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TOUCH SCREEN -

CLEARALL -

PAUSE -
START -

5] MACHINE STATUS:
JOB STATUS:

g FEATURES:

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

LOAD PAPER

Ready to scan your job.

Check the settings for Tray 2.

Output 2 Sided Copy Reduce / Enlarge Paper Supply

LOAD P APER @ collated @1 - 15ided @D 100% @ Auto Paper
b e AR B G
QUICK FAX 8§ule Punching 82—) 1 Sided 88.5"-)11"(129“.%)8&!1 8.5x11 @
o open the required C_IMore... ) More... () More... C ) More...
paper tray. e Load the original i
face up in the QUICK E-MAIL
QUICK COPY
* Load the paper, document handler. . Load th iqinal
do not load above ; <X ? orI:glna «Load th
the maximum fill e Touch the FAX or ez B th Z : o_a_ Ii
Hoe INTERNET FAX tab. document handler. _orlglna ace up
inthe document
* Adjust the guides * Touch the screen -;I'obuch the E-MAIL el
to touch the edge buttons to make an. «Touch the
fth i feature selections.
MU s e Touch the screen COPY tab.
. buttons to make
*Cl th e Enter the receivin
os¢ TiSIPapet Ving feature selections. * Touch the

tray, except the
Bypass Tray.

* Confirm the paper
size/type settings
on the user
interface.

fax number using
the keypad or
select an e-mail
address from the
ADDRESS BOOK.

Press START.

* Make a selection

from the ADDRESS

BOOK.

*Press START.

screen buttons
to make feature
selections.

*Press START.

For more information... 1. Press ? on the control panel, 2. refer to the Quick Reference Guide, 3. refer to the
Training and Information CD2, or 4. visit our website on... www.xerox.com/support
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How to Scan to E-mail

1. PREPARATION
— Cancel any selections made by a previous user by pressing the AC (Clear All)
=2 e D> button.
OO >
OO }Wf{
BOH Remove any staples and paper clips from your documents and ensure that the
OO0 | - documents are in good condition.
[oYe) -\
l\

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

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

OR

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

3. SELECT E-MAIL RECIPIENTS

‘ Features Button All Services Button E-mail Button
-C_l_‘) S Ci)’ Easic Copwing 1 %1 : 2, Output Form 4
oJoloRiaw N : — .
® @ @ - 9 Output 2 Sided Copy Reduce/Enlarge Faper Supply 9 Hiawie E-Mail i
d’) dfj ('-;’) .. € cellated €)1 1 5ided € 100% D Aute Paper m Copying ”‘ﬂ@ @
® () Uncollated ()1 32 sided () Autot I 4 s5x11 B
(GIOJO)] @ D) () Single Staple [ Jz+2sided )17 s 1maw) () ISI 3 85x11 [y Netwark Scanning @ e
@O () Hole Funch ()2 31 sided L Jes = armpizasy LD IEl 1 251 O @
° C) hare... Q Mare... Q hdore. .. .;) hare...
Press the Features Select the All Services button OR the E-mail Select the E-mail button.
button to display the button.
features selection
screen.
E-mail Address
Select To in the send field and either
input the full E-mail address or use the
address book to select a recipient.
4. SEND THE E-MAIL MORE INFORMATION
Press the Start button to send the e-mail. For more information, please refer to:
_— = - Training and Information CD 2
oS <5 — That completes the procedure. - Quick Reference Guide
SO & 5 http://www.xerox.com/support
SO -
®® -
@@Fﬁ# 3( \
A
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How to send a Fax (Server)

1. PREPARATION
— Cancel any selections made by a previous user by pressing the AC (Clear All)
LSS button.
OO >
Sod ,f"{
BOH L\ Remove any staples and paper clips from your documents and ensure that the
OO @ T documents are in good condition.
[oYe) -\
l\

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

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

OR

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

3. ENTER FAX OPTIONS
‘ Features Button All Services Button Fax Button
Ci) EBaszic Copying 1
oJoloRiaw N >
e Output 2 Sided Ca ReducesEnlarge Faper Suppl s i .
ggg -: 0 Cpou_;ted 01 1 Si::d o o ! o;um P:j:[ @ Eopying @ E-Mail m»@ F
®O® ° DUncoIIated r:)1 52 Sided ;:),e\._.t.;.% ,:)lgl 4 8541 [ L o
{ /] [ Single Staple 2 =2 Sided { iz a { =l 2 881 [y etwork Scannin rn
[OYO) ? 8 HoI: Punc: 82 1 Sided %:5 = : E?:j;) 8 =l 1 851 @ m =
D hore... D hlaore. .. .:) Mare... .:) hore. ..
Press the Features Select the All Services button OR the Basic Select the Fax button.
button to display the Faxing tab.
features selection
screen.
S T =
:i::ﬂ Send List....(0) (=) Phane List.... ;)2 Sided/Rotated
Use the numeric keypad to enter the
recipient’s fax number OR use the send
list to select a previously stored number.
4. TRANSMIT THE FAX MORE INFORMATION
Press the Start button to transmit the fax. For more information, please refer to:
S DS - - Training and Information CD 2
OB <5 — That completes the procedure. - Quick Reference Guide
DO® O - http://www.xerox.com/support
'oYolo! -
®0® =
®©Fﬁ» 3(( \
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How to Scan to your Network

1. PREPARATION
— Cancel any selections made by a previous user by pressing the AC (Clear All)
LSS button.
OO >
Sod ,f"{
BOH L\ Remove any staples and paper clips from your documents and ensure that the
OO @ T documents are in good condition.
[oYe) -\
l\

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

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

OR

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

3. STORE THE SCANNED IMAGE
‘ Features Button All Services Button Network Scanning Button
= Basic Copying 1
OB > >
® @ @ - Output 2 Sided Copy Reduce/Enlarge Paper Supply Basic -l ai ax
AOD ‘® ) collated )1 > 1sided @ 100% D Aute Paper 0 Eopying @ - @ F
®O® ® () u!monated £z sided Dhuto% .:) I%I 4 8511 O s e
v W| B e o Qe o @
Q Mare... Q Mare... .:;) hdare. .. -;) Mare...
Press the Features Select the All Services button OR the Network Select the Network Scanning button.
button to display the Scanning button.
features selection
screen.
Scanning Destination
I?i Destinations Destination Details . e
E.mw—lﬂ E!:e.(.?.lternate): il e @
@ Gdavis ] B
{@ Fuuright
Select the template that contains the
destination and other settings required
for your scan job from the Template
Destination list.
4. START THE JOB MORE INFORMATION
Press the Start button to start your job. For more information, please refer to:
S S = - Training and Information CD 2
OB <5 — That completes the procedure. | Quick Reference Guide
DO® O - http://www.xerox.com/support
SO -
®® >
®©Fﬁ* 3(( \
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How to send a Fax (Embedded)

1. PREPARATION
: Cancel any selections made by a previous user by pressing the AC (Clear All)
" button.
COD D
OO® }Wf{ .
BOH L\ Remove any staples and paper clips from your documents and ensure that the
OO0 | documents are in good condition.
®O =\
l\

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

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

OR

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

3. ENTER FAX OPTIONS

o l“| ey Basic Copying 1 ﬂfrf@ge -
Adjustment

OOG .

® @ @ Output 2 Sided Copy Reduce/Enlarge Faper Supply s E-iail Gaie
‘ iy
€ collated €1 1 Sided € 10o0% € Auto Paper 0 Copying |
() Uncellated ()12 sided ) Auto% L=l 4 a5211 B

®0 O
® 0O

C) Single Staple C)Q =2 Sided :) 17" = 11" (Ed%) D =l 2 85x11 B
(__) Hale Punch 2 51sided  (_Jas: 4mazax ISl 1 2851 D
C) Mare. .. C) Mare... .:) Mare... D Mare...

<S>
= 1
.C_?d
O -
L3
@@=

Network Scanning Internet
Fax

Press the Features Select the All Services button OR the Basic Select the Fax button.

button to display the Faxing tab.

features selection

screen.
& endlist (1) | Dial Charscters.. || 5 i

Speed Dial Keypad Dial Superine I
Use the numeric keypad to enter the recipient’s
fax number OR use the send list to select a
previously stored number.
4. TRANSMIT THE FAX MORE INFORMATION
Press the Start button to transmit the fax. For more information, please refer to:
S S = - Training and Information CD 2
» That completes the procedure. - Quick Reference Guide

OO
OO <2 - http://www.xerox.com/support
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How to make a Copy

1. PREPARATION
— Cancel any selections made by a previous user by pressing the AC (Clear All) button.
e .
OO }fﬁ"_-%-{ Remove any staples and paper clips from your documents and ensure that the
BOH J, documents are in good condition.
e ae At
@O =\

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

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

OR

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

3. MAKE COPIES

‘ Features Button All Services Button Basic Copying Button

Basic H': E-Mail Fax
Copying
Netwark Scanning Irtermet

Fax

Dialing Option= | Resolution Sides Scanned

Standard Il 1 Sidec

= Send List...000) | Dial Characters....

Speed Dial | Superfine |
Press the Features Select the All Services button OR the Basic Select the Basic Copying button.
button to display the Copying button.
features selection
screen.
Quantity of Copies
O D =
loJole] _c:EaO
lololo) =
-
Use the numeric keypad
to enter the quantity of
copies to be made.
4. START THE JOB MORE INFORMATION
Press the Start button to start your job. For more information, please refer to:
S DS = - Training and Information CD 2
OHD 5 — That completes the procedure. - Quick Reference Guide
OO .“ - http://www.xerox.com/support
c'5 oo
o T W
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How to Load paper

1. OPEN THE PAPER TRAY

The Bypass Tray can be adjusted for all stock
types and sizes between 4.25”x5.5” and
117”x17”.

Paper Trays 1 and 2 are fully adjustable for all
stock sizes between 8.5”x5.5” and 11”x17”.

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

2. LOAD THE PAPER

Do Not load paper above the Maximum Fill
line.

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

Close the Paper Tray

=t =

3. CONFIRM THE PAPER STOCK LOADED

For the Bypass Tray and Paper Trays 1 and 2, select the Confirm
button OR select the Change Size and / or the Change Type and

Cornfirm 0 .
Color buttons to reprogram the tray if the paper size, type or color
f the tray information iz OK, touch Confirm haS Changed.
55 [P U Change Size
— & Transparency
: ® Clear
- G Chamnge Type and Color

Corfirm

% I the tray irformation is Ok, touch Confirm
@_ ® 051 [P U Change Size
= Flain Faper

; * YWihite
2 Change Type and Color

4. MORE INFORMATION

For more information, please refer to:
- Training and Information CD 2
- Quick Reference Guide

- http://lwww.xerox.com/support
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How to send an Internet Fax

1. PREPARATION
— Cancel any selections made by a previous user by pressing the AC (Clear All)
= G button.
OO -
lololo} ” 4 {
BOH \ Remove any staples and paper clips from your documents and ensure that the
eoo @& - documents are in good condition.
[oYe) -\
l\

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

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

OR

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

3. ENTER INTERNET FAX OPTIONS
‘ Features Button All Services Button Internet Fax Button
é’ Basic Copying 1%
oJoloRiaw N >
OO® .D Output 2 Sided Copy Reduce/Enlarge Paper Supply Basic ] -
[©]O) ('-5 = € collated E 1 15ided € 100 € ~uto Paper @ He @ @
@ ® (D é 8 zﬁcollla;d I %; :z 2lje: % :\::0% — 8 Z : 255:‘:: g Network Scanning m» Intermet
® 0O :o DHoIe Punch ()2 31 Sided [ Jes s 11 (128%) DE| 1 881 O @ @ -
D hore.. D fdore.. -::) More... D haore..
Press the Features Select the All Services button OR the Internet Select the Internet Fax button.
button to display the Fax tab.
features selection
screen.
E-mail Address
e
O Ce....
C) Edit Subject....
Subject : Scanned by the Xerox WokCentre
Select To: in the send field and either
input the full E-mail address or use the
address book to select a recipient.
4. TRANSMIT THE INTERNET FAX MORE INFORMATION
Press the Start button to transmit your internet For more information, please refer to:
S &S = fax. - Training and Information CD 2
OOD 5 That e d - Quick Reference Guide
©oJo) @ ,u at completes the procedure. - http://www.xerox.com/support




