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2820-000
Before using the functions of the machine, the environmental conditions must be set in advance. To begin with, check

the sequences of flow required to complete the setup, and then perform the actual settings. ©Preparations Required
Before Use(P. 5)

NOTE

e The functions installed on the machine vary depending on the model you purchased. Before using the
machine, see ©Main Functions(P. 4) and check the available functions.

Configuring Initial Settings of the Machine (Setup Guide)

e You can easily configure the initial settings required to use the machine, such as date, time, and network
settings, by following the on-screen guidance. ©Setting Up Using the Setup Guide(P. 9)
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2820-001

This manual covers all the functions of the model series you purchased. Before getting started, check which functions
are available on the model you purchased.

/ : With function — : Without function

Function MF429x | MF428x | MF426dw MF421dw
Copy v | vV | ¥ v
Fax —_— —_—
Print
Scan

Feeder 2-sided scanning

2-sided printing

ANEA NI NI NI
ANIANEANIN

AN NI NI NN

ANEA NI NN

Wireless LAN / / / /
Default System Manager ID 7654321|7654321 | Not specified | Not specified
Default System Manager PIN | 7654321 (7654321 | Not specified | Not specified

Application Library

AN

v

v

Cassette Feeding Module-AH *

v
v

v

v

TELEPHONE 6 KIT *

v

Copy Card Reader-F *

Barcode Printing Kit *

Send PDF Security Feature Set *

AN
ANER NN

*This is an optional item.

NOTE

e For the available driver types, see the User Software CD-ROM/DVD-ROM supplied with the machine, or see
the Canon website (http://www.canon.com/).

LINKS

OViewing User's Guide(P. 699)



Setting Up

Preparations Required Before Use

2820-002
Set up the machine following steps 1 to 5 in order. For more information about a particular step, click on the link to go

to the corresponding section. In addition, to use the machine safely, also check ©Preventing Unauthorized
Access(P.7) .

Step 1 (OSetting Up Using the Setup Guide(P. 9)

by

v

Step 2 (OSetting Up the Network Environment(P. 13)

Configure the network settings that are not covered in the Setup Guide. If you do not need
to use the Setup Guide, configure the network settings from here.

[k
\ W 4

Step 3 QInstalling Drivers(P. 77)

°‘i;1

k4

Step 4 (OConfiguring Initial Settings for Fax Functions(P. 78)
k4

Step 5 (OConfiguring Scan Settings(P. 83)

TIPS
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Setting from the Remote UI

e When the network environment settings are complete, you can efficiently set the machine from a computer
using Remote UI. ©Starting Remote UI(P. 414)

Importing data from another machine to save time

e Aslong as the model is the same, you can save setting data registered on another Canon printer/
multifunction machine to a computer (export) and load the setting data to this machine (import). ©
Importing/Exporting the Setting Data(P. 436)
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Preventing Unauthorized Access

2820-003

This section describes the security measures on how to prevent unauthorized access from the external network. This is
a must-read for all users and administrators before using this machine, other printers, and multifunction machines
connected to the network. In recent years, a printer/multifunction machine connected to the network can offer you a
variety of useful functions, such as printing from a computer, operating from a computer using the remote function,
and sending scanned documents via the Internet. On the other hand, it is essential to take security measures to
reduce the security risk for information leakage, as a printer/multifunction machine has become more exposed to
threats, such as unauthorized access and theft, when it is connected to the network. This section explains necessary
settings you need to specify to prevent unauthorized access before using a printer/multifunction machine connected
to the network.

Security Measures to Prevent Unauthorized Access from the External Network
Assigning a Private IP Address(P. 7)
Using Firewall to Restrict Transmission(P. 8)
Specifying the TLS Encrypted Communication (P. 8)
Setting PIN to Manage Information Stored in the Multifunction Machine(P. 8)

Assigning a Private IP Address

An IP address is a numerical label assigned to each device participating in a computer network. A "global IP address" is
used for the communication connecting to the Internet, and a "private IP address" is used for the communication
within a local area network, such as a LAN in the company. If a global IP address is assigned, your printer/
multifunction machine is open to the public and can be accessed via the Internet. Thus, the risk of information leakage
due to unauthorized access from external network increases. On the other hand, if a private IP address is assigned,
your printer/multifunction machine is closed to a local area network and can be accessed by only users on your local
area network, such as a LAN in the company.

N
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Global IP Address Private IP Address
Can be accessed from the external network Can be accessed from the users within a local area network

CELEEEE LT

Basically, assign a private IP address to your printer/multifunction machine. Make sure to confirm the IP address,
assigned to the printer/multifunction machine you are using, is a private IP address or not. A private IP address is
found in one of the following ranges.
mRanges for Private IP addresses
From 10.0.0.0 to 10.255.255.255
From 172.16.0.0 to 172.31.255.255
From 192.168.0.0 to 192.168.255.255

For information on how to confirm the IP address, see ©Setting IPv4 Address(P. 31) .

NOTE

e If a global IP address is assigned to a printer/multifunction machine, you can create a network environment
to reduce the risk of unauthorized access by installing security software, such as a firewall that prevents
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access from the external networks. If you want to assign a global IP address to and use a printer/
multifunction machine, contact your network administrator.

Using Firewall to Restrict Transmission

A firewall is a system that prevents unauthorized access from the external networks and protects against attacks/
intrusions to a local area network. You can use a firewall on your network environment to block access from the
external network that appears to be dangerous, by restricting communication from specified IP address of the
external network. The function installed to a Canon printer/multifunction machine enables you to set up the IP
address filter. For information on how to set up an IP address filter, see ©Specifying IP Addresses for Firewall
Settings(P. 365) .

Specifying the TLS Encrypted Communication

For information on the TLS Encrypted Communication, see ©Configuring the Network Security Settings(P. 362) ,
and on the procedures to specify, see ©Configuring the Key and Certificate for TLS(P. 375) .

Setting PIN to Manage Information Stored in the Multifunction Machine

If a malicious third party attempts to gain unauthorized access to a printer/multifunction machine, setting PIN to
information stored in the machine will reduce the risk of information leakage. Canon printers/multifunction machines
enable you to protect various type of information by setting PIN.

mSetting PIN to Each Function

Setting PIN for Using Remote UI
For more information, see ©Setting a Remote UI PIN(P. 356) .

Setting PIN for the System Manager Settings
For more information, see ©Setting the System Manager ID and PIN(P. 348) .

Address Book PIN
For more information on setting a PIN, see ©Restricting Use of the Address Book(P. 400) .

Listed above are some examples of security measures for preventing unauthorized access. For more information on
the other security measures, see ©Managing the Machine(P. 345) and take necessary security measures for
preventing unauthorized access to suit your environment.
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Setting Up Using the Setup Guide

2820-004

When the machine is turned on ( @ Turning ON the Machine(P. 115) ) for the first time, the Setup Guide starts up to
assist you to configure the initial settings of the machine by following the on-screen guidance. In the Setup Guide, the
setting screens are displayed in the following order.

Step 1 Setting the Display Language and the Country or Region

Set the language to be displayed on the operation panel screen or in reports, as well as the
country or region where the machine will be used.

1  Select alanguage.
2 Select <Yes>.

3 Select a country or region.

Step 2 Setting the Date and Time

Adjust the machine's date/time.

1 Select atime zone.

NOTE:
What is UTC?

Coordinated Universal Time (UTC) is the primary time standard by which the
world regulates clocks and time. The correct UTC time zone setting is required
for Internet communications.

2 Enter the date and time, and select <Apply>.
Tap the entry field, and enter the date and time.
Step 3 Setting the Access Security Measures

Set a PIN to access the Remote UI. Because the Remote UI can be used to change the machine
settings from a computer, setting of a PIN is recommended.

1 Select <Yes>.
If you select <No>, PIN is not set, and the Setup Guide proceeds to step 4.

You can also set the access security measure of the Remote UI later. ©Setting
a Remote UI PIN(P. 356)

2  Enter aPIN, and then select <Apply>.
3 Enter the same PIN, and then select <Apply>.

Step 4 Setting the Wireless LAN

Configure the settings to connect to the network using the wireless LAN.

1 Select <Yes>.

If you select <No>, wireless LAN is not set, and the Setup Guide proceeds to
step 5.

2 Select <OK>.

3 Select the setting method.
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For more information about the wireless LAN settings, see ©Connecting to a
Wireless LAN(P. 17) .

Step 5 Viewing Application Library

The one-touch button referred to as "Application Library" is provided in the Home screen. You
can read the description of each function.

1 To finish the Setup Guide, select <End>.

% When the Setup Guide is complete, the Home screen appears.
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Setting the Date/Time

2820-005

Set the date and time for the machine. The date and time are used as the reference for the functions specifying the
time, therefore, they need to be set accurately.

Setting the Time Zone(P. 11)
Setting the Current Date and Time(P. 11)
Setting the Daylight Saving Time(P. 12)

Setting the Time Zone

If the time zone setting is changed, the values set in <Current Date/Time Settings> are also changed accordingly.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> » <Timer/Energy Settings> » <Date/Time Settings> » <Time
Zone>.

3 Select the time zone.

NOTE

What is UTC?

e Coordinated Universal Time (UTC) is the primary time standard by which the world regulates clocks and
time. Time differences exist depending on the country or area where the machine is used. The correct UTC
time zone setting is required for Internet communications.

Setting the Current Date and Time
1 Select <Menu> in the Home screen. ©Home Screen(P. 121)
2 Select <Preferences> » <Timer/Energy Settings> » <Current Date/Time Settings>.

3 Enter the date and time.

Tap the entry field, and enter the date and time.

11
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4 Select <Apply>.

Set <Time Zone> before setting the current date and time. If the <Time Zone> setting is changed later, the
current date and time are also changed accordingly.

NOTE

e The display format of the date and time can be changed, respectively.
<Date Format>(P. 452)
<Time Format>(P. 452)

Setting the Daylight Saving Time
If daylight saving time is enabled, specify the dates from which and to which daylight saving time is in effect.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> » <Timer/Energy Settings> » <Date/Time Settings> » <Daylight
Saving Time Settings>.

3 Select <Off> or <On> in <Daylight Saving Time>.

When you select <On>, select <Start Date> and <End Date>, and set the month and day for each item. To set
the day, specify "what day of which week."

4 Select <Apply>.

12
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Setting Up the Network Environment

2820-006

When connecting the machine to a wired or wireless local area network (LAN), you need to set an IP address unique to
the selected network. Select "wired" or "wireless" depending on your communication environment and networking
devices. For specific IP address settings, contact your Internet service provider or Network Administrator.

IMPORTANT

If the machine is connected to an unsecured network, your personal information might be leaked to a third
party.

NOTE

e The machine cannot connect to both wired and wireless LANs at the same time.
e The machine does not come with a LAN cable or router. Have them ready as necessary.

e For more information about your networking devices, see the instruction manuals for the devices or contact
your manufacturer.

m Before You Start

Follow these steps to connect the machine to a network.

- Check your computer settings.
{:‘, y p g

= Make sure that the computer is correctly connected to the network. For more
information, see the instruction manuals for the devices you are using, or contact the
device manufacturers.

Make sure that the network settings have been completed on the computer. If the
network has not been set up properly, you will not be able to use the machine on the
network, even if you perform the rest of the procedure below.

NOTE:

Depending on the network, you may need to change settings for the communication
method or the Ethernet type ( © Configuring Ethernet Settings(P. 51) ). For more
information, contact your Internet service provider or Network Administrator.

To check the MAC address of the machine.
(OViewing the MAC Address for Wired LAN(P. 37)
©Viewing the MAC Address and Information for Wireless LAN(P. 38)

13
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To connect to an IEEE 802.1X network, see ©Configuring IEEE 802.1X
Authentication Settings(P. 393) .

Select wired or wireless LAN.
! (OSelecting Wired LAN or Wireless LAN(P. 15)
y reee = |

Connect to a wired or wireless LAN.

OConnecting to a Wired LAN(P. 16)

! Proceed to the section that corresponds to the setting you selected in step 2.
s ©Connecting to a Wireless LAN(P. 17)

Set the IP address as necessary.

At the time of purchase, the machine is set to automatically acquire an IP address.
Change this setting if you want to use a specific IP address. ©Setting IP
Addresses(P. 30)

OConfiguring Settings for Communication with a Computer(P. 39)
(OConfiguring the Machine for Your Network Environment(P. 50)

14
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Selecting Wired LAN or Wireless LAN

2820-007

After you decide on wired or wireless LAN to connect the machine to the computer, select wired LAN or wireless LAN
using the operation panel. Note that if you change the setting from <Wired LAN> to <Wireless LAN> or vice versa, you
will need to uninstall the drivers installed on your computer and then reinstall them. For more information, see the
manuals for the relevant drivers on the online manual website.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> » <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Select Wired/Wireless LAN>.

4 Select <Wired LAN> or <Wireless LAN>.

LINKS

Setting Up the Network Environment(P. 13)
Connecting to a Wired LAN(P. 16)
Connecting to a Wireless LAN(P. 17)

15
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Connecting to a Wired LAN

Connect the machine to a computer via a router. Use a LAN cable to connect the machine to the router.

o

1 Connect a LAN cable.

Connect the machine to a router by using a LAN cable.

Push the connector in until it clicks into place.

2 Wait for several minutes.

% The IP address is set automatically.

NOTE:

You can set the IP address manually. ©Setting IP Addresses(P. 30)

LINKS

2820-008

©Setting Up the Network Environment(P. 13)

16
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Connecting to a Wireless LAN

2820-009

Wireless routers (or access points) connect the machine to a computer via radio waves. If your wireless router is
equipped with Wi-Fi Protected Setup (WPS), configuring your network is automatic and easy. If your networking
devices do not support automatic configuration, or if you want to specify authentication and encryption settings in
detail, you need to manually set up the connection. Make sure that your computer is correctly connected to the
network.

(OSetting Up Connection Using WPS(P. 17)
OManually Setting Up Connection(P. 18)

IMPORTANT

Risk of information leak

Use wireless LAN connection at your own discretion and at your own risk. If the machine is connected to an
unsecured network, your personal information might be leaked to a third party because radio waves used in
wireless communication can go anywhere nearby, even beyond walls.

Wireless LAN security

The wireless LAN function of this machine supports WEP, WPA-PSK, and WPA2-PSK. For the wireless security
compatibility of your wireless router, see the instruction manuals for your networking devices or contact
your manufacturer.

NOTE

Required devices for wireless LAN connection

e The machine does not come with a wireless router. Have the router ready as necessary.

Setting Up Connection Using WPS

When using WPS, two modes are available: push button mode and PIN code mode.

m Push Button Mode

Find the WPS mark shown below on the package of your wireless router. Also make sure that there is a WPS button on
your networking device. ©Setting Up Connection Using WPS Push Button Mode(P. 19)

o
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m PIN Code Mode

Some WPS routers do not support the push button mode. If WPS PIN code mode is mentioned on the package or in
the instruction manuals of your networking device, set up the connection by entering the PIN code. ©Setting Up
Connection Using WPS PIN Code Mode(P. 21)

NOTE

o If the wireless router is set to use WEP authentication, you may not be able to set up connection using WPS.

Manually Setting Up Connection

When manually setting up a wireless connection, you can either select a wireless router or manually enter the required
information. Regardless of the method, make sure that you have the required setup information, including the SSID
and network key. ©Checking the SSID and Network Key(P. 29)

m Selecting a Wireless Router

Select this setup option if you need to manually set up the connection but want to complete the setup as easily as
possible. ©Setting Up Connection by Selecting a Wireless Router(P. 23)

m Manually Entering the Setup Information

If you want to specify security settings in detail, such as authentication and encryption settings, manually enter the
SSID and network key to set up the connection. ©Setting Up Connection by Specifying Detailed Settings(P. 26)

LINKS

Setting Up the Network Environment(P. 13)
Selecting Wired LAN or Wireless LAN(P. 15)

18
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Setting Up Connection Using WPS Push Button Mode

2820-00A

If your wireless router supports WPS push button mode, you can easily set up a connection with a WPS button.

IMPORTANT

How to operate the wireless router may vary on each device. See the instruction manuals for your
networking device for help.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)
2 Select <Preferences> » <Network>.
If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Wireless LAN Settings>.

If the <Do you want to enable the wireless LAN?> message is displayed, select <Yes>.

4 Read the message that is displayed, and select <OK>.
5 select <WPS Push Button Mode>.
G Select <Yes>.

7 Press and hold the WPS button on the wireless router.

The button must be pressed within 2 minutes after selecting <Yes> in step 6.

Depending on the networking device, you may need to press and hold the button for 2 seconds or longer.
See the instruction manuals for your networking device for help.

NOTE:

If an error message is displayed during setup

Select <Close> and return to step 5.

8 Wait until message <Connected.> is displayed.
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9 Select <Close>.

% Wait several minutes until the IP address and other items are set automatically.

When more than one wireless router is available for connection, the machine connects to the device
with the strongest signal. Signal strength is measured using RSSI (Received Signal Strength Indication).

NOTE:

You can set the IP address manually. ©@Setting IP Addresses(P. 30)

While the machine is connected to the wireless LAN, the Wi-Fi icon is displayed in the Home screen or
the Basic Features screen of each function. ©Basic Screens(P. 120)

NOTE

Reducing power consumption

e You can set the machine to enter <Power Save Mode> based on signals emitted from the wireless router. ©
<Power Save Mode>(P. 457)

If the IP address of the machine has changed

e In a DHCP environment, the IP address of the machine may be changed automatically. If this happens, the
connection is maintained as long as the machine and the computer belong to the same subnet.

LINKS

(OConnecting to a Wireless LAN(P. 17)
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Setting Up Connection Using WPS PIN Code Mode

2820-00C

If your wireless router supports WPS PIN code mode, generate a PIN code with the machine and register the code to
the networking device.

IMPORTANT

How to operate the wireless router may vary on each device. See the instruction manuals for your
networking device for help.

@ From a Computer

1 Access your wireless router from a computer and display the screen for entering a
WPS PIN code.

For more information, see the instruction manuals for your networking device.

From the Operation Panel

2 Select <Menu> in the Home screen. ©Home Screen(P. 121)

3 Select <Preferences> - <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

4 Select <Wireless LAN Settings>.

If the <Do you want to enable the wireless LAN?> message is displayed, select <Yes>.

5 Read the message that is displayed, and select <OK>.
(G Select <WPS PIN Code Mode>.

7 Select <Yes>.

% The PIN code is generated and shown on the display.

From a Computer

8 Register the generated PIN code to the wireless router.

Register the PIN code on the setup screen displayed in step 1.
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The PIN code must be registered within 10 minutes after selecting <Yes> in step 7.

NOTE:

If an error message is displayed during setup

Select <Close> and return to step 6.

From the Operation Panel

9 Wait until the message <Connected.> is displayed.

1 0 Select <Close>.

% Wait several minutes until the IP address and other items are set automatically.

When more than one wireless router is available for connection, the machine connects to the device
with the strongest signal. Signal strength is measured using RSSI (Received Signal Strength Indication).

NOTE:

You can set the IP address manually. ©Setting IP Addresses(P. 30)

While the machine is connected to the wireless LAN, the Wi-Fi icon is displayed in the Home screen or
the Basic Features screen of each function. ©Basic Screens(P. 120)

NOTE

Reducing power consumption

e You can set the machine to enter <Power Save Mode> based on signals emitted from the wireless router. ©
<Power Save Mode>(P. 457)

If the IP address of the machine has changed

e In a DHCP environment, the IP address of the machine may be changed automatically. If this happens, the
connection is maintained as long as the machine and the computer belong to the same subnet.

LINKS

(OConnecting to a Wireless LAN(P. 17)

22



Setting Up

Setting Up Connection by Selecting a Wireless Router

2820-00E

You can search the wireless routers (or access points) available for connection and select one from the display of the
machine. For the network key, enter a WEP key or PSK. Before selecting a wireless router, check and write down the
required setup information, including the SSID and network key ( ©Checking the SSID and Network Key(P. 29) ).

NOTE

Security settings

e If the wireless connection is set up by selecting a wireless router, the WEP authentication method is set to
<Open System> or the WPA/WPA2 encryption method is set to <Auto> (AES-CCMP or TKIP). If you want to
select <Shared Key> for WEP authentication or <AES-CCMP> for WPA/WPA2 encryption, you need to set up
the connection using <Enter Manually>. @Setting Up Connection by Specifying Detailed Settings(P. 26)

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> - <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Wireless LAN Settings>.

If the <Do you want to enable the wireless LAN?> message is displayed, select <Yes>.

4 Read the message that is displayed, and select <OK>.
5 select <SSID Settings>.

6 Select <Select Access Point>.

% The machine starts searching for available wireless routers.

NOTE:

If a message is displayed telling that access point cannot be found, see ©@Countermeasures for Each
Message(P. 619) .

7 Select a wireless LAN router.

Select the router whose SSID matches the one that you have written down, and select <Next>.
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NOTE:

To view details of security settings

Select the wireless LAN router, and select <Details>. To return to the original screen, select .

If your wireless router is not found

Check whether the machine is properly installed and ready to connect to the network. ©@Installation/
Settings Problems(P. 593)

Enter the network key that you have written down.
Enter the network key, and select <Apply>.

On how to enter text, see @Entering Text(P. 130) .

Select <Yes>.

NOTE:

If an error message is displayed during setup

Select <Close>, check whether the network key is correct, and return to step 5.

Wait until message <Connected.> is displayed.

Select <Close>.

% Wait several minutes until the IP address and other items are set automatically.

When more than one wireless router is available for connection, the machine connects to the device
with the strongest signal. Signal strength is measured using RSSI (Received Signal Strength Indication).

NOTE:

You can set the IP address manually. ©@Setting IP Addresses(P. 30)

While the machine is connected to the wireless LAN, the Wi-Fi icon is displayed in the Home screen or
the Basic Features screen of each function. ©Basic Screens(P. 120)

NOTE

Reducing power consumption

e You can set the machine to enter <Power Save Mode> based on signals emitted from the wireless router. ©
<Power Save Mode>(P. 457)
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If the IP address of the machine has changed

e In a DHCP environment, the IP address of the machine may be changed automatically. If this happens, the
connection is maintained as long as the machine and the computer belong to the same subnet.

LINKS

(OConnecting to a Wireless LAN(P. 17)
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Setting Up Connection by Specifying Detailed Settings

2820-00F

If you want to specify the security settings in detail or cannot establish the wireless connection using the other
procedures, manually enter all the required information for the wireless LAN connection. Before specifying detailed
settings, check and write down the required information, including the SSID, network key, and wireless security
protocols. @Checking the SSID and Network Key(P. 29)

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)
2 Select <Preferences>  <Network>.
If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Wireless LAN Settings>.

If the <Do you want to enable the wireless LAN?> message is displayed, select <Yes>.

4 Read the message that is displayed, and select <OK>.
5 Select <SSID Settings> » <Enter Manually>.

6 Enter the SSID that you have written down.

Enter the SSID, and select <Apply>.

On how to enter text, see @Entering Text(P. 130) .

7 Specify the security settings based on the information that you have written down.

If you do not need to specify the security settings, select <None>.

mUsing WEP

1 Select <WEP>.

2 Select an authentication method.
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<Open System>

Sets open system authentication, which is also called "open authentication."

<Shared Key>
Uses the WEP key as a password.

NOTE:

When <Open System> is selected

When connecting to a wireless LAN, the machine experiences an authentication error if the shared key
authentication is set on the wireless router. If this happens, the machine automatically changes the
setting to <Shared Key> and retries the connection.

3 Select the WEP key you want to edit.
Select the WEP key (1 to 4), and select <Edit>.
Up to four WEP keys can be registered.

4 Enter the network key that you have written down.

Enter the network key, and select <Apply>.

5  Select the desired WEP key.
Select the WEP key you have edited, and select <Register>.

mUsing WPA-PSK or WPA2-PSK

1 Select <WPA/WPA2-PSK>.

2  Select an encryption method.

<Auto>

Sets the machine to automatically select AES-CCMP or TKIP to match the setting of the wireless router.

<AES-CCMP>
Sets AES-CCMP as the encryption method.

3 Enter the network key that you have written down.

Enter the network key, and select <Apply>.
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8 Select <Yes>.

NOTE:

If an error message is displayed during setup

Select <Close>, check whether the specified settings are correct, and return to step 5.

9 Wait until message <Connected.> is displayed.

1 O Select <Close>.

% Wait several minutes until the IP address and other items are set automatically.

When more than one wireless router is available for connection, the machine connects to the device
with the strongest signal. Signal strength is measured using RSSI (Received Signal Strength Indication).

NOTE:

You can set the IP address manually. ©Setting IP Addresses(P. 30)

While the machine is connected to the wireless LAN, the Wi-Fi icon is displayed in the Home screen or
the Basic Features screen of each function. ©Basic Screens(P. 120)

NOTE

Reducing power consumption

e You can set the machine to enter <Power Save Mode> based on signals emitted from the wireless router. ©
<Power Save Mode>(P. 457)

If the IP address of the machine has changed

e In a DHCP environment, the IP address of the machine may be changed automatically. If this happens, the
connection is maintained as long as the machine and the computer belong to the same subnet.

LINKS

(OConnecting to a Wireless LAN(P. 17)
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Checking the SSID and Network Key

2820-00H

When manually setting up a wireless connection, you need to specify the SSID and network key of your wireless router.
The SSID and network key may be indicated on these networking devices. Check your devices and write down the
necessary information before setting up the connection. For more information, see the instruction manuals for your
networking devices or contact your manufacturer.

SSID

A name given for identifying a specific wireless LAN. Some other terms used for SSID include
"access point name" and "network name."

Network Key

A keyword or password used for encrypting data or authenticating a network. Some other
terms used for network key include "encryption key," "WEP key," "WPA/WPA2 passphrase,"
and "preshared key (PSK)."

Wireless Security Protocols
(Authentication/Encryption)

When manually setting up a wireless connection by specifying detailed settings, you need to
specify security settings. Check the following information:

Security types (WEP/WPA-PSK/WPA2-PSK)
Authentication method (Open System/Shared Key)
Encryption method (TKIP/AES-CCMP)

m Checking the SSID and Network Key from a Computer

The SSID or the network key may have been changed. If you do not know the SSID or the network key, you can check
them by using the "Canon MF/LBP Wireless Setup Assistant." Download the "Canon MF/LBP Wireless Setup Assistant”
from the Canon website (http://www.canon.com/), and start it up from a computer connected to a wireless LAN.

NOTE

e If no access point is displayed on the screen after startup of the "Canon MF/LBP Wireless Setup Assistant,"
check if the setup is completed both on the computer and the wireless LAN router.

LINKS

Connecting to a Wireless LAN(P. 17)
Setting Up Connection by Selecting a Wireless Router(P. 23)
Setting Up Connection by Specifying Detailed Settings(P. 26)
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Setting IP Addresses

2820-00)

Connecting the machine to a network requires a unique network IP address. Two versions of IP addresses are
available: IPv4 and IPv6. Configure these settings depending on the network environment. To use IPv6 addresses, you
need to properly configure the IPv4 address settings.

(OSetting IPv4 Address(P. 31)
(OSetting IPv6 Addresses(P. 34)
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Setting IPv4 Address

2820-00K

/ *1 The machine's IPv4 address can be either assigned automatically by a dynamic IP
= addressing protocol, such as DHCP, or entered manually. When connecting the
I P1 921 68 machine to a wired LAN, make sure that the connectors of the LAN cable are firmly
‘, inserted into the ports ( ©Connecting to a Wired LAN(P. 16) ). You can test the
network connection if necessary.

(OSetting IPv4 Address(P. 31)
(OTesting the Network Connection(P. 32)

Setting IPv4 Address

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> - <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <TCP/IP Settings> » <IPv4 Settings> » <IP Address Settings>.

4 Configure IP address settings.

<Auto Acquire>
Select to automatically assign an IP address via DHCP protocol. When <On> is displayed, automatic
addressing is enabled.

<Manually Acquire>
Select to configure the IP address settings by manually entering an IP address. In order to select this option,
the automatic acquirement must be set to <Off>.

<Check Settings>
Select when you want to view the current IP address settings.

mAutomatically assigning an IP address

1  Select <Auto Acquire>.
2 Select <On> in <Auto Acquire>, and select <Select Protocol>.

3 Select <DHCP>.

31



Setting Up

NOTE:
If you do not want to use DHCP/BOOTP/RARP to assign an IP address

Select <Off>. If you select <DHCP> when these services are unavailable, the machine will waste time
and communications resources searching the network for these services.

4  Check that <Auto IP> is set to <On>.

If <Off> is selected, change the setting to <On>.

5  Select <Apply>.

NOTE:

IP addresses assigned via DHCP override the address obtained via Auto IP.

mManually entering an IP address

1  Select <Auto Acquire>, and select <Off> - <Apply> in <Auto Acquire>.
2 Select <Manually Acquire>.

3  Enter <IP Address>, <Subnet Mask>, and <Gateway Address>, and select <Apply>.

5 Select <OK>.

6 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Checking whether the settings are correct

e Make sure that the Remote UI screen can be displayed with your computer ( ©Starting Remote
UI(P. 414) ). If a computer is not available, you can check the connection by using the operation panel ( ©
Testing the Network Connection(P. 32) ).

When you have changed the IP address after installing the printer driver

e When the MFNP port is used, the connection is maintained as long as the machine and the computer belong
to the same subnet; therefore, you do not need to add a new port. When the standard TCP/IP port is used,
you need to add a new port. ©Configuring Printer Ports(P. 43)

*If you do not know which port is used, see ©Checking the Printer Port(P. 705) .

Testing the Network Connection

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> - <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)
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3 Select <TCP/IP Settings> » <IPv4 Settings> » <PING Command>.

4 Enter the IPv4 address of another device on the network, and select <Apply>.

i If a proper connection has been established, <Received response from the host.> is displayed.

LINKS

Setting IPv6 Addresses(P. 34)
Viewing Network Settings(P. 37)
Configuring WINS(P. 61)
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Setting IPv6 Addresses

2820-00L

The IPv6 addresses of the machine can be configured via the Remote UL Before
setting IPv6 addresses, check the IPv4 address settings ( ©Viewing IPv4
Settings(P. 37) ). You need to set the correct IPv4 settings to use IPv6 addresses.
Note that the scan function that uses the scanner driver or MF Scan Utility is not
available in an IPv6 environment. The machine can use the following multiple IPv6
addresses:

Type Description

Link-local address An address that is only valid within a subnet or link and cannot be used to communicate with
devices beyond a router. A link-local address is automatically set when the IPv6 function of the
machine is enabled.

Manual address An address that is entered manually. When using this address, specify the prefix length and default
router address.

Stateless address An address that is generated automatically using the MAC address of the machine and the network
prefix that is advertised by the router. Stateless addresses are discarded when the machine is
restarted (or turned ON).

Stateful address An address obtained from a DHCP server using DHCPv6.

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)

Select [Network Settings] » [IPv6 Settings].

~ W N

Click [Edit].

5 Select the [Use IPv6] check box and configure the required settings.
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[Use IPv6]
Select the check box to enable IPv6 on the machine. When not using IPv6, clear the check box.

[Stateless Address 1]
Select the check box when using a stateless address. When not using a stateless address, clear the check box.

[Use Manual Address]
When you want to manually enter an IPv6 address, select the check box and enter the IP address, prefix
length, and default router address in the corresponding text boxes.

[IP Address]
Enter an IPv6 address. Addresses that start with "ff" (or multicast address) cannot be entered.

[Prefix Length]
Enter a number that indicates how many bits are available for the network address.

[Default Router Address]
Specify the IPv6 address of the default router as necessary. Addresses that start with "ff" (or multicast
address) cannot be entered.

[Use DHCPv6]
Select the check box when using a stateful address. When not using DHCPv6, clear the check box.

G Click [OK].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Checking whether the settings are correct

e Make sure that the Remote UI screen can be displayed with your computer by using the IPv6 address of the
machine. ©Starting Remote UI(P. 414)
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Selecting settings from the operation panel
e IPv6 settings can also be accessed from <Menu> in the Home screen. (G<IPv6 Settings>(P. 460)
When you have changed the IP address after installing the printer driver

e You need to add a new port. ©Configuring Printer Ports(P. 43)

LINKS

OSetting IPv4 Address(P. 31)
(©OViewing Network Settings(P. 37)
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Viewing Network Settings

2820-00R

Viewing IPv4 Settings(P. 37)

Viewing IPv6 Settings(P. 37)

Viewing the MAC Address for Wired LAN(P. 37)

Viewing the MAC Address and Information for Wireless LAN(P. 38)

NOTE

e The IP address is not correctly configured if it is displayed as "0.0.0.0".

e Connecting the machine to a switching hub or bridge may result in a connection failure even when the IP
address is correctly configured. This problem can be solved by setting a certain interval before the machine
starts communicating. ©Setting a Wait Time for Connecting to a Network(P. 54)

e You can print a list of the current network settings. ©User Data List/System Manager Data List(P. 584)

Viewing IPv4 Settings

<Status Monitor>  <Network Information>  <IPv4> = Select the setting to view  Check the
settings

Viewing IPv6 Settings

<Status Monitor> |+ <Network Information> = <IPv6> - Select the setting to view k- Check the
settings

Viewing the MAC Address for Wired LAN

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> » <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Ethernet Driver Settings>.

i The MAC address is displayed.
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Viewing the MAC Address and Information for Wireless LAN

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> - <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Wireless LAN Settings>.
4 Read the message that is displayed, and select <OK>.
5 Select <Connection Information>.

G Select the setting to view.

NOTE:

Viewing security information

To view WEP and WPA/WPA2-PSK information, select <Security Settings>.

Viewing from the <Status Monitor> screen
<Wireless LAN Status> and <Latest Error Information> can be viewed from <Status Monitor>.

<Status Monitor> - <Network Information> » <Network Connection Type> » Select the setting to view

LINKS

Connecting to a Wireless LAN(P. 17)
Setting IPv4 Address(P. 31)

Setting IPv6 Addresses(P. 34)
Configuring DNS(P. 55)
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Configuring Settings for Communication with a
Computer

2820-00S

Specify the protocol and port when operating the machine from a computer via the network. Before configuring the
machine for printing or faxing from a computer, perform the basic setup procedures. For more information, see the
manuals for the relevant drivers on the online manual website.

LPD
P
e RAW
< -
WsD

OConfiguring Printing Protocols and WSD Functions(P. 40)
(OConfiguring Printer Ports(P. 43)
OSetting Up Print Server(P. 47)

NOTE

e Protocols explained here are rules for delivering document data between a computer and the machine, and
can be selected according to intended purposes or the network environment.

e Ports are gateways for passing data between network devices. If a communication failure occurs in the
network connection, the port settings may be the cause of the problem.
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Configuring Printing Protocols and WSD Functions

2820-00U

Configure the protocols that are used for printing documents from a networked computer.

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)
3 Click [Network Settings].

4 Configure printing protocols.

mConfiguring LPD or RAW

1 Select [LPD Settings] or [RAW Settings] » [Edit].

2 Configure the settings as necessary.
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[Use LPD Printing]
Select the check box to print via LPD. When not using LPD printing, clear the check box.

[Use RAW Printing]
Select the check box to print via RAW. When not using RAW printing, clear the check box.

[RX Timeout]
Set a value as the restart wait time for data reception. If data reception does not resume within the set
time, printing is canceled.

3 Click [OK].
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m Configuring WSD

1  Select [WSD Settings] » [Edit].

2 Configure the settings as necessary.

.:'-_'Elfl Settingu/Regictatian

oot Edit W50 Settings
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[Use WSD Printing]
Select the check box to print via WSD. When not using WSD printing, clear the check box.

[Use WSD Browsing]
Select the check box to obtain information about the machine from a computer via WSD. This check box is
automatically selected when the [Use WSD Printing] check box is selected.

[Use WSD Scanning]
WSD scanning enables you to scan documents to a computer without installing the scanner driver. Select
the check box to scan documents via WSD. When not using WSD scanning, clear the check box.

[Use Computer Scanning]

Select the check box to use WSD scanning by operating the machine with the operation panel. This check
box can only be selected when the [Use WSD Scanning] check box is selected. To perform scanning, select
<Scan> in the Home screen and specify a WSD-connected computer as a scan destination ( ©Scanning
and Saving to a Computer(P. 280) ).

[Use Multicast Discovery]

Select the check box to set the machine to reply to multicast discovery messages. If the check box is
cleared, the machine stays in sleep mode even when multicast discovery messages are flowing on the
network.

3 Click [OK].

5 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Selecting settings from the operation panel

e LPD, RAW, and WSD settings can also be accessed from <Menu> in the Home screen.
<LPD Settings>(P. 463)
<RAW Settings>(P. 463)
<WSD Settings>(P. 463)

Setting up WSD network devices

e The WSD network devices can be added from the printer folder. Open the printer folder ( ©Displaying the
Printer Folder(P. 700) ) » click [Add a device] or [Add a printer] and follow the on-screen instructions. For
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more information about how to install the driver for the WSD network, see the manuals for the relevant
drivers on the online manual website.

To change the port number

e The same port number used for the machine and a computer must be used for printing protocol.
Configuring Printer Ports(P. 43)
Changing Port Numbers(P. 371)

LINKS

Configuring Printer Ports(P. 43)
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Configuring Printer Ports

2820-00W

Printing errors can occur when the IP address of the machine has been changed, or when a printer has been added via
the Windows printer folder. These errors are typically caused by incorrect printer port settings. For example, an
incorrect port number or port type may have been specified. In such situations, your attempt to print fails because the

document data cannot reach the machine. To fix this type of problem, configure the printer port settings on the
computer.

IMPORTANT

To perform the following procedure, log in to your computer with an administrator account.

1 Open the printer folder. ©Displaying the Printer Folder(P. 700)

2 Right-click the driver icon for this machine, and click [Printer properties] or
[Properties].

3 Click the [Ports] tab and configure the required settings.
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mAdding a port

If you have changed the IP address of the machine or you have selected an incorrect port while installing
drivers from the Windows printer folder, add a new port. There are two types of port: "MFNP Port" and
"Standard TCP/IP Port." Select the port type according to your environment.

MFNP Port This is a port that allows the IP address of the machine to be detected automatically.

) Even if the IP address of the machine is changed, the connection is maintained,
(only for IPv4 environment)
provided that the machine and the computer are in the same subnet. You do not need
to add a new port every time the IP address is changed. If you are using the machine
in an IPv4 environment, you should normally select this type of port.

You can add an MFNP port only when you installed the driver from the provided
CD-ROM/DVD-ROM, or when you downloaded and installed the printer driver or
the fax driver from the Canon website.
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Standard TCP/IP Port This is a standard Windows port. When you use this type of port, you need to add a
new port every time that the IP address of the machine is changed. Select this type of

port when you are using the machine in an IPv6 environment and when you cannot
add an MFNP port.

Adding an MFNP port

Click [Add Port].
2 Select [Canon MFNP Port] in [Available port types] and click [New Port].

3 Select [Auto Detect] and select the machine when it is detected, and then click [Next].
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If the machine is not detected

Click [Refresh]. If the problem persists, select [IP address] or [MAC address], enter the IP address or
MAC address of the machine ( ©Viewing Network Settings(P. 37) ) and then click [Next].

Click [Add] » [Finish].

Click [Close].

Adding a standard TCP/IP port

Click [Add Port].

Select [Standard TCP/IP Port] in [Available port types] and click [New Port].

Click [Next].

Enter the IP address or the DNS name of the machine, and click [Next].

The [Port Name] is entered automatically. If necessary, you can change it.
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When the next screen is displayed, follow the instructions on the screen.
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*When you select the [Device Type], select [Canon Network Printing Device with P9100] under [Standard].

Click [Finish].

Click [Close].

mChanging the port type or number

1
2
3

1
2

If the printing protocol (LPD or RAW) has been changed on the machine side ( © Configuring Printing
Protocols and WSD Functions(P. 40) ) or the port number has been changed ( ©Changing Port
Numbers(P. 371) ), the corresponding settings on the computer must also be configured. This operation is
not needed for WSD ports.

MFNP port

Click [Configure Port].

Under [Protocol Type], select [RAW] or [LPR], and change the [Port Number].

Click [OK].

Standard TCP/IP port

Click [Configure Port].

Under [Protocol], select [Raw] or [LPR].

45



Setting Up

If you selected [Raw], change the [Port Number].

If you selected [LPR], enter "Ip" in [Queue Name].

3 Click [OK].

4 Click [Close].

LINKS

Setting Up Print Server(P. 47)
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Setting Up Print Server

2820-00X

With a print server, you can reduce the load on the computer that you print from. The print server also makes it
possible to install the drivers on each computer over the network, which saves you the trouble of installing the drivers
on each computer by using the provided CD-ROM/DVD-ROM. To set up a computer on the network as a print server,
configure the settings for sharing the printer.

IMPORTANT

To perform the following procedure, log in to your computer with an administrator account.

You may be unable to install drivers over the network depending on the operating system and the bit
architecture (32-bit or 64-bit) of the print server and client computers.

When implementing a print server in a domain environment, consult your Network Administrator.

NOTE

To carry out Department ID Management when using a print server

e "Canon Driver Information Assist Service" must be added during the printer driver installation. For more
information, see the manuals for the relevant drivers on the online manual website.

1 Open the printer folder. ©Displaying the Printer Folder(P. 700)

2 Right-click the printer driver icon for this machine and click [Printer properties] or
[Properties].

3 Click the [Sharing] tab, select [Share this printer], and enter the share name of the
machine.
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NOTE:

Click the [Change Sharing Options] button if displayed.

4 Install additional drivers as necessary.

This operation is required if you want to install the drivers in other computers running a different bit
architecture via the print server.
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1 Click [Additional Drivers].

2 Select the check box for the bit architecture that other computers are running, and click [OK].

Adiined Doy ===
Wau can ireiall adananal drees sothas usen on B Tollssng syses can
downlcad tham sutcrmetcal - whan Sy connect.

Precamat T batallid
o+ Bl Typa 3 - U Mode H=
¥

oE Canied

Select additional drivers from the following, according to the operating system of the print server.

Print server Select the check box for
32-bit operating systems [x64]
64-bit operating systems [x86] under [Processor]
NOTE:

If you do not know whether your Windows operating system is a 32-bit or 64-bit version, see ©
Checking the Bit Architecture(P. 703) .

3  Insert the provided CD-ROM/DVD-ROM into the drive on the computer, click [Browse] to specify the folder
that contains the drivers, and then click [OK].

If the print server runs a 32-bit operating system, select [intdrv] » [UFRII] » [uk_eng] k [x64]
[Driver] folders on the provided CD-ROM/DVD-ROM.

If the print server runs a 64-bit operating system, select [intdrv] » [UFRII] » [uk_eng] k [32BIT]
[Driver] folders on the provided CD-ROM/DVD-ROM.

4  Follow the on-screen instructions to install additional drivers.

5 Cclick [OK].

mInstalling the Drivers on a Computer via the Print Server

1 Locate the shared printer in the print server. ©Displaying Shared Printers in the
Print Server(P. 701)

2 Double-click the shared printer.
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3 Follow the on-screen instructions to install the drivers.

LINKS

Printing from a Computer(P. 254)

49



Setting Up

Configuring the Machine for Your Network
Environment

2820-00Y

The configuration of a network varies depending on the purpose of the network. The machine has been designed to
be compatible with as many network configurations as possible, and it is equipped with a variety of technologies.
Consult your Network Administrator and set a configuration to suit your network environment.

DNS LDAP

Ethernet

SMB SNTP

<,

OConfiguring Ethernet Settings(P. 51)

©Changing the Maximum Transmission Unit(P. 53)
Osetting a Wait Time for Connecting to a Network(P. 54)
(OConfiguring DNS(P. 55)

OConfiguring SMB(P. 59)

©Configuring WINS(P. 61)

(ORegistering LDAP Servers(P. 63)

OMonitoring and Controlling the Machine with SNMP(P. 68)
(©Other Network Settings(P. 72)
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Configuring Ethernet Settings

2820-010

Ethernet is a standard for communicating data in a local area network (LAN). You can
Eth_?mm set the communication mode and the Ethernet type. In general, the machine can be
@ used without changing the defaults ( ©<Ethernet Driver Settings>(P. 467) ), but
you can change these settings to suit your network environment.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> - <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Ethernet Driver Settings>.

4 Select whether to configure Ethernet settings automatically or manually.

If auto-detection is enabled, the machine detects and automatically sets the Ethernet communication mode

and the type that can be used.

A A N B89

m Configuring Ethernet settings automatically
Select <On> in <Auto Detect>.

mConfiguring Ethernet settings manually

1  Select <Off> in <Auto Detect>.

2  <Communication Mode> p select the communication mode.

<Half Duplex>
Alternately sends and receives communication data. Select when the machine is connected to a

networking device using half duplex.
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<Full Duplex>
Simultaneously sends and receives communication data. Use this setting for most environments.

3  <Ethernet Type> » select the Ethernet type.

4 Select <Apply>.

5 Select <OK>.

6 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

LINKS

Changing the Maximum Transmission Unit(P. 53)
Setting a Wait Time for Connecting to a Network(P. 54)
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Changing the Maximum Transmission Unit

2820-011

In most Ethernet networks, the maximum size of a packet that can be sent is 1500 bytes. A packet refers to a chunk of
data into which the original data is divided before being sent. The maximum transmission unit (MTU) may vary on each
network. Change the settings of the machine as necessary. For more information, contact your Network Administrator.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> » <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <TCP/IP Settings> » <MTU Size>.

4 Select the MTU.

5 Select <OK>.

6 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

LINKS

(OConfiguring Ethernet Settings(P. 51)
(OSetting a Wait Time for Connecting to a Network(P. 54)
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Setting a Wait Time for Connecting to a Network

2820-012

When a network is designed to enjoy redundant connectivity with multiple switching hubs or bridges, it must have a
mechanism to prevent packets from looping. One effective solution is to define the role of each switch port. However,
communication may still be disrupted for several tens of seconds immediately after you change the way that network
devices are connected, or if you add a new device. If this type of problem occurs, set a wait time for connecting to the
network.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

2 Select <Preferences> » <Network>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

3 Select <Wait Time for Conn. at Startup>.

4 Enter the waiting time required to start a communication with the network, and
select <Apply>.

LINKS

Configuring Ethernet Settings(P. 51)
Changing the Maximum Transmission Unit(P. 53)
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Configuring DNS

2820-013
DNS (Domain Name System) provides a service for name resolution that associates a host (or domain) name with an IP

address. Configure the DNS, mDNS, or DHCP option settings as necessary. Note that the procedures for configuring
DNS are different for IPv4 and IPv6.

example.com

—

IP: 192.168. X3 XXX

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)

3 Click [Network Settings].

4 Configure DNS settings.

mConfiguring IPv4 DNS

1  Select [IPv4 Settings] » [Edit].

2 Configure IPv4 DNS settings.
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[DHCP Option Settings]

[Acquire Host Name]
Select the check box to enable Option 12 to obtain the host name from the DHCP server.

[DNS Dynamic Update]
Select the check box to enable Option 81 to dynamically update the DNS records through the DHCP
server.

[Acquire DNS Server Address]
Select the check box to enable Option 6 to obtain a DNS server address from the DHCP server.

[Acquire Domain Name]
Select the check box to enable Option 15 to obtain a domain name from the DHCP server.

[Acquire WINS Server Address]
Select the check box to enable Option 44 to obtain a WINS server address from the DHCP server.

[Acquire SMTP Server Address]
Select the check box to enable Option 69 to obtain an SMTP server address from the DHCP server.

[Acquire POP Server Address]
Select the check box to enable Option 70 to obtain a POP3 server address from the DHCP server.

[DNS Settings]

[Primary DNS Server Address]
Enter the IP address of a DNS server.

[Secondary DNS Server Address]
Enter the IP address of a secondary DNS server, if any.

[Host Name]
Enter alphanumeric characters for the host name of the machine that is to be registered to the DNS
server.

[Domain Name]
Enter alphanumeric characters for the name of the domain the machine belongs to, such as
"example.com."

[DNS Dynamic Update]

Select the check box to dynamically update the DNS records whenever the machine's IP address is
changed. When specifying the interval between updates, enter the time in hours in the [DNS
Dynamic Update Interval] text box.
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[MmDNS Settings]
[Use mDNS]
Adopted by Bonjour, mDNS (multicast DNS) is a protocol for associating a host name with an IP
address without using DNS. Select the check box to enable mDNS and enter the mDNS name in the
[MDNS Name] text box.

3 Click [OK].
mConfiguring IPv6 DNS

Select [IPv6 Settings] » [Edit].

2  Configure IPv6 DNS settings.
The [Use IPv6] check box must be selected to configure the settings. ©Setting IPv6 Addresses(P. 34)
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[DHCP Option Settings]

[Acquire DNS Server Address]
Select the check box to enable Option 23 to obtain a DNS server address from the DHCP server.

[Acquire Domain Name]
Select the check box to enable Option 24 to obtain a domain name from the DHCP server.

[DNS Settings]

[Primary DNS Server Address]
Enter the IP address of a DNS server. Addresses that start with "ff" (or multicast address) cannot be
entered.

[Secondary DNS Server Address]
Enter the IP address of a secondary DNS server, if any. Addresses that start with "ff" (or multicast
address) cannot be entered.

[Use Same Host Name/Domain Name as IPv4]
Select the check box to use the same host and domain names as in IPv4.

[Host Name]
Enter alphanumeric characters for the host name of the machine that is to be registered to the DNS
server.

[Domain Name]
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Enter alphanumeric characters for the name of the domain the machine belongs to, such as
"example.com."

[DNS Dynamic Update]

Select the check box to dynamically update the DNS records whenever the machine's IP address is
changed. To specify the type(s) of addresses you want to register to the DNS server, select the
check box for [Register Manual Address], [Register Stateful Address], or [Register Stateless
Address]. To specify the interval between updates, enter the time in hours in the [DNS Dynamic
Update Interval] text box.

[MmDNS Settings]
[Use mDNS]

Adopted by Bonjour, mDNS (multicast DNS) is a protocol for associating a host name with an IP
address without using DNS. Select the check box to enable mDNS.

[Use Same mDNS Name as IPv4]
Select the check box to use the same mDNS name as in IPv4. To set a different name, clear the
check box and enter the mDNS name in the [MDNS Name] text box.

3 Click [OK].

5 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Selecting settings from the operation panel

e DNS settings can also be accessed from <Menu> in the Home screen. (©<DNS Settings>(P. 461)

LINKS

Setting IPv4 Address(P. 31)
Setting IPv6 Addresses(P. 34)
Viewing Network Settings(P. 37)
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Configuring SMB

2820-014
SMBE Server Message Block (SMB) is a protocol for sharing resources, such as files and
printers, with more than one device in a network. The machine uses SMB to store

I scanned documents into a shared folder. Depending on your network, you may have

to set the NetBIOS name and workgroup name.

NetBIOS Name

In a Windows network that uses NetBIOS, NetBIOS names are used for identifying network-connected

computers as well as for file sharing and other network services. Most computers use the computer name as
the NetBIOS name.

Workgroup Name

Workgroup name is a name for grouping multiple computers so that basic network functions, such as file

sharing, become available in a Windows network. Specify the workgroup name to identify the group that the
machine belongs to.

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. © Remote UI Screen(P. 415)
3 Select [Network Settings] » [SMB Settings].
4 Click [Edit].

5 Specify the required settings.
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[NetBIOS Name]
Enter alphanumeric characters for the NetBIOS name of the machine.

[Workgroup Name]
Enter alphanumeric characters for the name of the workgroup that the machine belongs to.

NetBIOS names or workgroup names that start with an asterisk (*) cannot be registered to a WINS server.

G Click [OK].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

LINKS

Configuring WINS(P. 61)
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Configuring WINS

2820-015

Windows Internet Name Service (WINS) is a name resolution service that associates a NetBIOS name (a computer or
printer name in an SMB network) with an IP address. To enable WINS, the WINS server must be specified.

In order to specify WINS server settings, NetBIOS name and workgroup name are required to be set.
Configuring SMB(P. 59)

The function is not available in an IPv6 network.

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)

3 Select [Network Settings] » [WINS Settings].

4 Click [Edit].

5 Select the [WINS Resolution] check box, and specify the required settings.
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[WINS Resolution]
Select the check box to use WINS for name resolution. When not using WINS, clear the check box.

[WINS Server Address]
Enter the IP address of the WINS server.
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If the IP address of the WINS server is obtained from a DHCP server, the obtained IP address overrides the
IP address entered in the [WINS Server Address] text box.

G Click [OK].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Selecting settings from the operation panel

e WINS settings can also be accessed from <Menu> in the Home screen. ©<WINS Settings>(P. 462)

LINKS

(OSetting IPv4 Address(P. 31)
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Registering LDAP Servers

2820-016

If an LDAP server is implemented in the network, you can search the server for fax

- numbers or e-mail addresses, and then specify them as destinations or register
@ them in the Address Book. Note also that if send function authentication ( ©LDAP
e Server Authentication(P. 358) ) is enabled, you must register the server used for
authentication. You can register a maximum of five LDAP servers each for searching
and for authentication to the machine. Register LDAP servers via the Remote UL

LDAP

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. (©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)

3 Click [LDAP Server Settings].

4 Click [Register New Server] for [LDAP Server (For Search)] or [LDAP Server (For
Authentication)].

LDAP server registration needs to be performed separately either for searching or for authentication. To use
an LDAP server for searching for fax and e-mail destinations, register it for searching, and to use it for
authenticating sending of e-mail or faxes, register it for authenticating.

NOTE:

To edit registered server information

Click a text link under [Server Name] for the edit screen.

To delete registered server information

Click [Delete] on the right of the server name you want to delete » click [OK].

5 Register the LDAP server.

mRegister the server used for searches
Register the server for searching for fax or e-mail destinations.
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[Server Name]
Enter the name to be assigned to the LDAP server.

[Server Address]
Enter the IP address of the LDAP server or enter alphanumeric characters for the host name of the server
(example: Idap.example.com).

To prevent errors from occurring when searching for destinations, make sure to check the
following:

- If the host name is entered for [Server Address], make sure that a DNS server is available in the network.

- If the IP address is entered for [Server Address], check whether the DNS server supports only forward
lookup. If the server supports only forward lookup, select [Do Not Use] or [Use] for [Login Information]. If
you select [Use (Security Authentication)], make sure that the DNS server supports reverse lookup.

[Position to Start Search]
Specify the node in the directory information tree (DIT) that you want to start search from. Leaving the text box
blank sets the machine to start search from an arbitrary node selected automatically.

When specifying the node, enter "DC=," followed by a host name (a dot-delimited character string in the
Active Directory domain name), and separate each of the entries with a comma. If the domain name is
"john.example.com," for example, enter "DC=john,DC=example,DC=com."

[Use TLS]
Select the check box to encrypt communication with the LDAP server using TLS.

NOTE:

This is enabled only when [Use] or [Use (Security Authentication)] is selected in [Login
Information].

[Port Number]
Enter the port number used for communicating with the LDAP server.

[Search Timeout]

64



Setting Up

Specify how long the machine searches.

[Login Information]

Select [Do Not Use], [Use], or [Use (Security Authentication)] depending on the type of authentication
implemented by the LDAP server. When [Use] or [Use (Security Authentication)] is selected, the user name and
password must be specified.

[Do Not Use] Select not to authenticate the machine using the login information.

[Use] Select to authenticate the machine using the login information.

Select to use data obtained by Kerberos, a network authentication protocol, for the
[Use (Security Authentication)]| authentication password. If this setting is selected, the clock of the machine needs to be
synchronized with that of the LDAP server.

[Display Authentication Screen When Searching]

Select the check box to require the user to enter the user name and password when a search is requested. If the
[Use Same Authentication Information as When Send Operation Started] check box is selected, the user name
and password used for authentication when sending faxes or scans are also used here. If the check box is
cleared, authentication is carried out using the information entered in [User Name] and [Password].

[Use Same Authentication Information as When Send Operation Started]

Set whether the authentication information when the fax or scan function was used is also used when
searching. This check box is normally displayed selected; however, it is only valid when the [Display
Authentication Screen When Searching] check box is selected.

[User Name]
Enter the user name of the machine that was registered to the LDAP server.

When [Use] is selected for [Login Information], enter the user name in the form "(domain name)\(user
name)" (example: domaini\user1).

When [Use (Security Authentication)] is selected, enter the user name only (example: user1).

[Set/Change Password]
To specify or change the password, select the check box and enter alphanumeric characters in the [Password]
text box.

[Domain Name]
When [Use (Security Authentication)] is selected for [Login Information], enter alphanumeric characters for the
directory tree name in Active Directory (example: example.com).

[Confirm TLS Certificate for LDAP Server Access]

Select the check box to verify the certificate when encrypting communication with the LDAP server using TLS.
Also, select the [Add CN to Verification Items] check box as necessary.

mRegistering the authentication server
If the use of the fax and scan functions is restricted, register the server used for authentication.
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[Server Name]
Enter the name to be assigned to the LDAP server.

[Server Address]
Enter the IP address of the LDAP server or enter alphanumeric characters for the host name of the server
(example: Idap.example.com).

To prevent errors from occurring when searching for destinations, make sure to check the
following:

- If the host name is entered for [Server Address], make sure that a DNS server is available in the network.

- If the IP address is entered for [Server Address], check whether the DNS server supports only forward
lookup. If the server supports only forward lookup, select [Use] for [Login Information]. If you select [Use
(Security Authentication)], make sure that the DNS server supports reverse lookup.

[Position to Start Search]
Specify the node in the directory information tree (DIT) that you want to start search from. Leaving the text box
blank sets the machine to start search from an arbitrary node selected automatically.

When specifying the node, enter "DC=," followed by a host name (a dot-delimited character string in the
Active Directory domain name), and separate each of the entries with a comma. If the domain name is
"john.example.com," for example, enter "DC=john,DC=example,DC=com."

[Use TLS]
Select the check box to encrypt communication with the LDAP server using TLS.

NOTE:

This is enabled only when [Use] is selected in [Login Information].

[Port Number]
Enter the port number used for communicating with the LDAP server.

[Authentication/Attribute Acquisition Timeout]
Specify how long authentication and attribute acquisition can continue.
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[User Name Attribute]
Enter the attribute name, to be compared with a user name entered during authentication, consisting of
alphanumeric characters (Example: "sAMAccountName").

NOTE:

Not required if [Use (Security Authentication)] is selected in [Login Information].

[E-Mail Address Attribute]
Enter the attribute name, to be used for obtaining an e-mail address from the authentication server, consisting
of alphanumeric characters (Example: "mail").

[Login Information]
Select [Use] or [Use (Security Authentication)] depending on the type of authentication implemented by the
LDAP server.

[Use] Select to authenticate the machine using the System Manager ID.

Select to use data obtained by Kerberos, a network authentication protocol, for the
[Use (Security Authentication)]| authentication password. If this setting is selected, the clock of the machine needs to be
synchronized with that of the LDAP server.

[Use System Manager ID]

If [Use] is selected in [Login Information], this specifies whether authentication using the system manager ID is
used. To use the system manager ID, select the check box and specify the user name and password used for
authentication. If you deselect the check box, logins are anonymous (no user name).

[User Name]
Enter the user name of the machine that was registered to the LDAP server in the form "(domain name)\(user
name)" (example: domain1\user1).

[Set/Change Password]
To specify or change the password, select the check box and enter alphanumeric characters in the [Password]
text box.

[Domain Name]

When [Use (Security Authentication)] is selected for [Login Information], enter alphanumeric characters for the
directory tree name in Active Directory (example: example.com).

[Confirm TLS Certificate for LDAP Server Access]

Select the check box to verify the certificate when encrypting communication with the LDAP server using TLS.
Also, select the [Add CN to Verification Items] check box as necessary.

G Click [OK].

LINKS

Configuring SNTP(P. 72)

Basic Operations for Sending Faxes(P. 214)
Basic Operations for Scanning Originals(P. 279)
LDAP Server Authentication(P. 358)
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Monitoring and Controlling the Machine with SNMP

2820-017

Simple Network Management Protocol (SNMP) is a protocol for monitoring and controlling communication devices in a
network by using Management Information Base (MIB). The machine supports SNMPv1 and security-enhanced
SNMPv3. You can check the status of the machine from a computer when you print documents or use the Remote UI.
You can enable either SNMPv1 or SNMPV3, or both at the same time. Specify the settings for each version to suit your
network environment and the purpose of use.

'
2 —

SNMP Manager

fr‘éb

SNMPv1

SNMPv1 uses information called "community" to define the scope of SNMP communication. Because this
information is exposed to the network in plain text, your network will be vulnerable to attacks. If you want to
ensure network security, disable SNMPv1 and use SNMPv3.

SNMPv3

With SNMPv3, you can implement network device management that is protected by robust security features.
Note that TLS must be enabled for the Remote UI before configuring SNMPv3 ( ©Configuring the Key and
Certificate for TLS(P. 375) ).

NOTE

e The machine does not support the trap notification feature of SNMP.

e To change the port number of SNMP, see ©Changing Port Numbers(P. 371) .

e SNMP management software, when installed on a computer on the network, enables you to configure,
monitor, and control the machine remotely from the computer. For more information, see the instruction
manuals for your management software.

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)
3 Select [Network Settings] » [SNMP Settings].

4 Click [Edit].
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5 specify SNMPv1 settings.

If you do not need to change SNMPv1 settings, proceed to the next step.
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[Use SNMPv1]

Select the check box to enable SNMPv1. You can specify the rest of SNMPv1 settings only when this check box
is selected.

[Use Community Name 1]/[Use Community Name 2]
Select the check box to specify a community name. If you do not need to specify a community name, clear
the check box.

[Community Name]
Enter alphanumeric characters for the name of the community.

[MIB Access Permission]
For each community, select [Read/Write] or [Read Only] for the access privileges to MIB objects.

[Read/Write] Permits both viewing and changing the values of MIB objects.

[Read Only] Permits only viewing the values of MIB objects.

[Use Dedicated Community]

Dedicated Community is a preset community, intended exclusively for Administrators using Canon software,
such as iW Management Console. Select the check box to use Dedicated Community, and specify [MIB Access
Permission]. If you do not need to use Dedicated Community, clear the check box.

Specify SNMPv3 settings.

If you do not need to change SNMPV3 settings, proceed to the next step.
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[Use SNMPv3]
Select the check box to enable SNMPv3. You can specify the rest of SNMPv3 settings only when this check box
is selected.

[Enable User]
Select the check box to enable [User Settings 1]/[User Settings 2]/[User Settings 3]. To disable user settings,
clear the corresponding check box.

[User Name]
Enter alphanumeric characters for the user name.

[MIB Access Permission]
Select [Read/Write] or [Read Only] for the access privileges to MIB objects.

[Read/Write] Permits both viewing and changing the values of MIB objects.

[Read Only] Permits only viewing the values of MIB objects.

[Security Settings]
Select [Authentication On/Encryption On], [Authentication On/Encryption Off], or [Authentication Off/
Encryption Off] for the desired combination of authentication and encryption settings.

[Authentication Algorithm]
If you have selected [Authentication On/Encryption On] or [Authentication On/Encryption Off] in [Security
Settings], select the appropriate authentication algorithm for your network environment.

[Encryption Algorithm]
If you have selected [Authentication On/Encryption On] in [Security Settings], select the appropriate
encryption algorithm for your network environment.

[Set/Change Password]

To set or change the password, select the check box and enter alphanumeric characters for the password in
the [Authentication Password] or [Encryption Password] text box. For confirmation, enter the same password
in the [Confirm] text box. Passwords can be set independently for authentication and encryption algorithms.

7 Specify Printer Management Information Acquisition Settings.
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With SNMP, the printer management information, such as printing protocols and printer ports, can be
monitored and obtained regularly from a computer on the network.
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[Acquire Printer Management Information from Host]

Select the check box to enable monitoring of the printer management information of the machine via SNMP.
To disable monitoring of the printer management information, clear the check box.

8 Click [0K].

9 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Disabling SNMPv1

e If SNMPv1 is disabled, some of the functions of the machine become unavailable, such as obtaining machine
information via the printer driver.

Using the operation panel

e You can enable or disable the SNMP settings from <Menu>. ©@<SNMP Settings>(P. 465)

Enabling Both SNMPv1 and SNMPv3

e If both versions of SNMP are enabled, it is recommended that MIB access permission in SNMPv1 be set to
[Read Only]. MIB access permission can be set independently in SNMPv1 and SNMPv3 (and for each user in
SNMPv3). Selecting [Read/Write] (full access permission) in SNMPv1 negates the robust security features
that characterize SNMPv3 because most of the machine settings can then be controlled with SNMPv1.

LINKS

Configuring the Key and Certificate for TLS(P. 375)
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Other Network Settings

2820-018

Configure the following items according to your network environment.

Configuring FTP PASV Mode(P. 72)
Configuring SNTP(P. 72)
Monitoring the Machine from the Device Management Systems(P. 73)

Configuring FTP PASV Mode

PASV is an FTP communication mode used for file transfer. To connect to an FTP server through a firewall, you must
use PASV mode. First check that the PASV mode is set on the FTP server.

Whether PASV mode is used for FTP depends on your network environment and the settings on the FTP
server to which data is being sent. For more information, contact your Network Administrator.

<Menu> » <Preferences> » <Network> j <TCP/IP Settings>  <Use FTP PASV Mode>  <On>
<OK> » Restart the machine

Configuring SNTP

Simple Network Time Protocol (SNTP) enables you to adjust the system clock by using the time server on the network.
If SNTP is used, the time server is checked at the specified intervals; therefore, the correct time can always be
maintained. The time is adjusted based on Coordinated Universal Time (UTC), so specify the time zone setting before
configuring SNTP ( ©Setting the Date/Time(P. 11) ). SNTP settings can be specified via the Remote UL

NOTE

e The SNTP of the machine supports both NTP (version 3) and SNTP (versions 3 and 4) servers.

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)
3 Select [Network Settings] » [SNTP Settings].

4 Click [Edit].
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5 Select the [Use SNTP] check box and specify the required settings.
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[Use SNTP]

Select the check box to use SNTP for synchronization. If you do not want to use SNTP, clear the check box.

[NTP Server Name]
Enter the IP address of the NTP or the SNTP server. If DNS is available on the network, you can enter a host
name (or FQDN) consisting of alphanumeric characters instead (example: ntp.example.com).

[Polling Interval]
Specify the interval between one synchronization and the next.

G Click [OK].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

NOTE

Testing communication with the NTP/SNTP server

e You can view communication status with the registered server by clicking [Settings/Registration] » [Network
Settings]  [Check NTP Server] in [SNTP Settings]. If a proper connection has been established, the result is
displayed as shown below. Note that this operation does not adjust the system clock.

SNTP Settings
Lse SHTE: On
MTP Server Name: ntp.exsmple.com
Falling Inberva 4 hr.
Check NTP Server

Check MTP Server

MTP Senver Chagk Result: 0K

H

Monitoring the Machine from the Device Management Systems

You can facilitate the collection and management of various information about networked devices by implementing
device management software, such as iW Management Console”, into the network. Information such as device
settings and error logs is retrieved and distributed via the server computer. If the machine is connected to such a
network, iW Management Console searches the network for the machine by using protocols such as Service Location
Protocol (SLP) to gather information from the machine, such as power supply status information. SLP settings can be
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specified via the Remote UL This section also describes the procedure to configure settings for communication
between the machine and plug-ins for iW Management Console.

*For more information about iw Management Console, contact your local authorized Canon dealer.

NOTE

To use iW Management Console plug-ins

e You need to enable the settings of the dedicated port and the SNMP settings. As for the SNMP settings, set
[MIB Access Permission] to [Read/Write] for both SNMPv1 and SNMPv3.
<Use Dedicated Port>(P. 466)
Monitoring and Controlling the Machine with SNMP(P. 68)

Remote UI Operations

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

m Configuring SLP Communication with Device Management Software

1 Start the Remote UI and log in to System Manager Mode. (©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©® Remote UI Screen(P. 415)
3 Click [Network Settings].

4 Specify SLP settings.

mSpecifying multicast device discovery

1 Select [Multicast Discovery Settings] » [Edit].

2 Select the [Respond to Discovery] check box and specify the required settings.
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[Respond to Discovery]
Select the check box to set the machine to respond to device management software multicast discovery
packets and enable monitoring by device management software.
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NOTE:

To change the port number for multicast discovery, see ©Changing Port Numbers(P. 371) .

[Scope Name]
To include the machine into a specific scope, enter alphanumeric characters for the scope name.

3 Click [OK].

mNotifying a device management software of the power status of the machine

1 Select [Sleep Mode Notification Settings] » [Edit].

2 Select the [Notify] check box and specify the required settings.
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[Notify]

Select the check box to notify a device management software of the power status of the machine. When
[Notify] is selected, you can expect the machine to avoid unnecessary communication during sleep mode
and reduce the total power consumption.

[Port Number]
Change the port number for this function according to the network environment.

[Number of Routers to Traverse]
Specify how many routers the notification packets can pass through.

[Notification Interval]
Specify how often the machine notifies a device management software of its power status.

3 Click [OK].

5 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

m Configuring Settings for Communication between the Machine and Plug-ins

You can specify the settings to enable communication between the machine and iW Management Console plug-ins.
Use of plug-ins allows you to manage the machine's settings from iW Management Console.
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<Menu> - <Preferences> » <Network> j <Device Settings Management> » <On>
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Installing Drivers

2820-019

Install the various drivers and associated software on your computer.

1 Make the necessary preparation before proceeding with the installation.

Install the optional devices on the main unit in advance. ©Optional Equipment(P. 690)

If the machine is supplied with a CD-ROM/DVD-ROM, insert the CD-ROM/DVD-ROM into the drive on the
computer.

You can download drivers and software you are going to use from the Canon website (http://
www.canon.com/).

NOTE:

When new versions of drivers and software become available, they will be uploaded to the Canon website.
You can download them as necessary after checking their system requirements.

Depending on your machine or environmental conditions, some functions may not be available.

Some of the drivers are not supported depending on the OS. For more information about the supported
status of the latest OS, see the Canon website.

2 Proceed with the installation.

For more information about the installation procedure, see the manuals for the drivers and software you are
going to use.

Installation of drivers is impossible if sending and receiving of the IP address are not permitted in [Firewall
Settings]. For more information, see ©Specifying IP Addresses for Firewall Settings(P. 365) .

If sending and receiving of the IP address of the computer on which drivers are installed become disabled by
[Firewall Settings], it is no longer possible to perform printing or send faxes from that computer.
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Configuring Initial Settings for Fax Functions

2820-01A

Follow steps 1 to 4 described below to configure the fax settings. First, determine which receive mode best suits your
intended use, and then follow the on-screen instructions to configure the settings. For more information about a
particular step, click on the link to go to the corresponding section.

Step 1 ©Deciding Which Fax Receive Mode to Use(P. 79)

Step 2 (CRegistering the Fax Number and Unit Name(P. 80)
Step 3 (OSelecting the Receive Mode(P. 81)

Step 4 (OConnecting the Telephone Line(P. 82)
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Deciding Which Fax Receive Mode to Use

2820-01C

Before configuring the fax settings, determine which receive mode best suits your intended use.

Intended use Receive mode

Use fax only/Never use telephone <Auto>
This setting is for when you want to use the machine exclusively for receiving faxes,
and you do not want to use the telephone or optional handset.

Mostly use telephone/Almost never use fax| <Manual>
Connect your telephone or handset to the machine. This setting is for when you
mostly want to use the telephone. You can receive incoming faxes manually.

Use both fax and telephone Use answering machine <Answering Machine>

Connect your answering machine. Callers can
record a message if they call while you are away
from the telephone. The machine automatically
receives incoming faxes.

Use standard telephone or <Fax/Tel (Auto Switch)>

handset Connect your telephone or handset. The machine
automatically receives incoming faxes, and the
telephone rings for incoming calls.

NOTE

e Depending on the type of telephone connected to it, the machine may not be able to send or receive faxes
properly.
e You may be able to manually set receive modes other than those described above, depending on your
country or region.
Receiving Faxes(P. 223)

» Continue to ORegistering the Fax Number and Unit Name(P. 80)

LINKS

Receiving Faxes(P. 223)
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Registering the Fax Number and Unit Name

2820-01E

Register the fax number and unit name of your machine. This information is printed at the top of each page sent from
the machine.

Fax Number
Mumber's Type
Sent Time Unit Name Page Number
TWI0015 007 P FAN 12330000000 CANCN & o001

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)

Select <Function Settings> » <Common> » <Fax Setup Guide>.

Select <Set Up Now>.

Select <Next>.

~ W N

U

Enter the fax number, and select <Apply>.

6 Select <Next>.

7 Enter the unit name (such as a user name or company name), and select <Apply>.

On how to enter text, see @Entering Text(P. 130) .

i When the unit name has been registered, the RX mode setting screen is displayed.

9 Continue to ©Selecting the Receive Mode(P. 81)

LINKS

Receiving Faxes(P. 223)
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Selecting the Receive Mode

2820-01F

Select the receive mode that suits your intended use beforehand ( ©Deciding Which Fax Receive Mode to
Use(P. 79) ).

1 Select <Next>.

2 Select the receive mode.

Select <Yes> or <No> to select the receive mode for the operations you intend to carry out.

NOTE:

You may be able to manually set receive modes other than those described below, depending on your
country or region. ©Receiving Faxes(P. 223)

HTo set the receive mode to <Auto>
Select <No>.

B To set the receive mode to <Answering Machine>
Select <Yes> p <Yes>.

H To set the receive mode to <Fax/Tel (Auto Switch)>
Select <Yes> p <NoO> p <Yes>.

H To set the receive mode to <Manual>
Select <Yes>  <No> » <No>.

3 Select <Apply>.

% When the RX mode has been set, the telephone line connection method is displayed.

» Continue to ©Connecting the Telephone Line(P. 82)

LINKS

(OReceiving Faxes(P. 223)
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Connecting the Telephone Line

2820-01H

Connect the telephone line to the machine.

1 Connect the telephone line to the machine.

Connect the included telephone cable to the telephone line jack on the machine ({.}) and the telephone line

jack on the wall.
If you are using a telephone or answering machine, connect it to the external telephone jack ({:}).

If you are using an optional handset, connect it to the handset jack ({#}).

iy

L&

Handset
(Dptional)

Telephone

Telephone line jack

|

5§ &

If you are connecting an external telephone with fax functions, set up the telephone to receive faxes

manually.

2 Select <End> after the telephone line has been connected.

3 Select <Yes>.

If the machine does not automatically set the type of telephone line

Follow the procedure below to set the type of telephone line. If you are not sure of the type of phone line you
are using, contact your local telephone company. <Select Line Type> may not be available depending on the

country where you are using the machine.

<Menu> - <Function Settings> - <Send> | <Fax Settings> i <Set Line> }» <Select Line Type>
Select the type of telephone line

LINKS

(OBasic Operations for Sending Faxes(P. 214)
(OReceiving Faxes(P. 223)
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Configuring Scan Settings

2820-01J
To send scanned originals directly by e-mail or I-Fax or save them to shared folders or FTP server, you need to

configure the network. The Send Function Setting Tool, an application that is included with the machine, will assist you
with the required setup. Set the necessary configuration depending on your purpose and network environment.

Saving to a Computer

OPreparing to Use the Machine as a Scanner(P. 84)

Scanning to E-mail or I-Fax

OProcedure for Setting to Send E-Mail/Send and Receive I-Fax(P. 85)

Scanning to Shared Folders

OProcedure for Setting a Shared Folder as a Save Location(P. 93)

Saving to FTP Server

FTP

OProcedure for Setting a FTP Server as a Save Location(P. 97)

LINKS

(OSystem Environment(P. 686)
(©Scan Function(P. 680)
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Preparing to Use the Machine as a Scanner

2820-01K

To use this machine as a scanner, you must complete preparations in advance, including installation of software to a
computer. For more information, see the manuals for the relevant drivers on the online manual website. In Windows,
when connecting this machine to a computer via a wireless or wired LAN, you need to register this machine in "MF
Network Scanner Selector" using the following procedure. This procedure is not required if the machine and your
computer are connected via USB.

IMPORTANT

The scan function is not available if the machine and your computer are connected in an IPv6 environment.
Use IPv4 or a USB connection.

1 click &, in the system tray.

e (B |

Customize..

2 Select the check box for the machine, and click [OK].
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Procedure for Setting to Send E-Mail/Send and Receive
I-Fax

2820-01L

Before configuring the machine for scanning to e-mail, check the setup flow shown below.

o, Make sure that the machine and the computer are correctly connected.
i (OConnecting to a Wireless LAN(P. 17)
! (OConnecting to a Wired LAN(P. 16)
=
/ Make sure that you have the following information:
The IP address of the machine. ©Viewing Network Settings(P. 37)

An e-mail address to be registered as a destination.

Information about the e-mail server, including the SMTP server name, port
numbers, whether authentication is required, and the user name and password
for authentication.

NOTE:

For more information about the e-mail server settings, contact your Internet
service provider or Network Administrator.

Make sure that the computer meets the system requirements for the Send

Function Setting Tool (sending e-mail).

K System requirements for the Send Function Setting Tool ©System
Environment(P. 686)

NOTE:

Also make sure that <Use HTTP> and <Use Remote UI> are set to <On>.
(ODisabling HTTP Communication(P. 409)
(ODisabling Remote UI(P. 410)

!, Set the machine configuration.
O" ‘I o Configuring Basic E-Mail Settings ©Configuring Basic E-Mail Settings(P. 86)

Configuring I-Fax Receiving Settings ©Configuring E-Mail/I-Fax
Communication Settings(P. 89)

Configuring Detailed E-Mail/I-Fax Communication Settings (Authentication,
Encryption, etc.) ©Configuring E-Mail/I-Fax Communication Settings(P. 89)
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Configuring Basic E-Mail Settings

2820-01R

This section describes how to configure the e-mail settings by using the Send Function Setting Tool. With the Send
Function Setting Tool, you can also register e-mail addresses to the Address Book.

NOTE

e The Send Function Setting Tool helps you configure the basic settings for sending e-mails. Instead of the
Send Function Setting Tool, you can use the Remote UI to configure more detailed settings such as the
settings for POP authentication before sending or for encrypted communication. ©Configuring E-Mail/I-
Fax Communication Settings(P. 89)

1 Start the Send Function Setting Tool.

mUsing a Web browser

Enter "http://<the IP address of the machine>/sendsupport_login.html" in the address field of a Web browser,
and press the [ENTER] key.

S __j 2 http://192.168.1.24/sendsupport_legin.html

mUsing the CD-ROM/DVD-ROM

1  Insert the provided CD-ROM/DVD-ROM into the drive on the computer.

Select a language and click [OK] if you are prompted to do so.

2 Click [Start Software Programs].

NOTE:

If the [Software Programs/Manuals Setup] screen is not displayed, see ©Displaying the [Software
Programs/Manuals Setup] Screen(P. 702) .

If [AutoPlay] is displayed, click [Run MInst.exe].
3 Click [Start] for [Send Function Setting Tool].
4 Click [Next].

If you want to view "Send Setting Guide," click [How to Set].

NOTE:

If the screen that cancels the Windows firewall is displayed, click [Yes].

5 Select the machine from [Device List] and click [Next].
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NOTE:

If the machine is not displayed in [Device List]

Click [Search Again]. If the problem persists, click [Search by IP Address], enter the IP address of the
machine, and then click [OK].

6  Confirm the settings and click [OK].

2 Click [Start].

If the login screen is displayed, enter the appropriate ID and PIN in the corresponding text boxes, and then
click [Logon].

3 Click [Send to E-mail Settings].

If the screen prompting you to enter the Address Book PIN is displayed, enter the PIN for the Address Book,
and click [OK]. ©Restricting Use of the Address Book(P. 400)

4 Specify the required settings.
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With the Send Function Setting Tool, you can register an e-mail address into <Favorites> in the Address
Book. Select a number from the drop-down list.

[Name for Favorites Number]

Enter the name for identifying the destination to be registered. Set a name that will be easy for you to
find later in the Address Book.

[Send Destination Settings]

[Destination E-mail Address]
Enter the e-mail address that you want to send your scanned originals to.

[SMTP Server Settings]

[SMTP Server]
Enter the SMTP server name.

[SMTP Authentication]

Click the [Not Set] or [Set] radio button to match the authentication settings of the SMTP server. When

[Set] is selected, enter the user name in the [User Name] text box and password in the [Password] text
box.

NOTE:

Authentication methods for sending e-mails

To prevent e-mail transmissions by unauthorized users, the machine supports SMTP authentication (SMTP
AUTH) and POP before SMTP. For more information about the required authentication method, contact
your Internet service provider or Network Administrator.

POP before SMTP authentication can only be configured by using the Remote UIL. ©Configuring E-Mail/I-
Fax Communication Settings(P. 89)

5 Click [Next].

6 Confirm the settings and click [Register].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

Additional settings may be required depending on the network you are using. For more information, contact
your Internet service provider or Network Administrator.

To enable TLS for e-mailing, see ©Configuring E-Mail/I-Fax Communication Settings(P. 89) .

To change port numbers, see ©Changing Port Numbers(P. 371) .

LINKS

Procedure for Setting to Send E-Mail/Send and Receive I-Fax(P. 85)
Specifying E-Mail Settings(P. 311)
Registering Destinations(P. 176)
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Configuring E-Mail/I-Fax Communication Settings

2820-01S

Use the Remote UI to configure the detailed send and receive settings, such as the settings for using the machine to
send and receive I-Faxes and the settings for POP authentication and encryption of communication before you send e-
mail or I-Faxes. Contact your provider or network administrator for the required settings.

NOTE

e For more information about the basic operations to be performed when setting the machine from the
Remote UI, see ©Setting Up Menu Options from Remote UI(P. 423) .

Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)

Select [TX Settings] » [Network Settings - E-Mail/I-Fax Settings].

Click [Edit].

Specify the required settings.
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[SMTP Server]
Enter alphanumeric characters as the SMTP server name (or IP address) for sending e-mail and I-Faxes.

[E-Mail Address]
Enter alphanumeric characters for the e-mail address that you want to use for the machine.

[POP Server]
Enter alphanumeric characters as the SMTP server name or IP address for sending e-mail and I-Faxes.

[User Name]
Enter alphanumeric characters as the user name for the specified e-mail account when a POP3 server is used.

[Set/Change Password]
To set or change the password when a POP3 server is used, select the check box and enter alphanumeric
characters in [Password].
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mSpecify the settings required for I-Fax reception
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Select the check box to receive I-Faxes.
[POP Interval]

This sets the interval (in minutes) used for automatically connecting to the POP3 server. If there are any I-Fax
documents on the server, they are automatically received and printed.

NOTE:

To disable automatic reception

Set [POP Interval] to [0]. When [0] is set, you receive I-Faxes manually. ©Receiving I-Faxes
Manually(P. 251)

m Configuring Pop Authentication before Sending

POP before SMTP authentication prevents unauthorized users from using e-mail and I-Faxes by performing
user authentication on the POP3 server.
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[Use POP Authentication Before Sending]
To use the POP3 server for authentication before you send e-mail or I-Faxes, select the check box.

[Use APOP Authentication]
Select the check box to use APOP to encrypt the password during the authentication process.

mConfiguring SMTP authentication

If you configure SMTP authentication (SMTP AUTH), user identification by user name and password is
performed at the time of sending e-mail or I-Fax.
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[Use SMTP Authentication (SMTP AUTH)]

To enable authentication on the SMTP server, select the check box and enter alphanumeric characters in the
[User Name] text box.

[Set/Change Password]
To specify or change the password, enter alphanumeric characters in the [Password] text box.

m Configuring encrypted communication
You can configure encryption of communication with an SMTP or POP3 server.
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[Use TLS for SMTP]

Select the check box to use TLS for encrypting communication with the SMTP server. Select the check box for
[Verify Certificate] or [Add CN to Verification Items] depending on your needs.

[Use TLS for POP]

Select the check box to encrypt communication with the POP3 server using TLS. Select the [Verify Certificate]
and [Add CN to Verification Items] check boxes as required.

G Click [OK].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

IMPORTANT
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Depending on the network you are using, you may need to change the SMTP or POP3 port setting (
Changing Port Numbers(P. 371) ). For more information, contact your Internet service provider or Network
Administrator.

LINKS

Procedure for Setting to Send E-Mail/Send and Receive I-Fax(P. 85)
Configuring Basic E-Mail Settings(P. 86)

Basic Operations for Scanning Originals(P. 279)

Using Internet Fax (I-Fax)(P. 243)
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Procedure for Setting a Shared Folder as a Save
Location

2820-01U
Before configuring the machine for scanning to shared folders, check the setup flow shown below.
o, Make sure that the machine and the computer are correctly connected.
i (OConnecting to a Wireless LAN(P. 17)
- (OConnecting to a Wired LAN(P. 16)
==
/ Make sure that you have the following information:
The IP address of the machine. ©Viewing Network Settings(P. 37)
"

The name of the computer where the shared folder is located. ©Checking the
Computer Name(P. 704)

Path to and the name of the shared folder (If access restrictions are set to the
folder, the user name and password information is also needed).

NOTE:

For instructions on how to create a new shared folder, see "Send Setting Guide".

Make sure that the computer meets the system requirements for the Send

Function Setting Tool.
K System requirements for the Send Function Setting Tool ©System
-

Environment(P. 686)
NOTE:

Also make sure that <Use HTTP> and <Use Remote UI> are set to <On>.
©Disabling HTTP Communication(P. 409)
(ODisabling Remote UI(P. 410)

!~ Set the machine configuration. OSetting a Shared Folder as a Save

o 2 i
° | a. Location(P. 94)
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Setting a Shared Folder as a Save Location

2820-01W

The feature of scanning to shared folders is also called "Scan to SMB" because the feature uses Server Message Block
(SMB), a Windows-specific technology. SMB is a protocol for sharing resources, such as files and printers, with more
than one device in a network ( @ Configuring SMB(P. 59) ). To configure the machine for saving your scanned
documents into a shared folder in the network via SMB, specify the location of the shared folder from a computer in
advance. This section describes how to specify the save location by using the Send Function Setting Tool.

NOTE

e You can also use the Remote UI to specify the location of the shared folder as save destination by registering
the folder to the Address Book. Registering Destinations in the Address Book from Remote UL
Registering Destinations from Remote UI(P. 426)

1 Start the Send Function Setting Tool.

mUsing a Web browser

Enter "http://<the IP address of the machine>/sendsupport_login.html" in the address field of a Web browser,
and press the [ENTER] key.

|| @ hitp://192.168.1 24/sendsupport_login.html

mUsing the CD-ROM/DVD-ROM

1 Insert the provided CD-ROM/DVD-ROM into the drive on the computer.

Select a language and click [OK] if you are prompted to do so.

2 Click [Start Software Programs].

NOTE:

If the [Software Programs/Manuals Setup] screen is not displayed, see ©Displaying the [Software
Programs/Manuals Setup] Screen(P. 702) .

If [AutoPlay] is displayed, click [Run MInst.exe].
3 Click [Start] for [Send Function Setting Tool].
4 Click [Next].

If you want to view "Send Setting Guide," click [How to Set].

NOTE:

If the screen that cancels the Windows firewall is displayed, click [Yes].

5  Select the machine from [Device List] and click [Next].
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NOTE:

If the machine is not displayed in [Device List]

Click [Search Again]. If the problem persists, click [Search by IP Address], enter the IP address of the
machine, and then click [OK].

6 Confirm the settings and click [OK].

2 Click [Start].

If the login screen is displayed, enter the appropriate ID and PIN in the corresponding text boxes, and then
click [Logon].

3 Click [Store to Shared Folder Settings].

If the screen prompting you to enter the Address Book PIN is displayed, enter the PIN for the Address Book,
and click [OK]. ©Restricting Use of the Address Book(P. 400)

4 Specify the required settings.
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[Favorites Number]
With the Send Function Setting Tool, you can register a shared folder for saving scanned documents
into <Favorites> in the Address Book. Select a number from the drop-down list.

[Name for Favorites Number]
Enter the name for identifying the destination to be registered. Set a name that will be easy for you to
find later in the Address Book.

[Store Destination Settings]

[Protocol]
The protocol that is used for sending scanned documents to a shared folder is displayed.

[Computer Name of Store Destination]
Enter the name or the IP address of the computer where the shared folder is located.

[Shared Folder Name on Store Destination Computer]
Enter the name of (or path to) the shared folder. For example, if the shared folder is a subfolder named

"share" and is contained in the [Public] folder in drive C (path: C:\users\public\share), enter
"users\public\share."

[Status of Settings for Shared Folder]

[Access Restriction to Shared Folder]

Click the [Not Set] or [Set] radio button to match the access restrictions set to the shared folder. When
[Set] is selected, enter the user name in the [Registered User Name] text box and password in the
[Password to Access] text box.

5 click [Next].
6 Confirm the settings and click [Register].

7 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

LINKS

Procedure for Setting a Shared Folder as a Save Location(P. 93)
Basic Operations for Scanning Originals(P. 279)
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Procedure for Setting a FTP Server as a Save Location

2820-01X

Before configuring the machine for scanning to FTP Server, check the setup flow shown below.

i Make sure that the machine and the computer are correctly connected.
i (OConnecting to a Wireless LAN(P. 17)
- (©Connecting to a Wired LAN(P. 16)
il
/ Make sure that you have the following information:
The IP address of the machine. ©Viewing Network Settings(P. 37)

r FTP server name.
Path to the FTP server and folder name.

User name, password (only if set).
NOTE:

If the path, folder name, user name, password, etc. for the FTP server are
unknown, contact you Network Administrator.

To change the FTP port number. ©Changing Port Numbers(P. 371)

Check whether you need to use PASV mode.
If a firewall is installed between the machine and the FTP server, you must set
K PASV mode. ©Configuring FTP PASV Mode(P. 72)
NOTE:
Also make sure that <Use HTTP> and <Use Remote UI> are set to <On>.

(ODisabling HTTP Communication(P. 409)
©Disabling Remote UI(P. 410)

!~ Register the FTP server address.
G‘* (ORegistering Destinations from Remote UI(P. 426)
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Basic Operations

2820-01Y

This chapter describes basic operations, such as how to use the operation panel or how to load the paper, that are
frequently performed to use the functions of the machine.

m Parts and Their Functions

This section describes the exterior and interior parts of the machine and their functions, as well as how to use the keys
on the operation panel and how to view the display. ©Parts and Their Functions(P. 104)

m Turning ON the Machine
This section describes how to turn the machine ON and OFF. ©Turning ON the Machine(P. 115)

m Using the Operation Panel

This section describes how to use the display for tasks such as selecting items and adjusting settings. Also, it describes
how to enter characters and numbers. ©Using the Operation Panel(P. 119)

mLogging in to the Machine
This section describes how to log in when a login screen is displayed. ©Logging in to the Machine(P. 132)
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m Placing Originals

This section describes how to place originals on the platen glass and in the feeder. ©Placing Originals(P. 134)

mLoading Paper

This section describes how to load the paper into the paper drawer and multi-purpose tray. ©Loading Paper(P. 138)

m Customizing the Display

This section describes how to rearrange buttons or create shortcut buttons in order to make it easier to use screens
shown in the display. @ Customizing the Display(P. 164)

m Changing the Default Settings for Functions

This section describes how to change the setting that is displayed initially when a function is selected. ©Changing the
Default Settings for Functions(P. 170)
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O

m Setting Sounds

This section describes how to adjust the volume of various machine sounds, such as those produced when fax sending
is complete or when an error occurs. (@Setting Sounds(P. 172)

m Entering Sleep Mode
This section describes how to set the sleep mode. ©Entering Sleep Mode(P. 174)

m Registering Destinations

This section describes how to register destinations for sending faxes or scanned documents. ©Registering
Destinations(P. 176)

mUsing a USB Memory Device

This section describes about the available USB memory devices and how to insert/remove the USB memory device. ©
Using a USB Memory Device(P. 184)
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Parts and Their Functions

2820-020

This section describes the parts of the machine (exterior, front and back side, and interior) and how they function. In
addition to describing the parts of the machine used for such basic operations as loading paper and replacing the
toner cartridges, this section also describes the keys on the operation panel and display. Read this section for tips on
how to use the machine properly.

OFront Side(P. 105)

©Back Side(P. 107)
QOInterior(P. 109)
OFeeder(P. 110)
(OMulti-Purpose Tray(P. 111)
OPaper Drawer(P. 112)
(OOperation Panel(P. 113)
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Front Side

2820-021

8 000 00

[} Feeder

Automatically feeds originals into the machine for scanning. When two or more sheets of original are loaded
in the feeder, originals can be scanned continuously. ©Feeder(P. 110)

F] Operation panel

The operation panel consists of keys such as Home key, Stop key, a display, and status indicators. You can
perform all the operations and specify settings from the operation panel.

(OOperation Panel(P. 113)

(Basic Screens(P. 120)

E] Lift handles
Hold the lift handles when carrying the machine. ©Relocating the Machine(P. 570)

1 Ventilation slots

Air inside the machine is vented out to cool down the inside of the machine. Note that placing objects in front
of the ventilation slots prevents ventilation.
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Paper stopper
Open the paper stopper when you want to prevent paper from falling out of the output tray.

Front cover

Open the front cover when replacing the toner cartridge or clearing paper jams.
Procedure for Replacing the Toner Cartridge(P. 566)
Clearing Paper Jams(P. 643)

USB port (for USB device connection)

Use this port to connect a third-party USB memory device or USB keyboard. Connecting a USB memory
device allows you to print data from the memory device or store scanned originals on the memory device.
Printing from a USB Memory Device (Memory Media Print)(P. 265)
Sending Data by E-Mail/Saving Data to a Shared Folder or FTP Server(P. 286)

Power switch

Turns the power ON or OFF. To restart the machine, turn OFF the machine, wait for at least 10 seconds, and
turn it back ON.

Output tray
Printed paper is output to the output tray.

Paper drawer

Load the type of paper you frequently use into the paper drawer. ©Loading Paper in the Paper
Drawer(P. 140)

Multi-purpose tray

Load the paper into the multi-purpose tray when you want to temporarily use a type of paper different from
that which is loaded in the paper drawer. ©Loading Paper in the Multi-Purpose Tray(P. 145)

Platen glass

When scanning books, originals of heavy or thin paper and other originals that cannot be scanned using the
feeder, place them on the platen glass. ©Placing Originals(P. 134)

Speaker

Emits sounds produced by the machine, such as fax tones and warning tones.
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Back Side

2820-023

£} Rear cover
Open the rear cover when clearing paper jams. ©Clearing Paper Jams(P. 643)

] Ventilation slots

Air from inside the machine is vented out to cool down the inside of the machine. Note that placing objects in
front of the ventilation slots prevents ventilation.

E] Rating label

The label shows the serial number, which is needed when making inquiries about the machine. ©When a
Problem Cannot Be Solved(P. 655)

3 Power socket
Connect the power cord.

[} Telephone line jack

Connect a telephone cable when connecting the machine to a telephone line. ©Connecting the Telephone
Line(P. 82)

2 External telephone jack
Connect your telephone or answering machine. ©@Connecting the Telephone Line(P. 82)

] Handset jack

Connect an optional handset.

[:] USB port (for USB device connection)
Use this port to connect devices such as a third-party USB keyboard.
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USB port (for computer connection)
Connect a USB cable when connecting the machine and a computer.

LAN port

Connect a LAN cable when connecting the machine to a wired LAN router, etc. ©Connecting to a Wired
LAN(P. 16)
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Interior

2820-024

[} Transport guide (at the back)

If there is a paper jam inside the machine, raise the transport guide toward the front of the machine to
remove the jammed paper. ©Clearing Paper Jams(P. 643)

F] Transport guide (at the front)

If there is a paper jam inside the machine, raise the transport guide toward the back of the machine to
remove the jammed paper. ©Clearing Paper Jams(P. 643)

] Duplex transport guide

If paper has jammed during 2-sided printing, lower the duplex transport guide to remove the jammed paper.
©cClearing Paper Jams(P. 643)
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2820-025

[} Feeder cover
Open when clearing paper jams. ©Paper Jams in the Feeder(P. 645)

] Slide guides
Adjust these guides to match the width of original.

E] Original supply tray

Automatically feeds originals into the machine for scanning. When two or more sheets of original are loaded
in the feeder, originals can be scanned continuously. ©Placing Originals(P. 134)

[3 Original output tray

Scanned originals are output here.

[} Document feed scanning area
Originals loaded in the feeder are automatically fed to the scanning area to be scanned.

IMPORTANT

Do not place any objects in the original output area. Doing so may cause damage to the originals.

Regularly clean the feeder and platen glass in order to obtain proper print results. ©Regular
Cleaning(P. 558)
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Multi-Purpose Tray

2820-026

Paper guides

Adjust the paper guides to exactly the width of the loaded paper to ensure that paper is fed straight into the

machine. Press the lock release lever that is indicated with an arrow in the illustration to release the lock and
slide the paper guides.

Paper tray
Pull out the paper tray when loading paper.

Tray extension
Open the tray extension when loading large paper.

LINKS

OLoading Paper in the Multi-Purpose Tray(P. 145)
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Paper Drawer

2820-027

[} Paper guides
Adjust the paper guides to exactly the size of the loaded paper to ensure that paper is fed straight into the

machine. Press the lock release levers that are indicated with arrows in the illustrations to release the locks
and slide the paper guides.

F] Paper level indicator

Indicates the remaining amount of paper. The mark moves downward as the remaining amount of paper
decreases.

LINKS

OLoading Paper in the Paper Drawer(P. 140)
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Operation Panel

2820-028

NOTE

e The angle of the operation panel can be adjusted. Adjust it to an angle that is most comfortable for
viewing the panel. ©Adjusting the Angle(P. 114)

Display

You can view the progress of the machine and error statuses. The display is also a touch panel, so you can
specify settings by touching the screen directly.

(Basic Screens(P. 120)

(OBasic Operation(P. 127)

Sound Volume key
Press to adjust volume. ©Setting Sounds(P. 172)

Energy Saver key

Press to put the machine into the sleep mode. The key lights up green when the machine is in the sleep
mode. Press the key again to exit sleep mode. ©Entering Sleep Mode(P. 174)

Data indicator

Blinks while an operation is being performed, such as data transmission or printing. Lights up when there
are documents waiting to be processed.

Error indicator
Blinks or lights up when an error such as a paper jam occurs.

Home key

Press to display the Home screen, which provides access to the setting menu and functions such as copy and
scan.
©OHome Screen(P. 121)

113



Basic Operations
(OCustomizing the Home Screen(P. 165)

Stop key

Press to cancel printing and other operations.

Adjusting the Angle

When it is difficult to view the touch panel display, adjust the angle of the operation panel.

2N

LINKS

(OBasic Operation(P. 127)
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Turning ON the Machine

2820-029

This section describes how to turn ON the machine.

1 Make sure that the power plug is firmly inserted into a power outlet.

2 Press the power switch.

o

m» The Start screen appears. ©Operation Panel(P. 113)

NOTE

e You can select the screen that is displayed first after the machine is turned ON. ©<Default Screen After
Startup/Restoration>(P. 446)

LINKS

Turning OFF the Machine(P. 116)
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Turning OFF the Machine

2820-02A

This section describes how to turn OFF the machine.

4 Press the power switch.

5

NOTE

e It may take some time for the machine to completely shut down. Do not unplug the power cord until the
display turns off.

e To restart the machine, wait for at least 10 seconds after the machine is turned OFF.

e You can specify the time for each day of the week and configure a setting to automatically turn OFF the
machine. ©Powering OFF at a Fixed Time(P. 117)
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Powering OFF at a Fixed Time

2820-02C

You can make a setting so that the power is automatically tuned OFF at a specified time on each day of the week. This

allows you to avoid useless power consumption that may occur due to failure to turn OFF the power. By default, this
function is disabled.

NOTE

e For information about the basic operation to set up the machine from Remote UI, see ©Setting Up Menu
Options from Remote UI(P. 423) .

1 Start the Remote UI and log in to System Manager Mode. ©Starting Remote
UI(P. 414)

2 Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)

3 Select [Timer Settings] » [Edit].

4 Select the check box for [Set Auto Shutdown Weekly Timer], and set the time to turn
OFF the power.
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[Set Auto Shutdown Weekly Timer]
Selecting the check box allows you to set the time to turn OFF the power on each day of the week.

[Sunday] to [Saturday]
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Enter the desired time to turn OFF the power. For any day of the week, leaving the time field blank means
that the auto shutdown function is disabled for that day.

5 click [OK].

NOTE

If the power is not turned OFF automatically at the specified time*
e When the Data indicator is lit up or blinking

e When the menu screen or Check Counter screen is displayed

When settings data is being imported/exported

e When the firmware is being updated

*If the power cannot be turned OFF automatically at the specified time, a retry will be performed up to ten times at intervals
of one minute. If the power cannot be turned OFF even after ten retries, auto shutdown will be impossible for that day.
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Using the Operation Panel

2820-02E

You can use the display and keys of the operation panel to configure machine settings or operate functions. This
section describes basic usage of the display and keys.

(Basic Screens(P. 120)
(OBasic Operation(P. 127)
(OEntering Text(P. 130)

TIPS

e If you want to invert the light and dark parts of the display: ©<Invert Screen Colors>(P. 472)
o If you want to adjust the brightness of the display: ©<Brightness>(P. 472)

LINKS

©OOperation Panel(P. 113)
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Basic Screens

2820-02F

The Home screen or settings screen appears on the display, allowing you to initiate functions such as copy and scan.
You can also use the display to check information such as error messages and the machine's operation status. The
screen is also a touch panel, so you can perform operations by touching the screen directly.

OHome Screen(P. 121)
(O<Status Monitor> Screen(P. 124)
(OMessage Display(P. 126)

NOTE

e You can customize the Home screen by rearranging frequently used buttons for easier access to the
respective functions. ©Customizing the Display(P. 164)

To Know How to Operate

e On some screens, the <?> button allows you to view the descriptions of functions or how to operate.
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Home Screen

2820-02H

The Home screen is displayed when the power is turned ON or by pressing on the operation panel. Use this screen
to specify settings for and register functions.

Change page

Use this to view another page in the Home screen. You can also
flick sideways to change pages.

<Check Counter>

Displays the total volume of printouts. ©Viewing the Counter
Value(P. 580)

<Log Out>

Use this button to log out from the machine.

<Status Monitor>

Press to check the printing status, to view the usage history, or
to view the network settings such as the IP address of the
machine. You can also check the status of the machine, such as
the remaining amount of paper and the amount remaining in
the toner cartridges, or whether any errors that occurred.
<Status Monitor> Screen(P. 124)

Wi-Fi icon

Displayed when the machine is connected to a wireless LAN.

<Copy>

Use this button to start copying. @ Copying(P. 187)

<Fax>

Use this button to send a fax from the machine.
Faxing(P. 210)

<Scan>

Scans an original and converts it into an electronic file. You can
save scanned files on your computer or send them via e-mail.
Scanning(P. 274)

<Memory Media Print>

Prints files stored in a USB memory device. ©Printing from a
USB Memory Device (Memory Media Print)(P. 265)
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Application Library button

You can use these buttons to perform convenient functions by a
one-touch operation. For more information, see the manual for
Application Library on the online manual website.

<Secure Print>

Use this function to print a secure document. ©Printing a
Document Secured by a PIN (Secure Print)(P. 261)

<Menu>

<Function Settings>, <Preferences>, and many other machine
settings start from this button. ©Setting Menu List(P. 444)

<Address Book>

Use this to register or edit the destinations for e-mails and
faxes. You can also display a registered destination when
sending an e-mail or fax. ©Registering Destinations(P. 176)

<Paper Settings>

This button is used for specifying the size and type of paper
loaded in the paper drawer and multi-purpose tray.
Specifying Paper Size and Type(P. 154)

<Mobile Portal>

Use this to establish a connection to a mobile device.
Connecting with Mobile Devices(P. 320)

<Home Screen Settings>

Allows you to change the order that Home screen buttons are
displayed in. © Customizing the Home Screen(P. 165)

<Update Firmware>

Allows you to update the firmware via the Internet. ©Updating
the Firmware(P. 439)

<ID Card Copy>

Use this function to copy the front and back sides of a driver's
license or other card onto the same side of one sheet of paper.
Making ID Card Copies(P. 206)

122



Basic Operations

<Passport Copy>

Allows you to copy multiple passports onto one sheet. ©
Making Passport Copies(P. 207)

<Operation Guide>

Press to view operation guidance and error causes/solutions.

Shortcut buttons

Display "Favorite Settings" that are registered to Copy, Fax, and
Scan. ©Adding Buttons to the Home Screen(P. 165)

LINKS

(OCustomizing the Home Screen(P. 165)
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<Status Monitor> Screen

2820-02)

When you press <Status Monitor>, a screen appears in which you can check the progress of document processing as
well as the status of the machine (the amount of toner remaining in the toner cartridges, etc.) and network settings
such as the machine's IP address.

<Error Information/Notification>
Displays the details of any errors that occurred. ©Countermeasures for Each Message(P. 619)

= o indorrasoniMohifcatian

<Device Information>

Displays the status of the machine, such as the amount of paper or the amount of toner remaining in the
toner cartridges.
= [evir Infoemrahon

Fapei W omatian

<Paper Information>
Displays whether paper is loaded in each paper source.

<Cartridge Information>
Displays the amount of toner remaining in the toner cartridges. Other internal parts may reach the end of
their lifetime before the toner runs out.

<Check Counter>
Displays the total volume of printouts. ©Viewing the Counter Value(P. 580)

<Secure Print Memory Usage>
Displays the amount of memory currently used for storing secured document data. ©Printing a
Document Secured by a PIN (Secure Print)(P. 261)

<Version Information>
Displays firmware version information.

<Serial Number>
Displays the serial number of the machine.
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Status and logs of copied, printed, and sent/received documents
Displays the current status of the selected item. The <Copy/Print Job> screen is shown below as an example.

<Network Information>

Displays the network settings such as the IP address of the machine and status such as the condition of
wireless LAN communications. ©@Viewing Network Settings(P. 37)

<Rmv. Mem. Media>

Used to safely remove a USB memory device. This is only displayed when a USB memory device is connected
to the machine. ©Remove the USB Memory Device(P. 184)
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Message Display

2820-02K

Messages are displayed on the screen in situations such as when paper runs out or when the expiration of the toner
cartridge lifetime is reached. © Countermeasures for Each Message(P. 619)

When an Error Occurs

In some cases when an error occurs, instructions on how to respond to the error are displayed. Follow the on-
screen instructions to solve the problem. The screen displayed when a paper jam occurs is shown below as an

example.
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Basic Operation

2820-02L

The display is a touch panel, allowing you to operate directly on the screen.

IMPORTANT

Avoid the following actions.
The display may malfunction or be damaged.
- Pressing forcefully
- Pressing with pointed objects (fingernails, ballpoint pen, pencil, etc.)
- Operating with wet/soiled hands
- Operating the display while an object is placed on it

e Before using the touch panel display, peel off the protective film from the display.

Tap

Touch the screen lightly and quickly. Use for selecting or finalizing items.

Flick

Flick with the finger on the display. The effect of flicking varies depending on the screen. For instance, flicking in
the Home screen moves you one page in the direction of the flick.

m Selecting Items

Tap an item name or button to make a selection.
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NOTE

If an item is mistakenly touched

e Slide your finger away then release it from the screen to cancel the selection.

To return to the previous screen

e Tap [ to return to the previous screen.

mScrolling the Screen

The scroll bar appears on the screen when there is still information that is undisplayed. If the scroll bar is displayed,
flick the screen to scroll in the direction of the flick. Note that the scroll bar only appears while the screen is being
touched.

m Changing the Setting Value

Tap <+>/<-> to adjust the setting on the scale. You can also adjust a setting by flicking the slider left or right.

TIPS
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e You can change a variety of display-related settings, such as the display language:
Settings>(P. 446)

<Display

e You can change the screen that is automatically displayed when the machine remains idle for a specified

length of time: ©<Function After Auto Reset>(P. 453)

e You can change various settings about the operability such as screen brightness:

<Accessibility>(P. 472)
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Entering Text

2820-02R

When entering text or a number, use the keyboard displayed on the screen. The numeric keys are displayed on the
screen to enter only numbers.

Admirkiran] PEIR |

Switching the Type of Character

Tap <a> or <1/#> to switch the type of character that is entered.

Agair idraln DR |

NOTE

e To enter upper case characters, tap [f§.

Deleting Text

One character is deleted each time is tapped. Holding down allows you to delete successive
characters.

Moving the Cursor (Entering a Space)

Tap [4] or [p] to move the cursor. To enter a space, move the cursor to the end of the text, and tap [p].

When the Numeric Keys are Displayed

When you are supposed to enter only a numeric value, the numeric keys are displayed on the screen. Tap
numeric keys to enter the numeric value.

NOTE

Value range

e The values in () displayed the entry box are the enterable value range.
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When buttons other than the numeric keys are displayed

o When <+>/<->or [[}/[§ are displayed, you can tap the buttons to increase or decrease the numeric

value or move the cursor.

Entering Characters Using a USB Keyboard

You can connect a keyboard to the USB port for USB devices on the ©Front Side(P. 105) or ©Back Side(P. 107) and
enter text from the keyboard. Even while the keyboard is connected, you can enter text from the operation panel.

NOTE

Some keys on the USB keyboard, such as the [Backspace], [Home] and [End] keys, cannot be used. When
keys that cannot be used are pressed, nothing is entered or changed.

To delete text, press the [Delete] key.
Pressing the [RETURN/ENTER] key completes text entry in the same way as selecting <Apply>.
You can specify the type of keyboard layout (US layout or UK layout). ©<English Keyboard Layout>(P. 450)

You can disconnect the USB keyboard from the machine at any time. No special operation is required to
disconnect it.

Depending on the display language, you may not be able to enter some characters correctly.

The USB keyboard may not operate correctly depending on its type.
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Logging in to the Machine

2820-02S

If Department ID Management is enabled or System Manager IDs are enabled, you must log in before using the
machine. You also need to log in if use of the fax and scan functions is restricted.

Department ID Management Login(P. 132)
Logging in to Authorized Send(P. 132)

Department ID Management Login

When the login screen appears, use the procedure below to enter the Department ID and PIN.

Login

Deariment |0

NOTE

e When <Insert the card.> is displayed, see ©Copy Card Reader-F(P. 690) .

1 Enter the ID.

1 Select <Department ID> or <System Manager ID>.

2  EnterthelD.
If no PIN is registered, proceed to step 3.

2 Enter the PIN.

1 Select <PIN>.

2 Enter the PIN.

3 Select <Log In>.

% The login screen will be changed to the Home screen.

After you finish using the machine, select <Log Out> to display the login screen.

Logging in to Authorized Send

If the Send function authorization setting ( ©LDAP Server Authentication(P. 358) ) is enabled, the Authorized Send
login screen appears when the fax or scan function is used.
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1 Enter your user name.

1 Select <User Name>.

2 Enter your user name.

On how to enter text, see ©Entering Text(P. 130) .

7 Enter the password.

1 Select <Password>.

2 Enter the password.

3 Select <Server Name>, and select the server for your authentication.

Select the LDAP server where your user name and password are registered.

4 Select <Log In>.

% The login screen switches to the fax or scan function Home screen.

After you finish using the machine, select <Log Out> to display the login screen.

NOTE:

If the <Select Logout Type> screen appears
If you are logged in to both Authorized Send and Department ID Management, a dialog box appears in
which you can select the items you want to log out of. In the case where you want to log out of Authorized
Send (fax or scan function) while remaining logged in to Department ID Management, select <Log Out
from Authenticated Sending>. In any other cases, select <Log Out from All Authenticated Functions>.

LINKS

Setting the Department ID Management(P. 350)
Setting the System Manager ID and PIN(P. 348)
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Placing Originals

2820-02U

Place originals on the platen glass or in the feeder. Use the platen glass when scanning thick or bound documents
such as books. You can load two or more sheets of originals in the feeder so that they can be scanned continuously.
For information on loadable sizes, etc., see ©Main Unit(P. 670) or OFeeder(P. 673) .

©Placing Originals on the Platen Glass(P. 135)
OPlacing Originals in the Feeder(P. 135)

IMPORTANT

Use originals that are completely dry

When placing originals, make sure that any glue, ink, or correction fluid on the originals has completely
dried.

To avoid paper jams
Do not place the following types of originals in the feeder as this may cause paper jams:
- Wrinkled or creased paper
- Carbon paper
- Curled or rolled paper

- Coated paper

- Torn paper j Y/ /
- Onion skin or thin paper Hr( 'y ,
- Stapled or clipped originals L__,ﬁ"/ .-"a L
- Paper printed by a thermal transfer printer

- Transparencies

NOTE

To scan originals more accurately

e Originals placed in the feeder are scanned while being fed into the machine. On the other hand, originals
placed on the platen glass remain in a fixed position while they are scanned. To ensure more accurate
scanning results, placing originals on the platen glass is recommended.

To scan tracing paper or transparencies

e To scan transparent originals (for example, tracing paper or transparencies), place them on the platen glass.
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Placing Originals on the Platen Glass

1 Open the feeder.

2 Place the original face down on the platen glass.

Align the corner of the original with the top-left corner of the platen glass.

NOTE:

To scan transparent originals (for example, tracing paper or transparencies), cover them with plain white
paper.

3 Gently close the feeder.

% The machine is ready to scan the document.

NOTE:

When scanning is complete

Remove the original from the platen glass.
Placing Originals in the Feeder

1 Open the original supply tray.
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2 Spread the slide guides apart.

Slide the slide guides outward until they are slightly farther apart than the actual original width.

>

it

3 Fan the original stack and align the edges.

Fan the original stack in small batches, and align the edges by lightly tapping the stack on a flat surface a few
times.

4 Place the original(s) face up in the feeder.

Place the original(s) in the landscape orientation.

Make sure that the original stack does not exceed the load limit line (£-1).

Do not load originals of various sizes at the same time.

If originals are loaded so that they exceed the load limit line, scanning may stop or a paper jam may occur.

5 Align the slide guides against the edges of the original.

Slide the slide guides inward until they are aligned securely against the edges of the original.
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% The machine is ready to scan the original.

Slide guides that are too loose or too tight can cause misfeeds or paper jam.

Do not add or remove originals.

Remove the scanned originals from beneath the feeder to prevent paper jams.
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Loading Paper

2820-02W

You can load the paper into the paper drawer or multi-purpose tray. Load the paper you usually use into the paper
drawer. The paper drawer is convenient when using large amounts of paper. Use the multi-purpose tray when you
temporarily use a size or type of paper that is not loaded in the paper drawer. See ©Available Paper(P. 674) for

available paper sizes and types.

About Paper

OPrecautions for Paper(P. 138)
(Ostoring the Paper Printed with the Machine(P. 139)

How to Load Paper

(OLoading Paper in the Paper Drawer(P. 140)

(OLoading Paper in the Multi-Purpose Tray(P. 145)

OLoading Envelopes(P. 148)
COLoading Preprinted Paper(P. 150)

Configuring the Settings for the Loaded Paper

(OsSpecifying Paper Size and Type(P. 154)

Precautions for Paper

IMPORTANT

Do not use the following types of paper:

A paper jam or printing error may occur.

Wrinkled or creased paper
Curled or rolled paper
Torn paper

Damp paper

Very thin paper

Thin coarse paper

Paper printed by a thermal transfer printer

Back side of paper printed by a thermal transfer printer

Highly textured paper
Glossy paper

Notes on use of paper

Only use paper that has fully acclimatized to the environment in which the machine is installed. Using paper
that has been stored under different temperature or humidity conditions may cause paper jams or result in
poor print quality.
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Paper handling and storage

It is recommended that you use paper as soon as possible after unwrapping. Paper remaining unused
should be covered with the original wrapping paper and stored on a flat surface.

Keep the paper wrapped in its original package to protect the paper from moisture or dryness.
Do not store the paper in such a way that may cause it to curl or fold.
Do not store the paper vertically or do not stack too much paper.

Do not store the paper in direct sunlight, or in a place subject to high humidity, dryness, or drastic changes
in temperature or humidity.

NOTE

When printing on paper that has absorbed moisture

e Steam may emit from the paper output area, or water droplets may form around the paper output area.
There is nothing unusual about any of these occurrences, which occur when the heat generated from fixing
toner on the paper causes moisture in the paper to evaporate (most likely to occur at low room
temperatures).

Storing the Paper Printed with the Machine

When handling/storing the paper printed with the machine, take the following precautions.

m How to Store the Printed Paper

Store on a flat surface.

Do not store together with articles made of PVC (polyvinyl chloride) such as clear folders. Toner may melt, resulting
in the paper's sticking to PVC articles.

Take care that the paper does not get folded or creased. Toner may peel off.
To store over a long period of time (two years or longer), store in binders or equivalent.

When the paper is stored over a long period of time, it may become discolored and thus the print may seem to have
undergone a change of color.

Do not store in a place where the temperature is high.

m Precautions When Applying Adhesive

Always use insoluble adhesive.
Before applying adhesive, perform a test using a printout no longer required.

When putting adhesive-applied paper sheets one over another, make sure that the adhesive is completely dried out.

LINKS

Registering a Custom Paper Size(P. 161)
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Loading Paper in the Paper Drawer

2820-02X

Load the paper that you usually use in the paper drawer. When you want to print on paper that is not loaded in the
paper drawer, load the paper in the multi-purpose tray. ©Loading Paper in the Multi-Purpose Tray(P. 145)

Loading Regular Size Paper(P. 140)
Loading Custom Size Paper(P. 142)

IMPORTANT

When loading A5 size paper in the paper drawer of the main unit, see ©Loading Custom Size
Paper(P. 142) .

When you want to load A5 size paper in the optional cassette feeding module in the landscape orientation,
see OLoading Regular Size Paper(P. 140) . If you want to use the portrait orientation, load paper by
following the procedure for ©Loading Custom Size Paper(P. 142) .

When using A6 size paper, see ©Loading Custom Size Paper(P. 142) and load it in the portrait orientation.

Landscape orientation Portrait orientation

]

(I

i

NOTE

e Follow the procedure below when loading paper into the optional cassette feeding module.

Loading Regular Size Paper

To load paper whose size is found in the paper size markings on the paper drawer, use the following procedure. For
paper whose size is not found in the paper size markings, see ©Loading Custom Size Paper(P. 142) .

1 Pull out the paper drawer.
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Make sure to hold the paper drawer with both hands, and pull it out gently. Otherwise, you may damage
the paper drawer by dropping it, if it slides out too easily.

2 Adjust the positions of the paper guides to the paper size you want to use.

While pressing the lock release lever, move the paper guide to align the projection to the appropriate paper
size marking.

3 Load the paper so that the edge of the paper stack is aligned against the paper guide
on the rear side of the paper drawer.

Load the paper with the print side face down.

Fan the paper stack well, and tap it on a flat surface to align the edges of the paper stack.

<

Make sure that the paper stack does not exceed the load limit line ({:}). Loading too much paper can

cause paper jams.

NOTE:

When loading paper with a logo, see ©Loading Preprinted Paper(P. 150) .

4 Insert the paper drawer into the machine.

When you insert the paper drawer with <Notify to Check Paper Settings> set to <On>, a confirmation screen
is displayed. ©<Notify to Check Paper Settings>(P. 548)
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» Continue to OSpecifying Paper Size and Type in the Paper Drawer(P. 155)

The factory default settings for paper size and type are <A4> and <Plain 2>, respectively. If you load a
different size or type of paper into the machine, make sure to change the settings. If you do not change
the settings, the machine cannot print properly.

Printing on the Back Side of Printed Paper (Manual 2-Sided Printing)

e You can print on the back side of printed paper. Flatten any curls on the printed paper and insert it into the
paper drawer with the print side face down or into the multi-purpose tray ( ©Loading Paper in the Multi-
Purpose Tray(P. 145) ) with the print side face up.

- When using the multi-purpose tray, load one sheet of paper each time you print.
- You can use only the paper printed with this machine.
- You cannot print on the side that has previously been printed on.

- If the printouts look faded, set the target paper source to <On> in <Manual Back Side Print (2-Sided Only)>.
<Manual Back Side Print (2-Sided Only)>(P. 476)

- If you are using A5 size paper, the reverse side may not be printed correctly.

Loading Custom Size Paper

To load custom size paper or other paper whose size is not found in the paper size markings on the paper drawer, use
the following procedure.

1 Pull out the paper drawer.

Make sure to hold the paper drawer with both hands, and pull it out gently. Otherwise, you may damage
the paper drawer by dropping it, if it slides out too easily.

2 Spread the paper guides apart.

Press the lock release lever to slide the paper guides outward.
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),

3 Load the paper so that the edge of the paper stack is aligned against the front side of
the paper drawer.

Load the paper with the print side face down.

Fan the paper stack well, and tap it on a flat surface to align the edges of the paper stack.

Make sure that the paper stack does not exceed the load limit line ({:}). Loading too much paper can
cause paper jams.

NOTE:

When loading paper with a logo, see ©Loading Preprinted Paper(P. 150) .

4 Align the paper guides against the edges of the paper.

Press the lock release lever and slide the paper guides inward until they are aligned securely against the
edges of the paper.
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Paper guides that are too loose or too tight can cause misfeeds or paper jams.

5 Insert the paper drawer into the machine.

When you insert the paper drawer with <Notify to Check Paper Settings> set to <On>, a confirmation screen
is displayed. ©<Notify to Check Paper Settings>(P. 548)

» Continue to OSpecifying Paper Size and Type in the Paper Drawer(P. 155)

The factory default settings for paper size and type are <A4> and <Plain 2>, respectively. If you load a
different size or type of paper into the machine, make sure to change the settings. If you do not change
the settings, the machine cannot print properly.

Printing on the Back Side of Printed Paper (Manual 2-Sided Printing)

e You can print on the back side of printed paper. Flatten any curls on the printed paper and insert it into the
paper drawer with the print side face down or into the multi-purpose tray ( ©Loading Paper in the Multi-
Purpose Tray(P. 145) ) with the print side face up.

- When using the multi-purpose tray, load one sheet of paper each time you print.
- You can use only the paper printed with this machine.
- You cannot print on the side that has previously been printed on.

- If the printouts look faded, set the target paper source to <On> in <Manual Back Side Print (2-Sided Only)>.
<Manual Back Side Print (2-Sided Only)>(P. 476)

- If you are using A5 size paper, the reverse side may not be printed correctly.

LINKS

Available Paper(P. 674)
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Loading Paper in the Multi-Purpose Tray

2820-02Y

When you want to print on paper that is not loaded in the paper drawer, load the paper in the multi-purpose tray.
Load the paper that you usually use in the paper drawer. ©Loading Paper in the Paper Drawer(P. 140)

IMPORTANT

Make sure to insert the paper drawer

The machine only prints when the paper drawer is inserted, even if paper is loaded in the multi-purpose
tray. An error message is displayed if you attempt to print without inserting the paper drawer.

NOTE

When loading A5/A6 size paper

e When setting the paper size, make sure the current paper orientation. ©Specifying Paper Size and Type in
the Multi-Purpose Tray(P. 157)

e When using A6 size paper, load it in the portrait orientation.

Landscape orientation Portrait orientation

T 1 —

L

1 Open the cover.

Hold the left and right side handles, and open the cover.

2 Pull out the paper tray and the tray extension.

Pull out the tray extension when loading large paper.

145



Basic Operations

3 Spread the paper guides apart.

Press the lock release lever to slide the paper guides outward.

'{_'f?'

4 Insert the paper into the multi-purpose tray until the paper stops.

Load the paper with the print side face up.

Fan the paper stack well, and tap it on a flat surface to align the edges of the paper stack.

Make sure that the paper stack does not exceed the load limit guide ({:}). Loading too much paper can

cause paper jams.

Fide

NOTE:

When loading envelopes or paper with a logo, see ©Loading Envelopes(P. 148) or ©Loading Preprinted
Paper(P. 150) .
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5 Align the paper guides against the edges of the paper.

Press the lock release lever and slide the paper guides inward until they are aligned securely against the
edges of the paper.

Paper guides that are too loose or too tight can cause misfeeds or paper jams.

» Continue to OSpecifying Paper Size and Type in the Multi-Purpose Tray(P. 157)

Printing on the Back Side of Printed Paper (Manual 2-Sided Printing)

e You can print on the back side of printed paper. Flatten any curls on the printed paper and insert it into the
paper drawer ( ©Loading Paper in the Paper Drawer(P. 140) ) with the print side face down or into the
multi-purpose tray with the print side face up.

- When using the multi-purpose tray, load one sheet of paper each time you print.
- You can use only the paper printed with this machine.
- You cannot print on the side that has previously been printed on.

- If the printouts look faded, set the target paper source to <On> in <Manual Back Side Print (2-Sided Only)>.
<Manual Back Side Print (2-Sided Only)>(P. 476)

- If you are using A5 size paper, the reverse side may not be printed correctly.

LINKS

Available Paper(P. 674)
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Loading Envelopes

2820-030

Make sure to flatten any curls on envelopes before loading them. Also pay attention to the orientation of envelopes
and which side is face up. You cannot load envelopes in the paper drawer.

Before Loading Envelopes(P. 148)
In the Multi-Purpose Tray(P. 149)

NOTE

e This section describes how to load envelopes in the orientation you want, as well as procedures that you
need to complete before loading envelopes. For a description of the general procedure for loading
envelopes in the multi-purpose tray, see ©Loading Paper in the Multi-Purpose Tray(P. 145) .

Before Loading Envelopes

Follow the procedure below to prepare the envelopes before loading.

1 Close the flap of each envelope.

2 Flatten them to release any remaining air, and make sure that the edges are pressed
tightly.

3 Loosen any stiff corners of the envelopes and flatten any curls.

4 Align the edges of the envelopes on a flat surface.
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In the Multi-Purpose Tray

Load the envelopes Monarch, COM10, DL, or ISO-C5 in portrait orientation (with the short edge toward the machine),
with the non-glued side (front side) face up. You cannot print on the reverse side of envelopes.

NOTE

e Load the envelopes so that the edge with the flap is toward the left side as shown in the illustration.

Close the flap and load
the envelope.

-
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Loading Preprinted Paper

2820-031

When you use paper that has been preprinted with a logo, pay attention to the orientation of the paper when loading.
Load the paper properly so that printing is performed on the correct side of the paper with a logo.

(©OMaking 1-Sided Printouts on Paper with Logos(P. 150)
(©OMaking 2-Sided Printouts on Paper with Logos(P. 152)

NOTE

e This section mainly describes how to load preprinted paper with the proper facing and orientation. For a
description of the general procedure for loading paper in the paper drawer or multi-purpose tray, see ©
Loading Paper in the Paper Drawer(P. 140) or ©Loading Paper in the Multi-Purpose Tray(P. 145) .

Making 1-Sided Printouts on Paper with Logos

Printing on Paper with Logos in Portrait Orientation

Preprinted Paper Document Print Result
ABC ABC
oooono oooono

When loading paper in the paper drawer
Load the paper with the logo side (the side to print the document) face down.

Loading Orientation

Portrait Landscape {AS)

When loading paper in the multi-purpose tray
Load the paper with the logo side (the side to print the document) face up.
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Loading Orientation

Partrait

. x

ABC

Landscape (AS)

. &

o8V

Printing on Paper with Logos in Landscape Orientation

Preprinted Paper Document Print Result
ABC ABC

+

ooooo

= ooooo

When loading paper in the paper drawer
Load the paper with the logo side (the side to print the document) face down.

Loading Orientation

Portrait Landscape (AS)

When loading paper in the multi-purpose tray
Load the paper with the logo side (the side to print the document) face up.

Loading Crientation

Partrait

: »

Landscape (AS)

: 2

ABC

ABC
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Making 2-Sided Printouts on Paper with Logos

Printing on Paper with Logos in Portrait Orientation

Document Document
(First Page) (Second Page)

Print Result

ABC_
i

Preprinted Paper

ABC

When loading paper in the paper drawer
Load the paper with the front logo side (the side to print the first page of the document) face up.

Loading Orientation

Portrait Landscape (AS)

ABC

28V

When loading paper in the multi-purpose tray
Load the paper with the front logo side (the side to print the first page of the document) face down.

Loading Orientation

Portrait Landscape {A5)

L

i ook ok

152



Basic Operations

Printing on Paper with Logos in Landscape Orientation

Document
(First Page)
Preprinted Paper S Print Result
Document
{Second Page)

When loading paper in the paper drawer
Load the paper with the front logo side (the side to print the first page of the document) face up.

Loading Orientation

Portrait Landscape (A5)

ABC

ABC

When loading paper in the multi-purpose tray
Load the paper with the front logo side (the side to print the first page of the document) face down.

Loading Orientation

Portrait Landscape (AS)

o o

LEXEEYN

NOTE

The <Switch Paper Feed Method> setting

e When you print on preprinted paper, you need to change the facing of the paper to load each time you
perform 1-sided and 2-sided printing. However, if <Switch Paper Feed Method> is set to <Print Side Priority>,
the facing that you use for loading preprinted paper for 2-sided printing (logo side face down) can also be
used for 1-sided printing. This setting is especially useful if you frequently perform both 1-sided and 2-sided
printing. ©<Switch Paper Feed Method>(P. 485)
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Specifying Paper Size and Type

2820-032

You must specify the paper size and type settings to match the paper that is loaded. Make sure to change the paper
settings when you load the paper that is different from the previously loaded paper.

Specifying Paper Size and Type in the Paper Drawer(P. 155)

Specifying Paper Size and Type in the Multi-Purpose Tray(P. 157)

Registering Default Paper Settings for the Multi-Purpose Tray(P. 159)
Registering a Custom Paper Size(P. 161)

Limiting the Paper Sizes Displayed(P. 162)

Automatically Selecting an Appropriate Paper Source for Each Function(P. 163)

If the setting does not match the size and type of loaded paper, a paper jam or printing error may occur.
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Specifying Paper Size and Type in the Paper Drawer

2820-033

1 Select <Paper Settings> in the Home screen. ©Home Screen(P. 121)

2 Select the target paper drawer.

When the optional cassette feeding module is installed, its paper drawer is also displayed.

Saecly ‘Wied Laakeg Fagat

iy LR Pape il

3 Select the paper size.

If the loaded paper size is not displayed, select <Other Sizes>.

EWhen loading custom size paper

1 Select <Custom>.

2  Specify the length of the <X> side and <Y> side.

Select <X> or <Y>, and enter the length of each side using the numeric keys.

NOTE:

If you register the paper size you use frequently on buttons <S1> to <S3>, you can call them up with
one touch. ©Registering a Custom Paper Size(P. 161)

3 Select <Apply>.

NOTE:

When loading A5 size paper
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In the landscape orientation, select <A5>. In the portrait orientation, select <A5R>.

Landscape orientation Portrait orientation

4 Select the paper type.

LINKS

OLoading Paper in the Paper Drawer(P. 140)
OLimiting the Paper Sizes Displayed(P. 162)
(OAvailable Paper(P. 674)

(O<Notify to Check Paper Settings>(P. 548)

156



Basic Operations

Specifying Paper Size and Type in the Multi-Purpose
Tray

2820-034

The screen shown here is displayed when paper is loaded in the multi-purpose tray. Follow the on-screen instructions
to specify settings that match the size and type of the loaded paper.

Paper Sine [Frequents Lsed ey

NOTE

If the screen shown above is not displayed when paper is loaded

e If you always load the same paper in the multi-purpose tray, you can skip the paper setting operations by
registering the paper size and type as the default setting. When the default setting is registered, however,
the screen shown above is not displayed. To display the screen, select <Specify When Loading Paper> ( ©
Registering Default Paper Settings for the Multi-Purpose Tray(P. 159) ).

1 select the paper size.

If the loaded paper size is not displayed, select <Other Sizes>.

Sire [Frequently Lked Saesy

EWhen loading custom size paper

1 Select <Custom>.

2  Specify the length of the <X> side and <Y> side.

Select <X> or <Y>, and enter the length of each side using the numeric keys.

NOTE:

If you register the paper size you use frequently on buttons <S1> to <S3>, you can call them up with
one touch. ©Registering a Custom Paper Size(P. 161)
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3 Select <Apply>.

2 Select the paper type.

LINKS

(OLoading Paper in the Multi-Purpose Tray(P. 145)
OLimiting the Paper Sizes Displayed(P. 162)
OAuvailable Paper(P. 674)
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Registering Default Paper Settings for the Multi-
Purpose Tray

2820-035

You can register default paper settings for the multi-purpose tray. Registering default settings can save yourself the
effort of having to specify the settings each time you load the same paper into the multi-purpose tray.

NOTE

e After the default paper setting is registered, the paper setting screen is not displayed when paper is loaded,
and the same setting is always used. If you load a different paper size or type without changing the paper
settings, the machine may not print properly. To avoid this problem, select <Specify When Loading Paper> in
step 3, and then load the paper.

1 Select <Paper Settings> in the Home screen. ©Home Screen(P. 121)

7 Select multi-purpose tray.

3 Select the paper size.
If the loaded paper size is not displayed, select <Other Sizes>.

Lpwdily W Lodding Papsi

mRegistering a custom paper size

1 Select <Custom>.

2 Specify the length of the <X> side and <Y> side.

Select <X> or <Y>, and enter the length of each side using the numeric keys.
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NOTE:

If you register the paper size you use frequently on buttons <S1> to <S3>, you can call them up with
one touch. ©Registering a Custom Paper Size(P. 161)

3 Select <Apply>.

4 Select the paper type.

LINKS

(OLoading Paper in the Multi-Purpose Tray(P. 145)
OLimiting the Paper Sizes Displayed(P. 162)
(OAvailable Paper(P. 674)
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Registering a Custom Paper Size

2820-036

You can register up to three frequently used custom paper sizes.

1 Select <Paper Settings> in the Home screen. ©Home Screen(P. 121)
2 Select <Register Custom Paper>.

3 Select the registration number.

NOTE:

Deleting a setting

Select <Delete>  <Yes>.

4 Specify the length of the <X> side and <Y> side.

Select <X> or <Y>, and enter the length of each side using the numeric keys.

5 select <Apply>.

Setting to the registered custom size

The paper sizes that are registered in the procedure above can be called when <Custom> is selected on the
paper size selection screen for the paper drawer or multi-purpose tray.

LINKS

Loading Paper in the Paper Drawer(P. 140)
Loading Paper in the Multi-Purpose Tray(P. 145)
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Limiting the Paper Sizes Displayed

2820-037

You can ensure that only frequently used paper sizes are shown in the screen for selecting the paper size setting.

1 Select <Paper Settings> in the Home screen. ©Home Screen(P. 121)
2 Select <Select Frequently Used Paper Sizes>.

3 Select the paper source you want to limit the paper sizes to be displayed for.

When the optional cassette feeding module is installed, its paper drawer is also displayed.

4 Clear the check boxes for paper sizes you do not want displayed.

Ensure that only the check boxes for frequently used paper sizes are selected.

NOTE:

Paper sizes that are not selected can be viewed by selecting <Other Sizes> in the paper size setting
selection screen.

5 select <Apply>.

LINKS

(OSpecifying Paper Size and Type in the Paper Drawer(P. 155)
(OSpecifying Paper Size and Type in the Multi-Purpose Tray(P. 157)
CRegistering Default Paper Settings for the Multi-Purpose Tray(P. 159)
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Automatically Selecting an Appropriate Paper Source
for Each Function

2820-038

Enable or disable the automatic paper source selection feature for each paper source. If this feature is set to <On>, the
machine automatically selects a paper source that is loaded with paper of the appropriate size for each print job. Also,
when the paper in the selected paper source runs out, this feature enables continuous printing by switching from that
paper source to another that is loaded with the same paper size.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)
2 Select <Function Settings> » <Common> » <Paper Feed Settings>.

3 Select <Paper Source Auto Selection>.

4 Select the target function.

When the target function is report/list printing or memory media print, select <Other>.

= Paper Sopce Auka Selsction

5 For each paper source to which you want to apply the automatic paper source
selection feature, select <On>.

When the optional cassette feeding module is installed, its paper drawer is also displayed.

NOTE:

Always specify <On> for at least one of the paper drawers. If you select <Off> for all the drawers, then you
cannot finish the setting procedure.

G Select <Apply>.
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Customizing the Display

2820-039

In order to make the Home screen easier to use, you can customize it. In addition, you can work more efficiently by
registering your favorite settings to the Basic Features screen for each function.

Customizing the Home Screen

You can rearrange buttons that are displayed in the Home screen. In addition, you can customize the Home
screen to make it easier to select functions by adding shortcut buttons. ©Customizing the Home
Screen(P. 165)

Registering "Favorite Settings"

To make it possible to quickly call up the same settings for Copy, Fax, and Scan, you can register them as your
favorite settings. You can add registered setting combinations to the Home screen as shortcut buttons. ©
Registering Frequently Used Settings(P. 168)
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Customizing the Home Screen

2820-03A

You can add/delete shortcut buttons displayed in the Home screen according to your application or a preferred
arrangement. You can also change the order that they are displayed in.

Adding Buttons to the Home Screen(P. 165)
Changing the Arrangement of Buttons(P. 166)

Adding Buttons to the Home Screen

You can add shortcut buttons to the Home screen for frequently used functions such as <Copy>, <Fax>, and <Scan>.
For example, you can carry out tasks more quickly and efficiently by assigning a sequence of settings (e.g. "Scan both
sides of an original, save it as a highly compressed PDF file and send it via e-mail") to a single button.

NOTE

e The settings to be added as a shortcut button must be registered beforehand as Favorite Settings.
Registering Frequently Used Settings(P. 168)

1 Select <Home Screen Settings> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

2 Select <Select Button to Display>.

3 Select the function with the Favorite Settings you want to add as a button.

4 Select the check box for all settings to be displayed in the Home screen and select
<Apply>.

NOTE:

Removing registered buttons
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Clear the check box for the name of the button you want to remove and then select <Apply>. Once you

remove a registered button, a space appears where the button was displayed in the Home screen. If
necessary, delete the space.

5 Read the message that is displayed, and select <OK>.

i A button for the newly selected settings is added to the Home screen.

NOTE:

If the Home screen is full and no more settings can be registered, delete registered buttons and spaces
in <Home Screen Settings>.

Changing the Arrangement of Buttons

To make the buttons easier to use, you can rearrange the buttons however you like. For instance, you can put the most
frequently used functions first, or arrange the function buttons together with shortcut buttons for Favorite Settings.
You can also insert a blank (space) instead of a button to make it easier to view the Home screen.

1 Select <Home Screen Settings> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

7 Select <Set Display Order>.

3 Select the button to move.

The selected button is highlighted. Tap the selected button again to deselect it.

Cops
[ LT

4 Select <Move Left> or <Move Right>.

The button moves as many times as you tapped.

A long touch on <Move Left> or <Move Right> moves the selected button continuously.

EInserting a blank
When <Insert Blank> is selected, a blank is inserted on the left side of the selected button.

If the button at the end is selected, a blank is inserted even if <Move Right> is selected.

NOTE:

Deleting a blank
Select the blank to be deleted, and select <Del. Blank>.
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5 select <Apply>.

LINKS

(OBasic Operation(P. 127)
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Registering Frequently Used Settings

2820-03C

If you register your frequently used settings as "favorite settings," you can quickly call up the same settings every time
you make copies, send a fax, or scan. In addition, if you register complicated settings as "favorite settings," you can
quickly call them up for ease of operation. You can also assign registered setting combinations to a shortcut button
displayed in the Home screen. This section describes how to register frequently used settings and how to call them up
when making a copy.

Registering Settings(P. 168)
Recalling Registered Settings(P. 169)

NOTE

e You can also register a fax or scan destination in the frequently used settings, however, it cannot be
changed once it is registered. To change a registered destination, delete the settings and then register them
again.

Registering Settings
1 Select <Copy> in the Home screen. ©Home Screen(P. 121)

2 Change the values for the settings you want to register. ©Basic Copy
Operations(P. 191)

3 Select <Other Settings> » <Favorite Settings>.

4 Select unregistered settings, and select <Register>.

To change the content of a registered setting, select that setting and select <Edit>.

5 Check the details of the settings to be registered, and select <Register>.

To change the value of a setting to be registered, select the setting.

To rename the setting, select <Name>. On how to enter text, see ©Entering Text(P. 130) .
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6 Select whether to register the settings as a shortcut button.
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If you select <Yes>, a message appears. Check the message and then select <OK>. The registered setting
combination is added to the Home screen as a shortcut button.

NOTE:

If the Home screen is full and the shortcut button cannot be added, use <Home Screen Settings> to delete
registered buttons or blanks. ©Customizing the Home Screen(P. 165)

NOTE

e Registered settings are retained even when the machine is turned OFF.

e If you want to delete a registered setting, select <Copy> i <Other Settings> » <Favorite Settings>  select
the settings, and select <Delete> » <Yes>.

Recalling Registered Settings

Simply select the setting combination that suits your purpose from the favorite settings.

<Copy>  <Other Settings> » <Favorite Settings> I+ Select the setting combination to be recalled,
and select <Apply>

NOTE

e Once you have recalled the setting combination, you can also change the copy settings as needed.

LINKS

Basic Copy Operations(P. 191)
Basic Operations for Sending Faxes(P. 214)
Basic Operations for Scanning Originals(P. 279)
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Changing the Default Settings for Functions

2820-03E

The default settings are the settings that are displayed whenever you turn ON the machine, or when you select
<Reset>. If you change these default settings to match the operations that you perform frequently, you can eliminate
the need to specify the same settings every time you perform an action.

m Copy

For information about changeable setting items, see ©<Change Default Settings (Copy)>(P. 489) .

<Menu> - <Function Settings> » <Copy>  <Change Default Settings (Copy)> » Select the setting
Change the default value of the selected item » <Apply>

m FAX

For information about changeable setting items, see ©<Fax Settings>(P. 522) .

<Menu> » <Function Settings> » <Send> p <Fax Settings> » <Change Default Settings (Fax)>
Select the setting i+ Change the default value of the selected item » <Apply>

m Memory Media Print

For information about changeable setting items, see ©<Access Stored Files Settings>(P. 538) .

<Menu> - <Function Settings>  <Store/Access Files> » <Common Settings>  <Access Stored
Files Settings> » <Change Default Settings (Memory Media Print)> » Select the setting » Change
the default value of the selected item » <Apply>

m USB Memory

For information about changeable setting items, see ©<USB Memory Settings>(P. 536) .

<Menu> - <Function Settings> |+ <Store/Access Files> = <Common Settings> I <Scan and Store
Settings> » <USB Memory Settings> » <Change Default Settings (USB Memory)> & Select the
setting » Change the default value of the selected item » <Apply>

m E-Mail

For information about changeable setting items, see ©<E-Mail Settings>(P. 518) .
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<Menu> » <Function Settings>  <Send> | <Scan and Send Settings> » <E-Mail Settings>
<Change Default Settings (E-Mail)> » Select the setting » Change the default value of the
selected item » <Apply>

m[-Fax

For information about changeable setting items, see ©<I-Fax Settings>(P. 520) .

<Menu> » <Function Settings> » <Send> | <Scan and Send Settings> |+ <I-Fax Settings>
<Change Default Settings (I-Fax)> » Select the setting  Change the default value of the selected

item » <Apply>

m Shared Folder/FTP Server

For information about changeable setting items, see ©<File Settings>(P. 521) .

<Menu> » <Function Settings> » <Send> | <Scan and Send Settings> |+ <File Settings>  <Change

Default Settings (File)> = Select the setting i Change the default value of the selected item
<Apply>

NOTE

e If you select <Initialize> on each setting screen, you can restore the default settings.

LINKS

Basic Copy Operations(P. 191)

Basic Operations for Sending Faxes(P. 214)

Printing from a USB Memory Device (Memory Media Print)(P. 265)
Basic Operations for Scanning Originals(P. 279)
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Setting Sounds

2820-03F

The machine produces sounds in a variety of situations, such as when fax sending is complete or when a paper jam or
error occurs. You can set the volume of each of these sounds individually.

m Adjusting <Fax Volume>

1 Pressthe @ («u) key.

2 Adjust the volume, and select <Apply>.

To mute the sound, move the cursor all the way to the left.

m Adjusting <Other Volume Set.>

1 Pressthe @ (i) key.

For the model without fax functionality, proceed to step 3.

2 Select <Other Volume Set.>.

3 Select a setting.

Setting Description Action
<Ring Tone> Sound produced when an incoming fax is Go to step 4.
received
<TX Done Tone> Sound produced when fax sending is
complete
<RX Done Tone> Sound produced when fax receiving is
complete
<Scanning Done Tone> Sound produced when fax original scanning
is complete
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Setting

Description

Action

<Entry Tone>

Confirmation sound each time a key on the
operation panel or button on the display is
pressed

<Invalid Entry Tone>

Sound produced when an invalid key
operation is performed, such as when you
enter a number outside the valid setting
range

<Restock Supplies Tone>

Sound produced when a toner cartridge is
almost empty

<Warning Tone>

Sound produced when a paper jam or other
error occurs

<Job Done Tone>

Sound produced when an operation such as
copying or scanning is complete

<Energy Saver Alert>

Sound produced when the machine enters
or exits sleep mode

<Original in Feeder Detection Tone>

Sound produced when an original is loaded
in the feeder

Select <On> (produce a tone) or
<Off> (not produce a tone).

4 Adjust the volume, and select <Apply>.

To mute the sound, move the cursor all the way to the left.

mEnd sound only for error

In <Sound Only When Error Occurs>, select <On>, and select <Apply>.
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Entering Sleep Mode

2820-03H

The sleep mode function reduces the amount of power consumed by the machine by disabling power flow to the
operation panel. If no operations will be performed on the machine for a while, such as during a lunch break, you can
save power simply by pressing on the operation panel.

NOTE

When in sleep mode

e When the machine enters sleep mode, lights up yellow green.

Situations in which the machine does not enter sleep mode

e When the machine is in operation

e When the Data indicator is lit up or blinking

e When the machine is performing an operation such as adjustment or cleaning

e When a paper jam occurs

e When the receiver of the external telephone or the optional handset is off the hook
e When the machine is set such that the fax incoming ring will not sound

e When the menu screen is displayed

e When a job is waiting to be scanned to a USB memory device or to a computer

e When an error message is displayed on the screen (There are some exceptions. The machine sometimes
enters sleep mode when an error message is displayed.)

e When the machine is communicating with an LDAP server, etc.
e When the SSID/network key screen for Direct Connection is displayed

e When settings are being imported or exported

Changing the Auto Sleep Time Value

Auto Sleep Time is a function that automatically puts the machine into the sleep mode if it remains idle for a
specified length of time. We recommend using the factory default settings ( ©<Timer/Energy

Settings>(P. 451) ) to reduce power usage. If you want to change the amount of time that elapses before the
machine enters the auto sleep mode, perform the procedure below.
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<Menu> - <Preferences> » <Timer/Energy Settings> i <Auto Sleep Time>  Set the amount of
time that elapses before the machine automatically enters sleep mode » <Apply>

Changing the Sleep Mode Setting to the Specified Time

You can configure a setting so that the machine is placed into the sleep mode at the specified time. You can also
configure a setting so that the sleep mode is released at the specified time.

<Menu> » <Preferences> » <Timer/Energy Settings> » Select <Auto Sleep Daily Timer> or <Sleep
Mode Exit Time Settings>  Select <On> in <Set This Function>, and enter the time » <Apply>

Exiting Sleep Mode
You can press or any other key on the operation panel to exit the sleep mode.

NOTE

e You can also tap the display to exit sleep mode.

o If an external telephone or the optional handset is connected, the machine exits sleep mode when
you take the receiver off the hook.
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Registering Destinations

2820-03)

You can register frequently used fax/scan destinations in the Address Book and
easily select them when needed ( ©Registering Destinations in the Address
Book(P. 178) ). Destinations can be searched alphabetically, from lists in the Address
Book, or by entering three-digit numbers (coded dial numbers). You can also specify
destinations more quickly by using the following features.

m Favorites

Registering a lot of addresses in the Address Book makes it difficult to find the destination you need. To avoid this
situation, register frequently used destinations as Favorites. Destinations registered in Favorites can be searched from
the <n> in the Address Book.

m Group Dial

You can select multiple destinations that have already been registered and register them together as a group. You can
send faxes or e-mails to multiple destinations at the same time. Groups can also be registered in Favorites.
Registering Multiple Destinations as a Group(P. 181)

mIndex

The registered destinations are classified into indexes depending on the initial character or the type of address.
Changing indexes allows you to perform a destination search quickly. Tap / or flick the target index sideways to
change the display.

<All>
Displays all the destinations registered in the Address Book.

Q>

Displays a list of destinations registered in Favorites.

<A-Z>/<0-9>/<ABC> to <YZ>
Displays destinations with recipient names whose first characters correspond to the characters of the selected
index.

<E>

Displays destinations for faxes.

<E>

Displays destinations for e-mails.

)
|-
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Displays destinations for I-Faxes.

< Eﬂ >
Displays destinations for shared folders and FTP servers. Registration of destinations is performed from the
computer.

Setting a Shared Folder as a Save Location(P. 94)

Registering Destinations from Remote UI(P. 426)

<E>

Displays a list of destinations registered in Group Dial.

NOTE

Use the computer to register a shared folder or FTP server as the destination for scans.
Setting a Shared Folder as a Save Location(P. 94)
Registering Destinations from Remote UI(P. 426)

e You can save the Address Book as a file on your computer (although you cannot use the computer to edit
the Address Book). You can also import a saved Address Book from the computer to the machine.
Importing/Exporting the Setting Data(P. 436)

e You can print a list of destinations registered in the Address Book. ©Address Book List(P. 584)

e If your office has an LDAP server installed, you can make search to find user information on the server and
register it in the Address Book. You need to specify the settings for connecting to an LDAP server
beforehand. ©Registering LDAP Servers(P. 63)
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Registering Destinations in the Address Book

2820-03K

This section describes how to register destinations from the operation panel. You can also use the Remote Ul to
register destinations. ©Registering Destinations from Remote UI(P. 426)

1 Select <Address Book> in the Home screen. ©Home Screen(P. 121)

7 Select <Register Dest.>

If a screen appears prompting you to enter a PIN, enter the PIN for the Address Book and select <Apply>. ©
Restricting Use of the Address Book(P. 400)

3 Select the type of address to register.

-
R R
& e

B g

mRegistering destinations with the LDAP server
If your office has an LDAP server installed, you can make search to find user information on the server and
register it in the Address Book.

NOTE:

To make registration from the LDAP server, you need to specify the settings for connecting to the LDAP
server beforehand. ©Registering LDAP Servers(P. 63)

Select <LDAP Server>,

2 Select the LDAP server you are using.

3 Select conditions for user information to be searched.
Name, fax numbers, e-mail addresses, organization names, and organization unit are available criteria
for searching destinations.
= &t Seanch Conedibom
i Lo e Bbma

Enter the search target character string, and select <Apply>.
On how to enter text, see ©Entering Text(P. 130) .
To specify multiple search criteria, repeat steps 3 and 4.

5 Select <Search Method>.
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6  Select conditions to display the search result.

<Using All Conditions Below>
Searches and displays the users that meet all the search criteria specified in steps 3 and 4.

<Using Some Conditions Below>
If users that meet even one of the criteria specified in steps 3 and 4 are found, displays all those users.

7  Select <Start Search>.

i The users meeting your search criteria are displayed.

NOTE:

If the authentication screen appears when you select <Start Search>, enter the user name of the
machine and the password registered in the LDAP server, and select <Apply>. ©Registering LDAP
Servers(P. 63)

8  Select a user you want to register in the Address Book.
9  Select <Apply>.

% The user name and the fax number or e-mail address registered on the LDAP server of the selected
user are registered in the Address Book.

mRegistering destinations from recall settings
If recall settings are provided, you can select <Recall Settings> and register the destinations.

4 Select <Name>.

Registering <Name> is optional. If you register <Name>, the destination can be searched alphabetically.

5 Enter the name, and select <Apply>.

On how to enter text, see @Entering Text(P. 130) .

6 Select <Fax Number>, <E-Mail Address>, or <I-Fax Address>.

7 Enter the destination, and select <Apply>.

mMaking detailed settings (only when registered for fax)

After selecting <Set Details>, a screen similar to the following is displayed.
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<ECM TX>

If an error occurs in an image that is being sent, the error is checked and corrected to prevent an improper
image from being sent when setting <On>.

<TX Speed>

If it takes time for transmissions to start, such as when there is a poor telephone connection, you can adjust the
transmission start speed downward.

<Long Distance>

Specify <International (1)> to <International (3)> according to the transmission conditions when registering
overseas fax numbers.

NOTE

e You can also specify <ECM TX> and <TX Speed> from <Menu> }+ <Function Settings> » <Send>
<Fax Settings>. However, settings made from <Address Book> are enabled for the detailed settings
of destinations registered in the Address Book.

8 select <Register As>.

9 Select <Favorites> or <Coded Dial>.

If you select <Coded Dial>, select the destination number, or select <Use Numeric Keys> and enter the
destination number.

10 select <Apply>.

NOTE

e You can make a group of destinations already registered in the Address Book and register it as one
destination. For more information, see ©Registering Multiple Destinations as a Group(P. 181) .

e When you want to change or delete items of information about destinations registered in the Address Book,
see OEditing the Registered Destinations in the Address Book(P. 183) .
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Registering Multiple Destinations as a Group

2820-03L

You can select multiple destinations that have already been registered and register them together as a group. This
section describes how to register a group from the operation panel. You can also use the Remote UI to register a
group. ORegistering Destinations from Remote UI(P. 426)

NOTE

e Only destinations of the same type of address can be registered in the same group.

e Shared folders or FTP servers cannot be registered in a group as destinations.

1 Select <Address Book> in the Home screen. ©Home Screen(P. 121)

2 Select <Register Dest.> » <Group>.

If a screen appears prompting you to enter a PIN, enter the PIN for the Address Book and select <Apply>.
Restricting Use of the Address Book(P. 400)

3 Select <Name>.

Registering <Name> is optional. If you register <Name>, the destination can be searched alphabetically.

4 Enter the name, and select <Apply>.

On how to enter text, see ©Entering Text(P. 130) .

5 Select <Destination>.
6 Select <Add>.

7 Select the index containing the destination you want to register. ©Index(P. 176)

8 Select the destination.
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9 Repeat steps 6 to 8 until you have registered all of the destinations that you want to
register, and then select <Apply>.

NOTE:

To view information about the destination

Select the target destination, and select <Details>.

To remove a destination from the group

Select the destination that you want to remove from the group, and select <Delete> - <Yes>.

10 select <Register As>.

1 1 Select <Favorites> or <Coded Dial>.

If you select <Coded Dial>, select the destination number, or select <Use Numeric Keys> and enter the
destination number.

12 select <Apply>.
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Editing the Registered Destinations in the Address
Book

2820-03R

You can change your settings, such as changing a registered fax number or name, changing the type of destination
registered as a fax number to an e-mail destination, changing a coded dial number, and adding or deleting group
destinations. You can also delete destinations or groups.

NOTE

e If you delete a destination from the Address Book, it is also deleted from the favorite settings. ©Registering
Frequently Used Settings(P. 168)

1 Select <Address Book> in the Home screen. ©Home Screen(P. 121)

2 Select the index containing the destination you want to edit. ©Index(P. 176)

3 Select the destination, and select <Edit>.

If you select <Details>, you can view information about the destination.

To delete the destination, select <Delete> - <Yes>.

If a screen appears prompting you to enter a PIN, enter the PIN for the Address Book and select <Apply>.
Restricting Use of the Address Book(P. 400)

4 After editing the necessary items, select <Apply>.
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Using a USB Memory Device

2820-022

When using a USB memory, insert it into the USB port on the machine.

e

2\ "N

IMPORTANT

Before using a USB memory device

The supported formats of USB memory device are FAT16 and FAT32.
The following devices and uses are not supported:

USB memory devices that have security functions installed

USB memory devices that do not meet the USB standards

Memory card readers connected via USB

USB memory devices that are used with extension cables

USB memory devices used via a USB hub
Handling of USB memory devices

Make sure that the USB memory device is correctly oriented before inserting it. If you attempt to insert it in
incorrect orientation, the memory device and the machine may be damaged.

Do not remove, bump or otherwise move the USB memory device while data is being imported or exported.
Also, do not turn OFF the machine while processing is in progress.

You may not be able to save data properly on some USB memory devices.

mRemove the USB Memory Device

IMPORTANT

Always use the following procedure when removing USB memory devices. Using other methods to remove
USB memory devices may result in damage to the device and the machine.

1 Select <Status Monitor>.

2 Select <Rmv. Mem. Media>.

% Wait until the <The memory media can be safely removed.> message is displayed.

3  Disconnect the USB memory device.

LINKS

OPrinting from a USB Memory Device (Memory Media Print)(P. 265)
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Saving Data to a USB Memory Device(P. 282)
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Copying

2820-03S

This chapter describes basic copy operations and various useful copy functions.

m Using Basic Operations

(OCopy Basic Features Screen(P. 189)

(OBasic Copy Operations(P. 191)

©canceling Copies(P. 196)

(©Checking the Copying Status and Log(P. 197)

m Enhancing Quality @Enhancing and Adjusting Copy Quality(P. 199)

(OSelecting the Type of Original for ©Adjusting Sharpness for Copying (©Erasing Dark Borders When
Copying(P. 200) (Sharpness)(P. 201) Copying (Erase Frame)(P. 202)

m Using Useful Copy Functions ©Useful Copy Functions(P. 203)

B

(©Copying Multiple Documents onto (OCollating Copies by Page(P. 205) ©Making ID Card Copies(P. 206)
One Sheet (N on 1)(P. 204)
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©Making Passport Copies(P. 207)
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Copy Basic Features Screen

2820-03U

When you select <Copy> in the Home screen, the Copy Basic Features screen appears.

Current setting status and setting buttons

The setting status, such as copy ratio, copy paper, and number of copies, are displayed. To copy correctly, be
sure to check the settings displayed here. When you want to change a setting, select the desired setting item.
(OBasic Copy Operations(P. 191)

<2-Sided>

You can select a combination of 1-sided copying and 2-sided copying for the original and printout paper.
Specify the detailed settings from <Other Settings>. (yBasic Copy Operations(P. 191)

Scans one side of an original and prints the scanned data on one side of the paper.

q
L

Scans one side of an original and prints the scanned data on both sides of the paper.

-
|

Scans both sides of an original and prints the scanned data on both sides of the paper.

[=1
|

Scans both sides of an original and prints the scanned data on one side of the paper.

I
L

<N on 1>

You can select an "N on 1" pattern to arrange multi-page originals on the same side of one sheet. Specify the
detailed settings from <Other Settings>. ¢y Copying Multiple Documents onto One Sheet (N on 1)

(P. 204)
Does not apply N on 1.
— Prints data for two consecutive pages on one side of a sheet of paper.
O] Prints data for four consecutive pages on one side of a sheet of paper.
<Other Settings>

You can call the detailed settings or favorite settings that are not displayed in the Copy Basic Features screen.
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<Reset>
You can collectively restore the default settings.

<Start>
Use this button to start copying.
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Basic Copy Operations

2820-03W

This section describes the basic operation procedure used to copy an original.

1 Place the original(s). ©Placing Originals(P. 134)
2 Select <Copy> in the Home screen. ©Home Screen(P. 121)

3 Select <Number of Copies> in the Copy Basic Features screen. ©Copy Basic Features
Screen(P. 189)

4 Enter the number of copies, and select <Close>.

If you have entered an incorrect value, use to clear it.

5 Specify the copy settings as necessary.

©Adjusting Density
©2-Sided Copying
©Enlarging or Reducing
(OSelecting Copy Paper

Adjusting Density

Adjust the density of the scan if the text or images in an original are excessively light
or dark. For example, you can sharpen text and lines written using a pencil. ©

Adjusting Entire Density(P. 191)

Adjust the background density. You can make a clear copy of originals with colored
f T ; backgrounds, or originals such as a newspaper that is printed on thin paper on
which text or images on the other side are visible through the paper. ©Adjusting

L ‘ the Background Density(P. 192)

m Adjusting Entire Density

<Density> » Adjust the density » <Close>
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m Adjusting the Background Density

<Density> » <Adjust Background Density> » <Adjust (Manual)> » Adjust the background

density = <Apply> » <Close>

NOTE

e Depending on the original color, portions other than the background may be affected.

e When you set <Adjust Background Density> to <Auto>, automatic adjustment is performed so that
the background color becomes white. In this case, <Original Type> is automatically set to <Text> ( ©
Selecting the Type of Original for Copying(P. 200) ).

2-Sided Copying

7 - You can copy two pages of an original on both sides of the paper. You can also copy
a 2-sided original on both sides of the paper, or on two sheets of paper.

{

A

NOTE

e <2-Sided Printing> may not be available with some sizes and types of paper. ©Available
Paper(P. 674)

<Other Settings> » <2-Sided Printing> = Select the type of 2-sided copying = <Apply>

©) Types of 2-sided copying

The illustration below shows the types of 2-sided copying.

<1-Sided->2-Sided> <2-Sided->2-Sided> <2-Sided->1-Sided>
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-4 A-d H-Eg

() <Orig./Fin. Type>

Specify the original orientation, opening type, and finishing type.

Enlarging or Reducing

You can enlarge or reduce copies by using a preset copy ratio such as <A5->A4>, or
by setting a custom copy ratio in increments of 1 %.

NOTE

e If you make a setting for <N on 1> after setting the copy ratio, the setting of reduction ratio in <N on
1> takes priority.

<Copy Ratio> » Select the copy ratio

+0

=
&
T

€ <100% 1:1>
Makes copies at copy ratio 100 %.

(2 <Auto>

Makes copies by automatically enlarging/reducing the original image to fit the specified paper size.

(3 Preset copy ratio
Select a copy ratio.

) Numeric keys

You can set any copy ratio from 25 % to 400 % in 1 % increments.
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Selecting Copy Paper

Specify the paper source that contains the paper to use for printing out copies.

NOTE

e You must first specify the size and type of paper that is loaded in the paper source.
OsSpecifying Paper Size and Type(P. 154)
OLoading Paper(P. 138)

<Paper> i Select the paper source » <Close>

= Uses the paper that is loaded in the multi-purpose tray to make copies.

m Uses the paper that is loaded in the paper drawer (Drawer 1) of the machine to make copies.

NOTE

e When the optional cassette feeding module is installed, its paper drawer is also displayed.

NOTE:

For information about other copy settings, see ©Enhancing and Adjusting Copy Quality(P. 199) or ©
Useful Copy Functions(P. 203) .

6 Select <Start>.

u$ Copying starts.

If you want to cancel, select <Cancel> - <Yes>. ©Canceling Copies(P. 196)

mWhen placing originals in the feeder in step 1
The original is automatically scanned.

mWhen placing originals on the platen glass in step 1

For 2-sided copying or N on 1 copying, the screen prompting you to load the next original is displayed.

1  Place the next original on the platen glass, and select <Scan Next Original>.

You can also specify <Density> and <Original Type> separately for each original.
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Repeat this step until you finish scanning the entire original.

2 Select <Start Printing>.

NOTE:

When the <Paper Settings and Loaded Size Mismatch> or <The memory is full. Scanning will be canceled.
Do you want to print?> message is shown in the display. © Countermeasures for Each Message(P. 619)

IMPORTANT

When copying originals with text or images that extend to the edges of the page

The edges of the original might not be copied. For more information about the scan margins, see ©Main
Unit(P. 670) .

TIPS

o If you always want to make copies with the same settings: © Changing the Default Settings for
Functions(P. 170)

o If you want to register a combination of settings to use when needed: ©Registering Frequently Used
Settings(P. 168)

LINKS

(OChecking the Copying Status and Log(P. 197)
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Canceling Copies

2820-03X

If you want to cancel copying immediately after selecting <Start>, select <Cancel> on the screen or press on the
operation panel. You can also cancel copying after checking the copy status.

m Select <Cancel> on the Screen That is Displayed While Copying

a B 3 AT 10 28T
+

Shls x Copie; 1x090 Ik Trs:

Pazer Shmety x Copim

Siatuy

mPress [# to Cancel

[ yoa el b canoedt

Iob Tt Lary
| % Shest x Zagie 1200

| | S Famed

If the Screen Displays a List of Documents When is Pressed

Originals have been scanned and are waiting to be printed. Select a copy document to be canceled, and select
<Cancel> p <Yes>.

D o waml § canced!

Jeb Togs: Lawy

Shesty x Copin 1x01R

Shins Fauind

m Check the copy job status before canceling

<Status Monitor> - <Copy/Print Job> p Select the copy document in the <Copy/Print Job Status>
tab = <Cancel> | <Yes>

LINKS

Basic Copy Operations(P. 191)
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Checking the Copying Status and Log

2820-03Y

You can check the current copy statuses and the logs for copied documents.

IMPORTANT

When <Display Job Log> is set to <Off>, you cannot check the copy job log. ©<Display Job Log>(P. 547)

Useful in the Following Cases

e When some long time has already passed after scanning of your original to be copied but printing of the
document has not started yet, you may want to see the waiting list of the documents waiting to be printed.

e When you cannot find your printouts that you thought had been copied, you may want to see whether an
error has occurred.

1 Select <Status Monitor>.

7 Select <Copy/Print Job>.

3 Check the copy statuses and logs.

ETo check the copy statuses

1 Select the document whose status you want to check in the <Copy/Print Job Status> tab.

m» Displays detailed information about the document.
mTo check the copy logs

1  Select the document whose log you want to check in the <Copy Job Log> tab.

<OK> is displayed when a document was copied successfully, and <Error> is displayed when a
document failed to be copied because it was canceled or there was some error.
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% Displays detailed information about the document.

NOTE:

When a three-digit number is shown in the case of <Error>

This number represents an error code. © Countermeasures for Each Error Code(P. 633)

LINKS

(OBasic Copy Operations(P. 191)
(©Canceling Copies(P. 196)
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Enhancing and Adjusting Copy Quality

2820-040

You can improve the copy quality by specifying more detailed settings, such as selecting the optimum image quality,
erasing unnecessary shadows, etc.

Ty By

OsSelecting the Type of Original for ©Adjusting Sharpness for Copying ©OErasing Dark Borders When
Copying(P. 200) (Sharpness)(P. 201) Copying (Erase Frame)(P. 202)
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Selecting the Type of Original for Copying

2820-041

You can select the optical image quality for the copy depending on the original type,
such as text-only documents, documents with charts and graphs, or magazine
photos.

<Copy> I <Other Settings> - <Original Type> i Select the original type

<Text/Photo> Suitable when copying documents that contain both text and photos.

Suitable when making a high quality copy of documents that contain both text and photos.
<Text/Photo (High Quality)> |You can also adjust the level of priority given to the quality of the text or photos. Adjust the
setting on the scale, and select <Apply>.

NOTE

e If a setting other than <Text> is specified, <Adjust Background Density> is automatically set to <Adjust
(Manual)>. ©Basic Copy Operations(P. 191)

LINKS

(OBasic Copy Operations(P. 191)
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Adjusting Sharpness for Copying (Sharpness)

2820-042

You can adjust sharpness of the copied image. Increase the sharpness to sharpen
blurred text and lines, or decrease the sharpness to improve the appearance of

magazine photos.

<Copy> I+ <Other Settings> - <Sharpness> - Adjust the sharpness » <Apply>

If you want to sharpen text and lines written in pencil

Mo change to sharpness

Increased sharpness

Resort Plan
The world's cora
reefs, where
brilliant lore
fish and a
myriad of
ather
tropical

If you want to improve the appearance of magazine photos

Mo change to sharpness

Resorl Plan

The word's cora
reals, whers Decreased sharpness

SBe, Resort Plan

oY The world's coral
reefs, where

LINKS

(OBasic Copy Operations(P. 191)
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Erasing Dark Borders When Copying (Erase Frame)

2820-043

When copying originals that are smaller than the output paper size, frame lines may
appear around the edges in the copied image. When copying facing pages from
thick book, dark borders may appear. <Erase Frame> enables you to erase these
frame lines and dark borders.

NOTE

e The width of the frame to erase is increased or decreased relative to the <Copy Ratio> setting.

e <Erase Frame> is not available when using <N on 1>.

<Copy> I <Other Settings> » <Erase Frame> - <On> |+ Specify the width of the frame to erase
<Next> - Select the original size on the <Scan Size> screen

If you want to erase the dark borders and frame lines

Without <Erase Frame>

FISH

With <Erase Frame:>

FISH

LINKS

(OBasic Copy Operations(P. 191)
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Useful Copy Functions

2820-044

This section describes useful copy functions to save paper and improve copying operation efficiency.

(©Copying Multiple Documents onto (OcCollating Copies by Page(P. 205) ©Making ID Card Copies(P. 206)
One Sheet (N on 1)(P. 204)

©Making Passport Copies(P. 207)
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Copying Multiple Documents onto One Sheet (N on 1)

2820-045

You can reduce the size of a multiple-page original and arrange all pages on one side
of the paper. You can save the number of sheets as the document can be copied on

fewer pages than those of the original.

NOTE

e Using <N on 1> reduces the copy ratio automatically (the copy ratio is displayed on the screen). If the
copying process has not started, you can further reduce the image size by lowering the numeric value that is
automatically displayed. But the edges of the original might not be copied if you increase it.

e <Non 1> is not available when using <Erase Frame>.

e When you copy multiple originals onto one page, margins may be created in the copied image.

<Copy> I+ <Other Settings> i <N on 1> }» Select the number of pages to be combined, and select
<Next> - Select the original size on the <Scan Size> screen | On the <Output Size> screen, select
the paper source that contains the paper you want to use

Number of pages to be combined
Select the number of pages to be combined on one side of paper. For example, <4 on 1> means that "a four-
page original can be combined on a single sheet."

<Layout>
Specify how to arrange the originals on the page.

LINKS

(OBasic Copy Operations(P. 191)
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Collating Copies by Page

2820-046

T When preparing multiple copies of multi-page originals, set <Collate> to <On> to
collate copies in sequential page order. This function is useful when preparing

handouts for meetings or presentations.

<Copy> I+ <Other Settings>  <Collate> » <On>

<Off>
The copies are grouped by page and not collated. For example, if you are making three copies of a five-page
original, the printouts will be arranged in the following page order: 1,1,1,2,2,2,3,3,3,4,4,4,5,5, 5.

<0n>

The copies are grouped into complete sets in sequential page order. For example, if you are making three
copies of a five-page original, the printouts will be arranged in the following page order: 1, 2,3,4,5,1, 2,3, 4,5,
1,2,3,4,5.

LINKS

(OBasic Copy Operations(P. 191)
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Making ID Card Copies

2820-047
= You can use <ID Card Copy> to copy the front and back sides of a card onto the same
El_? ' side of a page. This function is useful when copying a driver's license or ID card.

Nl

NOTE

e <Copy Ratio> is automatically set to <100% 1:1>.

Place the card on the platen glass » <ID Card Copy> & <Start> » Turn the card over » <Scan Next
Original>

l . k : ]

LINKS

(OBasic Copy Operations(P. 191)
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Making Passport Copies

2820-048

E'E You can copy multiple passports onto one sheet.

1 Place the passport with the desired pages open on the platen glass. ©Placing
Originals(P. 134)

=
i

|

2 Select <Passport Copy> in the Home screen. ©Home Screen(P. 121)

3 Select the layout.

<2 on 1 (2-Sided)>
Copies four facing pages of passports onto one side of paper in total. Copies eight facing pages of passports
onto both sides of paper in total.

<4 on 1 (2-Sided)>
Copies eight facing pages of passports onto one side of paper in total. Copies 16 facing pages of passports
onto both sides of paper in total.

<2on 1>
Copies four facing pages of passports onto one side of paper in total.

<4 on 1>
Copies eight facing pages of passports onto one side of paper in total.

4 Select the paper source that contains the paper you want to use.

5 Configure the copy settings as necessary. ©Basic Copy Operations(P. 191)
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6 Select <Start>.

¥ The first passport is scanned.

7 Place the next passport on the platen glass, and select <Scan Next Original>.

You can also specify <Density> and <Original Type> separately for each passport.

Repeat this step until you finish scanning all of the passports.

8 select <start Printing>.

LINKS

Basic Copy Operations(P. 191)
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Faxing

2820-049

This chapter describes fax settings, basic fax operations and various other useful functions to suit your needs, such as
PC Fax to send documents directly from computers, Address Book to specify destinations easily, and Forwarding to
receive faxes even when you are out of the office.

NOTE

e You need to complete some procedures before using fax functions. ©Configuring Initial Settings for Fax
Functions(P. 78)

e You need to register destinations in the Address Book before using this feature. ©Registering
Destinations(P. 176)

m Using Basic Operations

Fax Basic Features Screen(P. 213)

Basic Operations for Sending Faxes(P. 214)

Canceling Sending Faxes(P. 222)

Receiving Faxes(P. 223)

Checking Status and Log for Sent and Received Documents(P. 238)

m Using Useful Functions When Sending @Useful Functions When Sending(P. 226)

s e

Recalling Previously Used Sending a Fax after a Phone Call Saving a Copy of a Sent
Settings for Sending (Recall (Manual Sending)(P. 230) Original(P. 232)
Settings)(P. 227)
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m Receiving According to Your Purposes @Various Receiving Methods(P. 233)

(©Saving Received Documents into the Machine (Memory Reception)(P. 234)

m Forwarding All the Received Documents

—

e

SRS

OForwarding the Received Documents Automatically(P. 236)

m Sending Faxes Directly from Your Computer

(©Sending Faxes from Your Computer (PC Fax)(P. 240)
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m Sending and Receiving Faxes via the Internet

4

¥
B L
s S,
&j \‘h&—’f’_ﬂ

(OUsing Internet Fax (I-Fax)(P. 243)
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Fax Basic Features Screen

2820-04A

Selecting <Fax> in the Home screen displays the FAX Basic Features screen that appears when you sending faxes.

<Enter Dest.> tab
Select this tab to directly enter a destination.

<Specify Destination> tab

Select this tab to search for an LDAP server, enter a coded dial, or specify a destination using the recall
settings.

Basic Operations for Sending Faxes(P. 214)

Recalling Previously Used Settings for Sending (Recall Settings)(P. 227)

<TX/RX Settings> tab

Select this tab to specify the scanning settings. You can change the RX mode ( ©Deciding Which Fax
Receive Mode to Use(P. 79) ) of the machine.

<Confirm Destination>

You can check the name and fax number of specified destinations as well as the number of specified
destinations. You can also change the fax number or cancel specification of destinations.

<Address Book>
Specify destinations registered in the Address Book.

<Reset>
You can collectively restore the default settings.

<Start>
Use this button to start faxing.
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Basic Operations for Sending Faxes

2820-04C

This section describes the basic operation procedure used to fax an original.

NOTE

e You need to complete some procedures before using fax functions. ©Configuring Initial Settings for Fax
Functions(P. 78)

1 Place the original(s). ©Placing Originals(P. 134)

2 Select <Fax> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, specify the user name, the password, and the authentication server. ©Logging
in to Authorized Send(P. 132)

3 Select <Reset> in the Fax Basic Features screen. ©Fax Basic Features Screen(P. 213)

If the destinations set by the previous user are still selected, this can cause transmission errors. Always reset
the settings before sending.

4 Specify the destination.

OSpecifying from Address Book
©Specifying from Coded Dial Numbers
OEntering Destinations Directly
OSpecifying Destinations in an LDAP Server

Specifying from Address Book

The Address Book enables you to specify a destination by selecting from a list of
registered destinations or by searching by name for destinations with recipient
names.

NOTE

e You need to register destinations in the Address Book before using this feature. ©Registering
Destinations(P. 176)

1 Select <Address Book>.

2 Select an index. OIndex(P. 176)
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3 Select the check box for the desired destination, and select <Apply>.

TIPS

e If a destination is selected from <Address Book> in the Home screen, the Fax Basic Features screen can be
displayed while the selected destination remains being specified.

Specifying from Coded Dial Numbers

Three-digit numbers (coded dial numbers) are assigned to addresses in the Address
Book. You can specify an address simply by entering its coded dial number.

NOTE

e To use coded dial numbers, the destination must be registered in the Address Book beforehand. ©
Registering Destinations(P. 176)

1 Select <Coded Dial> in the <Specify Destination> tab.

7 Enter a three-digit number.

If you have entered an incorrect value, use to clear it.

NOTE:

If a confirmation screen appears

When <Confirm When Coded Dial TX> is set to <On>, a screen is displayed that shows the destination and
the name for the number. (For Group Dial, the destination name and the number of destinations are
shown.) Check the contents and if everything is correct, select <OK>. To specify a different destination,
select <Cancel> and then re-enter the three-digit coded dial number. ©Displaying Destinations in
Address Book(P. 402)
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Entering Destinations Directly

For a destination that is not registered in the Address Book, specify it by entering a fax number.

1 Enter the fax number in the <Enter Dest.> tab.

If your machine is connected to a PBX (Private Branch Exchange), select <R> before entering the destination.
If <R> is not available, you need to register the R-key settings. ©<R-Key Setting>(P. 526)

If you have entered an incorrect value, use ¢ X] to clear it.

NOTE

Adding a destination
e To enter a second or subsequent destination, select <Next Dest.>.
If a confirmation screen appears

e When <Confirm Entered Fax Number> is set to <On>, the input screen reappears so that you can
confirm the destination ( © Confirming the Entered Fax Number(P. 404) ). Enter the destination
again.

Sending a fax abroad

e Enter the international access code, the country code, and the fax number to specify the destination.
If you are not able to successfully connect to a recipient, select <Pause> and insert a pause between
numbers.

Specifying Destinations in an LDAP Server

If your office has an LDAP server installed, you can specify a destination using user
information in the server. Access the LDAP server via the machine to search for the
appropriate user information and specify it as destination.

NOTE

e You need to specify the settings for connecting to an LDAP server beforehand. ©Registering LDAP
Servers(P. 63)

1 Select <LDAP Server> in the <Specify Destination> tab.
2 Select the LDAP server you are using.

3 Select conditions for user information to be searched.
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Name, fax numbers, e-mail addresses, organization names, and organization unit are available criteria for
searching destinations.

5 et Search Corditiom

Uiny) Sovml: Dead Lois Bdaa

4 Enter the search target character string, and select <Apply>.

On how to enter text, see ©@Entering Text(P. 130) .

To specify multiple search criteria, repeat steps 3 and 4.

5 Select <Search Method>.

6 Select conditions to display the search result.

<Using All Conditions Below>
Searches and displays the users that meet all the search criteria specified in steps 3 and 4.

<Using Some Conditions Below>
If users that meet even one of the criteria specified in steps 3 and 4 are found, displays all those users.

7 Select <Start Search>.

% The users meeting your search criteria are displayed.

NOTE:

If the authentication screen appears when you select <Start Search>, enter the user name of the machine

and the password registered in the LDAP server, and select <Apply>. ©Registering LDAP Servers(P. 63)

8 Select the check box for the user that you want to specify as destination, and select
<Apply>.

NOTE:

Adding a destination

To send a fax to multiple destinations at a time (sequential broadcast), repeat the appropriate steps to

enter all destinations.

You can also recall previously used destinations. ©Recalling Previously Used Settings for Sending

(Recall Settings)(P. 227)
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ETo delete destinations
If you specified multiple destinations, you can delete destinations as necessary.

1 Select <Confirm Destination>.

2 Select the check box for the destination to be deleted, and select <Remove from Dest.>.

If you select the Group Dial check box, you can view the destinations registered in the group by
selecting <Details> » <Destination>.

3 Select <Yes>.

5 Specify the scanning settings as necessary.

©Adjusting Image Quality
©Scanning 2-Sided Originals

Adjusting Image Quality

You can select the resolution suitable for your original type. The higher the
resolution is, the clearer the image becomes, but the longer it takes to send. ©
Selecting Resolution(P. 218)

You can adjust the density of the fax if the text or images in an original are too light
or dark. ©Adjusting Density(P. 218)

You can adjust the sharpness of the image. Increase the sharpness to sharpen
blurred text and lines, or decrease the sharpness to improve the appearance of
magazine photos. ©Adjusting Sharpness(P. 219)

m Selecting Resolution

Select <Resolution> in the <TX/RX Settings> tab I Select the resolution

m Adjusting Density

Select <Density> in the <TX/RX Settings> tab i Adjust the density = <Apply>
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m Adjusting Sharpness
Select <Sharpness> in the <TX/RX Settings> tab » Adjust the sharpness » <Apply>

Example: If you want to sharpen text and lines written in pencil

Mo change to sharpness

Increased sharpness

Resort Plan

The world's coral
reafs, where

fish and a
myriad of
ather

tropical

Example: If you want to improve the appearance of magazine photos

Mo change to sharpness

Resorl Plan
The word's coral

risels, where Decreased sharpness

mﬁ— Resort Plan

_,ﬁ!‘ The world's coral

reefs, where

-

. L

Scanning 2-Sided Originals

The machine can automatically scan the front and back sides of originals in the
feeder.

IMPORTANT

The machine cannot scan both sides of originals automatically when the originals are placed on the platen
glass or when the machine is set to Manual Sending.
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Select <2-Sided Original> in the <TX/RX Settings> tab & Select <Book Type> or <Calendar Type>

<Book Type>
Select for originals whose images on the front and back sides face the same direction.

<Calendar Type>
Select for originals whose images on the front and back sides face in opposite directions.

G Select <start>.
If the <Confirm Destination> screen is displayed, check whether the destination is correct, and then select
<Start Scanning>.
¥ Scanning of the original starts.
If you want to cancel, select <Cancel> » <Yes>. ©@Canceling Sending Faxes(P. 222)

EWhen placing originals in the feeder in step 1
When scanning is complete, the faxes are sent.

mWhen placing originals on the platen glass in step 1

When scanning is complete, follow the procedure below.

1  Select the original size.

When there is only one page to be scanned, proceed to step 3.

2  Place the next original on the platen glass, and select <Scan Next>.

Repeat this step until you finish scanning all of the pages.
3 Select <Start Sending>.

i The faxes are sent.

TIPS

o If you always want to send faxes with the same settings: @ Changing the Default Settings for
Functions(P. 170)

o If you want to register a combination of settings to use when needed: ©Registering Frequently Used
Settings(P. 168)

e If you want to sound an alarm when the handset is off the hook: ©<Off-Hook Alarm>(P. 523)

LINKS

(©Canceling Sending Faxes(P. 222)
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Useful Functions When Sending(P. 226)
Checking Status and Log for Sent and Received Documents(P. 238)
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Canceling Sending Faxes

2820-04E

If you want to cancel sending faxes immediately after selecting <Start>, select <Cancel> on the display or press on
the operation panel. You can also cancel sending faxes after checking the fax status.

m Select <Cancel> on the screen during fax transmission

®||™ ¥ Sownisg B3 KT 10 28T
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mPress [ to cancel
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If the screen displays a list of documents when is pressed

Originals have been scanned and are waiting to be processed. Select the document to cancel, and select
<Cancel> p <Yes>.

D o ezt b canosl?

(T

b e

m Check the transmission status before canceling

<Status Monitor> = <TX Job> }» Select the document in the <TX Job Status>tab » <Cancel> » <Yes>

LINKS

Basic Operations for Sending Faxes(P. 214)
Checking Status and Log for Sent and Received Documents(P. 238)
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Receiving Faxes

2820-04F

This section describes the methods for receiving faxes and how to set up the machine to receive faxes. You need to
complete some procedures for using fax functions before specifying the receiving settings. © Configuring Initial
Settings for Fax Functions(P. 78)

NOTE

e The machine can print received fax documents on A4 or Letter size paper. If received fax documents are
printed on other paper sizes, a portion of the page may not be printed or a page may be printed on two
separate sheets of paper.

m Methods for Receiving Faxes

The machine provides the following receiving methods. Select the method that best suits your needs and then set it up
by following the procedure in ©Setting Up the Machine to Receive Faxes(P. 224) .

<Auto>

Dedicated to receiving faxes
The machine receives faxes automatically. Even if someone makes a call to you, you cannot
talk to the caller.

P

When the call is a fax
<Fax/Tel (Auto The machine receives the fax automatically.

Switch)>
When the call is a telephone call

& rd_ An incoming call rings. Pick up the handset to answer the call.

NOTE:

You need to connect your telephone or the optional handset to the machine beforehand.

When the call is a fax
An incoming call rings. Pick up the handset. If you hear a beep, select <Fax> p <Start

Receiving> to receive faxes.

<Manual>

\

When the call is a telephone call

An incoming call rings. Pick up the handset. If you do not hear a beep, start your
conversation.

NOTE:

You need to connect your telephone or the optional handset to the machine beforehand.
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You can set the machine to automatically receive faxes when an incoming call rings within
a specified timeframe. ©<Switch to Auto RX>(P. 532)

<Answering
Machine>

1,

-

When the call is a fax
After an incoming call rings, the machine receives the fax automatically.

When the call is a telephone call

The answering machine activates, enabling the caller to leave a message. If you pick up the
handset before the answering machine starts recording a message, you can talk with the
caller.

NOTE:

You need to connect your answering machine to the machine beforehand.
Set the answering machine to answer after a few rings.

We recommend that you add approximately 4 seconds of silence at the beginning of the
message or set the maximum recording time to 20 seconds.

<Net Switch>

The machine distinguishes between fax and telephone calls. This mode is only available for
certain countries and requires a subscription to a network switch service.

NOTE:

You need to connect your telephone or the optional handset to the machine beforehand.

NOTE

e Depending on the type of telephone connected to it, the machine may not be able to send or receive faxes

properly.

e If you are connecting an external telephone with fax functions, set the telephone to not receive faxes

automatically.

e If you pick up the telephone handset and hear a beep, the call is a fax. You can receive the fax just by using
the telephone to enter a specific ID number. @Using a Telephone to Receive Faxes (Remote Reception)

(P. 225)

m Setting Up the Machine to Receive Faxes

1 Select <Fax> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, specify the user name, the password, and the authentication server. ©Logging
in to Authorized Send(P. 132)

2 Select <RX Mode> in the <TX/RX Settings> tab of the Fax Basic Features screen. ©Fax
Basic Features Screen(P. 213)

3 Select the receiving method.

mWhen selecting <Fax/Tel (Auto Switch)>

Specify the following three settings as necessary. When the setting is complete, select <Apply>.
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<Ring Start Time>
Enables you to specify the duration during which the machine determines whether an incoming call is a fax or a
telephone call.

<Incoming Ring Time>
Enables you to specify the duration during which an incoming call rings for a telephone call.

<Action After Ring>
Enables you to specify how the machine operates if you do not pick up the handset while an incoming call is
ringing. Select <End> to disconnect the call or <Receive> to receive an incoming fax.

TIPS

e If you want to print received documents on both sides of paper: ©<Print on Both Sides>(P. 531)

e If you want to print information, such as reception date and time, at the bottom of received documents:
<Print RX Page Footer>(P. 534)

e If you want to continue printing even when the amount remaining in the toner cartridge is low: ©<Continue
Print. When Cart. Low>(P. 530)

mUsing a Telephone to Receive Faxes (Remote Reception)

When you pick up the telephone and get a fax signal, you do not need to go to the machine to receive the fax. Just
enter a specific ID number with the telephone, and you can start receiving the fax.

NOTE

e When the telephone is not directly connected with the machine, the remote reception function is not
available.

1 When an incoming call rings, pick up the telephone handset.

2 If you hear a beep, enter the ID number for Remote Reception with the telephone.

For more information about setting the ID number, see ©<Remote RX>(P. 532) .

3 Hang up the handset.

LINKS

Checking Status and Log for Sent and Received Documents(P. 238)
Various Receiving Methods(P. 233)
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Useful Functions When Sending

2820-04H

This section describes how to forward a fax again to a previously specified destination, how to send a fax after a phone
call, and how to save a copy of a fax document.

=T

~ =R g
. ol

g

(©ORecalling Previously Used ©sending a Fax after a Phone Call  ©Saving a Copy of a Sent
Settings for Sending (Recall (Manual Sending)(P. 230) Original(P. 232)
Settings)(P. 227)
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Recalling Previously Used Settings for Sending (Recall
Settings)

2820-04)
.‘,1_ You can recall the destinations specified in the past. When you specify a previously

A ﬂ,_ used destination, the machine also sets the same fax settings such as density you
7 & \H used the last time you sent documents to that destination.

When <Restrict Resending from Log> is set to <On>, you cannot use this feature. ©Disabling Use of
Previously Used Destinations(P. 402)

Turning OFF the machine or setting <Restrict New Destinations> to <On> deletes the past destinations, and
disables this feature. ©Restricting New Destinations that Can Be Specified(P. 402)

The destinations in Manual Sending are not available for this feature. ©Sending a Fax after a Phone Call
(Manual Sending)(P. 230)

NOTE

e When you specify a destination using this feature, any destinations that you have already specified are
deleted.

1 Place the original(s). ©Placing Originals(P. 134)

2 Select <Fax> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, specify the user name, the password, and the authentication server. ©Logging
in to Authorized Send(P. 132)

3 Select <Reset> in the Fax Basic Features screen. ©Fax Basic Features Screen(P. 213)

If the destinations set by the previous user are still selected, this can cause transmission errors. Always reset
the settings before sending.

4 Select <Recall Settings> in the <Specify Destination> tab.

5 Select the destination.

When you transmit to multiple destinations, only the address specified for the first transmission is displayed
in the log, but all the destinations are specified.
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% The selected destination and the fax settings used at the time are specified. You can also change the
settings before sending.

mTo delete destinations
When you transmitted to multiple destinations, you can delete destinations as necessary.

1 Select <Confirm Destination>.

2 Select the check box for the destination to be deleted, and select <Remove from Dest.>.

NOTE:

If you select the Group Dial check box, you can view the destinations registered in the group by
selecting <Details> » <Destination>.

3 Select <Yes>.

6 Specify the scanning settings as necessary. ©Basic Operations for Sending
Faxes(P. 214)

] Select <Start>.
If the <Confirm Destination> screen is displayed, check whether the destination is correct, and then select
<Start Scanning>.

% Scanning of the original starts.

If you want to cancel, select <Cancel>  <Yes>. ©Canceling Sending Faxes(P. 222)

mWhen placing originals in the feeder in step 1
When scanning is complete, the faxes are sent.

EWhen placing originals on the platen glass in step 1

When scanning is complete, follow the procedure below.

1  Select the original size.

When there is only one page to be scanned, proceed to step 3.

2 Place the next original on the platen glass, and select <Scan Next>.

Repeat this step until you finish scanning all of the pages.
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3 Select <Start Sending>.

i The faxes are sent.

LINKS

(OBasic Operations for Sending Faxes(P. 214)
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Sending a Fax after a Phone Call (Manual Sending)

2820-04K

You can send faxes manually at the end of a phone conversation. When you hear a
beep over the phone, it means the recipient is trying to receive your faxes. Select
<Start> to send your faxes.

NOTE

e You need to connect your telephone or the optional handset to the machine beforehand.

1 Place the original(s). ©Placing Originals(P. 134)

The machine cannot automatically scan both sides of the originals in Manual Sending.

When the original is placed on the platen glass, only one page can be sent.

2 Select <Fax> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, specify the user name, the password, and the authentication server. ©Logging
in to Authorized Send(P. 132)

3 Select <Reset> in the Fax Basic Features screen. ©Fax Basic Features Screen(P. 213)

If the destinations set by the previous user are still selected, this can cause transmission errors. Always reset
the settings before sending.

4 Specify the scanning settings as necessary. (©Basic Operations for Sending
Faxes(P. 214)

5 Dial the recipient's fax number.

6 Ask the recipient to set their fax machine to receive your faxes.

If you hear a beep, proceed to step 7.

7 Select <Start>.

If you place the original on the platen glass, select the original size.
% Scanning of the original starts.

If you want to cancel, select <Cancel> » <Yes>. ©@Canceling Sending Faxes(P. 222)

&8 Hang up the handset.
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LINKS

Basic Operations for Sending Faxes(P. 214)
Canceling Sending Faxes(P. 222)
Checking Status and Log for Sent and Received Documents(P. 238)
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Saving a Copy of a Sent Original

2820-04L
1"_«3@ In addition to the address specified when the fax is sent, you can also send faxed
i 4= documents to a preset storage address for archiving. This is useful for keeping a log
E{}E -,—_%')') of what has been sent. You can specify a fax number, an e-mail address, a shared
S = i}

} folder on the computer, an FTP server or an I-Fax as the storage address.

=)

NOTE

e Only destinations in the Address Book can be specified as a storage address. To use the Address Book, the
destination must be registered beforehand. ©Registering Destinations(P. 176)

<Menu> » <Function Settings>  <Send> p <Fax Settings>  <Archive TX Document> » Select
<On> and select <Archive Address> - Select the check box for the target archive destination in the
Address Book, and select <Apply> » <Apply>
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Various Receiving Methods

2820-04R

You can store received faxes in the machine's memory without printing them. You can reduce fax paper waste by
checking the detailed information of fax documents and only printing necessary documents.

(OSaving Received Documents into the Machine (Memory Reception)(P. 234)
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Saving Received Documents into the Machine (Memory
Reception)

2820-04S

\-\-: You can store received faxes into memory of the machine, and then print them later.
This feature can prevent unauthorized persons from seeing confidential documents

i ~:,, S ] unintentionally.
=" Qﬁf—j
- ==

Storing Documents into Memory(P. 234)
Printing Documents in Memory(P. 235)
Checking/Forwarding/Deleting Documents in Memory(P. 235)

Storing Documents into Memory

To store received documents into memory, set <Use Memory Lock> to <On>. You can configure a setting to enable you
to preview received documents using the Remote UL You can also specify a setting to activate the Memory Reception
function only during a specified period of time of the day.

<Menu> » <Function Settings>  <Receive/Forward>  <Common Settings> » <Set Fax/I-Fax
Inbox> i <Fax Memory Lock Settings>  Select <On> in <Use Memory Lock> » Specify each setting

<Apply>

= Fan Memary lodk Sething

W Wair Lk i

<Use Fax Preview>
Specify whether to preview received documents stored in memory. Select <On> to preview the documents using
the Remote UI. ©Checking Current Status of Received Documents(P. 418)

<Report Print>

Enables you to print RX Result reports every time documents are stored into memory. To print reports, select
<0On>. You also need to set <RX Result Report> to <On>. ©RX Result Report(P. 584)

<Set Memory Lock Time>

Specify whether to activate the Memory Reception function only during a specific time frame of the day. Select
<On> to activate the Memory Reception function only during a time frame specified in <Memory Lock Time>.

<Memory Lock Time>
Set the time to start and end the Memory Reception function.

NOTE

e You cannot specify <Use Fax Preview> and <Set Memory Lock Time> at the same time.
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Printing Documents in Memory

To print received documents in memory, set <Use Memory Lock> to <Off>. All the documents in memory are printed.

NOTE

e You cannot select a specific document for printing.

e If a time for the feature to deactivate has been specified, the documents are automatically printed at the
specified time.

<Menu> & <Function Settings> » <Receive/Forward>  <Common Settings> & <Set Fax/I-Fax
Inbox> - <Fax Memory Lock Settings> p Select <Off> in <Use Memory Lock>  <Apply>

Checking/Forwarding/Deleting Documents in Memory

You can check an outline of each document stored in memory, including sender fax numbers and number of pages
sent. You can also select and forward a document stored in memory, and delete an unnecessary document, if any.
1 select <status Monitor>.

2 Select <RX Job>.

3 In the <RX Job Status> tab, select the document you want to check/forward/delete.

¥ Displays detailed information about the document.
To forward the document, select <Forward>, and specify the appropriate destination.

To delete the document, select <Delete> » <Yes>.

LINKS

Receiving Faxes(P. 223)
Checking Status and Log for Sent and Received Documents(P. 238)
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Forwarding the Received Documents Automatically

2820-04U

The machine can forward all the received documents to specified destinations. Even if you are out of the office, you
can receive fax information anytime, anywhere.

Specifying Settings for Documents to be Forwarded Automatically(P. 236)
Printing Documents to be Forwarded(P. 236)
Printing/Resending/Deleting Documents that Failed to be Forwarded(P. 236)

Specifying Settings for Documents to be Forwarded Automatically

While the Forwarding feature is activated, all the documents to be received are automatically forwarded.

<Menu> » <Function Settings> » <Receive/Forward> » <Fax Settings>  <Forwarding Settings>
<Forwarding Function> p Select <On> in <Use Forwarding Function> p <Forwarding Destination>
Select the check box for the target forwarding destination in the Address Book, and select

<Apply> & <Apply>

Printing Documents to be Forwarded

If you want to check the documents to be forwarded for yourself, you can set the machine to print the documents
whenever they are forwarded, or to print only the documents that failed to be forwarded.

<Menu> » <Function Settings> » <Receive/Forward>  <Fax Settings>  <Forwarding
Settings> - <Print Images> » Select <On> or <Only When Error Occurs>

Printing/Resending/Deleting Documents that Failed to be Forwarded
You can store documents that failed to be forwarded in memory, and print, resend, or delete them later.

m Storing Documents that Failed to be Forwarded in Memory

<Menu> » <Function Settings>  <Receive/Forward>  <Fax Settings>  <Forwarding Settings>
<Store Images in Memory> - <Only When Error Occurs>

m Printing/Resending/Deleting Documents Stored in Memory

1 Select <Status Monitor>.
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2 Select <Fax Forwarding Errors>.

3 Select the document you want to print/resend/delete.

% Displays detailed information about the document.
To print the document, select <Print> p <Yes>.

To resend the document, select <Forward>, select the check box for the target destination, and then
select <Apply>.

To delete the document, select <Delete> - <Yes>.

NOTE

e You can use the Remote UI to preview the documents that failed to be forwarded. ©Checking Information
of Documents That Failed To Be Forwarded(P. 418)

LINKS

Receiving Faxes(P. 223)
Checking Status and Log for Sent and Received Documents(P. 238)
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Checking Status and Log for Sent and Received
Documents

2820-04W

The statuses and communication logs for sent and received fax and I-Fax documents can be checked separately for
sending and receiving.

IMPORTANT

When <Display Job Log> is set to <Off>, you cannot check the communication logs. ©<Display Job
Log>(P. 547)

1 select <status Monitor>.
2 Select <TX Job> or <RX Job>.

3 Check the statuses and communication logs for sent and received documents.

mTo check the statuses for sent and received documents

1 Select the document whose status you want to check in the <TX Job Status> or <RX Job Status> tab.

% Displays detailed information about the document.

If you specified multiple destinations, the number of specified destinations is displayed on the
screen. To check the details of specified multiple destinations, select <Destination>.

ETo check the communication logs for sent and received documents

1  Select the document whose log you want to check in the <TX Job Log> or <RX Job Log> tab.

<OK> is displayed when a document was sent or received successfully, and <Error> is displayed when
a document failed to be sent or received because it was canceled or there was some error.

m» Displays detailed information about the document.

238



Faxing

NOTE:

When a three-digit number is shown in the case of <Error>

This number represents an error code. ©@Countermeasures for Each Error Code(P. 633)

LINKS

(OBasic Operations for Sending Faxes(P. 214)
©cCanceling Sending Faxes(P. 222)
(OReceiving Faxes(P. 223)

(©Sending I-Faxes(P. 244)

OReceiving I-Faxes(P. 251)

OPrinting Reports and Lists(P. 582)
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Sending Faxes from Your Computer (PC Fax)

2820-04X

You can send fax documents created on your computer application directly from your computer. This feature
eliminates the need to print documents for faxing and saves paper. You need to specify the basic fax settings ( ©
Configuring Initial Settings for Fax Functions(P. 78) ) and install the fax driver on your computer. For more
information about how to install the fax driver, see the manuals for the relevant drivers on the online manual website.

©Sending PC Faxes(P. 241)

NOTE

e Depending on the operating system and the version of the fax driver you are using, the fax driver screens in
this manual may differ from your screens.

About the Fax Driver Help

e Clicking [Help] on the fax driver screen displays the Help screen. On this screen you can see information that
is not in the User's Guide, including information about driver features such as registering frequently used
settings and how to set up those features.
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Sending PC Faxes

2820-04Y

IMPORTANT

When <Allow Fax Driver TX> is set to <Off> on the machine, you cannot send faxes from computers. ©
Restricting Fax Sending from a Computer(P. 404)

You need to enable Department ID Management on the fax driver you are using if Department ID
Management is enabled on the machine. For more information, click [Help] on the fax driver screen. ©
Setting the Department ID Management(P. 350)

1 Open a document in an application and display the print dialog box.

How to display the print dialog box differs for each application. For more information, see the instruction
manual for the application you are using.

2 Select the fax driver for this machine, and click [Print].

3 Specify the destination.

mTo specify only one destination

1 Click the [Enter Destination] tab.

2 Setthe communication mode and fax number (or URI).
[ Fie Sending Semng E.
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mTo specify multiple destinations at once

1 Click the [Select Destination] tab.
2 Click [Add Destination].

3 Setthe communication mode and fax number (or URI), and click [OK].
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4 Repeat steps 2 and 3 to add concurrent destinations.

You can also add a destination by clicking [Add Next Destination] in step 3.

If you need to specify a number to dial an outside line, select [Detailed Settings] » [Add Outside Dialing
Prefix to G3/G4/IP Fax Number] and enter the number in [Outside Dialing Prefix]. The specified number is
added to the beginning of the fax number when the machine dials.

To make it easier to specify destinations using the Address Book.

Selecting [Store Sent Fax Information and Image] enables you to store the logs for sending documents and
check detailed information of a sent document along with its image, including destinations and number of
pages. For more information, click [Help] on the fax driver screen.

NOTE:

When the [Confirm Fax Number] or [Confirm URI] field is active, also enter the appropriate number in the
field. The setting of whether to confirm entered numbers can be changed in the fax driver screen. For
more information, click [Help] on the fax driver screen.

4 Click [Send] to send the document.

LINKS

When Printing or Sending from the Windows Store App(P. 707)
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Using Internet Fax (I-Fax)

2820-050

The Internet Fax (I-Fax) function allows you to send and receive faxes over the Internet. Originals are sent attached as
TIFF images files to e-mail. Since a telephone connection is not used, you can send faxes to distant locations and send
documents with many pages without worrying about communications charges. Some advance preparation is required,
such as specifying the mail server settings. ©Procedure for Setting to Send E-Mail/Send and Receive I-Fax(P. 85)

(©Sending I-Faxes(P. 244)
(OReceiving I-Faxes(P. 251)
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Sending I-Faxes

2820-051

To send a fax to a computer or another I-Fax-compatible device, specify an e-mail address instead of a fax number as
the destination. If you send an I-Fax to a computer, it is sent as an e-mail attachment in TIFF format. And in the same
way as when you send e-mail to a computer, you can specify multiple destinations and specify Cc and Bcc destinations.

1 Place the original(s). ©Placing Originals(P. 134)

2 Select <Scan> in the Home screen. ©Home Screen(P. 121)

If the login screen appears, specify the user name, the password, and the authentication server. ©Logging
in to Authorized Send(P. 132)

3 Select <I-Fax> in the Scan Basic Features screen. ©Scan Basic Features Screen(P. 276)

4 Sspecify the destination.

OSpecifying from Address Book
©Specifying from Coded Dial Numbers
(OEntering Destinations Directly
OSpecifying Destinations in an LDAP Server

Specifying from Address Book

The Address Book enables you to specify a destination by selecting from a list of
registered destinations or by searching by name for destinations with recipient
names.

NOTE

e You need to register destinations in the Address Book before using this feature. ©Registering
Destinations(P. 176)

1 Select <Address Book> in the <Specify Destination> tab.
7 Select <To>.

3 Sselect an index. OIndex(P. 176)
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4 Select the check box for the desired destination, and select <Apply>.

TIPS

e If a destination is selected from <Address Book> in the Home screen, the Basic Features screen for I-Fax
sending can be displayed while the selected destination remains being specified.

Specifying from Coded Dial Numbers

Three-digit numbers (coded dial numbers) are assigned to addresses in the Address
Book. You can specify an address simply by entering its coded dial number.

NOTE

e To use coded dial numbers, the destination must be registered in the Address Book beforehand. ©
Registering Destinations(P. 176)

1 Select <Coded Dial> in the <Specify Destination> tab.

2 Select <To>.

3 Enter a three-digit number.

If you have entered an incorrect value, use to clear it.

NOTE:

If a confirmation screen appears
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When <Confirm When Coded Dial TX> is set to <On>, a screen is displayed that shows the destination and
the name for the number. (For Group Dial, the destination name and the number of destinations are
shown.) Check the contents and if everything is correct, select <OK>. To specify a different destination,

select <Cancel> and then re-enter the three-digit coded dial number. ©Displaying Destinations in
Address Book(P. 402)

Entering Destinations Directly

For a destination that is not registered in the Address Book, specify it by entering an I-Fax address.

1 Select <Use Keyboard> in the <Specify Destination> tab.

2 Enter the I-Fax address, and select <Apply>.

On how to enter text, see @Entering Text(P. 130) .

Specifying Destinations in an LDAP Server

If your office has an LDAP server installed, you can specify a destination using user
information in the server. Access the LDAP server via the machine to search for the
appropriate user information and specify it as destination.

NOTE

e You need to specify the settings for connecting to an LDAP server beforehand. (©ORegistering LDAP
Servers(P. 63)

1 Select <LDAP Server> in the <Specify Destination> tab.
2 Select the LDAP server you are using.

3 Select conditions for user information to be searched.

Name, fax numbers, e-mail addresses, organization names, and organization unit are available criteria for
searching destinations.
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4 Enter the search target character string, and select <Apply>.

On how to enter text, see ©Entering Text(P. 130) .

To specify multiple search criteria, repeat steps 3 and 4.

5 Select <Search Method>.

6 Select conditions to display the search result.

<Using All Conditions Below>
Searches and displays the users that meet all the search criteria specified in steps 3 and 4.

<Using Some Conditions Below>
If users that meet even one of the criteria specified in steps 3 and 4 are found, displays all those users.

7 Select <Start Search>.

% The users meeting your search criteria are displayed.

NOTE:

If the authentication screen appears when you select <Start Search>, enter the user name of the machine
and the password registered in the LDAP server, and select <Apply>. ©Registering LDAP Servers(P. 63)

8 Select the check box for the user that you want to specify as destination, and select
<Apply>.

NOTE:

If a screen on which a destination is already specified appears

You can only send to your own e-mail address. To send to other destinations, you must configure the send
function authentication settings so that e-mail transmission is not restricted. Contact your administrator
for details. ©LDAP Server Authentication(P. 358) .

Specifying destinations from the transmission records

You can also recall previously used destinations. ©Recalling Previously Used Settings for Sending/
Saving (Recall Settings)(P. 308)

5 Specify multiple destinations, including Cc/Bcc destinations, as necessary.

Select the method used to specify destinations in the <Specify Destination> tab, and then specify the
destination.
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3 To jenaismplean

If you selected <LDAP Server> or <Specify Myself as Destination>, the destination is specified in the <To>
field.

<Cc> and <Bcc> addresses can only be selected using <Address Book> or <Coded Dial>.

ETo delete destinations
If you specified multiple destinations, you can delete destinations as necessary.

1 Select <Confirm Destination>.

2 Select the check box for the destination to be deleted, and select <Remove from Dest.>.

If you select the Group check box, you can view the destinations registered in the group by selecting
<Details> p <Destination>.

3 Select <Yes>.

6 Specify the scanning settings as necessary.

For more information about each setting, see ©Sending Data by E-Mail/Saving Data to a Shared Folder or
FTP Server(P. 286) or ©Scanning Clearly(P. 298) .

7 Specify the subject, message, and reply-to address for the e-mail as necessary.

I To jeneiigmpledon

mTo specify subject/message

Select <Subject/Message> in the <Send Settings> tab.
Select <Subject>

Enter the subject, and select <Apply>.

Select <Message>.

Enter the message, and select <Apply>.

o 1 A WIN =

Select <Apply>.

mTo specify reply-to address

Specify the reply-to address when you want to notify the recipient of an e-mail address different from that of
the machine as the reply-to address. Select the target reply-to address from the destinations registered in the
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Address Book, and specify it. If the destination has not been registered in the Address Book, see
Registering Destinations(P. 176) .

1  Select <Reply To> in the <Send Settings> tab.
2  Select <Specify from Address Book>.

3  Select the check box for the desired reply-to address, and select <Apply>.

NOTE:

The reply-to address that can be specified is always one of the e-mail addresses registered in the
Address Book.

8 select <start>.
If the <Confirm Destination> screen is displayed, check whether the destination is correct, and then select
<Start Scanning>.

¥ Scanning of the original starts.

If you want to cancel, select <Cancel> » <Yes>. ©@Canceling Sending Faxes(P. 222)

EWhen placing originals in the feeder in step 1
When scanning is complete, the I-Faxes are sent.

mWhen placing originals on the platen glass in step 1

When scanning is complete, follow the procedure below.

1 Ifthere are additional pages of originals to be scanned, place the next original on the platen glass,
and select <Scan Next Original>.

Repeat this step until you finish scanning all of the pages.

When there is only one page to be scanned, proceed to the next step.
2  Select <Start Sending>.

i The I-Faxes are sent.

NOTE:

If the <SMTP Authentication> screen appears

Enter the user name and password, and select <Apply>.

If a Send Error Occurs

Error notifications are sometimes sent to the e-mail address set to the machine. If you leave it as-is, it may
result in an insufficient remaining capacity of mailbox depending on your mail server. It is recommended that
you clear the mailbox periodically.

mTo clear the mailbox

When the mailbox is cleared, all e-mail in the server mailbox is deleted. When you specify the e-mail
account that you use usually, you should first check whether any e-mail in the mailbox needs to be kept.

1  Start the Remote UI and log in to System Manager Mode. ©Starting Remote UI(P. 414)
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Click [Settings/Registration] on the Portal page. ©Remote UI Screen(P. 415)
Select [TX Settings] » [Network Settings - E-Mail/I-Fax Settings].

Click [Clear] in [Clear Mail Box].

vt A W N

Read the message that is displayed, and click [OK].

i E-mail is deleted from the mailbox.

TIPS

e If you always want to send with the same settings: ©Changing the Default Settings for Functions(P. 170)

e If you want to register a combination of settings to use when needed: ©Registering Frequently Used
Settings(P. 168)

e If you want to specify the I-Fax sender name: ©<Register Unit Name>(P. 518)

LINKS

Checking Status and Log for Sent and Received Documents(P. 238)
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Receiving I-Faxes

2820-052

mWhen an I-Fax Arrives

When an I-Fax arrives, the Data indicator on the operation panel blinks. After the I-Fax is completely received, the
document is printed out automatically and the indicator goes out.

NOTE

e To cancel reception, select <Status Monitor> » <RX Job> | select a document in the <RX Job Status> tab

<Delete> - <Yes>.

m Receiving I-Faxes Manually

If you want to connect to the server before receiving I-Faxes automatically, or if you want to configure the machine so
that it does not receive I-Faxes automatically, use the method below to receive I-Faxes manually. If there is a document

on the server, printing begins.

<Status Monitor>  <RX Job>  <Check I-Fax RX>

m Printout Paper

Regardless of the received document size, incoming I-Faxes are printed at the size specified in <RX Print Size>. ©<RX
Print Size>(P. 530)
e If paper of the size specified in <RX Print Size> is not loaded in the paper drawer, the <No Paper> error
message is displayed. @ Countermeasures for Each Message(P. 619)
e If you want to print received documents on both sides of paper: ©<Print on Both Sides>(P. 530)
e If you want to continue printing even when the amount remaining in the toner cartridge is low: ©@<Continue
Print. When Cart. Low>(P. 530)

LINKS

Checking Status and Log for Sent and Received Documents(P. 238)

251




Printing

Printing
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Printing

2820-053

There are many ways to use the machine as a printer. You can print documents on your computer by using the printer
driver or print image files from a USB memory device. Make full use of the print functions to suit your needs.

m Printing from a Computer

You can print a document made on your computer by using the printer driver.

OPrinting from a Computer(P. 254)

m Useful Functions When Printing
You can assign a PIN to the print data to enhance security or directly print files stored in a USB memory device.

OVarious Printing Methods(P. 260)

Printing from Mobile Devices

e Linking mobile devices such as smartphones or tablets to this machine provides a quick and easy way to
print photos and web pages. The machine also supports Google Cloud Print™.
OLinking with Mobile Devices(P. 319)
©Using Google Cloud Print(P. 340)
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Printing from a Computer

2820-054

You can print a document made with an application on your computer by using the printer driver. There are useful
settings on the printer driver, such as enlarging/reducing and 2-sided printing, that enable you to print your
documents in various ways. Before you can use this function, you need to complete some procedures, such as
installing the printer driver on your computer. For more information, see the manuals for the relevant drivers on the
online manual website.

< “

About the Printer Driver Help(P. 254)
To Use the Optional Items(P. 254)
Basic Printing Operations(P. 254)

About the Printer Driver Help

Clicking [Help] on the printer driver screen displays the Help screen. On this screen, you can see the detailed
descriptions that are not in the User's Guide.

To Use the Optional Items

If the optional cassette feeding module is attached to the machine after installation of the printer driver, perform the
following operation on the printer driver.

IMPORTANT

To perform the following procedure, log in to your computer with an administrator account.

Open the printer folder ( ©Displaying the Printer Folder(P. 700) )  Right-click the printer driver
icon for this machine p [Printer Properties] or [Properties] » [Device Settings] tab » [Paper
Source] » Select [1-Cassette Feeding Unit] in [Optional Drawer/Cassette] i [OK]  [OK]

Basic Printing Operations

This section describes how to print a document on your computer by using the printer driver.

NOTE

Paper settings on the machine

e Normally, it is necessary to specify the paper size and type for the paper loaded in each paper source before
proceeding to printing.
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e By setting <Prioritize Driver Settings When Printing> to <On>, you can print from the paper source specified
in the printer driver, regardless of the paper settings on the machine. ©<Prioritize Driver Settings When
Printing>(P. 491)

1 Open a document in an application and display the print dialog box.
2 Select the printer driver for this machine, and click [Preferences] or [Properties].

3 Specify the print settings as necessary, and click [OK].

Switch the tab according to the settings.
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4 Click [Print] or [OK].

n® Printing starts.

If you want to cancel printing, see ©Canceling Prints(P. 256) .

LINKS

(OChecking the Printing Status and Log(P. 258)
(OWhen Printing or Sending from the Windows Store App(P. 707)
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Canceling Prints

2820-055
You can cancel printing from your computer or on the operation panel of the machine
OFrom a Computer(P. 256)

OFrom the Operation Panel(P. 257)

From a Computer

You can cancel printing from the printer icon displayed on the system tray on the desktop

1 Double-click the printer icon

o B A
NOTE:

When the printer icon is not displayed

Open the printer folder ( ©Displaying the Printer Folder(P. 700) ), right-click the printer driver icon for
this machine, and click [See what's printing] (or double-click the icon of the printer driver for this machine)

Select the document you want to cancel, and click [Document]

[Cancel].
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3 Click [Yes].

% Printing of the selected document is canceled

NOTE

e Several pages may be output after you cancel printing

TIPS

Canceling from the Remote UI

e You can cancel printing from the [Job Status] page on the Remote UI: © Checking Current Status of Print
Documents(P. 417)

Canceling from an application

e On some applications, a screen like shown below appears. You can cancel printing by clicking [Cancel]
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From the Operation Panel

Cancel printing using or <Status Monitor>.

mPress [# to Cancel
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If the Screen Displays a List of Documents When [§] is Pressed

Select the document you want to cancel, and select <Cancel> » <Yes>.
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m Check the Print Job Status Before Canceling

<Status Monitor> - <Copy/Print Job> p Select the document in the <Copy/Print Job Status> tab
<Cancel> |+ <Yes>

NOTE

e Several pages may be output after you cancel printing.

LINKS

(OBasic Printing Operations(P. 254)
(©Checking the Printing Status and Log(P. 258)
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Checking the Printing Status and Log

2820-056

You can check the current print statuses and the logs for printed documents.

IMPORTANT

When <Display Job Log> is set to <Off>, you cannot check the print logs. ©<Display Job Log>(P. 547)

Useful in the Following Cases

e When your documents are not printed for a long time, you may want to see the waiting list of the
documents waiting to be printed.

e When you cannot find your printouts that you thought had been printed, you may want to see whether an
error has occurred.

1 Select <Status Monitor>.

7 Select <Copy/Print Job>.

3 Check the print statuses and logs.

ETo check the print statuses

1 Select the document whose status you want to check in the <Copy/Print Job Status> tab.

m» Displays detailed information about the document.
mTo check the print logs

1  Select the document whose log you want to check in the <Print Job Log> tab.

<OK> is displayed when a document was printed successfully, and <Error> is displayed when a
document failed to be printed because it was canceled or there was some error.
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% Displays detailed information about the document.

The displayed document name or user name may not reflect the actual document or user name.

NOTE:

When a three-digit number is shown in the case of <Error>

This number represents an error code. ©Countermeasures for Each Error Code(P. 633)

LINKS

(OBasic Printing Operations(P. 254)
©canceling Prints(P. 256)
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Various Printing Methods

2820-057

This section describes how to print a document by adding a PIN, and how to print a file stored on a USB memory
device without using the printer driver.

OPrinting a Document Secured by a PIN (Secure OPrinting from a USB Memory Device (Memory
Print)(P. 261) Media Print)(P. 265)
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Printing a Document Secured by a PIN (Secure Print)

2820-058

By setting a PIN to a document when printing from a computer, the document is held in the memory of the machine,
and is not printed until the correct PIN is entered on the operation panel of the machine. This function is called "Secure
Print," and the document that is protected by a PIN is called a "secured document." Using Secure Print keeps printouts
of confidential documents from being left unattended.

OPrinting via Secure Print(P. 262)
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Printing via Secure Print

2820-059

This section describes how to print a document from an application as a secured document. The first part of this
section describes how to send a secured document to the machine, and the second part of this section describes how
to print the secured document on the machine.

Sending a Secured Document from a Computer to the Machine(P. 262)
Printing Out Secured Documents(P. 263)
Changing the Valid Time Period for Secured Documents(P. 264)

Sending a Secured Document from a Computer to the Machine

1 Open a document in an application and display the print dialog box.
2 Select the printer driver for this machine, and click [Preferences] or [Properties].

3 Select [Secured Print] in [Output Method].

n» The [Information] pop-up screen is displayed. Check the message, and click [Yes] or [No].

4 Specify the print settings as necessary, and click [OK].

Switch the tab according to the settings.
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5 click [Print] or [OK].

i After the secured document is sent to the machine, it is held in the memory of the machine waiting to be
printed.
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Printing Out Secured Documents

Prints secured documents sent to the machine. After a valid time period ( ©Changing the Valid Time Period for
Secured Documents(P. 264) ) has elapsed, the secured document will be deleted from the memory of the machine

and can no longer be printed.

NOTE

e If secured documents are left unprinted, they occupy the memory and may prevent the machine from
printing even ordinary (not secured) documents. Make sure that you print your secured documents as soon

as you can.

e You can check how much memory is being used for secured documents.
<Status Monitor> - <Device Information>  <Secure Print Memory Usage>

1 Select <Secure Print> in the Home screen. ©Home Screen(P. 121)

NOTE:
You cannot proceed to the next step if the <Remote Scanner> screen shown below is displayed. In this

case, select to close the screen, and select <Secure Print>.

2 Select the check box for the secured document to print, and select <Start>.

You can select multiple documents that have the same PIN.

NOTE:

If a screen for user selection is displayed
If secured documents from two or more users are stored in memory, the screen for user selection is
displayed prior to the screen for file selection. Select your user name.

Deleting a secured document
You can collectively delete multiple documents. Select the check box for the secured document to delete,

and select <Delete>.

3 Enter the PIN, and select <Apply>.

When you select multiple documents with different PINs in step 2, a message is displayed. Select <Close>,
and select the secured documents again in step 2.

I Printing starts.

If you want to cancel printing, select <Cancel> p <Yes>.
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Changing the Valid Time Period for Secured Documents

You can change the valid time period from the time secured document data is sent to the machine until the time it is
deleted within a certain period of time.

1 Select <Menu> in the Home screen. ©Home Screen(P. 121)
2 Select <Function Settings>.

3 Select <Secure Print>.

If the login screen appears, enter the correct ID and PIN. ©Logging in to the Machine(P. 132)

4 Select <Secure Print Deletion Time>.

NOTE:

When <Secure Print Deletion Time> cannot be selected

Set <Use Secure Print> to <On>.

Disabling Secure Print

Set <Use Secure Print> to <Off>, and then restart the machine.

5 Specify how long the machine holds secured documents, and select <Apply>.

The secured document is deleted from the memory of the machine unless it is printed before the time
specified here elapses.

G Select <Apply>.
"] Select <OK>.

8 Restart the machine.

Turn OFF the machine, wait for at least 10 seconds, and turn it back ON.

LINKS

Checking the Printing Status and Log(P. 258)
Restricting Printing from a Computer(P. 406)
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Printing from a USB Memory Device (Memory Media
Print)

2820-05A

You can print files directly by connecting a USB memory device to the machine. Using this function, you can print
without using a computer. For more information about the available USB memory devices and how to insert/remove

the USB memory device, see ©Using a USB Memory Device(P. 184) .

IMPORTANT

It is necessary to set <Use Print Function> to <On>. ©<Memory Media Settings>(P. 541)

1 Select <Memory Media Print> in the Home screen. ©Home Screen(P. 121)

2 Select the check box for the file to print.

You can select multiple files.

To clear a selection, select the file you have selected (+*) again.

Selecting a folder displays its contents. To return to the folder in the upper level, select .

NOTE:

Folders and files in a level deeper than the fifth directory are not displayed.

When you move to another folder, the previous file selections will be cleared.
HTo select all files

1 Select <Select All>.

To clear all selections, select <Clear Selection>.

2  Iffile types are mixed, select <JPEG/TIFF Files> or <PDF Files>.

mTo change the file display method
You can select the file display method from "Preview"/"Details."
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Preview Details

NOTE:

You can specify the file display method used to display the <Memory Media Print> screen. ©<Default
Display Settings>(P. 539)

mTo change the file sort order
You can change the sort order of the files in a USB memory device.

NOTE:

You can specify a sort setting such as <Name (Ascending)> or <Date/Time (Ascending)> as the default
setting for the file sort order. ©<File Sort Default Settings>(P. 540)

1 Select <Sort Files>.

2 Select the criteria for file sorting.

NOTE:

When you select <Date/Time (Ascending)> or <Date/Time (Descending)>, files are sorted based on the
modification dates and time of the files.

3 Select <Apply>.

4 Specify the print settings as necessary.

You can select <Reset> to restore all the default print settings.

<Paper>

Select the paper source that contains the paper to use for printing.

Change Fager wliagi
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= Uses the paper that is loaded in the multi-purpose tray to print files.

E] Uses the paper that is loaded in the paper drawer (Drawer 1) of the machine to print files.

NOTE:

When the optional cassette feeding module is installed, its paper drawer is also displayed.

When specifying other print settings, select <Close>.

<Brightness>

<Brightness> is not available for printing PDF files.

You can adjust the brightness of images.

ol 2 g % p eIl M

4+ 181 =0

NOTE:

When specifying other print settings, select <Close>.

<Number of Copies>

Enter the number of copies.

NOTE:

When specifying other print settings, select <Close>.

<2-Sided Printing>

You can select 1-sided printing or 2-sided printing.

I:I Prints on one side of paper.
m Prints on both sides of paper in such a way that the printed pages are opened horizontally
when bound.
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Prints on both sides of paper in such a way that the printed pages are opened vertically

when bound.

ABE) <)

NOTE:

<2-Sided Printing> may not be available with some sizes or types of paper. ©Available Paper(P. 674)

<N on 1>

<N on 1> is not available for printing TIFF files.

You can select an "N on 1" pattern to print multiple pages of image data on one side of a sheet of paper.

Does not apply Non 1.

Prints two pages of image data on one side of a sheet of paper.

Prints four pages of image data on one side of a sheet of paper.

(PDF only)

Prints eight pages of image data on one side of a sheet of paper.

NOTE:

For a PDF file, you can print 9 or 16 pages of image data on one side of a sheet of paper by using <N on 1>

under <Set PDF Details>.

<Set JPEG/TIFF Details>

You can change the print settings for JPEG and TIFF images.
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Eriad Delfriain

<2-Sided Printing>

You can make 2-sided printouts. Select the binding position.

<N on 1> (JPEG files only)

Prints data for multiple pages of image data on the same side of a sheet of paper. You can specify the number
of pages to print on one side of a sheet of paper. For example, to print four pages on one side of a sheet of
paper, select <4 on 1>.

<Original Type>

You can select the type of original depending on the image to print.

<Photo Priority>

Gives priority to printing photo images smoothly.
<Text Priority>

Gives priority to printing text clearly.

<Halftones>

You can select the printing method used to reproduce h