Getting to Know Your WorkCentre Pro/CopyCentre

THE DOCUMENT COMPANY  This package is designed to help the delivery team explain the

features available on the WorkCentre Pro®/CopyCentre™ with
X E ROX optional finisher. It is for demonstration purposes only and is not the
@ formal customer product training given by Xerox.

The delivery team demonstrates these exercises:

Page
3 EXERCISE 1 - Power Switch Locations
4 EXERCISE 2 - Major Components
5 EXERCISE 3 - Fill Trays 1, 5, 6
6 EXERCISE 4 - User Interface Components
7 EXERCISE 5 - The Document Glass
8 EXERCISE 6 - The Document Feeder
9 EXERCISE 7 - The Bypass Tray (Tray 5)
10 EXERCISE 8 - Customer Replaceable Units
11 EXERCISE 9 - Machine Status Pathway
These are self-instruction exercises for customers:
13 EXERCISE 10 - Select Paper Orientation
14 EXERCISE 11 - Copy from the Document Glass
15 EXERCISE 12 - Copy Mixed Size Originals
16 EXERCISE 13 - Make a 2-1 Sided Copy
17 EXERCISE 14 - Enlarge An Image
18 EXERCISE 15 - Use Build Job
20 EXERCISE 16 - View Finisher Options
21 EXERCISE 17 - Finisher: Make a 1 sided Tri-Fold
23 EXERCISE 18 - Finisher: Make a 2 Sided Tri-Fold
25 EXERCISE 19 - Finisher: Make a Booklet
30 EXERCISE 20 - Send an E-mail or Internet Fax

§ If the customer has questions refer them to the Information CD. If that does not answer their
question have them contact the Xerox Welcome Centre.
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What the Delivery Team needs to know

This document serves two purposes.

* Providing the Xerox Installation team with information to share with the customer during installation.

» Provides initial getting started information for the customer.

Important customer information is indicated by an arrow icon.

Terms:

*« CopyCentre™ is a Digital Copier which a user has to be at the machine to make copies.

+  WorkCentre Pro® is a System which a user can either print jobs from a computer or go to the machine
to make copies, or (optionally) do a Network Scanning job.

How to place originals when using the copier functions of either the WorkCentre Pro® or
CopyCentre™.

» Place originals face side up when using the Document Feeder.
» Place originals face side down when using Document Glass.
» Paper orientation depends on which edge of the paper is fed into the machine first.

Remember: There are two ways of feeding originals and copy paper: Long Edge Feed (LEF) and
Short Edge Feed (SEF).

LEF
SEF
- -
When you see LEF, position the When you see SEF, position the
original or copy paper so that the long original or copy paper so that the short
edge is fed first. edge is fed first.
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EXERCISE 1 - Power Switch Locations

Secondary Power
Switch

Power Switch

Preferred Power Switch procedure

1. The Power switch is located on the right side of the machine. When the switch is pressed towards the
rear of the machine, the power is turned on. When the switch is pressed towards the front of the
machine, the power is turned off. This is the preferred power off/on procedure.

2.  When powering off the machine, pop-up screens will appear asking you to select either power-off or
power-saver mode. Press your selection. There may be a short delay if a copy job or adjustment are in
process. If there are jobs in the queue, a second User Interface (Ul) confirmation screen will appear,
warning that jobs will be lost if the power off confirmation is selected.

3. When the machine is in the Power Saver Mode, the User Interface Green Power Saver light is on and
the power switch is disabled. Press any button or touch the screen to activate the power-off switch and
then press it towards the front of the machine to turn off power.

Secondary procedure

The red button located inside the machine is a secondary option to power off the machine. Pressing this
button will immediately turn the power off. UNLESS OTHERWISE DIRECTED, DO NOT USE THE RED
SWITCH TO POWER OFF A NETWORK CONNECTED MACHINE. The processor may be damaged.

Emergency procedure

The only method to cut power to the machine COMPLETELY is to disconnect the power cord.
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EXERCISE 2 - Major Components

The High Capacity Feeder, Convenience Stapler (not shown), Bypass Tray and Finisher are optional..

10 1
11

L

Number Description

Document Feeder

User Interface and Touch Screen

Top Tray - receives single sheets and unstapled jobs

Main Tray - receives purged sheets, stapled and unstapled jobs

Bottom Tray - receives fold jobs from the Booklet Maker

Finisher Pause Button - use to unload the Main Tray while printing

Trays 1to 4

High Capacity Feeder (Tray 6)

O 0| N| O O | W[ N| =

Bypass Tray (Tray 5)

RN
o

Functional Information Badge - identifies installed optional features

—_
—_

Rear Wall
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EXERCISE 3 - Fill Trays 1, 5, 6

Loading Tray 1

Pull out the paper tray.

2. Place the paper into the tray.
Do not load paper above the

maximum fill label (500

sheets) located on the back

paper guide.
3. Adjust the paper guides.

4. Slide the tray back into
place.

5. You may need to confirm the
paper stock and size. Touch

the screen to confirm or
change the selection.

Note: Follow the identical
procedure to fill trays 2, 3, 4.

May 2003

Loading Tray 6

Insert Paper
Here

Open the cover.
Wait for the tray to lower.

Fully insert LEF paper into the
tray.

Close the cover.

Note: Tray 6 can be dedicated

to either 8.5 x 11 or A4 LEF
paper. See directions for

adjusting the side guides in the

Reference Guide.

604E02400

Loading Tray 5

Insert paper as shown.

2. Adjust side guides as

necessary.

3. To use longer paper
simply extend the
extension bar.

You may need to confirm
the paper stock and size.
Touch the screen to
confirm or change the
selection.



EXERCISE 4 - User Interface Components

Consists of a Touch Screen, Pathway Buttons, a Keypad, Feature Buttons.

1

Features

b ET Cab il (ﬂj Fax {‘/:’ Network

Scanning

Job Status
Output 2 Sided Copy Reduce / Enlarge Paper Supply a2

@ Top Tray - Collated @1 > 1 Sided @D 100% () Auto Paper
(L) Main Tray - Collated (_)1 > 2 Sided () Auto % @5

a

Machine Status

()1 Staple B o2z 2sied  ()A32a4 (M%) (Jo1 M D L | -
)1 Staple & (22 1sided (MMM (Je2 A3 O
) More... ) More... () More... () More...
/ _ | e \
Touch athway . .
Screen Buttons Power Saver Indicator Light Keypad Ei?:g'r‘es
Touch Screen Pathway Buttons Keypad and Feature Buttons
Power Saver
Indicator
Where you Features - Contains the Power Saver Help - Provides context
make job programming screens used Indicator light sensitive point of need
selections. to make copies. Indicates the information.
Job Status - Displays job machine is in Language - Displays text in the
information. Power Saver installed languages.
Machine Status - See Mode when lit. Access - Provides entry into
EXERCISE 9 - Machine Touch any key to System Tools and requires a
Status Pathway. active the password. Refer to the
machine. Reference Guide for additional
information.
Use the Keypadto  Clear All - This clears the
enter number of current programming
copies and selections.
password. Interrupt - Inserts a job at the
top of an existing queue.
Stop/Pause - Allows you to
temporarily stop a job.
Start - Initiates a job.
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EXERCISE 5 - The Document Glass

OBJECTIVE: Demonstrate how to place originals and programme copies when using the Document Glass.

N —

© N o g ko

9.

10.
11.

N
B=S s
Registration ‘ AV W —
Corner NS 920
‘ﬁ =1 | gocument Glass
over
/ | )
= Original against the
=7 | glass
- o
=
ity
=

Raise the Document Glass cover.

Place the first page of the Getting to Know Your WorkCentre Pro/CopyCentre package face down and
flush against the upper left corner of the Document Glass. LEF against the left side of the glass. Close
the cover.

Under Paper Supply on the Touch Screen Select Tray 1.
Under 2 sided Copy Select 1-1 sided output.

Under Reduce/Enlarge select 100%.

Select 2 copies on the keypad.

Press the Start Button.

The Job Monitor window will pop-up after you press Start. This will show the status of the job you just
started. You can select Programme Next Job to close the window or wait until the job is completed
when it will close automatically.

Check the copy quality. Save these copies for use in the next copy job.
Remove the original from the Document Glass and lower the Cover.
Press Clear All.

RESULT: 2 copies delivered to the output tray.
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EXERCISE 6 - The Document Feeder

OBJECTIVE: Demonstrate how to place originals and reduce the image size when using the Document
Feeder.

Adjust the Paper
Registration Guides

1. Place the 2 copies from the previous exercise face up in the Document Feeder LEF orientation. Adjust
the paper registration guides if necessary.

Under Paper Supply on the Touch Screen select Tray 1.
Select 1-2 Sided.

Under Reduce/Enlarge select 71%.

Select 1 copy on the keypad.

Press the Start button.

Check that the copy produced is two-sided and the copy image is smaller than the original. Save this
copy for use in the next copy job.

8. Press Clear All.

No o s~ eDbd

RESULT: 1 copy with the image at 71% on both sides.
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EXERCISE 7 - The Bypass Tray (Tray 5)

OBJECTIVE: Demonstrate how to make copies using the Bypass Tray paper supply.

1. Place the original from the previous exercise face up, LEF in the Document Feeder. Adjust the guides
if necessary.

Select Tray 5 on the Touch screen.

Ensure 1-1 Sided is selected.

Ensure Reduce/Enlarge is 100%.

Select 1 copy on the keypad.

Press the Start button.

Check that the copy is 1 sided and the copy image is 100%.
Press Clear All.

©® N ook wDdD

RESULT: 1 copy with the image at 100% on 1 side only.
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EXERCISE 8 - Customer Replaceable Units

OBJECTIVE: Identify the position of the Customer Replaceable Units.

Note: Installation instructions accompany the new replaceable units.

Staple Cartridge Dry Ink Cartridge

~ Fuser Module

- Xerographic Module

Developer Collector Bottle included as

\/ part of the Xerographic Module

May 2003 604E02400
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EXERCISE 9 - Machine Status Pathway

OBJECTIVE: Provide an overview of the Machine Status Pathway and Jam Clearance information.
The Machine Serial number is also located inside the front cover of the machine.

The system provides animated 3-D graphics and messages to lead you through fault and jam clearance
procedures. However, you may occasionally need to contact the Xerox Welcome Centre and provide them
with additional information.

The Machine Status Pathway
Provides access to information that can help Machine Status
you describe the problem to the Welcome
Centre.

¢ The Machine Information Tab

Contains details specific to your system RS Supples
configuration, tray and billing setup. |

~ | Machine Details ‘ Paper Tray Status ‘7‘ Billing Counters

‘7‘ Print Reports

he Copier s not available.
Adjustments in progress...

¢ The Faults Tab
Select All Faults in Machine Status to display instructions needed to resolve the fault.

Lists all the codes of the active faults, Wachine
messages, and recent fault history.

‘ ‘ All Faults Active Messages Error Log

Jam Clearance Screen

Identifies the location of a jam or other fault
and how to clear it.

Fault Instructions Close

* Remove Misfed Sheets

* Close Left Hand Door
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This concludes the Delivery Crew instructions. Instruct the customer to complete the remaining exercises.

If you have any questions, please contact the Xerox Welcome Centre.
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EXERCISE 10 - Select Paper Orientation

OBJECTIVE: Practice selecting Paper Supply attributes.

Ready to scan your job.

1
Basic Copying

QOutput 2 Sided Copy
@ Top Tray - Collated @} 1 - 1 Sided
() Main Tray - Collated ()1 - 2 Sided
()1 Staple P ()2 > 2 Sited
()1 Staple & ()2 > 1 Sided
QMum... QMum...

1

Network

E-mail Scanning

When you press More... the Paper

Reduce / Enlarge Paper Supply

@100 (2 Auto Paper Supply Selection screen will

(ol Auto % @u=s6 a4 D open.
CO835na %) (Ju1 A4 D
A3 (1% ( Je2 a3

QMnre... QMDIB... _\
Ready to scan side 1. 1

m Ca“[:EI m

1= Stock Size Stock Type Stock Colour Tray Type

2 A D Plain Paper White Fully Adjustable @
[3 8.5 x 11" Plain Paper Blue Fully Adjustable
[4 279 x 432mm 3 Plain Paper White Fully Adjustable
‘ H] Ad D) Plain Paper White Fully Ad justable
[ A4 D Plain Paper White Dedicated | @

All letter and booklet folds require SEF stock. If you fill a Paper Tray in SEF orientation a message box
might appear. To clear the message, select Close > Confirm. After your job has finished you can reorient
the paper. To optimize your output, make paper selection the first step in job programming.

1. Place an original in the Document Feeder, SEF orientation (use the first page of this package if
necessary). Adjust the Document Feeder paper guides as required.

2. Select More... in the Paper Supply column.

Select a Paper Tray with, SEF paper > Save. You might have to fill the Paper Tray with the desired

Check the copy quality. Save these copies for use in the next copy job.

3.
paper.
4. Select 1>1 Sided > 100% Reduce/Enlarge.
5. Select 2 on the keypad > Start.
6.
7.

Remove the original > Press Clear All.

RESULT: 2 copies of your 1-sided original on white, SEF paper.

May 2003
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EXERCISE 11 - Copy from the Document Glass

OBJECTIVE: Use the 2 Sided Copy feature.

Registration
Corner

Raise the Document Glass Cover.

2. Place the copies from the previous exercise face down and flush against the upper left corner of the

Document Glass. Lower the Document Cover.

3. Select a Paper Tray with LEF paper > Save. You might have to fill the Paper Tray with the desired

paper.
Select 1>2 Sided in the 2 Sided Copy column.
Select 100% Reduce/Enlarge.

Select 2 copies on the keypad > Start.

N o o s

Basic Copying

Output

2 Sided Copy

@ Top Tray - Collated  (__)1 > 1 Sided
(.} Main Tray - Collated @)1 > 2 Sided

OI Staple [J
OI Staple &
QMure...

()2 > 2 Sided
(.22 > 1 Sided
QMU[E...

1

D ~ &
Reduce / Enlarge Paper Supply
.Wu% QAum Paper
() Auto % @ U
CIA3a M%) CJa1 A4 D
(LM A3 (1% ( Ju2 A3 O
QMU[E... QMWE...

Note: The Job Monitor window will pop-up after you press Start. This will show the status of the job you

just started. You can select Programme Next Job to close the window or wait until the job is completed

when it will close automatically.

8. Check the copy quality. Save these copies for use in the next copy job.

9. Remove the originals > Close the Document Glass Cover.

10. Press Clear All.

RESULT: 2-sided copies from your 1-sided original.

May 2003
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EXERCISE 12 - Copy Mixed Size Originals

OBJECTIVE: Practice making mixed size copies.

Ready to scan your joh.

1

Network
Scanning

1
Basic Copying

Output 2 Sided Copy Reduce / Enlarge Paper Supply
@ Top Tray - Collated @)1 - 1 Sided @ 100% @ ~uto Paper
() Main Tray - Collated (1 > 25ided () Auto % (=6 A4 D
()1 Staple B 2+ 2sided (_JA3-A4M% (Ju1 A4 D
(1 Staple & 2> 18ded (DA A3 (% (J=2 a3 D
QMnm... QMnre... QMnre... QMnre...

Follow the directions on the screen regarding valid pairs of sizes which can be fed as Mixed Size Originals.

1. Place originals face up in the Document Feeder. The originals can be different sizes but must be the
same width.

Select tab 2, Image Adjustment.
Select Original Input > Mixed Size Originals > Save.
Select the Basic Copying tab.

o e

Select Auto Paper, Paper Supply to produce the same size output as the original mixed sizes.

Note: to produce common size output you must select a Paper Supply, Auto% Reduce/Enlarge, Auto
Centre on tab 2, Image Adjustment. The system will determine the reduction%.

Enter a copy quantity on the keypad > Press the Start button.
Remove the originals > Press Clear All.

RESULT: Copies that are the same sizes as the originals.
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EXERCISE 13 - Make a 2-1 Sided Copy

OBJECTIVE: Practice programming a 1 sided copy from a 2 Sided original.

Ready to scan your job,

1

Network

. n i B " & o
Basic Copying % E-mail ii; Fax t;ﬁ* Scanning

Output 2 Sided Copy Reduce / Enlarge Paper Supply

@ Top Tray - Collated  (_J1 > 1Sided @ 100% (L) Auto Paper
() Main Tray - Collated ()1 > 2 Sided () Auto % @w=6 74 D
()1 Staple D Q2> 25ed (DA AI(MIH) (D=1 A D
(1 Staple & @2 1sded  (CHMAIN% (J=2 A3 O
QMure... QMure... QMure... QMure...

Place a 2 sided original into the Document Feeder in LEF orientation.
Select a Paper Tray with LEF paper > Save.

Select 2-1 Sided.

Select 100% Reduce/Enlarge.

Select 1 copy on the Keypad > Start.

Check that two 1 sided copies are produced.

If you have a Finisher, save the original to reuse later.

© N gk DN -

Remove the original > Press Clear All.

RESULT: 2 copies with images on 1 side.
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EXERCISE 14 - Enlarge An Image

OBJECTIVE: Practice programming a 2 Sided enlarge copy job.

© N gk w0~

9. Remove the originals > Press Clear All.

Select a Paper Tray with LEF paper > Save.

Select 2-2 sided.

Under Reduce/ Enlarge select More...and select 200%.
Select Save.

Select 1 copy on the keypad.

Press the Start button.

Ensure the copy is two sided and the copy image is larger than the original image. You may discard
this copy.

1

Network
Scanning

Basic Copying E-mail ' Fax 5(‘(49

Output 2 Sided Copy Reduce / Enlarge Paper Supply
@) Top Tray - Collated ()1 + 1 Sided () 100% () Auto Paper
() Main Tray - Collated (_J1 > 2 Sided () Auto % @ws=6 M T
()1 Staple D @z 2500 (D233 A4MH CJu1 M D

(1 Staple 2 2> 18ided (MMM CJo2 A3 D
OMore... QMnre... m QMure...
Make this selection last because

it will change the screen

Place the output from the previous exercise in the Document Feeder in LEF orientation.

RESULT: A 2-sided copy with enlarged images on each side.

May 2003
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EXERCISE 15 - Use Build Job

OBJECTIVE: Practice programming job segments.

Build Job allows you to divide a job into individual segments, apply unique programming to each individual

segment then combine the segments and print them as a single job.

1. Place the originals face up in the Document Feeder for the first job segment.

2. Press tab 4, Job Assembly.
3. Select Build Job > On > Save.

Ready to scan your Build Job segment.

1
Controls | |

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

After all segments have been scanned, select End Build Job to print the
entire job.

On
. MAX number of images = 1000.

4. Select Sample Set > On > Save.

Ready to scan your Build Job segment. 1
Build Job

Use this feature to make a sample set for you to review. When you
O Off accept 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.
. » Then press the Job Status button, select the job, and follow the
instructions to release or delete the joh.

5. Select the Basic Copying tab. Programme the appropriate features for the first segment of the job.

May 2003 604E02400
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6. Press the Start button.
7. Repeat this procedure for each remaining segment.
8. Atfter the final segment has been scanned select Build Job Controls > End Build Job.

Build Job Controls Close

C End Build Job Cancel Sample
Printing

Sample Last Segment Delete All Segments

Delete Last Segment

NOTE: A single review set will be produced because Sample Set was selected.
9. After you review the sample set, press the Job Status button to display a listing of queued jobs.

10. Touch your job to select it.
If you are satisfied with your initial set press Release. Otherwise, delete it and start again.

11. Remove the originals > Press Clear All.

RESULT: The number of complete sets programmed.

May 2003 604E02400
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EXERCISE 16 - View Finisher Options

OBJECTIVE: Identify the finisher that you have. If there is no finisher skip this exercise.

Office Finisher

Advanced Office Finisher

Professional Finisher

Il

May 2003 604E02400
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EXERCISE 17 - Finisher: Make a 1 sided Tri-Fold

OBJECTIVE: Make a Z-configuration Tri-Fold from the Document Glass.

Note: Professional Finisher models only.

ﬁ All letter and booklet folds require SEF stock. If you fill a Paper Tray in SEF orientation a message box might
appear. To clear the message, select Close > Confirm. After your job has finished you can reorient the

paper.

Use the Tri-Fold Z-Configuration feature to produce folded letters 8.5 x 11" or A4. The name and address
can be set up so it will show through on a standard window envelope.

1. Place an original face down on the Document Glass, in the SEF orientation (use the first page of this
package if necessary).

2. In the Paper Supply column, select a Paper Tray loaded with 8.5 x 11" or A4 SEF stock.

Ready to scan your job. 1

il B . i ok  Network
Lo é ot %
Baslc Copying Cab e {@y Fax 5(1# Seamane

Output 2 Sided Copy Reduce / Enlarge Paper Supply
(_)Top Tray - Collated @)1 » 1 Sied @D 100% () Auta Paper
@ Main Tray - Collated ()1 > 2Sided () Auto % Ql=6 A4 D
()1 Staple D )2 > 28ided (DA A(T1H) CJ=1 A4 O
(21 Staple Q2> 1sided  (OAMAI N @2 A3 O h
() More... (_JMore... () More... () More...

3. Select More... in the Output Column. The Output Options screen will appear.

Ready to scan your job. 1

. o O . 6] o @ Network
Basic Copying E-mail @i Fax % Scanning

Output 2 Sided Copy Reduce / Enlarge Paper Supply

(_)Top Tray - Collated  @E}1 > 1 Sided @D 100% (_) Auto Paper
(_JMain Tray - Collated ()1 2 Sided () Auto % (D=6 a4 D
()1 Staple B (2> 28ided  (LJA3>A401%) (Jo1 A4 D
()1 Staple &2 D2+ 1sied  (JA>A3040% @u2 A3 O
q.Mnre... (D More... ) More... (JMore...

4. Select Folding Options. The Folding Options screen will appear.

Ready to scan your job. 1
ance

Stapling

Ho 2 Staples
Staples
@ 1 Staple @ 1 Staple

Location
Collated
Top Tray

OBookdet Maker
D o

(Collation / Output OFolding Options
D . e
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5. Select Tri-Fold > Z-Configuration > Save. You return to the Output Options screen.

Folding Options Undo Cancel Save

No Fold

@>

C-configuration is usually best for letters

C-Configuration Z-configuration for billing purposes

‘ Z-Configuration

Use only 8.5 x 11" or Ad paper, and be sure that
the short edge is feeding onto the machine.

‘ There are two Tri-fold options.

6. Notice that the Folding Options button is highlighted, indicating that Tri-fold Z-Configuration has been
selected. Select Save to confirm these settings. You return to the Basic Copying tab.

Ready to scan your job. 1

v Lo | oo |

C Collation / Qutput < Folding Options
D Location . Tri-Fold

Collated Z-Configuration

OBooklet Maker
mk

Stapling

Ho 2 Staples
Staples
@ 1 Staple @ 1 Staple

7. Select 1-1 sided from the 2 Sided Copy column.

8. Select 100% from the Reduce / Enlarge column.

9. Enter a quantity of 2 copies on the keypad then press the Start Button.

10. After the job has completed, remove the original from the Document Glass then press Clear All.

11. Remove your copy output from the finisher bottom tray.

RESULT: 2 copies of a Z -Configuration Letter Fold.
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EXERCISE 18 - Finisher: Make a 2 Sided Tri-Fold

OBJECTIVE: Make a C-configuration Tri-Fold from the Document Feeder.

Note: If there is no Professional Finisher, skip this task.

Use the Tri-Fold C-Configuration feature to produce folded 8.5 x 11" or A4 documents for inserting in
standard envelopes or handing out as a folded brochure.

1. Place 2 originals in the Document Feeder face up, in SEF orientation. Arrange the originals so that the
top edge of the first sheet feeds first and the top edge of the second sheet feeds into the Document
Feeder last (use the first 2 pages from this package if necessary).

2. In the Paper Supply column, select a Paper Tray loaded with 8.5 x 11" or A4 SEF stock.

Ready to scan your job. 1

L . R Network
Basic Copying E-mail @* Fax 5(%“ Scanning

Output 2 Sided Copy Reduce / Enlarge Paper Supply
(_)Top Tray - Collated @)1 » 1 Sied @D 100% () Auta Paper
@ Main Tray - Collated ()1 > 2Sided () Auto % Ql=6 A4 D
()1 Staple D )2 > 28ided (DA A(T1H) CJ=1 A4 O
(D1 Staple Q2> 1sided  (OAMAI N @2 A3 O h
() More... (_JMore... () More... () More...

3. Select More... in the Output Column. The Output Options screen will appear.
Ready to scan your job. 1

Network

n . i o
. . 7 P ©
Basic Copying Ll E-mail i‘;* Fax {i. Scanning

Output * 2 Sided Copy Reduce / Enlarge Paper Supply
(_)Top Tray - Collated @1 » 1 Sied @D 100% €. Auto Paper
(__Main Tray - Collated (_31 > 2 Sided () Auto % (J=6 a4 D
()1 Staple D 2> 28ided  (JA33AA(% (J=1 A D
()1 Staple @ Q22> 1sided (MM 1% @e2 A3 O

More... (_JMore... () More... (_JMore...

4. Select Folding Options. The Folding Options screen will appear.

Ready to scan your job. 1

Stapling (OCollation / Qutput OFolding Options
" romme | [ immenm 7] pmans
Staples Collated

Top Tray

OBooklet Maker
@ 1 Staple @ 1 Staple D aff
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5. Select Tri-Fold > C-Configuration > Save. You return to the Output Options screen.

Folding Options

Undo Cancel Save

No Fold

(
=

@ C-Configuration

Z-Configuration

There are two Tri-fold options.
C-configuration is usually best for letters
Z-configuration for billing purposes

Use only 8.5 x 11" or Ad paper, and be sure that
the short edge is feeding onto the machine.

6. Notice that the Folding Options button is highlighted, indicating that Tri-fold C-Configuration has been

selected. Select Save to confirm these settings. You return to the Basic Copying tab.

Ready to scan your job. 1

Stapling

Ho 2 Staples
Staples
@ 1 Staple @ 1 Staple

Collated

D C Collation / Qutput

Location

OBooklet Maker
mk

v o | oo

< Folding Options
D TrFald

C—Configuration

7. Select 1-2 sided from the 2 Sided Copy column.

8. Select 100% from the Reduce / Enlarge column.

9. Enter a quantity of 2 copies on the keypad then press the Start Button.

10. After the job has completed, remove the originals from the Document Feeder. Press Clear All.

11. Remove your output from the finisher bottom tray.

RESULT: 2 copies of a C -Configuration Letter Fold with images on two sides.

May 2003
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EXERCISE 19 - Finisher: Make a Booklet

OBJECTIVE: Make a stapled booklet with Front and Back covers.
Note: If there is no Professional Finisher, skip this task.

You can create Folded Only or Stapled and Folded booklets; sizes 8.5 x 11", 8.5 x 14”, 11 x 17", A4, 215 x
330 mm, or A3. The fold capacity is 1-5 Folded Only sheets and 2-15 Folded and Stapled sheets.

Optional: You can use coloured paper for the booklet covers.

1. Place 12 originals face up, in LEF orientation, in the Document Feeder (use the first 12 pages of this
package if necessary).

2. Select a Paper Tray loaded with 8.5 x 11" or A4 SEF, white stock from the Paper Supply column. The
system will use this tray for the body of the booklet.

Ready to scan your job. 1

: . g F B . i i@ Network
Basic Copying - J; Fax % Scanning

Output 2 Sided Copy Reduce / Enlarge Paper Supply
()Top Tray - Collated @1 > 1 Sided @B 100% () Auto Paper
@ tain Tray - Collated {_31 % 2 Sided () Auto % Cl=6 a4 D
()1 Staple & 2> 2sided (A3 A4(T1%) (J=1 M4 o
(1 Staple & D2+ 1sided  ()AA3 0% @2 A3 O h
() More... ) More... () More... () More...

3. Fill a different Paper Tray with 8.5 x 11” or A4 SEF, stock. Change the Paper Description to match the
colour of your stock if necessary. Later, you will select this Paper Tray for the booklet covers.

NOTE: A message box might appear advising you that this is not the desired paper orientation for print
applications. To clear the message select Close.

4. Review the tray information. If it is correct, select Confirm to save the Paper Tray settings.

5. Touch tab 3. The Output Format tab will appear.

Ready to scan your job. 1

il B . i ok  Network
Lo é ot %
Baslc Copying Cab e {@y Fax 5(1# Seamane

Output 2 Sided Copy Reduce / Enlarge Paper Supply
(_)Top Tray - Collated @)1 » 1 Sied @D 100% () Auta Paper
@ Main Tray - Collated ()1 > 2Sided () Auto % Ql=6 A4 D
()1 Staple D )2 > 28ided (DA A(T1H) CJ=1 A4 O
()1 Staple @ Q2> 1sided  (OAMAI N @2 A3 O
() More... (_JMore... () More... () More...
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6. Select Booklet Creation. The Booklet Creation screen will appear. Use this feature to programme the
system to format the scanned pages into a booklet.

Ready to scan your job.

1

b All

3
Output Format Services

O Covers

O Transparencies O Multi-Up
Off {| Mone

o Diviers e
o

O Buooklet Creation O Invert Image
EEEj off .l Mirror Image: Off
e Megative Image: Off

7. This screen tells you how to place the originals and reinforces the need to use a paper tray with paper
oriented SEF. It also reminds you to select the booklet stapling option.

Select On to activate the Booklet Creation feature.

Ready to scan your job.

To use this feature:

off . Feed documents with long edge
L) il et

. Use a tray with paper oriented short
= oo fist.
< (f]] Select Baoklet Folding and Stapling in
Basic Copy tab, if desired.

8. Select 1 Sided Originals > Save. You return to the Output Format tab.

Cancel

Original Input

C 1 Sided Originals

2 Sided Originals

9. Notice that the Booklet Creation button is highlighted, indicating that the Booklet Creation feature is
active and displays your selections. Select Covers. The Covers screen will appear.

Ready to scan side 1.

3
Output Format

OTransparencies O Multi-Up
Mo Divicers 2| off
254
7 (Booklet Creation Q Invert Image
t'% On .l Mirror Image: Off
=] 1 Sided Originals /(L1 MNegative Image: OFf
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10. Select Front and Back > Cover Stock > Save. The Cover Stock Selections screen will appear.

Ready to scan your job. 1

Covers Undo | Cancel | Save

Output Cover Images
No Covers Back Only 1 Sided

Cover Stock

Front Only Front and Back Tﬂy L.
Standard
White

11. Select the Paper Tray you filled with SEF, colored stock in Step 3. This selection instructs the system

to use this Paper Tray to print the covers for this job.

Select Save. You return to the Covers screen.

Ready to scan side 1.

Fully Adjustable @

A D Plain Paper
3 85x11" 3 Plain Paper Blue Fully Adjustahle
279 x 432mm 3 Plain Paper White Fully Adjustable
(5 A4 Plain Paper White Fully Adjustable
(6 A1 D Plain Paper White Dedicated | @

12. Select Output Cover Images. The Output Cover Images screen will appear.

Ready to scan your job.
===

Output Cover Images
1 Sicled

Ho Covers

Back onl
ack only

Front only Front and Back
)

F‘\ ain F‘apev
Vellow

13. Select 2 Sided. This selection programmes the system to place images on both sides of the front and

back covers.
Then select Save. You return to the Covers screen.

Ready to scan your job. 1

Output Cover Images Undo Cancel Save

Blank Cover C 2 Sided

1 Sided 2 Sided Rotate Side 2

May 2003 604E02400

27



14. Notice that the Output Cover Images option displays 2 Sided and the Cover Stock option displays the
Paper Tray and paper attributes you selected for the covers. If the settings are correct, select Save to
confirm. You return to the Output Format tab.

Ready to scan your joh. 1
=

Qutput Cover Images
@ 2 Sided

Back only

]

No Covers
Front only . Front and Back

Cover Stock
Tray 1
M
Plain Paper
ell oo

-

15. Touch the Basic Copying tab. The Basic Copying tab will appear.

Ready to scan your job,

Basic Copying

Output 2 Sided Copy Reduce / Enlarge Paper Supply
() Top Tray - Collated  {_ )1 > 1 Sided  (__)100% () Auto Paper
@ Main Tray - Collated (@1 > 2 Sided @D Auto % (Jes a4 D
)1 Staple Crsrsied  ( rasaaiin) et A D
()1 Staple & D23 1Sided (A48 % (w2 A3 O
more...  IMore... more... ) More...

16. Select More... in the Output Column. The Output Options screen will appear.

Ready to scan your job.

Basic Copying

DR PRI (R =

Services

Output 2 Sided Copy Reduce / Enlarge Paper Supply
(_)Top Tray - Collated ()1 =1 Sided  (__1100% () Auto Paper

(__)ain Tray - Colated €1 = 2 Sided () Auto % a6 A4 D

(L1 Staple B (D23 28ded  (nzoadirn) @et M o

(1 Staple & )23 18ided (DA A3 (1% (D=2 A3 O
More... I More... () More... D more...

17. Select Booklet Maker. The Booklet Maker screen will appear. Use this feature to programme the
system to send the output to the Booklet Maker for finishing.

Ready to scan your job.

1

m Cancel m

Stapling

Location None:
Collated

OBookdet Maker
D o

C Collation / Qutput OFolding Options
Ho 2 Staples D D
Staples

O @
@1Slaple @1Staple ‘
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18. Select Folded and Stapled > Save. You return to the Output Options screen.

Ready to scan your job. 1

Booklet Maker Undo Cancel Save

off

Folded and
Stapled

Folded Only

If your originals are not currently set up to make booklets, you may
wish to use the Booklet Creation feature on the Output Format tab
in conjunction with this feature.

This feature cannot be used with transparencies and has paper
'size and other limitations.

19. Notice that the Booklet Maker button is highlighted, indicating Folded and Stapled booklets are the
selected output.
Select Save to confirm the Output Options settings. You return to the Basic Copying tab.

Ready to scan your job.

1

w Cancel w

C Collation / Output CFolding Options
2 Staples Location D priewy
Collated

Stapling

O
@ a

" _'Booklet Maker
1 Staple ‘ . Folded and Stapled

20. Select a quantity of 1 copy on the keypad.
21. Press the Start button.
22. After the job has completed, remove the originals from the Document Feeder then press Clear All.

23. Remove your output from the finisher bottom tray.

RESULT: A folded and stapled booklet with printing on both sides of the front and back covers.
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EXERCISE 20 - Send an E-mail or Internet Fax

OBJECTIVE: Practice sending an attachment with an e-mail message.

Note: This is an optional feature, if there is no E-mail or Internet Fax, skip this task.

Place original face up in the Document Feeder. Adjust the guides.
2. Select the E-mail or Internet Fax button. If Authentication is active, you must complete a login
sequence. Remember to log out after you have completed your job to prevent unauthorised access.
3. Select tab 2, Image Adjustment.
Select the desired resolution and number of sides scanned. If the originals are 2 Sided, press 2 Sided
Originals.
5. Select the E-Mail tab > To...

Ready to scan your job.

Add recipients to the Address List.

—

Address List

(_JCc...  JRemove @
(_)Bce... (_JRemave Al

(__)Edit Subject...

Subject: Scan from a Xerox Work Centre @

6. Enter an SMTP-compliant recipient name. Example: Anyone@usa.xerox.com

Ready to scan your job.
Type a full e-mail address and select Enter.
[123)| cancet | eotr

[To: # ]

| 2 | e Y e Y
L L LI L L L) (L D L L 0]
0 0% 0N | A | N | |

You can choose an Address Book and enter the full name or a portion of the name of the recipient.
The system will search the Address Book and list all the names that match.

7. Repeat steps 4 through 6 until the last recipient has been added to the list (up to 128 recipients may be
entered).

Press the Start button.
9. Remove the originals > Press Clear All.

RESULT: An e-mail message with an attached document in the mailbox of your recipient(s).
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