o |

Auto
Use to describe the size of the originals.

O Manual Platen * Auto is the Normal Mode for this feature. Use Auto to automatically

Input detect the size of the originals in the Document Handler.

Mif“‘:d Size » Use Manual Platen to enter document dimensions for use in
Originals Document Glass scanning.

Options:

This is the default option. Auto automatically detects the size of the originals in the
document handler.

Use this option to specify the dimensions of the document scanning region when
scanning from the document glass. There are several pre-set dimensions that
correspond to common document sizes and orientations.

Use this feature to scan a document containing mixed size originals. The originals
must be the same width, for example 8.5 x 11" long edge feed and 11 x 17" short
edge feed. Load documents in the document handler when using this feature.
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Bound Originals

o

Both Pages

Use this option to program which page or pages of a bound document are to be
scanned and faxed.

The bound original is placed face down on the document glass with the spine lined
up with the marker on the rear edge of the glass. Align the top of the bound original
against the rear edge of the document glass. Do not close the document handler
during the faxing process.

NOTE: It is recommended that users avoid looking at the scan bar light when the
document handler is open.

HINT: If necessary, apply a little pressure to the center of the bound original to
flatten it during scanning.

3 e T E = A
o ° o . Ready to Fax. Enter phone number.
oES. BT BT
[ | coor | 5o |
Binding Erase
\ O off O Right Page ” 0D
O Left Page o Both Pages ‘. B

The feature is switched off.

Faxes only the page on the left when looking at the open bound original, face up.

Faxes only the page on the right when looking at the open bound original, face up.

Faxes both pages of an open bound original, in left to right order when looking at
the original face up. Each page is placed on a separate sheet of paper.
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Binding Erase Erases a specified area from the center of the bound original to eliminate unwanted ?é
9 marks caused by scanning the binding area. Up to 25mm can be erased. LL

o
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Added Fax Features

The Added Fax Features tab provides further fax features which can be used when
transmitting faxes.

NOTE: If the 'More Fax Features’ tab is displaying, this must be selected to access
the Added Fax Features tab.

Ready to Fax. Enter phone number.

Added Fax All
Features

Services
Fax Sending

Mailboxes Advanced Fax
@,.: Features Features
oo G

. Fax Reports — Dial Directory Setu
[ h

Touch any of the top level buttons to select a feature. To view all the options for a

feature, select the feature required. Multiple options can be selected for each fax
job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.

Fax Sending Features

Select this feature to access the options which enable you to apply additional
transmission features to your fax job.

Ready to Fax. Enter phone number.
B [::i__'l [~

a L ety = hal Dy e

Fax Sending Features

=3 OL ission Options O Cover Letter O Delayed Send
E

E’“ OReduce / Split %) O Starting Rate
ES 4
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Transmission Options

Allows transmission information to be included with your fax job.

Ready to Fax. Enter phone number.

[cocs | 5 |

Transmission Report Transmit Header Print

o Off O Off

Oon oon

Options:

Transmission This report contains details about the fax together with a reduced copy of the image
Report from the first page. When sending a fax to multiple recipients, a Transmission

O Report will be printed listing all of the recipients.

Transmit Header Prints partial or full details of the transmission in the header of each page of your
Print fax job.

O Partial header details include:
« the sending fax machine’s telephone number

« the date and time the fax was sent
« the page number.

Full header details include:
* the sending fax machine’s telephone number and name
* the date and time the fax was sent
« the page number.

NOTE: The machine telephone number and name are set up when Embedded Fax

is installed. The time is displayed as a 12 or 24 hour clock, depending on the
system settings.
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Reduce/Split

Use this option to choose how your faxed document is printed if your document
paper size is larger than the receiving machine’s capability.

Ready to Fax. Enter phone number.

Use this feature to handle large docurments:

Reduce to fit
Stucegoly Reduce to Fit will shrink large documents so they fit on a

smaller paper size

Split Across Pages will split a single large image across
several pages.

Split across pages

Options:

Reduce to fit Reduces the faxed document to fit the paper size of the receiving fax machine.

O

Split across If this option is selected the receiving fax machine will either split the faxed
pages document into two equal parts, or print the majority of the image on to one page and
the remainder on the next page.

NOTE: This option cannot be used with the Standard Resolution setting.
Due to print margins, some of the image may be lost around the edges when using
the Split feature.
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Off

On

To; From and
Comment
Fields

Cover Letter

Use this option to add a cover letter to your fax job. Users can add text in the 'To’,
'From’ and 'Comment’ fields.

NOTE: The Cover Letter title is added automatically.

Ready to Fax. Enter phone number.

Eom @J“ Um
@m mo

To: From; and Comment Fields

i Bate
O Off
From:
Comment

oon

Options:

The feature is switched off.

Use to enable the Cover Letter feature.

This feature allows you to create, modify or delete comments that you want to
appear on the fax Cover Letter. Up to 10 comments can be stored on the machine.

The options are as follows:

Displays the recipient’'s fax number or name. Select the keyboard button to

To -
amend the recipient’'s name.

Displays the sending machines local name. Select the keyboard button to

From
amend the sender’s name.

Use the up/down scroll buttons to move through the list. The selected
Comment displays in the comment area on the Cover Letter. Selecting No
Comment will leave the comment text region blank.

To add or modify a comment select a numbered comment box from the
comment list and select Edit. Using the keyboard enter the comment you
wish to store or modify the existing comment. A maximum of 30 characters
can be entered. To delete a comment, select the comment box from the list
and select Delete.

Comment

HINT: Only one Comment can be selected at a time.
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Forced 4800 bps

O

Super G3 (33.6

kbps)

G3 (14.4 Kbps)

O

Starting Rate

Use this option to set the transmission speed of your fax job.

@m mol-.l- Cancel Save

\ O Forced 4800 bps O G3 (14.4 Kbps)

Super G3 (33.6 Khps)

Options:

Used in areas of low quality communication, when experiencing telephone noise or
when fax communications are susceptible to errors.

Determines the communication mode to be used based on the maximum
capabilities of the remote machine. The initial transmission speed will be 33,600
Bits per second.

Selects the communications mode based on the maximum capabilities of the
remote machine. The initial transmission speed will be 14,400 Bits per second.
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Delayed Send

Use Delayed Send to specify a time within the next 24 hours that you want the fax
to be transmitted. This feature is very useful when transmitting faxes during off-peak
hours or when sending to another country or time zone.

A 12 or 24 hour clock can be set. If the 12 hour clock is set, you must also select
either the AM or PM button.

NOTE: Batch Send is a feature which is set up by your System Administrator. It
allows multiple fax jobs to be sent to the same destination during the same
transmission session. If sending a fax job that has the same destination as a job
already held as a Delayed Send job, a pop-up window displays on the Touch
Screen. Select whether to send your fax now or add it to the job being sent at a
later time.

m Cancel m

Touch one of the type-in regions, then use

O off keypad on right to enter Send Time. O AM
Hours Minutes

01-12 00 - 59

o Specific Time LI L‘

Current time:  2:24PM

PM

Options:

Off The feature is switched off.

O

Specific Time Enables users to enter the actual time the fax is to be sent.

O

Quick Reference Guide Page 5-19

Fax



Fax Reports

This feature enables you to obtain hard copy information about the status of the fax
feature on your machine.

Ready to Fax. Enter phone number.

o =
Fax Reports
A t
enar Select a report from the list and press Print Report to print it.
Dial Directory Report
Group Directory Report
Options Report
Pending Jobs Report

Fax Reports options are as follows:

Activity Report Displays the last 50 fax activities completed on the machine.

Dial Directory Report |Lists all the numbers stored in the Dial Directory.

Group Directory

Report Lists all the numbers stored within each group within the Group Directory.

Options Report Provides the fax details and configuration.

Displays the fax jobs in the machine’s memory waiting to be sent or printed.

Pending Jobs Report This report also gives a percentage of available memory on the machine.
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Mailboxes

Store to Mailbox

O

Print Mailbox
Documents

O

Delete Mailbox
Documents

[72]
D
>
o
—
o
Q

Remote Mailbox

Lty

Enabled by your System Administrator, this option allows you to store documents in
a mailbox. The mailbox can be located on the same machine you are using (local
mailbox), or sent to a mailbox on a remote machine (remote mailbox). Documents
held within the local mailbox are recognized as stored for polling, printing or deleting
by the user. To access a mailbox you must enter the 3 digit mailbox number and 4
digit mailbox passcode. Please contact your System Administrator for more
information.

NOTE: The storage time for faxes is set up by your System Administrator.

Ready to Fax. Enter phone number.

Cancel

Store to Mailbox

Print Mailbox
Documents

Send to a

-‘g Remote Mailbox

Delete Mailbox
Documents

Options:

Allows users to scan and store fax documents for polling. Documents are stored in
your mailbox and automatically sent to a remote fax machine when requested.

Allows you to print a hard copy of the documents stored in a mailbox.

Allows you to delete all the documents stored within a mailbox.

NOTE: If the Delete Mailbox Documents or Print Mailbox Documents button is
selected then both received and stored documents within the selected mailbox will
be printed or deleted.

Allows you to send a fax document directly to an individual's private mailbox on a
remote machine.

NOTE: This feature will only be available when the remote machine has mailbox
capability and when the user sending the document knows the mailbox number of
the recipient.
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Dial Directory Setup

Individual

Use this feature to store destination names, fax numbers and transmission settings
in your machine. Entries stored here will be available for selection within the Send
List feature on the Basic Faxing tab.

Dialling Groups can also be set up, comprising of many individual entries.
HINT: This feature saves time when sending faxes to frequently used destinations.

Ready to Fax. Enter phone number.

Individual
Grou)

Options:

Use this option to set up individual fax destination names, numbers and settings.

Use this option to set up a group of directory locations under one number. Using a
Group Dial Directory means that you only have to enter one group number to send
to multiple destinations.

NOTE: A new Group Dial List must be created using those destinations already
stored as an Individual Directory or Group Directory list.
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Advanced Fax Features

Offers advanced features which enable you to transmit large, complex jobs; scan
and store fax jobs for retrieval by another fax machine, or poll another fax machine.

Ready to Fax. Enter phone number.

(OBuild Job Pollin
= o=
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Build Job

Use this feature to build a job that requires different settings for each page. For
example, if a set of documents consists of some pages with text and some with
photos, the appropriate setting for each original can be applied and the job can still
be completed as a single job. This feature is also useful if your fax job has more than
70 pages, which exceeds the maximum capacity of the document handler.

To use Build Job, split the job into programing and scanning segments. Select the
Build Job option and select On. Program and scan the first segment. Continue to
program and load segments until the whole job has been scanned. When the entire
job has been scanned, select Build Job Controls and select End Build Job. The job
is processed and transmitted as a single job.

NOTE: The destination fax number must be entered prior to using Build Job.

[cocs | 5 |

o Off Please enter the Fax destination number before starting your Build Job.

Select Build Job to program, scan and store individual job segments.

On After all segments have been scanned, select Build Job Controls then press
End Build Job to start transmission.

Max number of images = 1000

Options:

Off The feature is switched off.

O

On Use to enable the Build Job feature.

O

Build Job Offers options which can be selected when using Build Job.
Controls il Job Controls options are as follows:

Select this option after the last segment of the job has been scanned. The

End Build Job |, ' vill be sent to print.

Delete Last Segment |Use to delete the last segment scanned.

Delete All segments [Use to delete the current job and return to the main Build Job screen.

Page 5-24 Quick Reference Guide



Polling

Polling enables you to store fax documents into the machine’s memory for retrieval by
another remote fax machine, or poll a remote fax machine or mailbox.

Ready to Fax. Enter phone number.

OStore for Polling O Pall Remote Fax Poll Remote Mailbox
& -

2], ==

Options:

Store for Polling This option allows users to scan documents and store them. When remote

. machines poll the device, they are able to retrieve the scanned document(s).

21 Passcodes can be set up to control which machines have access to the documents
stored.

Poll Remote Fax This option allows users to set up their machine to contact a remote fax machine to
31y locate and receive faxes stored by the remote machine.

Poll Remote This option allows users to set up their machine to contact a remote mailbox which
Mailbox s set up on a remote fax machine. When contact has been made the remote
o machine sends the faxes stored within the mailbox.

—T
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Basic Faxing - Server Fax

The Basic Faxing tab is the default Server Fax screen. Use the options available on
this screen to enter the recipient telephone number and to select the standard
features for a fax job.

Access to the Basic Faxing features is gained using the Features button on the
control panel.

Depending on the options enabled and how your machine has been configured, you
may have to select All Services in the top right-hand corner first.

The tabs available for selecting Fax features are:
> Basic Faxing
» More Fax Features

Ready to scan your job.

f"';z*| Al

Services

Basic Faxing

Dialing Options Resolution Sides Scanned

() Standard @1 Sided
ODiaIing Characters... “Fine OZ Sided...

4 ()2 Sided/Rotated

DF’hone List...

Touch any of the top level buttons to select a feature. Multiple options can be
selected for each fax job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Dialling Options

Add to Send List

-

Send List

-

Dialling
Characters

-

The Dialling Options area contains a window where the telephone number entered
displays. Once displayed, it can be added to a list of destination telephone numbers,
a special character can be added, or a list of up to 30 stored telephone numbers can
be accessed.

There are two methods of entering a phone number - Manually using the keypad or
by selecting a number already stored in the Phone List.
Ready to scan your job.

All
Services

Basic Faxing

Dialling Options Resolution Sides Scanned

@ standard ()1 Sided
(C)E Add to Send List (_)Dialling Characters... (_)Fine @2 sided...
+ ()2 Sited/Rotated

()& Send List... (1) (_JPhone List...

Options:

Used when you want to send a fax to more than one destination. Enter the number
using the keypad or select the Phone List button and select a stored number. Then
select the Add to Send List button. Continue to add numbers until all the locations
have been entered.

The Send List is used when the fax is being sent to multiple destinations. The fax
job will be sent to every destination displayed in the Send List. Numbers can be
entered into the Send List manually using the keypad, or by using the Phone List
option. The number of destinations currently in the Send List is shown in brackets
on the Send List button.

Select the Send List button to view or delete destination fax numbers.

Dialling characters are special characters used for entering fax numbers and are
entered as part of the telephone number:

Allows the machine enough time to switch from an inside line to an outside

Dial Pause [] line. The delay depends on the fax server.

Long Pause [I] This pause is used if a longer period is required to gain a dial tone.

Indicates that an identifier for a previously set up group is about to be

Group Dial [\] entered.

Used to hide information on printed reports. Characters entered between two

Mask Data [/] forward slash symbols will appear as asterisks.

Password Check
Switch [S]

Used for remote terminal identification. This character verifies that the
correct number has been dialed.

Quick Reference Guide
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Pulse To Tone Switch

[l

Use to switch from Pulse dialing to Tone dialing.

Wait for Network

. Use to suspend dialing until an expected network tone is detected.
Tone Detection [W] P 9 P

Local ID [+] Character

Check [+] Required as part of some international telephone numbers (in place of 00).

Local ID [space]
Character Check

[1]

Used to improve readability. For example, adding spaces to a telephone
number as 1 234 5678 instead of 12345678.

Phone List The Phone List can store up to 30 fax numbers. Enter the fax number and select
Phone List. Select an empty number and then select Enter Number In Phone List,
D the number will be stored. Fax numbers in the Phone List can be selected to add to
the Send List. Entries displayed in the Phone List will not be deleted once a fax job
has been completed.

To delete an entry from the Phone List, select the number requiring deletion and
select the Delete Phone List Number button. A confirmation message displays.

Resolution

The Resolution affects the appearance of the fax at the receiving fax terminal. A
higher resolution yields better quality for photos. A lower resolution reduces
communication time.

Options:
Ready to scan your job.

All
Services

Basic Faxing

Dialling Options Resolution Sides Scanned
@ standard ()1 Sided
()2 Add to Send List (__)Dialling Characters... (_)Fine @2 sided...

¢ ()2 Sided/Rotated

()@ Send List.. (1) C_)Phone List...

Standard 200 x 100 dpi - Recommend for text documents. It requires less communication
D time, but does not produce the best image quality for graphics and photos.

Fine 200 x 200 dpi - Recommended for line art and photos. This is the default resolution
D and the best choice in most cases.
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Sides Scanned

This is used to specify whether the originals are single-sided or double-sided. For

2-sided originals the orientation can also be programmed.

Ready to scan your job.

All

Basic Faxing Services

Dialling Options Resolution Sides Scanned
“Slandard 01 Sided
()2 Add to Send List (__)Dialling Characters... (_)Fine @2 sided...
¢ ()2 Sided/Rotated

()@ Send List.. (1) C_)Phone List...

Options:

1 Sided Use this option for originals that are printed on 1 side only.

-

2 Sided Use this option for originals that are printed on both sides.

U

2 Sided/ Rotated Use this option for double-sided originals which are in the “head to toe” orientation.

-

Quick Reference Guide
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More Fax Features

The More Fax Features tab provides additional fax features which can be used with
your fax job.

Ready to scan your job.

More Fax All
Features Services

- i = O Original Input ODelayed Send
E ype: Text & Auto (=11l
: Lighten / Darken: O <

Suppression: On

JOb, " OMore Image Quality
Review | Contrast: 0
Summary| [Bigd Sharpness: 0

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each fax
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Image Quality

Use this feature to enhance the quality of the outgoing fax.

Ready to scan your job.

Bl ey ) (ki bt iebered el
@z, 8%
Dm0

Other Image Quality values were changed to ensure optimal image quality.

m Corwet m Cancel m
S 0

Original Type Lighten / Darken Background Suppression
\ o Normal O Halftane Photo Lighten o on
Normal @
O O Phato @

O Off

Darken

Options:

Original Type Use this option to enhance the quality of the fax based on the type of original being
scanned.

Original Type options are as follows:

Normal This is the standard setting and can be used for most originals.

Text Use for originals containing text or line art.

Use for high quality lithographic images or continuous tone photos with text

Halftone Photo andlor graphics.

Use for continuous tone photographs or high quality printed half-tone

Photo -
originals.

Lighten / Darken Adjusts the lightness or darkness of the fax. To darken the fax, select the scroll

9 down button. To lighten the fax, select the scroll up button.

Background This option automatically reduces or eliminates the dark background resulting from
Suppression colored paper or newspaper originals.

NOTE: Background Suppression is disabled if the Original Type is Photo.
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More Image Quality

Use this feature in addition to the settings selected using the Image Quality option,
to further enhance the quality of your output.

Ready to scan your job.

Other Image Quality values were changed to ensure optimal image quality.

e J coc | o |
Contrast Sharpness
High Sharp
Normal g Normal E
Low Soft :

Options:

Contrast Adjusts the difference between the image densities within the scanned image.
Select a higher setting to produce more vivid blacks and whites for sharper text and
lines.

ap

Sharpness Increasing sharpness improves the sharpness of text; decreasing sharpness
reduces the moiré effect (wavy patterns) which sometimes affects halftone images.

@ap
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Original Input
Use this option to program the size of the originals being scanned or enable the
machine to recognize the size of the originals automatically.

Ready to scan your job.

[ | coce | 3o
Auto
Use to describe the size of the originals.

Manual Platen + Auto is the Normal Mode for this feature. Use Auto to automatically
Input detect the size of the originals in the Document Handler.

Mif“‘:d Size » Use Manual Platen to enter document dimensions for use in
Originals Document Glass scanning.

Options:

Auto Use this option to enable the machine to recognize the size of the originals being

O fed through the document handler.

Manual Platen Use this option to specify the dimensions of the document scanning region when
Input  scanning from the document glass. There are several dimensions that correspond

to common document sizes and orientations.
Select a standard size or use Custom to manually adjust the scanning dimensions.
Mixed Size Use this feature to scan a document containing mixed size originals. The originals

Originals must be the same width, for example 8.5 x 11" long edge feed and 11 x 17" short
O edge feed. Load documents in the document handler when using this feature.
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Delayed Send

Use Delayed Send to specify a time, within the next 24 hours, at which to send a
fax. This feature can be used to transmit faxes during off-peak hours or is useful
when sending to another country or time zone.The time to send is added to the job
information sent to the fax server with the scanned image. The third party Fax
Server retains the fax for sending at the specified time.

This feature can be set as a 12 or 24 hour clock. If the 12 hour clock is set, you must
also select either the AM or PM button.

Ready to scan your job.

m Cancel

Touch one of the type-in regions, then use

O Off keypad on right to enter Send Time.
Hours Minutes

01-12 00 - 59

o Specific Time

Current time:  2:33PM

AM

PM

Options:

Off The feature is switched off.

O

Specific Time Enables users to enter the actual time the fax is to be sent.

O
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Authentication Mode

Network
Authentication
Access

Guest Access

Authentication is a useful network security management tool - limiting, restricting
and monitoring access to the network via the machine. Authentication can be set up
by the System Administrator to restrict access to the features within E-mail, Network
Scanning, Server Fax and Internet Fax.

Ready to scan your job.

Pleaze enter your password and touch ENTER.

There are two authentication modes available:

Requires your network login name and password. If you do not have a network
account on the local network you will not be authenticated using this mode.

Requires a generic passcode that is set up by the System Administrator. You will
need to obtain the passcode from the System Administrator.

Contact your System Administrator for more information.
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6 Internet Fax

P INternet FaX.....ooov i
> BasiC SettingS .....ccvveiiieiiiiiii e
> Advanced SettingS........cccuveveeeeeiiiiiiee e,
P OPLONS o
» Authentication Mode ..........c.ooovvviiiiiiiieiiinnnnn.
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Internet Fax

Internet Fax is an optional feature which is only available on the WorkCentre Pro
model. This chapter contains information about the options available within Internet
Fax.

Internet Fax allows you to send your scanned images as an e-mail attachment to a
specified recipient or recipients. This type of fax travels over the internet or intranet.

The Basic Internet Fax screen allows you to enter the SMTP (Simple Mail Transfer
Protocol) e-mail addresses for your fax. You can also use this screen to add and
remove recipients and edit the subject line.

NOTE: An SMTP compliant e-mail address format must be used. For example,
anyone@anycompany.com.

Access to the Internet Fax features is gained using the Features button on the
control panel.

Depending on the options enabled and how your machine has been configured, you
may have to select All Services and Internet Fax to display the Internet Fax feature
tabs.

The tabs available for selecting the Internet Fax features are:
> Internet Fax

> Basic Settings

» Advanced Settings

> Options

Ready to scan your job.

! I When Address List is complete, load documents and press the Start button.
s O

1Y All

Services

Internet Fax

Send:

? C)Delails From: |

Qre.-

OCc... ORemuve R
ORemuve All

(C_)Edit Subject...

Subject: Scan from a Xerox ¥WorkCentre Pro

Touch any of the top level buttons to select a feature. Multiple options can be
selected for each fax job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Send:

Use the Send options to enter recipient information.

Ready to scan your job.

When Address List is complete, load documents and press the Start button.
e e

Internet Fax

From:

ODetaiIs

Oﬂemnve
ORemuve Al
(_JEdit Subject...

Subject: Scan from a Herox WorkCentre Pro

Options:

From This option provides information about the sender and is pre-set by the system or
the System Administrator and cannot be changed.

U

NOTE: If Internet Fax is accessed via Authentication Mode the information
contained will be linked with the login name.

Use this option to enter the e-mail address of the required recipient.

Use this option to enter the e-mail address of the required recipient you wish to be
copied on the e-mail job.

0. 0.

Edit Subject Use this option to edit the default e-mail subject. The subject is the title of the e-mail
and not the text contained within the e-mail. The subject line can contain up to 248
characters and displays on the Touch Screen under the Edit Subject button.

U

Details Use this option to view the details of the selected recipient. The information
displayed is determined by how the address was originally added to the Address
List - from either the Internal or Public Address Book, or entered manually.

Use this option to delete the selected address from the Address List.

Py
©
3
o
<
®

Use this option to delete all the addresses from the Address List. A confirmation
pop-up message displays.

Remove A

U
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Address List Displays all the recipient addresses entered for the current Internet Fax job. Up to

128 recipient’s addresses can be entered in the list.

Use the up/down scroll buttons located to the right of the Address List to move
through the list.

Entering an E-mail Address for Internet Fax

E-mail addresses can be entered in one of two ways - manually or via an address
book.

NOTE: When entering e-mail details you can change the keypad to show upper or
lower case, accented characters or numbers by selecting the appropriate button.
Use the Back button to delete the previously entered character.

Manually

If you already know the full SMTP e-mail address of your recipient, or if you know
that the recipient is not in any of the configured address books, you can use the
keypad on the Touch Screen to enter an e-mail address in the To... or Cc... fields.
Your machine will check that an SMTP address has been entered. If it is not an
SMTP address, your machine will search the address book for a matching entry.

The entered e-mail address will be shown in the Address List.

Selecting the details for a manually entered e-mail address will only display the e-
mail address, no other details are available.

Address Books

Address books contain a list of e-mail addresses and details that are relevant to
your company and/or you. If configured, your machine is able to support two types
of e-mail address books - Public and Internal. When an entry is made in To or Cc
the Address Book displays search results for one or both configured address books.

Use the keypad on the Touch Screen to enter the e-mail recipient’'s name. As with
most search facilities you do not need to enter the full name and can search the
address book on the first few letters.

When you have entered the required e-mail search criteria select the Enter button.
If there are no matching entries select the Change Address Book button to search
the other address book.

NOTE: The Change Address Book button will only display if both the address
books have been configured.
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If one or more matches are found based on the search criteria, the matches display
on the Touch Screen. Use the up/down scroll bars to locate the required recipient.
Highlight the recipient in the list and select the Add button. Continue this process
until you have added all the required recipients and on completion select Done. The
entered e-mail address will be shown in the Address List.

Address Book Types

If configured there are two different types of address book on your machine, Public
and Internal.

Public Address Book

The Public Address Book stores external company addresses on the machine. The
address book contains a list of user names and their e-mail addresses.

The file must be a CSV (Comma Separated Value) format for your machine to be
able to read the file contents. The completed file is imported to the machine via
CentreWare Internet Services. Your machine will not allow the import of a Public
Address Book file that does not end with the .CSV file extension.

A valid CSV file is in the format: Name, SMTP e-mail address. For example the
following are both valid CSV format file entries:

Smith, smith@company.com
"Smith, John", john.smith@company.com

The order in which the entries are sorted in the CSV file determines the order
displayed in the Public Address Book at your machine.

Internal Address Book

Otherwise known as the LDAP (Lightweight Directory Access Protocol), the Internal
Address Book stores internal company addresses on the company network. The
System Administrator creates the Internal Address Book.

The display of the search results is defined by the LDAP. For example, the LDAP
server can return a search query "And" as "Andrew Smith" when the result
"Andrews, James" may have been expected. The lastname, firstname or firstname,
lastname display is controlled by the LDAP server and not your machine.

If you have successfully logged in via Authentication mode, your machine will
automatically attempt to match your login name to your e-mail address. Your name
will then be entered into the From e-mail address field. You will not be able to
change this.
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Basic Settings

The Basic Settings tab allows you to temporarily change the information relating to
your original. Changing these settings allows you to achieve optimum scanning
quality for each Internet Fax original.

Ready to scan your job.

s 2¥ | All
Basic Settings Services

2 Sided Scanning Original Type
@1 Sided @D Photo and Text
()2 Sided () Photo

()2 Sided, Rotate Side 2 () Text

Touch any of the top level buttons to select a feature. One button can be selected
in each column. Multiple options can be selected for each job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Sides Scanned

This feature is used to specify whether the originals are single-sided or double-
sided. For 2-sided originals the orientation can also be programmed.

Ready to scan your job.

All

|§| Services

Basic Settings

! < 2 Sided Scanning Original Type
1 Sided @ Photo and Text
2 Sided () Photo

()2 Sitled, Rotate Side 2 () Text

Options:

1 Sided Use this option for originals that are printed on 1 side only.

-

2 Sided Use this option for originals that are printed on both sides.

-

2 Sided, Rotate Use this option for originals that are printed on both sides and the second side has
Side 2 peen rotated. For example, if you are scanning a calendar which uses a “head to

0 toe” format.
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Original Type

Use this feature to select the type of original being scanned.

Ready to scan your job.

2
Basic Settings

2 Sided Scannir / ~> Original Type

o
@1 Sided A Photo and Text
()72 sided < ()Photo

()2 Sitled, Rotate Side 2 () Text

Options:

Photo & Text Use for originals containing photographs and text.

-

Photo Use for continuous tone photographs or high quality printed half-tone originals.

U

Text Use for originals containing text or line art.

-
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Advanced Settings

The Advanced Settings tab allows you to temporarily manipulate the scan template
to enhance the appearance and style of your scanned Internet Fax image.

Ready to scan your job.

All
Services

OOrl inal Input OResolution

Auto ) 1 300x300(Superfine)
[

Portrait

Olll'lure Image Quality © Quality / File Size
) Cantrast: 0 %E, Quality: High
4 Sharpress: 0 < File Size: Larger

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each fax
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Image Quality

Use this feature to enhance the quality of your scanned originals.

Ready to scan your job.

Lighten/Darken Background Suppression

Lighter o On
Normal @
9 O~

Darker

Options:

Lighten / Darken This option provides controls to adjust the lightness or darkness of the output. To
9 darken the output, press the scroll down button. To lighten the output, press the

scroll up button.
Background This option automatically reduces or eliminates the dark background resulting from
Suppression coloured paper or newspaper originals.

NOTE: Background Suppression is disabled if the Original Type is Photo.
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More Image Quality
Use this feature in addition to the settings selected using the Image Quality option,
to further enhance the quality of your output.

Ready to scan your job.

m Cancel m

Contrast Sharpness

High Sharp

Low Soft

Options:

Contrast This option controls the differences between the image densities within the output.
Select a lower setting to improve the image quality of pictures. Select a higher
setting to produce more vivid blacks and whites for sharper text and lines.

Sharpness This option controls the balance between sharp text and moiré (wavy patterns within
the image). Use the up/down scroll buttons to adjust the sharpness values from
sharper to softer, based on the quality of the input images.
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Original Input

Auto

O

Manual Platen

=
°
c
—

Mixed Size
Originals

§ O
QD
«Q
(¢)

Orientation

®

Use this option to select the orientation of the originals being scanned. The machine
can determine the size of the originals automatically, or a size can be entered
manually.

This option is also used when scanning mixed sized originals.

NOTE: If your machine does not show Mixed Size Originals, it is recommended
that the originals used are of the same size.

Ready to scan your job.

Auto Image Orientation

For best results, select the
orientation of the image in the
Manual Platen Document Handler.
Input

——
. ia
5 . If using the platen glass, the —
Mized Size orientation is as seen before turning @

Originals it over on the glass.

0O0®

Options:

Use this option to allow the machine to automatically determine the size of the
originals being fed through the document handler.

Use this option to specify the dimensions of the document scanning region when
scanning from the document glass. There are several dimensions that correspond
to common document sizes and orientations.

Select a standard size or use Custom to manually adjust the scanning dimensions.

Use this feature to scan a document containing mixed size originals. The originals
must be the same width, for example A4 long edge feed and A3 short edge feed.
Load documents in the document handler when using this feature.

Use this option to select the orientation of the image entering the document handler.
If using the document glass, the orientation of the scanned image will match the
orientation of the original document.
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Resolution

Resolution affects the appearance of the scanned image. The higher the scanning
resolution the better the image quality.

Advnaced
et
] < Original St
oES B%
TuppesT ed  Puwat

O fhulity | e Shon
E'g Gty i

Cormmt 0
-] d Fin e Lwge

Ready to sce job.
eady to scan your job.

mmls-e-l

7272
(Non-standard)
100100
(Non-standard)
200100
(Standard)

O 200200 {Fine) O
300<300
(Superfine)
400=400
(Non-standard)

600=600
(Non-standard)

m Cancel m

72x72 (Non-
Standard)

O

100x100 (Non-
Standard)

N
o
o
X

[
o
o

(Standard)

O

200x200 (Fine

~

w
o
o
x

w
o
o

(Superfine)

O

Options:

Produces the smallest image file size and is recommended for documents which
are to be viewed electronically or archived.

Produces a small file size and is recommended for simple text documents.

Produces a small file size and is recommended for text documents.

NOTE: Only available for TIFF document formats.

Recommended for average quality text documents and line art.

Recommended for high quality text documents and line art. Can also be used for
medium quality photos and graphics. This is the default resolution and the best
choice for most documents.

Quick Reference Guide
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400x400 (Non-
Standard)

600x600 (Non-
Standard)

Recommended for average quality photos and graphics. It produces good quality
images and a smaller file size than the 600x600 resolution.

Recommended for use with high quality photos and graphics. It produces the
largest image file size, but delivers the best image quality.

Quality / File Size

The Quality / File Size settings allow you to choose between scan image quality and
file size.

Normal Quality

O

Higher Quality

Maximum
Quality

O

Ready to scan your job.

hdwancrt
sy
=l Dty ey < Original ot
el oy
St Pret

gl s
AT me e | coc | s |
| Gy Fou S L
\ Normal Quality Note:
Small File Size
The Higher Quality option produces larger files with
Higher Quality better image quality.
Larger File Size
Small files are better for sharing and transmitting over
Maximum Quality the network
Largest File Size

Use this option to produce good quality images and the smallest file size.

Using this option produces high quality images and larger file sizes.

Use this option for the highest image quality and the largest file size.

NOTE: Large files are not ideal for sharing and transmitting over the network.
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Options

Use this tab to temporarily change the format of the faxed image file, set a Reply To
address and add a brief message. The Acknowledgement Report can also be
enabled.

Ready to scan your job.

—
| | All

nlings Services

OFile_Format O Reply To (O Message Body
Wulti—page TIFF myfaxi@xerox. corn essage Added

i Acknowledgement
Review E O Acknowledgement

Job

Report
Enabled

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each fax
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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File Format

Use the File Format option when your job is to be sent with a different file format
than that set as the default.

Oyt
T Ready to scan your job.
m [hre==—i i [t
O bbb
o Lt [ cu | 500 |
ot

\ Q Multi-page TIFF
O PDF

Options:

Multi-page Tiff Multi-Page Tagged-Image File Format. One TIFF file containing several pages of

O scanned images.

PDF Portable Document Format. Given the right software the recipient of the scanned
O image can view, print or edit the file, no matter what their computer platform.
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Acknowledgment Report

Use this feature to print a report containing the delivery status of your job. The report
will include the number of successful, failed and unconfirmed recipients.

Ready to scan your job.

gt
mEsy gt e

O bbb
os Lonce | s |
ot
An Acknowledgement Report contains information about the delivery
‘,-"7"\\ Disabled status for each recipient of the Internet Fax job you are sending.
| )
N Selecting Enabled will print a report after the job has been submitted.
Enabled You cannot select Disabled if the device administrator has configured
the device always to print an Acknowledgement Report.

Options:

Disabled Use this option to switch the feature off.

NOTE: If the default setting for this feature is already Enabled you will not be able
to disable this feature.

Enabled Use this option to print a status report after the job has been sent.

Quick Reference Guide
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Reply To
Use the Reply To feature to alter the default address to which replies to your Internet
Fax job can be sent.

Ready to scan your job.

Type the full E-mail address then press Enter.

[Reply To: Zahid Beiy

\EEEBE-EEEEQ@E}
L (e L el L L L L L L L [oaec)
NS | W Y | 1Y [

Message Body

Use this feature to edit the default e-mail message being transmitted with the job.
The message body is the text contained within the e-mail and not the e-mail subject
line. The message entered will only be available for the current job.

NOTE: The default message is set up by your System Administrator.

Ready to scan your job.

m% w.‘.‘é'..n. ...."'::‘..':.‘

gE—

Type Message Body, then select Enter

Y EEEBE.EEEEQ@I—\
L CeJ Lad Lo Lad [ L L LI L) ] [evec]
N3 | [ [ | Y I Y |
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Authentication Mode

Network
Authentication
Access

Guest Access

Authentication is a useful network security management tool - limiting, restricting
and monitoring access to the network via the machine. Authentication can be set up
by the System Administrator to restrict access to the features within E-mail, Network
Scanning, Server Fax and Internet Fax.

Ready to scan your job.

Pleaze enter your password and touch ENTER.

There are two authentication modes available:

Requires your network login name and password. If you do not have a network
account on the local network you will not be authenticated using this mode.

Requires a generic passcode that is set up by the System Administrator. You will
need to obtain the passcode from the System Administrator.

Contact your System Administrator for more information.

Quick Reference Guide
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/ Network Scanning

» Network Scanning.........cceeevieiiviiiiiiiececeeiinn.
> BasiCc SettingS .....ccvvviviiiieiiie e
» Advanced SettingS........cccceeeeeeieiiiiiie e,
P OPLONS ..o
» Refresh Destinations .............cccccveeiievieeeinnnnn.

> Authentication Mode .......cooevveeeeiiiiiiieaean,
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Scan

= Network Scanning is an optional feature which is only available on the WorkCentre
ffi;« Hetwork| Pro model. If Network Scanning has been enabled, an electronic file can be created
LV Scamingl 0 hard copy original. The scanned document is converted to an electronic file
and stored electronically. The electronic file can be filed, faxed, or distributed
through e-mail.

This chapter contains information about the options available within Network
Scanning.

Scanning Resources

There are other sources of information available:

FreeFlow™ SMARTsend™

Enables the installation, set up and management of Network Scanning on the
network. FreeFlow™ SMARTsend™ is composed of several different elements that
work together to create and deliver the scanned document to its final destination.
Refer to the FreeFlow™ SMARTsend™ Pack .

CentreWare Internet Services

Internet Services is the embedded HTTP server application that is available on
network enabled models. Internet Services enables you to access printing and
scanning features, view status, manage jobs, and perform machine management
tasks using a browser application over the Internet or intranet. To access Internet
Services open your web browser and enter the machine’s IP Address in the
Address or Location field.

Resources Provided on the World Wide Web

Web Site General Contents

WWW.XErox.com This is a source of general solution overview and options for upgrade.

Contains CentreWare general information with links to the latest

www.centreware.com X _
drivers and utilities.
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Network Scanning

Access to the Network Scanning features is gained using the Features button on
the control panel.

Depending on the options enabled and how your machine has been configured, you
may have to select All Services and Network Scanning to display the Network
Scanning feature tabs.

Use the Network Scanning tab on the Touch Screen to select the standard features
for a scan job.

The tabs available for selecting the Network Scanning features are:
> Network Scanning

> Basic Settings

> Advanced Settings

> Options

> Refresh Destinations

Ready to scan your job.
A partial template list is displayed.

Network \ | All
Scanning Services

DEFAULT I,"" : File: / on filing location not defined o
ii Fax: Destination has been configured
€ Sam .

@ Sam2
@ Alex
@ Alex?

HINT: If some of the Network Scanning feature tabs are not displayed, selecting
tab 2 displays them.

Touch any of the top level buttons to select a feature. Multiple options can be
selected for each copy job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Repositories

Repositories are directories or filing locations set up on a server where your
scanned files are held. Before you can use Network Scanning your System
Administrator must set up the repositories available to your machine. The
repositories are defined in the template and cannot be changed at the machine. Up
to 5 repositories (1 default and 4 additional) can be defined.

Template Overview

Making
Templates

Selecting a
template

Changing
Preprogrammed
Template
Selections

Successful network scanning requires selecting a template at your machine.
Templates contain pre-selected options which will be applied to the scanned
original, for example, information about the final destination of your job (the
repository) and the image quality settings are defined within the template, along with
the template name.

Templates can be created or changed using CentreWare Scan Services or
CentreWare Internet Services. Contact your System Administrator for more
information.

HINT: Template names are limited to 20 characters. Template names containing
more than 20 characters will be shortened to the first 20 characters. Remember
this when searching for existing templates or assigning template names.

Select a template based on where the file is required to be sent. Normally, the
System Administrator will have established a template for use by each user.

After atemplate is selected, most of the preprogrammed settings can be temporarily
changed such as sides scanned, image quality and resolution.

The output destination assigned to the template cannot be changed at the machine.
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Template Destinations

Scrolling
through the
Template List

6
o

The Template Destination lists the templates stored on the machine. On installation
the factory default template 'DEFAULT’, in upper case, display in the Template
Destination list. The default template appears at the top of the list and is selected
automatically. All other templates follow in alpha-numeric order. There is a
maximum limit of 250 templates.

Template operations can be performed either from CentreWare Internet Services or
CentreWare Scan Services.

> Template names starting with the @ symbol have been created using the
CentreWare Internet Services.

> Templates without the @ symbol are templates stored in a remote location, that
have been created using software such as FreeFlow™ SMARTsend™.

HINT: A default template can also be created using FreeFlow™ SMARTsend™
Software. The word 'default’ will be displayed in lower case.

Ready to scan your job.
A partial template list is displayed.

Hetwork
Scanning

Destination Details

File: / on filing location not defined
Fax: Destination has been configured

@ Sam .
@Sam2 :
@ Alex

@ Alex2

Use the up/down scroll buttons located to the right of the Template List to move
through the list one page at a time and select a Template.

To quickly get to a specific page in the Template list, use the keypad to identify the
page number then select the hash (#) key. The counter will display the page
location.
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Destination Details

The Destination Details section on the right side of the screen displays information
about the selected template. Each time you select another template file, this area
will update to display information associated with the selected template.

NOTE: Any changes made to the template at the machine are temporary.
Permanent changes must be made with the same utility that created the template.

Ready to scan your job.
A partial template list is displayed.

Network \ All
Scanning Services

DEFAULT ~ | File: / on filing location not defined

Fax: Destination has been configured
& Sam .

@ Sam2

@ Alex
@ Alex2
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Basic Settings

The Basic Settings tab allows you to temporarily change the information relating to
your original. Changing these settings allows you to achieve optimum scanning
quality for each original.

Ready to scan your job.

l : . ) 23 All
Services

2 Sided Scanning Original Type Scan Presets

@1 Sided @ Photo and Text @ for Sharing and Printing

()2 Sided () Photo () for High Quality Printing

()2 Sided, Rotate Side 2 () Text (L) for Archival Record
O More...

Touch any of the top level buttons to select a feature. One button can be selected
in each column. Multiple options can be selected for each job if required. To view all
the options for a feature, select More....

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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2 Sided Scanning
This is used to specify whether the originals are single-sided or double-sided. For
2-sided originals the orientation can also be programmed.

Ready to scan your job.

2y Fi-l All

Basic Settings [o—
! 4 2 Sided Seanning Original Type Scan Presets
1 Sided .Phuln and Text . for Sharing and Printing
2 Sided CJPhoto ) for High Quality Printing
()2 Sited, Rotate Side 2 () Text ) for Archival Record
o More...

Options:

1 Sided Use this option for originals that are printed on 1 side only.

-

2 Sided Use this option for originals that are printed on both sides.

-

2 Sided, Rotate Use this option for originals that are printed on both sides and the second side has
Side 2 peen rotated. For example, if you are scanning a calendar which uses a “head to

0 toe” format.
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Original Type

Use this feature to select the type of original being scanned.

Ready to scan your job.

i Scan Presets
.1 Sided @) Photo and Text . for Sharing and Printing
()2 sided

Photo O for High Quality Printing

()2 Sited, Rotate Side 2 () Text ) for Archival Record
o More...

Options:

Photo & Text Use for originals containing photographs and text.

-

Photo Use for continuous tone photographs or high quality printed half-tone originals.

U

Text Use for originals containing text or line art.

-
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Scan Presets

for Sharing and
Printing

O

for High Qualit

<

O

for Archival

O;U
)
[}
=)
o

S
o
e
b

O

Simple Scan

O

@]

ustom

O

Use these options to automatically set the optimum settings for your job. Settings
include producing smaller file sizes or delivering the highest quality output.

Ready to scan your job.

- A partial template list is displayed.

1 Sl Vot o Sty el Pty
12 Sk o hgh Chaabi Pt
7 Sk Bt S 7 () Tem -
D Cancel

for OCR

Q!
O Simple Scan
O

for Sharing
and Printing

for High
Quality

for Sharing and Printing

This selection will apply settings of Small File Size,
Normal Quality Image.

Best for sharing files to be viewed on-screen and

Custom for printing most standard business documents.

for Archival
Record

Options:

Use this option for normal quality documents. The output file size will be small.

Use this option for high quality documents. This option produces the largest output
file size.

Use this option for documents which will be stored or viewed electronically. This
option produces the smallest output file size.

Use this option for documents which will be processed using Optional Character
Recognition (OCR) software. This option produces the highest quality images and
the output file size will be large.

Use this option for simple documents which require no image quality adjustments.
This option will scan, process and transfer your job as quickly as possible. The
output file size will be small.

This option will use the scan settings defined in the currently selected template.
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Advanced Settings

The Advanced Settings tab allows you to temporarily manipulate the scan template
to enhance the appearance and style of your scanned image.

Ready to scan your job.

All
Settings Services

O Original Input OResolution
. Auto 3003001

Portrait

OMore Image Quality O Edge Erase Quality / File Size

Aal  Contrast: D Barder Erase g& I-Oua\ity High

3 rm File Size: Larger

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each scan
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Image Quality

Use this feature to enhance the quality of your scanned originals.

Ready to scan your job.
A partial template list is displayed.

Lighten/Darken Background Suppression
Lighter o On
Normal @

O O

Darker

Options:

Lighten / Darken Adjusts the lightness or darkness of the output. To darken the output, select the

9 scroll down button. To lighten the output, select the scroll up button.

Background This option automatically reduces or eliminates the dark background resulting from
Suppression coloured paper or newspaper originals.
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More Image Quality

Use this feature in addition to the settings selected using the Image Quality option,
to further enhance the quality of your output.

& 5 Ready to scan your job.
m man.:n A= f A partial template list is displayed.
- e mor e | coc | s |
St 0 Jom Fie Sow Lugw
Contrast Sharpness
\ High Sharp
Normal E @ Normal E @
Low Soft :

Options:

Contrast This option controls the differences between the image densities within the output.
Select a lower setting to improve the image quality of pictures. Select a higher
setting to produce more vivid blacks and whites for sharper text and lines.

ap

Sharpness This option controls the balance between sharp text and moiré (wavy patterns within
the image). Use the up/down scroll buttons to adjust the sharpness values from
sharper to softer, based on the quality of the input images.

@ap
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Original Input

O>
=
o

Manual Platen

=
°
c
—

Mixed Size
Originals

§ O
QD
«Q
(¢)

Orientation

®

Use this option to select the orientation of the originals being scanned. The machine
can determine the size of the originals automatically, or a size can be entered
manually.

This option is also used when scanning mixed sized originals.

NOTE: If your machine does not show Mixed Size Originals, it is recommended
that the originals used are of the same size.

Sorn
Ec‘m o "13-'_ Iﬂ Om‘m'gf' A partial template list is displayed.
Dtwrmar O Pare

Ready to scan your job.

[y S \m\gm’-
ey} Som S Lige

Auto Image Orientation
For best results, select the

orientation of the image in the
Manual Platen Document Handler.

——
Input .EI
If using the platen glass, the ——

Mif‘l‘:d Size orientation is as seen before turning
Originals it over on the glass.

0O0®

Options:

Use this option to allow the machine to determine the size of the originals being fed
through the document handler.

Use this option to specify the dimensions of the document scanning region when
scanning from the document glass. There are several dimensions that correspond
to common document sizes and orientations.

Select a standard size or use Custom to manually adjust the scanning dimensions.
Use this option to scan the image to the edges of the original.

Use this feature to scan a document containing mixed size originals. The originals
must be the same width, for example A4 long edge feed and A3 short edge feed.
Load documents in the document handler when using this feature.

Use this option to select the orientation of the image entering the document handler.
If using the document glass, the orientation of the scanned image will match the
orientation of the original document.
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Edge Erase

Use this feature to “refresh” the quality of an original that has become torn or frayed
at the edges, or that has hole punch, staple or other marks.

Ready to scan your job.

A partial template list is displayed.

m Cancel

Border Erase

0 Edge Erase

Scan to Edge

Options:

Border Erase

O

Edge Erase

Erases equal amounts on all edges of your output image. Up to 50 mm in 1 mm
increments can be erased.

Use to erase a specific amount from a specific edge of the image. Up to 50 mm in
1mm increments can be erased from each edge.

Scan to Edge

O

Use this option to produce an edge to edge scan of the original.
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Resolution

O

Resolution affects the appearance of the scanned image. The higher the scanning
resolution the better the image quality.

Ready to scan your job.
A partial template list is displayed.

Adysimind
Semieg
e ey O i bt
mm.’hn u.
TuppesT ed  Puwat

ke L
Eerae B
e

@&

Elere

m Cancel m

T2x72

4O
O 100x100
©

O 300300
O 400x400x1
O 600x600x1

200x200

Options:

Produces the smallest image file size and is recommended for documents which
are to be viewed electronically or archived.

Produces a small file size and is recommended for simple text documents.

Recommended for average quality text documents and line art.

Recommended for high quality text documents and line art. Can also be used for
medium quality photos and graphics. This is the default resolution and the best
choice for most documents.

Recommended for average quality photos and graphics. It produces good quality
images and a smaller file size than the 600x600 resolution.

Recommended for use with high quality photos and graphics. It produces the
largest image file size, but delivers the best image quality.
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Quality / File Size

The Quality / File Size settings allow you to choose between scan image quality and
file size.

When you change a setting and select Save an override confirmation screen
displays. Select OK to confirm the new setting.

NOTE: Changing the Quality / File Size may affect the Scan Presets option
selected.

Advyed
Som

Ready to scan your job.

Eom..&-’m.:‘ o \Jg:'_ Dn‘n'sf' A partial template list is displayed.
prSammae o g e
il e (1 Yom L Foa S Luge

Srrwall files are better for sharing and transmitting over
Maximum Quality the: netwirk
Largest File Size

O Normal Quality Note:
Small File Size
The Higher Quality option produces larger files with
Higher Quality hetter irmage quality,
Larger File Size

Options:

Normal Quality Use this option to produce good quality images and the smallest file size.

O

Higher Quality Using this option produces high quality images and larger file sizes.

Maximum Use this option for the highest image quality and the largest file size.

Qualit ) . . -
d NOTE: Large files are not ideal for sharing and transmitting over the network.
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Options

Use the features available to temporarily change the format of the scanned image
file at the destination server.

Ready to scan your job.
A partial template list is displayed.

Destinations Services

O Eile_Format ] O Add File Destinations
@ PDF (DEFAULT)
. 1 Awailable
O U File Already Exists: © Document = O Build Job
Renarme New File Management Fields ' Off

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each scan
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Document Name

Use Document Name to specify the name of the folder that you want your scanned
TIFF image stored to, or the file name of your scanned PDF or Multi-Page TIFF
images.

Ready to scan your job.

3 e Dt . g
Ea oFRLT A partial template list is displayed.
L Type your document name then select Save.

°=;.“.’.‘£‘?..“"" O °-,‘."“'
Document Name: Zahid Beigy |
o Lol L Lo L L D L L Lo ] L L) (<]

L L e L L L e L L L
NS W Y | Y [

If File Already Exists

Use this option to tell the machine what to do when the document destination folder
already contains a document with the same name as your current scan job.

Ready to scan your job.

[g m‘#‘_ mdn?‘_ mc:{'f‘-;ﬁ-_- A partial template list is displayed.
e i | o | 5o |

\ o Rename New File O Da Not Save
O Overwrite Existing File O Add Date to Name

I‘/"_"\, Append to Existing File
/

Options:

Rename New Use this option when you want the machine to name the new file (or folder) with a
File unique name.

O

Append to  Use this option to add the newly created scanned image file to an existing document
Existing File with the same name as the document being scanned.

O NOTE: This option is not available with Multi-Page Tiff and PDF file format options.
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Overwrite
Existing file

O

Do Not Save

O

Add Date to
Name

O

Use this option to replace the existing file that has the same filename as the newly
created scanned image file.

Use this option to abort the scanning operation if a file with the same name as the
newly created scanned image file is detected.

Use this option when you want the machine to name the new file (or folder) with a
unigue name, along with the current date and time.

File Format

Tiff

O

Multi-Page Tiff

O

Use this feature to temporarily change the file type of the scanned image file at the
destination server. The default setting is the same as the value entered in the
selected template.

Ready to scan your job.
A partial template list is displayed.

i | cov | o |

Options:

Tagged-Image File Format. A graphic file that can be opened in a variety of graphic
software packages across a variety of computer platforms.

Multi-Page Tagged-Image File Format. One TIFF file containing several pages of
scanned images.
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PDF Portable Document Format. Given the right software the recipient of the scanned
O image can view, print or edit the file, no matter what their computer platform.

Document Management Fields

Document Management Fields allows you to enter information into the template
from your machine which is unique to your scanning requirements. These fields
must be enabled when creating the template at the Web UI.

NOTE: If your selected template does not contain any enabled fields the
Document Management Fields button will not be available.

Ready to scan your job.
A partial template list is displayed.

i L
==t @o-
Case Mumber
00125549

T mstmee, g
Dt e O et 2 e Dt
@ WETSEAN m FOF CERLT

Add File Destinations

Use this feature to add additional file destinations to any template. A maximum of 5
file destinations can be added to a template. If the selected template contains 1
destination you can add an additional 4 destinations using this feature, however if
the selected template contains 5 destinations the Add File Destination button will
not be available.

Ready to scan your Build Job segment.
A partial template list is displayed.

i A I

Alternates Destination Details (Meena)

. s oonss stah o
=] (+)
[ 171 | 1"
|\ |
S NS
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Build Job

Use this feature to build a job that requires different settings for each page. For
example, if a set of documents consists of some pages with text and some with
photos, the appropriate setting for each original can be applied and the job can still
be completed as a single job. This feature is also useful if your job has more than
70 pages, which exceeds the maximum capacity of the document handler.

To use Build Job, split the job into programming and scanning segments. Select the
Build Job option and select On. Programme and scan the first segment. Continue
to programme and load segments until the whole job has been scanned. When the
entire job has been scanned, select Build Job Controls and select End Build Job.
The job is processed as a single job.

Ready to Scan your Build Job segment.

[—— O i s e Dt 1
b R h
) Ol e b =1 O Bt et [ Build Jab | Tab Loading | [ |
= . [ttt o | o |
Off Use Build Job to program, scan and store individual job segments.
If you wish to include tabs in your Build Job, load and confirm tab stock
before proceeding. If you are copying from a template to a tab, use the

Image Shift feature to set correct image placement.
On Scan tab originals from the Document Glass only, placing each tab original
e top right, with its tab to the left.
When all segments have been scanned, select End Build Job to print the
entire job. Max number of images = 1000.

Options:

Off The feature is switched off.

O

On Use to enable the Build Job feature.
O Select End Build Job after the last segment of the job has been scanned.
NOTE: Some of the Network Scanning features are only set when programming

the first build job segment, for example File Format, Document Name and If File
Already EXxists.

Build Job Provides options which can be selected when using Build Job.
Controls Build Job Controls options are as follows:

Select this option after the last segment of the job has been scanned. The

End Build Job job will be sent to print.

Delete All segments |Use to delete the current job and return to the main Build Job screen.
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Refresh Destinations

Select the Refresh Destinations tab to access the Update Template List feature.

Touch the Update Template List button if the template has been recently created or
modified. The system automatically updates the Template List.

Ready to scan your job.

| | & Refresh : Al
Destinations Services

Use this feature if you want a recently created or updated template

| and cannot wait until the syst ically upd the T

Update Template LR
List Caution: The Template Update can take several minutes and

consequently should be used only when necessary.

Maximum Number of Templates to be displayed: 250
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Authentication Mode

Network
Authentication
Access

Guest Access

Authentication is a useful network security management tool - limiting, restricting
and monitoring access to the network via the machine. Authentication can be set up
by the System Administrator to restrict access to the features within E-mail, Network
Scanning, Server Fax and Internet Fax.

Ready to scan your job.

Pleaze enter your password and touch ENTER.

There are two authentication modes available:

Requires your network login name and password. If you do not have a network
account on the local network you will not be authenticated using this mode.

Requires a generic passcode that is set up by the System Administrator. You will
need to obtain the passcode from the System Administrator.

Contact your System Administrator for more information.
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E-mail is an optional feature which is only available on the WorkCentre Pro. This
chapter contains information about the options available within E-mail.

When enabled, scanned images can be sent as an e-mail attachment to a specified
e-mail recipient or recipients. To use scan to e-mail you must enter an SMTP
(Simple Mail Transfer Protocol) e-mail address, for example,
anyone@anycompany.com.

Access to the E-mail features is gained using the Features button on the control
panel. Use the E-mail tab to add and remove recipients and edit the subject line.

Depending on the options enabled and how your machine has been configured, you
may have to select All Services and E-mail to display the E-mail feature tabs.

The tabs available for selecting E-mail features are:
> E-mail

> Basic Settings

» Advanced Settings

> Options

Ready to scan your job.

Add recipients to the Address List.
Bl Services
Send:

—

.'\ _J|

OTU...

OCc... \:I
OEcc... \:I
(_)Edit Subject...

Subject: Scan from a Xerox YWorkCentre Pro

Touch any of the top level buttons to select a feature. Multiple options can be
selected for each e-mail job if required.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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Send:

From

U

0. 0.

Bcc

U

Edit Subject

U

Details

Py
©
3
o
<
®

Use the Send options to enter recipient information.

Ready to scan your job.

Add recipients to the Address List.

Ot

Y e

OCC... ) [ A \l

OB[:[:... (@) —
Edit Subject...

it S ~]

Subject: Scan from a Herox WorkCentre Pro S

Options:
This option provides information about the sender and is pre-set by the system or
the System Administrator and cannot be changed.

NOTE: If E-mail is accessed via Authentication Mode the information contained will
be linked with the login name.

Use this option to enter the e-mail address of the recipient.

Use this option to enter the e-mail address of the recipient you wish to be copied on
the e-mail job.

Use this option to enter the e-mail address of the recipient you wish to be copied on
the e-mail job, without their name being displayed on the e-mail.

Use this option to edit the default e-mail subject. The subject is the title of the e-mail
and not the text contained within the e-mail. The subject line can contain up to 248
characters and displays on the Touch Screen under the Edit Subject button.

Use this option to view the details of the selected recipient. The information
displayed is determined by how the address was originally added to the Address
List - from either the Internal or Public Address Book, or entered manually.

Use this option to delete the selected address from the Address List.
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Remove All Use this option to delete all the addresses from the Address List. A confirmation
D pop-up message displays.

Scroll Buttons Use the up/down scroll buttons located to the right of the Address List to move

@ through the list.

Address List

Displays all the recipient addresses entered for the current scan to e-mail job. Up to
128 recipients addresses can be entered in the list.

Entering an E-mail Address

The e-mail address can be entered in one of two ways - manually or via an address
book.

NOTE: When entering e-mail details you can change the keypad to show upper or
lower case, accented characters or numbers by selecting the appropriate button.
Use the Back button to delete the previously entered character.

Manually

If you already know the full SMTP e-mail address of your recipient, or if you know
that the recipient is not in any of the configured address books, you can use the
keypad on the Touch Screen to enter an e-mail address in the To... or Cc... fields.
Your machine will check that an SMTP address has been entered. If it is not an
SMTP address, your machine will search the address book for a matching entry.

The entered e-mail address will be shown in the Address List.

Selecting the details for a manually entered e-mail address will only display the
e-mail address, no other details are available.
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Address Books

Address books contain a list of e-mail addresses and details that are relevant to
your company and/or you. If configured, your machine is able to support two types
of e-mail address books - Public and Internal. When an entry is made in To or Cc

the Address Book displays search results for one or both configured address books.

Use the keypad on the Touch Screen to enter the e-mail recipient’'s name. As with
most search facilities you do not need to enter the full name and can search the
address book on the first few letters.

When you have entered the e-mail search criteria, select the Enter button. If there
are no matching entries, select the Change Address Book button to search the other
address book.

NOTE: The Change Address Book button will only display if both the address
books have been configured.

If one or more matches are found based on the search criteria, the matches display
on the Touch Screen. Use the up/down scroll buttons to locate the recipient.
Highlight the recipient in the list and select the Add button.

Continue this process until you have added all the required recipients and on
completion select Done. The entered e-mail addresses will be shown in the Address
List.

Address Book Types

If configured there are two different types of address book on your machine, Public
and Internal.

Public Address Book

The Public Address Book stores external company addresses on the machine. The
address book contains a list of user names and their e-mail addresses.

The file must be a .CSV (Comma Separated Value) format for your machine to be
able to read the file contents. The completed file is imported to the machine via
CentreWare Internet Services. Your machine will not allow the import of a Public
Address Book file that does not end with the .CSV file extension.

A valid CSV file is in the format: Name, SMTP e-mail address. For example the
following are both valid CSV format file entries:

Smith, smith@company.com
"Smith, John", john.smith@company.com

The order in which the entries are sorted in the CSV file determines the order
displayed in the Public Address Book at your machine.
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Internal Address Book

Otherwise known as the LDAP (Lightweight Directory Access Protocol), the Internal
Address Book stores internal company addresses on the company network. The
System Administrator creates the Internal Address Book.

The display of the search results is defined by the LDAP. For example, the LDAP
server can return a search query "And" as "Andrew Smith" when the result
"Andrews, James" may have been expected. The lastname, firstname or firstname,
lastname display is controlled by the LDAP server and not your machine.

If you have successfully logged in via Authentication mode, your machine will
automatically attempt to match your login name to your e-mail address. Your name
will then be entered into the From e-mail address field. You will not be able to
change this.
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Basic Settings

The Basic Settings tab allows you to temporarily change the information relating to
your original. Changing these settings allows you to achieve optimum scanning
quality for each E-mail original.

Ready to scan your job.

'_"'l : . . f | Al
Services

2 Sided Scanning Original Type Scan Presets

@1 Sided @ Photo and Text @ for Sharing and Printing

()2 Sided () Photo () for High Quality Printing

()2 Sided, Rotate Side 2 () Text (L) for Archival Record
O More...

Touch any of the top level buttons to select a feature. One button can be selected
in each column. Multiple options can be selected for each job if required. To view all
the options for a feature, select More....

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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2 Sided Scanning
This is used to specify whether the originals are single-sided or double-sided. For
2-sided originals the orientation can also be programmed.

Ready to scan your job.

——
2
Basic Settings

All
Services

l 2 Sided Scanning Original Type Scan Presets
S
E 1 Sided .Phuln and Text . for Sharing and Printing
2 Sided CJPhoto ) for High Quality Printing
()2 Sited, Rotate Side 2 () Text ) for Archival Record
o More...

1 Sided Use this option for originals that are printed on 1 side only.

-

2 Sided Use this option for originals that are printed on both sides.

-

2 Sided, Rotate Use this option for originals that are printed on both sides and the second side has
Side 2 peen rotated. For example, if you are scanning a calendar which uses a “head to

D toe” format.
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Original Type T
Use this feature to select the type of original being scanned. IE
Ready to scan your job.
Basic Settings 2
2 Sided S[:ann Original Type Scan Presets
.1 Sided Photo and Text . for Sharing and Printing
()2 sided Photo () for High Quality Printing
()2 Sited, Rotate Side 2 () Text ) for Archival Record
OMnre...
Options:
Photo & Text Use for originals containing photographs and text.
Photo Use for continuous tone photographs or high quality printed half-tone originals.
Text Use for originals containing text or line art.
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Scan Presets

for Sharing and
Printing

O

for High Qualit

<

O

for Archival

O;U
)
[}
=)
o

S
o
e
b

O

Simple Scan

O

@]

ustom

O

Use this feature to enhance the quality of your scanned originals.

Ready to scan your job.

7 St Sy g Ty S Prrsets
1 St - ot 1 Sk e Pt
2 Seked T Hhgh (huskry Pty
7 S, e S 2 Temt o Aot Pt
[ [

for OCR

Q!
O Simple Scan
O

for Sharing and Printing

for Sharing
and Printing
for High
Quality

for Archival
Record

This selection will apply settings of Small File Size,
Normal Quality Image.

Best for sharing files to be viewed on-screen and

Custom for printing most standard business documents.

Options:

Use this option for normal quality documents. The output file size will be small.

Use this option for high quality documents. This option produces the largest output
file size.

Use this option for documents which will be stored or viewed electronically. This
option produces the smallest output file size.

Use this option for documents which will be processed using Optional Character
Recognition (OCR) software. This option produces the highest quality images and
the output file size will be large.

Use this option for simple documents which require no image quality adjustments.
This option will scan, process and transfer your job as quickly as possible. The
output file size will be small.

This option will use the e-mail settings as defined by the System Administrator,
when they do not match the for Sharing and Printing scan preset.
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Advanced Settings

The Advanced Settings tab allows you to temporarily manipulate the scan template
to enhance the appearance and style of your scanned E-mail image.

Ready to scan your job.

Advanced \ All
Settings Services

O Original Input OResolution
. Auto 300300
Fortrait -

OMore Image Quality O Edye Erase OQuality / File Size
Aal  Contrast: 0 Barder Erase gE, Quality: High
i) Sharpness: 0 : 3 mm /1 Fila Size: Larger

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each e-mail
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.

Quick Reference Guide Page 8-11

E-mail



Image Quality

Lighten / Darken

Background
Suppression

Use this feature to enhance the quality of your scanned originals.

Ready to scan your job.

Selections are about to be reset. Touch a button if you require more time.

m Cancel m

Lighten/Darken Background Suppression
Lighter o On
Normal @

O O

Darker

Options:

Adjusts the lightness or darkness of the output. To darken the output, press the
scroll down button. To lighten the output, press the scroll up button.

This option automatically reduces or eliminates the dark background resulting from
coloured paper or newspaper originals.
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More Image Quality

Use this feature in addition to the settings selected using the Image Quality option,
to further enhance the quality of your output.

Ready to scan your job.

m Cancel m

Contrast Sharpness

High Sharp

Low Soft

Options:

Contrast This option controls the differences between the image densities within the output.
Select a lower setting to improve the image quality of pictures. Select a higher
setting to produce more vivid blacks and whites for sharper text and lines.

ap

Sharpness This option controls the balance between sharp text and moiré (wavy patterns within
the image). Use the up/down scroll buttons to adjust the sharpness values from
sharper to softer, based on the quality of the input images.

@ap
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Original Input

Auto

O

Manual Platen

=
°
c
—

Mixed Size
Originals

§ O
QD
«Q
(¢)

Orientation

®

Use this option to select the orientation of the originals being scanned. The machine
can determine the size of the originals automatically, or a size can be entered
manually.

This option is also used when scanning mixed sized originals.

NOTE: If your machine does not show Mixed Size Originals, it is recommended
that the originals used are of the same size.

Ready to scan your job.

Auto Image Orientation

For best results, select the
orientation of the image in the
Manual Platen Document Handler.
Input

——
. ia
5 . If using the platen glass, the —
Mized Size orientation is as seen before turning @

Originals it over on the glass.

0O0®

Options:

Use this option to allow the machine to recognise the size of the originals being fed
through the document handler.

Use this option to specify the dimensions of the document scanning region when
scanning from the document glass. There are several dimensions that correspond
to common document sizes and orientations.

Select a standard size or use Custom to manually adjust the scanning dimensions.

Use this feature to scan a document containing mixed size originals. The originals
must be the same width, for example A4 long edge feed and A3 short edge feed.
Load documents in the document handler when using this feature.

Use this option to select the orientation of the image entering the document handler.
If using the document glass, the orientation of the scanned image will match the
orientation of the original document.
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Edge Erase

Use this feature to “refresh” the quality of an original that has become torn or frayed
at the edges, or that has hole punch, staple or other marks.

Ready to scan your job.

m Cancel

Border Erase

Edge Erase

Scan to Edge

Options:

Border Erase Erases equal amounts on all edges of your output image. Up to 50 mm in 1 mm

O increments can be erased.

Edge Erase Use to erase a specific amount from a specific edge of the image. Up to 50 mm in
O 1mm increments can be erased from each edge.

Scan to Edge Use this option to produce an edge to edge scan of the original.

O
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Resolution

O

Resolution affects the appearance of the scanned image. The higher the scanning
resolution the better the image quality.

Ready to scan your job.

Adysimind
Semieg
e ey O i bt
mm.’hn u.
TuppesT ed  Puwat

ke L
Eerae B
e

@&

Elere

Selections are about to be reset. Touch a button if you require more time.

[ | o | e |
O 300300

O 400x400x1
O 600x600x1

T2x72

4O
O 100x100
©

200x200

Options:

Produces the smallest image file size and is recommended for documents which
are to be viewed electronically or archived.

Produces a small file size and is recommended for simple text documents.

Recommended for average quality text documents and line art.

Recommended for high quality text documents and line art. Can also be used for
medium quality photos and graphics. This is the default resolution and the best
choice for most documents.

Recommended for average quality photos and graphics. It produces good quality
images and a smaller file size than the 600x600 resolution.

Recommended for use with high quality photos and graphics. It produces the
largest image file size, but delivers the best image quality.
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Quality / File Size

Normal Quality

Higher Quality

O

Maximum
Quality

The Quality / File Size settings allow you to choose between scan image quality and
file size.

When you change a setting and select Save an override confirmation screen
displays. Select OK to confirm the new setting.

NOTE: Changing the Quality / File Size may affect the Scan Presets option
selected.

Adessiod
y Ready to scan your job.

oo sy ) | Dl bt ke
BES g =
T P T |.ﬂ Gkt A
S O Yom L Foe S Luge
Normal Quality Note:
Small File Size
The Higher Quality option produces larger files with
Higher Quality hetter irmage quality,
Larger File Size
Srrwall files are better for sharing and transmitting over
Maximum Quality the: netwirk
Largest File Size

Use this option to produce good quality images and the smallest file size.

Using this option produces high quality images and larger file sizes.

Use this option for the highest image quality and the largest file size.

NOTE: Large files are not ideal for sharing and transmitting over the network.
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Options

Use this feature to change the Reply To e-mail address and to identify the file format
required for the e-mail scanned image.

Ready to scan your job.

Add recipients to the Address List. l
| | All
Options

Services

(OFile_Format O Reply To — (OMessage Body
Irmage Only POF
Job

Review = OSecure Send

o | Enabled
o

Touch any of the top level buttons to select a feature. To view all the options for a
feature, select the feature required. Multiple options can be selected for each e-mail
job if required.

The text next to the feature button, called a Job Review Summary, reflects the
current settings for that feature. A checked circle indicates that this feature has been
modified from its initial default settings.

Most feature screens include three buttons to confirm or cancel your choices.

» The Undo button resets the current screen to the default values that were
displayed when the screen was opened.

> The Cancel button resets the screen and returns to the previous screen.
> The Save button saves the selections made and returns to the previous screen.
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File Format

Use the File Format option when the job is to be sent with a different file format than
that set as the template default.

Ready to scan your job.

m Cancel m

TIFF

O Multi-page TIFF

Image Only PDF

Options:

Tiff Tagged-Image File Format. A graphic file that can be opened in a variety of graphic
O software packages across a variety of computer platforms.

Multi-page Tiff Multi-Page Tagged-Image File Format. One TIFF file containing several pages of

O scanned images.

Image Only PDF Image Only Portable Document Format. Given the right software the recipient of the

scanned image can view, print or edit the file, no matter what their computer
platform.
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Secure Send

This feature enables secure sending of your e-mails using a third party secure e-
mail server solution. The secure e-mail server ensures that the e-mail transmission
cannot be intercepted by an unauthorised recipient. This feature will only be
available if the following conditions apply:

- E-mail is installed and enabled.
- Network Authentication is configured and enabled.
- Your machine is connected to a third party secure e-mail server solution.

[cocs | 5o |

\ O Disabled

o Enabled

Options:

Disabled The feature is switched off.

O

Enabled Use this option to enable the Secure Send feature.

O
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Reply To

Use the Reply To feature to alter the default address to which replies to an e-mail
job can be sent.

Ready to scan your job.

Type the full E-mail address then press Enter.

[Reply To: 440@xerox.com
\\EEBBEIEEEEQ@E

I LI e

I e o e [

Message Body

Use this feature to edit the default e-mail message. The message body is the text
contained within the e-mail and not the e-mail subject line.

Ready to scan your job.

Type Message Body, then select Enter

‘ j

\ Lad Lo e J L Ll DA L L Led el (L (ed (=]
L L Led (e Ced Ced Ll e L LD L
(= L e L I -]
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Authentication Mode

Network
Authentication
Access

Guest Access

Authentication is a useful network security management tool - limiting, restricting
and monitoring access to the network via the machine. Authentication can be set up
by the System Administrator to restrict access to the features within E-mail, Network
Scanning, Server Fax and Internet Fax.

Ready to scan your job.

Pleaze enter your password and touch ENTER.

There are two authentication modes available:

Requires your network login name and password. If you do not have a network
account on the local network you will not be authenticated using this mode.

Requires a generic passcode that is set up by the System Administrator. You will
need to obtain the passcode from the System Administrator.

Contact your System Administrator for more information.
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Introduction to Print

The Xerox WorkCentre and WorkCentre Pro printer produces high quality prints
from electronic documents. Simply access the printer from your PC application as
normal. A Print Driver converts the code within the electronic document into a
language that the printer can understand. Although generic Print Drivers can be
used on this printer they will not enable all the features. It is therefore advisable to
use the Print Drivers that accompany this printer.

NOTE: More detailed information about printing is contained either in the Print
Driver screens or in the electronic user guides that accompany the Print Drivers.

To access the many Print Drivers which can be used with your machine please refer
to the CentreWare Print and Fax Services CD or you can download the latest
versions from the Xerox website at www.xerox.com.

The following pages contain an overview of the Windows Postscript Print Driver
options for the WorkCentre Pro. The PCL Print Driver screens are similar to those
shown but a reduced selection of options is available.

NOTE: The WorkCentre will not support the PostScript Print Drivers unless the
PostScript configuration is purchased.
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Print Driver Features

Control Options

OK

Cancel

Apply

Defaults

Default All

Help

There are a number of options which appear on all of the printer driver screens:

Saves all the new settings and closes the driver or dialog. These new settings
remain in effect until changed or until the software application is closed and the
printer driver options revert to the default settings.

Closes the dialog and returns all settings in the tabs to the values that were in place
before the dialog was opened. Any changes made are lost.

Saves all the changes made without closing the driver.

Resets the current tab and all its settings to the system default values. The action
of this button applies only to the current tab. All other tabs remain unchanged.

Resets options to default system values on the Paper Output, Layout, and Image
Options tabs. Other features and tabs may not have specific default settings and will
not be affected by this button.

Select Help in the bottom right of the printer driver screen or [F1] on the PC
keyboard for information on the displayed printer driver screen.

If the tip of the mouse pointer is rested on top of a control, Microsoft Windows will
display a brief Help Tip about that control. If the right mouse button selects a control,
the Help system provides more detailed information.
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Print Drivers

The following provides an overview of the features available on the WorkCentre Pro
Postscript Print Driver - the appearance of other Print Drivers may vary. For more
information about a specific feature, please refer to the on-line Help facility provided
as part of the Print Driver software.

Paper/Output

Used to select options such as the job type and the output requirements. The

choices available are based on the options enabled on your machine. Simply click
on the arrow scroll button for the option or click on the option icon to change any of
the choices displayed.

& Xerox WorkCentre M1754 PS Printing Preferences @
Advanced | Paper/Output | Special Pages || Image Dptions | Layout/w atermark
Job:Tync R 2 Sided Print:
Homal Frint__ A | 1 Sided Print v
Paper Summary: Output/Stapling :
Size: A4 % | Collated v
Colar: White z ?
§ | Type: Printer Diefauh T
e Output Destination: -
—_— Auto v
Saved Setlings:
o g
@
£
s
XEROX [ Heb. ][ Defeuls ][ Defautdl
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Special Pages

Use this tab to add covers, inserts or exceptions to your print job.

Select the Covers option to add a front or front and back cover. Select the stock

required for the covers and whether they are blank or imaged.

Use the Inserts option to add additional sheets before or after a specified page.

Enter the number of inserts required and select the insert stock.

Use the Exceptions option to print specified pages onto special stock. Enter the
exception page numbers, the stock required and the sides requiring printing.

The Special Pages Summary details all the special pages programming. Use the

up/down arrows to scroll to a specific entry for editing or deleting. Use Delete All to
delete all the entries.

& Xerox WorkCentre M1754 PS Printing Preferences E

Advanced | Paper/Output | Special Pages | Image Options || Layout/watermark.

G ¢ @
( Addd Covers ] ( Add Insets ][ Add Exceplions: |
Special Pages Summary:
Pagels| Type: Setup
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Advanced

Select this tab to access the postscript options and advanced programming features
for your print job. Use the scroll arrows to move through the options. Clicking on a
plus symbol will display further choices.

Image Options

& Xerox WorkCentre M175A PS. Printing Preferences

Advanced | Papei/utput | Special Pages | Image Options | Lapoutw atemark:

3, Xerox WorkCentre M175A PS Advanced DocUment Settings
= i Document Options
&, PostScript Cptions

civanced Printing [Endbled v
TrueType Fortt: Substitute: with Device Fant

X Paper/output

& X Image Options

- X OverridefRestore Defaults

Help...

about.

Use the options available in this tab to modify the appearance of your print job. This
feature can also be used to set the margins.

® Xerox WorkCentre M175A PS Printing Preferences.

Advanced | Paper?Output | Special Pagesj Image Options | Lapaut/Watemark

Lighten/Darken: ___ Reduce/Enlarge

_ i iwu | —% :
\U \—,—| & 10 00 W0 400%
Margins:
® Standard
Toner Saver: DO None
[ Comserve Diy Ik
Invert Image:
Resolution: [] Negative Image
| 600 dpi (266 Shades of Gray) | [IMirtor Image:

[ Help ] [ Defals
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Layout/Watermark

Used to change the layout of a document and add watermarks. Documents can be
printed 1 Up, 2 Up and so on, up to 16 Up. Booklets can also be created. Use the
Watermark option to display, for example, the word DRAFT or CONFIDENTIAL

across each page. This feature also adjusts the size and location of the watermark.

& Xerox WorkCentre M1754 PS Printing Preferences

Page Lagout

) Booklet Layout

Page Layout Options:
[] Draw Duines

[ Fit to New Paper Size

Image Orientation

Advanced | Papen/Output | Special Pages | Image Options | Layout Awatemak. |

@ NUp 1 v

| Fortiait

X

—

Watermark:

R ‘

Draft

Confidential

Copy ‘
|
|
|

|
Watermark Options:

|
Dot ]|
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Introduction to LAN Fax

The optional LAN Fax feature on the WorkCentre Pro Print Driver enables you to
send a fax to any fax machine over the telephone network from your PC or
workstation. The document requiring faxing does not have to be printed first, and
you can send it to the required destination without leaving your workstation.

NOTE: LAN Fax is only available on a WorkCentre Pro configuration machine and
Embedded Fax must be enabled.

To send a LAN Fax, simply select Print from your application. Ensure the
WorkCentre Pro is selected as your printer. If necessary, select Properties to
display the Print Driver options.

On the Paper/Output tab, select Fax as your Job Type. The LAN Fax Setup window
can then be accessed via the Setup button.
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LAN Fax Setup

Control Options

OK

Cancel

Help

There are a number of options which appear on all of the LAN Fax Setup screens:

Saves all the new settings and closes the driver or dialog. These new settings
remain in effect until changed or until the software application is closed and the
printer driver options revert to the default settings.

Closes the dialog and returns all settings in the tabs to the values that were in place
before the dialog was opened. Any changes made are lost.

Select Help in the bottom right of the printer driver screen or [F1] on the PC
keyboard for information on the displayed printer driver screen.

If the tip of the mouse pointer is rested on top of a control, Microsoft Windows will
display a brief Help Tip about that control. If the right mouse button selects a control,
the Help system provides more detailed information.
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Fax Recipients

Use the Fax Recipients tab to create a list of recipients for your fax job.

¥ Xerox LAN Fax Setup [E]
Fax Recpients | Fax Options | Preferences
[ “Add Fax Recipiert... | [ Add From Phenebock

Fax Recipient List
| Name Fax Number Orgarization

R Bennett 01685239568
J Smith 01727356565
Co ]

Select Add Fax Recipient... and enter the recipient’s details in each field. The name
and the fax number must be entered. When entering a new recipient, you are also
able to add them to your personal phonebook.

M Add Fax Reciplent i Fa

™!

Fax Number [Required)

Email Address

Mailooe

I Add to Personal Phonebook

ok | caed | b |

The Recipients are displayed in the Fax Recipient List. To delete or amend an entry,
select it in the list and use Details or Remove. To remove all the entries, select
Remove All. To save the current Recipient list as a group, select the Save Group
option.
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Fax Options

Use this tab to select the options required for your fax job. A Confirmation Sheet can
be printed to confirm the fax has been sent. A Cover Sheet with personalised notes
can be sent with your fax.

Use Send Speed to select a specific rate at which to send your fax, and use Fax
Resolution to adjust the quality.

A Send Time can be entered to send the fax at a specified time. Use the Fax Dialing
Options to add a dialing prefix or credit card number.

Preferences

Use the Preferences tab to set your phonebook settings and preferences.

Send Speed
==
._.—‘-_J |36 Kbp: =
Fax Resolution
2} Fine (200 % 200) -
= Send Time:
& Sered Now

© Sendat [ =

Cover Sheet Dptions

"'? Do Ml P Covvee Sheel

% Frint a Cover Sheat

Sebun I

Cavel Sheet Notes

Personal phonebooks can be created, edited and saved using the Phonebook
Preferences options. Shared phonebooks can also be selected using these options.

W esox LAN Fax Setup

Fax Racpients | FaxOptions | Frefersaces |

Defaull Phonetook
[Persanal Phoretaak =l

Phonsbook Prefersnces
Pezonal Phorebook

!ics\wnn|22351v»:y Documents\defad pb
o

Shared Phonshook:

Liper: I Select File...

Shared LDGP Phonabook.

I_,_,_,_,.,—,—
Mpre Infa I

Promgt me when....
¥ Adding Dupbcale Recpients
¥ Remaving a Recipiert

Always Usze.._
T Cumeeit Rlecipier Lizt
™ Curment Caver Sheet Notes

Defais |

i3

Cancal
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Consumables

Consumables are items on the machine that need replenishing or replacing, such
as paper, staples, and customer replaceable units.To place an order for Xerox
consumables, please contact your local Xerox Representative giving your
Company Name, product number and the machine serial number.

HINT: For information about locating the serial number, please refer to “Locating
the serial number” on page 12-4.

To find out more information about each consumable please refer to the
Maintenance section of the Training and Information CD (CD2), contained in the CD
Pack delivered with your machine.

CAUTION: When replacing consumables, DO NOT remove the covers or
guards that are fastened with screws. You cannot maintain or service any of
the parts that are behind these covers and guards. Do NOT attempt any
maintenance procedure that is NOT specifically described in the
documentation supplied with your machine.

Customer Replaceable Units

There are 5 replaceable units on the machine:
Xerographic Module
Toner Cartridge
Fuser Module and Ozone Filter
Document Feed Rolls
Waste Toner Bottle

The machine will display a message on the Touch Screen when any of the above
need to be reordered. This message is a warning that the unit is nearing the end of
its life.

Only replace the unit when a message actually instructs you to do so.

To replace a Replaceable Unit, follow the instructions on the User Interface or refer
to the Maintenance section of the Training and Information CD (CD2), contained in
the CD Pack delivered with your machine.

CAUTION: When replacing consumables, DO NOT remove the covers or
guards that are fastened with screws. You cannot maintain or service any of
the parts that are behind these covers and guards. Do NOT attempt any
maintenance procedure that is NOT specifically described in the
documentation supplied with your machine.
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Staple Cartridges

If your machine is equipped with a finisher you will be required to replace the staple
cartridge or cartridges when the machine displays a message instructing you to do
so.

The staple cartridge for the Basic Office Finisher contains 3000 staples. The Office
Finisher, Advanced Office Finisher and Professional Finisher all contain a main
staple cartridge which holds 5000 staples. The Professional Finisher has 2
additional staple cartridges located within the Booklet Maker, each of these
cartridges contains a maximum of 2000 staples.

To replace a staple cartridge, follow the instructions on the User Interface or refer
to the Maintenance section of the Training and Information CD (CD2), contained in
the CD Pack delivered with your machine.

HINT: To place an order for any Xerox consumables, please contact your local
Xerox Representative giving your Company Name, product number and the
machine serial number.

A CAUTION: When replacing consumables, DO NOT remove the covers or

guards that are fastened with screws. You cannot maintain or service any of
the parts that are behind these covers and guards. Do NOT attempt any
maintenance procedure that is NOT specifically described in the
documentation supplied with your machine.
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Cleaning the Machine

WARNING:When cleaning the machine do NOT use organic or strong
A chemical solvents or aerosol cleaners. Do NOT pour fluids directly onto any
area. Use supplies and cleaning materials only as directed in this
documentation. Keep all cleaning materials out of the reach of children.

WARNING:Do not use pressurised air-spray cleaning aids on or in this
A equipment. Some pressurised air-spray containers contain explosive
mixtures and are not suitable for use in electrical applications. Use of such
cleaners can result in arisk of explosion and fire.

1 Document Glass and Constant
Velocity Transport Glass
> Apply Xerox Cleaning Fluid or Xerox
Anti-Static Cleaner, to a to a lint-free
cloth. Liquid should never be poured
directly onto the glass.
> Wipe clean the entire glass area.

> Wipe away any residue with a clean
cloth or paper towel.

NOTE: Spots or marks on the glass will be reproduced on the prints when
copying from the document glass. Spots on the Constant Velocity Transport
Glass will show up as streaks on the prints when copying from the document
handler.

2 Touch Screen

> Use a soft, lint-free cloth, lightly
dampened with water.

> Wipe clean the entire area, including
the Touch Screen.

> Remove any residue with a clean cloth
or paper towel.

For more information about maintaining other areas of your machine please refer to
the Training and Information CD (CD2), contained in the CD Pack delivered with
your machine.
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Further Assistance
For any additional help visit our customer web site at www.xerox.com or contact the
Xerox Welcome and Support Centre quoting the machine serial number.
> Press the [Machine Status] button on : % .
1 the control panel. S ‘C;D N
OOD O |
O@@® -
SO D @
D O =
2 » The Machine Information screen
displays.
> Select [Machine Details]. = ) B Tuax Stane
;;?n'e:sm @ Bilfiry. Counterns E Brint Buports
> The Customer Support Number
3 for the Welcome and Support
Centre and the Machine Serial
Number for your machine
displays.
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General

A variety of situations can affect the quality of your output. For optimal performance,
ensure the following guidelines are followed:
» Do not position the machine in direct sunlight or near a heat source such as a
radiator.
 Avoid sudden changes in the environment surrounding the machine. When a
change occurs, allow the machine at least two hours to adjust to its new
environment, depending on the extent of the change.

 Follow routine maintenance schedules for cleaning areas such as the
document glass and Touch Screen.

« Always set the Edge Guides in the paper trays to the size of the media in the
tray and ensure the screen is displaying the correct size.

« Ensure paper clips and paper debris do not contaminate the machine.

NOTE: For additional Troubleshooting information please refer to the Training and
Information CD (CD2) or the System Administration CD (CD1).
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Fault Clearance

When a fault occurs, a fault screen
1 displays which provides recovery [kt
instructions.
> Follow these instructions to clear
the fault.

NOTE: Any printed sheets removed

* Ooge Laft Hand Door.

will automatically be reprinted once
the paper jam is cleared.

2 Paper jams
> The fault screen will indicate the
location of the jam.

> Use the green handles and knobs
indicated in the instructions displayed
to remove the jammed paper.

> Ensure that all jam clearance handles
and levers are returned to their
correct positions. The red flashes

behind the jam clearance handles
and levers should not be visible.

NOTE: Jam Clearance areas vary
depending on your machine model and
configuration.

3 Document jams

» Remove all the documents from the
document handler and document
glass as instructed.

> Re-order the documents as at the
start of the job and reload. The
documents will be recycled
automatically to recover the job.

If you are unable to clear the fault, refer to the next section to contact your local

Xerox Welcome and Support Centre for assistance.

NOTE: For additional Troubleshooting information please refer to the Training and
Information CD (CD2) or the System Administration CD (CD1).

Quick Reference Guide

Page 12-3

Troubleshooting



Xerox Welcome and Support Centre

If a fault cannot be resolved by following the Touch Screen instructions, check the
Troubleshooting Tips in the next section - they may help to solve the problem
quickly. If the difficulty persists, contact the Xerox Welcome and Support Centre.
The Welcome and Support Centre will want to know the following information: The
nature of the problem, the Machine Serial number, the fault code (if any) plus the
name and location of your company.

Locating the serial number

1 » Press the [Machine Status] button on
the control panel.

screen displays.

> Select the [Faults] tab to see
details of recent faults,
together with fault codes.

2 » The Machine Information

> Select [Machine Details] to
3 display the Customer

Support Number for the r—— —— o —
Welcome and Support s T [ s cizen
Centre and the Machine Saptes e i [
Serial Number. Mt St

NOTE: The serial number can also be found on a metal plate inside the front door.
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Troubleshooting Tips

Power

A

For additional Troubleshooting information please refer to the Training and
Information CD (CD2), the System Administration CD (CD1) or www.xerox.com.

The machine will not power on:

» Check to see that the machine is not in Low Power Mode as indicated by the
green light on the control panel. Touch the User Interface screen to re-activate.

> Press the ON/OFF button.

» Check to see if the power cord is correctly installed.

CAUTION: Use only the ON/OFF switch to re-boot your machine. Damage
may occur to your machine if power is removed by other means.

Document Handler

Documents will not feed through the Document

Handler

> Ensure that all staples or paper clips have been removed from the originals.

> Ensure the document handler is not overloaded. The document handler can hold
70 sheets of 80 g/m2 paper. Use Build Job if you have more originals than this.

> Check to see if the document set is fully inserted into the document handler.

> Ensure that the edge guides are adjusted to touch the sides of the originals.

> Ensure that the Document Feed Roll is installed correctly. Open the top cover
and push feed roll down into position

> Check for obstructions or paper debris in the document handler.
> Ensure that the document handler cover is closed.

> Check that the machine is Ready to Copy as indicated by a message on the
Touch Screen.
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Paper Handling

Repeated paper jams, misfeeds or multisheet feeds

> Ensure that the correct paper size is displayed on the Touch Screen.
> Ensure that the paper tray is not filled above the MAX line.
> Ensure that the edge guides are adjusted to touch the sides of the paper.

> Flip the paper over in the paper tray, 'fanning’ the edges of the paper to separate
the pages before reloading.

> If the fault persists, remove the paper from the tray and load fresh paper,
'fanning’ the edges of the paper first to separate the pages.

> If the problem is not resolved, check for obstructions where paper enters the
machine.

Paper Jams inside the machine

» Check the Paper Path for obstructions.

> Ensure all the handles and levers are in the correct (home) position. The red
flashes behind the jam clearance handles and levers should not be visible.

NOTE: The diagram below is an example of the Jam Clearance areas. The areas
will vary depending on your machine model and configuration. Follow the
instructions provided on the display.

> Flip the paper over in the paper tray.

> Check the paper tray Edge Guides to see if they are against the edges of the
paper.
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> Check that the Touch Screen is displaying the correct size for the paper in use.
> Load fresh paper.

Repeated Check Tray Messages on the Touch Screen
and the paper is loaded in the tray

> Adjust the edge guides against the stack of paper in the tray.

> If the edge guides were not set against the paper stock in the tray when Start
was selected, delete the job in the job queue and begin again.

Paper Curls

> Load the paper in the paper trays with the seam side of the paper up. Load the
paper in the Bypass Tray with the seam side down.

The seam refers to the side of a ream of
paper with a split in the wrapping. It may @
also be referred to as arrow side first.
> Load non-standard media in the Bypass Tray.
> If the paper curls excessively, flip the paper over in the applicable paper tray.

Finisher

The Finisher does not stack the output correctly

> Unload the finisher tray frequently.

> Do not remove stapled sets while the finisher is compiling.

> Check the paper tray guides are locked into position against the paper.

> When using large paper, remove any output contained in the Stacker Tray.

> Load the paper in the paper trays with the seam side of the paper up. Load the
paper in the Bypass Tray with the seam side down.

The seam refers to the side of a ream of
paper with a split in the wrapping. It may @
also be referred to as arrow side first.

> Load non-standard media in the Bypass Tray.
> If the paper curls excessively, flip the paper over in the applicable paper tray.
> Check the correct paper size has been selected for the paper loaded in the tray.

Quick Reference Guide Page 12-7

Troubleshooting



The Finisher does not staple or hole punch correctly

> To correct stapling problems, use less than 50 sheets of paper if the paper is
heavier than 80 g/mZ.

@® The maximum number of sheets is 20 when stapling heavyweight paper.

> Check the correct option has been selected on the Touch Screen.

> Check the Touch Screen for a fault message indicating no staples. Replace the
staple cartridge.

> When using large paper, remove any output contained in the Stacker Tray.

> Check that the Chad Bin is not full. The Chad Bin collects waste from the hole
punch. Refer to the Information and Training (CD2) for instructions.

> Check the correct paper size has been selected for the paper loaded in the tray.
> Check the paper tray guides are locked into position against the paper.

Output Quality

Stray marks or black marks from hole punched
originals are not removed

> Use the Edge Erase to erase the edge with the drilled holes.
» Copy from the document glass with the document cover down.

Images are out of sequence or upside down when the
Booklet Creation Feature is used

> Ensure that the originals are in the correct sequence.

> Feed LEF originals to SEF orientated paper stock.

> Enable the display options for Booklet Creation and ensure that the correct
sequence is selected (i.e.Left to Right or Right to Left).

The output is blank

> Ensure the originals are loaded either face up in the document handler or face
down on the document glass in the top right position.
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Streaks, lines, spots, or black, solid, or dotted lines on
the prints

» Clean the document glass and, if using the document handler, also clean the
Constant Velocity Transport Glass (the thin strip of glass to the left of the
document glass), especially near the plastic ramp on the glass. Refer to
“Document Glass and Constant Velocity Transport Glass” on page 11-4.

» Clean the white underside of the document handler/document cover.

> Clean the document handler roller - for instructions refer to the Training and
Information (CD2) delivered with your machine.

> Clean the halo guide. Refer to the Information and Training (CD2) for
instructions.

> Clean the Charge Scorotron and Transfer Corotron, if available on your
machine. Refer to the Information and Training (CD2) for instructions.

> Check the paper tray guides are against the paper stack.
> Run the job from the document glass.

> Check the quality of the original. Use Border Erase or Edge Erase to remove
lines from the edges of the document.

> Turn on Background Suppression.
> Load fresh paper.
> Do not use heavily embossed paper.

Image Loss

> When copying a document from a larger paper size to a smaller size, use Auto%
to reduce the image onto the smaller size.

> Use reduction i.e., copy at 90% instead of 100%.

> Select [Auto Centre] and run the job again.

> If scanning from the document glass, select [Manual Platen Input] and define
the document size. Register the document in the right rear corner and copy with
the cover down.

> Do not use heavily embossed paper.

Blurred images on output

> Load fresh paper.

> If copying from the document glass, check the quality of the originals, set the
input to Manual Platen Input, close the cover and try again. Ensure that the
original is entirely flat against the document glass.

> Clean the Charge Scorotron and Transfer Corotron, if available on your
machine. Refer to the Information and Training (CD2) for instructions.
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> Clean the document glass and if using the document handler also clean the
Constant Velocity Transport Glass (the thin strip of glass to the left of the
document glass), especially near the plastic ramp on the glass.

Missing characters on output

> Load fresh paper.
> Try using a smoother paper.
> Select darken if the original is light or the font is coloured.

Gloss variations (coining)

> Check the quality of the original.
> If the original has large areas of solid density, adjust the contrast.

Double image or show through (ghosting)

> Check the quality of the original.
> Clean the document glass, if it is being used.
> Rotate the original 180 degrees and try the job again.

The machine cannot sense the size of the original on
the glass

> Select [Original Input] in the Image Adjustment Tab and enter the size.
> Rescan the original, leaving the cover raised.

Jobs scan but do not print

> Some jobs require image processing before printing. This may take as long as 2
seconds per page.
> Check the Job Status queue to determine if a job is processing. There may be a

job in the queue with a status of paused. Delete this job if it remains in the state
over 3 minutes.

> This may possibly be a result of an incorrect feature combination. The software
may need to be reset. Contact your System Administrator.

Page 12-10 Quick Reference Guide



Fax

Output does not reflect the selections made on the
Touch Screen

> Press Clear All between jobs.

> If a Save button displays on the Touch Screen, ensure Save is selected after
each selection.

The image is reduced on a transmission

> Confirm the original size of the documents. Documents may be reduced on the
available paper supply at the receiving fax machine.

The machine does not answer incoming calls

> Change the Automatic Answer Delay setting to 0 seconds. Refer to the Training
and Information CD (CD?2) for further assistance.

The machine answers calls but does not accept
incoming data

> If the job contains several graphics, the machine may not have enough memory.
The machine will not answer if memory is low.

> Remove stored documents and jobs and wait for existing jobs to complete. This
will increase the available memory.

Fault Messages will not clear

A
A

> There may be occasions when a fault is cleared but the message will not clear.
Reboot your machine by powering OFF and ON using the ON/OFF switch at the
side of the machine.

CAUTION: Wait approximately 20 seconds before turning the machine back
ON. Any incomplete jobs in the queue will be lost.

CAUTION: Use only the ON/OFF switch to reboot your machine. Damage may
occur to your machine if power is removed by other means.
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