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Introduction

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

There are two configurations available:

e  WorkCentre Copier/Printer - A multi-functional digital device capable of copying, printing, faxing
(optional), e-mailing and network scanning (optional).

e  WorkCentre Copier/Printer/Scanner - An advanced multi-functional device offering a high
specification of features and functions. This model is capable of copying, printing, scanning, e-
mailing and faxing (optional).

Each model has seven configurations available which provide either 35, 40, 45, 55, 65, 75 or 90
copies/prints a minute. All configurations are fully upgradable so as to meet any future requirements
you may have. Please contact your local Xerox representative for further information.

For further assistance in identifying your model, configuration and the additional options available
please refer to on page 5.

All features and functions described within the User Guide relate to a fully configured WorkCentre and
may not be available on your device. If you require further information on any of the optional
components, or information on any of the other device configurations please contact your local Xerox
representative.

If you need assistance during or after product installation, please visit the Xerox website for online
solutions and support.

If you require further assistance, call our experts at the Xerox Support Center, or contact your local
representative. When telephoning please quote the machine serial number. Use the space below to
make a note of the machine serial number:

#

To access the serial number open the front door. The serial number is located on a label above the
toner cartridge. The Xerox Support Center or local representative telephone number is provided when
the device is installed. For convenience and future reference, please record the telephone number in the
space below:

Xerox Support Center or local representative telephone number:

#
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Control Panel: Touch Screen and Numeric
Keypad.

Document Feeder and Document Glass: Used
for scanning single or multiple documents. The
document glass can be used for scanning single,
bound, custom size or damaged documents.

Paper Trays 1 and 2: These trays are standard
on all models. Trays 1 and 2 are fully adjustable
and can be used for media sizes 5.5x8.5” to
11x17”(A5 to A3).

Paper Trays 3 and 4: These trays are high
capacity paper trays. Trays 3 and 4 are dedicated
trays used for 8.5x11” or A4 size media.

Bypass Tray: Used for non-standard printing
media.

Paper Tray 5: This is an optional high capacity
paper tray. It is a dedicated tray used for 8.5x11”
or A4 long edge feed size media. Optional kits
are available to accommodate 11x17”, A3,
8.5x14”, 8.5x11” or A4 Short Edge Feed (SEF)
media.

Tray 6 (Inserter): An optional paper tray for use
with the High Volume Finisher. It is used to insert
pre-printed sheets into copy sets. It is not part of
the printing process and cannot be used for
imaging.

Device Overview

High Volume Finisher: This optional finisher
collates, offsets, stacks and staples your output.
Booklet Maker, Tri-fold and Hole Punch kits can
be installed with this finisher.

Booklet Maker and Trifolder: These are optional
devices which can be installed with the High
Volume Finisher to staple and fold booklets or
leaflets.

Convenience Stapler: This optional device
provides manual stapling of up to 50 sheets. The
Convenience Shelf must also be fitted.

Offset Catch Tray: Delivers output collated or
uncollated. Each set or stack will be offset from
the previous to enable easy separation.

Basic Office Finisher: This optional device
stacks, collates, staples and offsets your output.

Advanced Office Finisher: This optional device
stacks, collates, staples and offsets your output.
Hole punch kits are also available for this finisher.

Document Glass Cover: This is a flat hinged
cover for the document glass. It is fitted instead
of the document feeder and is standard on some
configurations.
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Services and Options

Services and Options

There are a number of services and options available for use with your device. Many services are
provided as standard and simply require enabling or configuring with additional third party hardware.
Optional functions and kits are also available and can be purchased and installed. The options
available are dependent on your WorkCentre model.

WorkCentre Copier/Printer Models

Key:
e Standard 0 Optional - Not Available

WorkCentre

Description

35 40 45 55 65 75 90

Document Glass Cover a flat hinged cover for the document glass. | ®
Fitted instead of the document feeder.

Document Feeder feeds 75 (35 model only) or 100 single or double o ° ° ° ° ° °
sided documents. Documents from A5 to A3 (5.5"x8.5" to 11"x17")
can be fed. Fitted instead of the document glass cover.

Paper Trays 3 and 4 high capacity paper trays. o o o o ° ° °
Paper Tray 5 high capacity platform feed paper tray. o 0o 0o 0o o o o
Paper Tray 6 (Post Process Inserter) optional insert tray which can = o 0o 0o ) o o

be fitted with the High Volume Finisher.

Envelope Tray this tray is fitted instead of paper tray 2 to enable ° o o o o o o
envelope printing. Up to 55 #10 Envelope s (4.1"x9.5") can be
loaded in the tray.

Offset Catch Tray delivers collated or uncollated output. o o o o
Basic Office Finisher stacks, collates, staples and offsets your o o o
output.

Advanced Office Finisher stacks, collates, staples and offsets your | © ° o o o o
output. Hole punch kits are also available for this finisher.

High Volume Finisher collates, offsets, stacks and staples your = o o o o o o
output. Booklet Maker, Trifold and Hole Punch kits can be installed
with this finisher.

Hole Punch Kits available with the Advanced Office Finisher and o o o o o 0 o
the High Volume Finisher. The kits available are 2 Hole, 2 Hole
Legal, 3 Hole, 4 Hole or Swedish 4 Hole. Only one kit can be fitted at
one time.

6 Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
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Services and Options

WorkCentre

Description

35 40 45 55 65 75 90

Convenience Stapler for manual stapling. The Convenience Shelf o o o ) ) o o
must be installed.

Convenience Shelf a shelf which can be installed on the left side of o o o o o o o
the device.

Stand a storage area which is fitted instead of trays 3 and 4. . . . .
Basic Fax Kit (Embedded) this kit enables a single fax line o o o o o o o
connection.
Extended Fax Kit (Embedded) this kit enables two fax lines to be o o o o o o o
connected.
LAN Fax® enables users to send faxes directly from their PC using R I N R T I
the print and fax drivers.

(¢} (¢} (¢} (¢} (¢} (¢} (¢}

Server Fax® enables users to send and receive hard copy faxes via a
fax server.

Internet Fax allows users to send or receive faxes over the internet o o 0 0 0 o o
or intranet.

Network Scanning Kit enables E-Mail and Workflow Scanning o o o o 0o o o
services. The mono-scanner is provided as standard.

Security kit provides additional security features, such as image U o o o o ° °
overwrite options.

Xerox Secure Access provides a card reading device to restrict o o o ) ) ) o
access to the device.

Color Scanner used to scan in color (factory fit). 0 o 0 o

Color Scanning Enablement kit a pin code is provided which = = = = o o o
enables color scanning capabilities.

Network Accounting enables the tracking of device usage for Print, ¢ 0 o o o o 0o
Copy and Scan jobs from multiple devices over the network.

Xerox Standard Accounting is an accounting tool which tracks the | ® . o o o o o
number of Copy, Print, Workflow Scanning, Server Fax and Fax jobs
for each user.

Foreign Interface Device enables the attachment of a third party o o o o o o o
access and accounting device, such as a card swipe or coin
operated unit.

a. Requires the Basic or Extended Fax Kit or a Third Party Fax Server to be configured and installed.
b.  Requires a Third Party Fax Server to be configured and installed.

WorkCentre Copier/Printer/Scanner Models

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 7
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Services and Options

Key:
e Standard 0 Optional = Not Available

WorkCentre

Description

35 40 45 55 65 75 90

Document Feeder feeds 75 (35 model only) or 100 single or double ° ° ° ° ° ° °
sided documents. Documents from A5 to A3 (5.5"x8.5" to 11"x17")
can be fed. Fitted instead of the document glass cover.

Paper Trays 3 and 4 high capacity paper trays. ° . . . . . .
Paper Tray 5 high capacity platform feed paper tray. 0o 0 0 0 o o o
Paper Tray 6 (Post Process Inserter) optional insert tray which can g o o o 0o o o

be fitted with the High Volume Finisher.

Envelope Tray this tray is fitted instead of paper tray 2 to enable o o o o o o o
envelope printing. Up to 55 #10 Envelopes (4.1"x9.5") can be
loaded in the tray.

Offset Catch Tray delivers collated or uncollated output. o o o o
Basic Office Finisher stacks, collates, staples and offsets your o o o
output.

Advanced Office Finisher stacks, collates, staples and offsets your o o o 0 o o
output. Hole punch kits are also available for this finisher.

High Volume Finisher collates, offsets, stacks and staples your = 0 0 0 o 0 0
output. Booklet Maker, Trifold and Hole Punch kits can be installed
with this finisher.

Hole Punch Kits available with the Advanced Office Finisher and o o o o o o o
the High Volume Finisher. The kits available are 2 Hole, 2 Hole
Legal, 3 Hole, 4 Hole or Swedish 4 Hole. Only one kit can be fitted at
one time.

Convenience Stapler for manual stapling. The Convenience Shelf o o o o o o o
must be installed.

Convenience Shelf a shelf which can be installed on the left side of o [ U U U U U
the device.

Basic Fax Kit (Embedded) this kit enables a single fax line o o o ) ) o o
connection.
Extended Fax Kit (Embedded) this kit enables two fax lines to be ° ° o o o o o
connected.
LAN Fax® enables users to send faxes directly from their PC using S I O e R I
the print and fax drivers.
Server Fax? enables users to send and receive hard copy faxesviaa | ® | ® | ¢ | * | * | * | ®
fax server.
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Services and Options

WorkCentre

Description

35 40 45 55 65 75 90

Internet Fax allows users to send or receive faxes over the internet o o ) ) ) ) )
or intranet.

Network Scanning Kit enables E-Mail and Workflow Scanning o o o o o o o
services. The mono-scanner is provided as standard.

Security kit provides additional security features, such as image [ o ° ° ° ° °
overwrite options.

Xerox Secure Access provides a card reading device to restrict o o o o o o o
access to the device.

Color Scanner used to scan in color (factory fit). o o o o

Color Scanning Enablement kit a pin code is provided which = = = = o o o
enables color scanning capabilities.

Network Accounting enables the tracking of device usage for Print, 0o 0 0 0 o o o
Copy and Scan jobs from multiple devices over the network.

Xerox Standard Accounting is an accounting tool which tracks the o o L] L] L] L] L]
number of Copy, Print, Workflow Scanning, Server Fax and Fax jobs
for each user.

Foreign Interface Device enables the attachment of a third party o o o o o o o
access and accounting device, such as a card swipe or coin
operated unit.

a. Requires the Basic or Extended Fax Kit or a Third Party Fax Server to be configured and installed.
b.  Requires a Third Party Fax Server to be configured and installed.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 9
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Control Panel Overview

Control Panel Overview

(6]

2]

10

Services Home: Provides access to the services
available on the device.

Services: Returns the display to the previous
copy, fax, or scan feature screen when the Job
Status screen or Machine Status screen is
displayed.

Job Status: Use to check the progress of active
jobs, or display detailed information about
completed jobs.

Machine Status: Use to check the device status,
the billing meters, the status of consumables, or
print the user documentation and reports. Use

this button also when accessing the Tools mode.

Touch Screen: Use to select programing features
and display fault clearance procedures and
general device information.

Log In/Out: Use to enter log in details, and to log
out.

Numeric Keypad: Use to enter alphanumeric
characters.

Help: Displays help messages for device features.

©

1)

Ener@g aver

@)
Clear All
Interrupt Printing
toy
)

Interrupt Printing: Use to pause the job which is
currently printing, to run a more urgent copy job.

Start: Use to start a job.

Clear All: Press once to clear a current entry.
Press twice to return to default settings.

Stop: Stops the job in progress.

Energy Saver: Use to select energy saver mode,
perform a quick restart or to power down the
device.

Language: Use to select a different language for
the touch screen options.

Dial Pause: Use to insert a pause when dialing a
fax number.

‘C’ Cancel Entry: Cancels the previous entry
made on the Numeric Keypad.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
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Power On and Off

Power On and Off

Power On

1. Ensure that your device is connected to a suitable N
power supply and that the power cord is fully plugged \
in to the electrical outlet of the device. ) ‘\% \/

2. Press the Power switch. The entire powering on process
(to power on all installed options) takes less than 3 Ny :
; ) y
minutes.
Power Off

1. Press the Power switch. The Power Down options are displayed:

o If Energy Saver is selected, the device will rcewon oo =
immediately enter the Power Saver Mode E— et S
. . . . Enorgy Saver Whan in Enargy Saver Mode. pross any kiy of iouch thit Scroon 10 wake th maching
appropriate to its configuration. ':J =
. . ) ‘Quick Aastart onds the culment sosEon, restans the machine ard any jobs n progross
e If Quick Restart is selected and confirmed the T R s e
Power Down

device will restart. Any copy jobs in the job list will e R T X
be deleted, print jobs in the job list are recovered.

e If Power Down is selected and confirmed the
device is powered down.
e If Cancelis selected the power down options will be cancelled and the device will be available
for use.
2. Select Power Down. A confirmation screen displays a warning that data may be lost if the device
is powered down.

Note: Confirming power down will result in the deletion of any jobs currently in the queue.

3. Select the Confirm button to power off the device.

The device will begin a controlled power down sequence. It remains on for approximately 45
seconds before switching off.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 11
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Power On and Off

Energy Saver

The device is designed to be energy efficient and automatically reduces its power consumption after
periods of inactivity. The System Administrator can set up Energy Saver options. The Energy Saver
button on the control panel causes the Power Down options to be displayed. To activate Energy Saver
mode use the instructions below:

1. Press the Energy Saver button on the control panel.

The Power Down options are displayed.

2. Select Energy Saver. The device will immediately enter
Low Power mode.

If Sleep mode has been configured, the device will
then enter Sleep mode after a specified period of time.

The Energy Saver button is illuminated when the
device is in Energy Saver mode. A steady light indicates
the device is in Low Power mode. A flashing light
indicates the device is in Sleep Mode.

3. Tore-activate the device when in Low Power or Sleep mode, touch a button on the touch screen or
control panel. The device takes longer to recover from Sleep mode.

For information about setting up the Energy Saver options, refer to the Systerm Administrator Guide.

12 Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
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Loading Paper

1. Open the required paper tray.

e  Paper Trays 1 and 2 are fully adjustable for all media sizes between A5 and A3 (5.5x8.5" and
11x17").

e Paper Trays 3 and 4 are dedicated paper trays which are set to hold either A4 or 8.5 x11" LEF
paper.

e Paper Tray 5 is an optional high capacity paper source. The standard tray has a single tray
which is set to A4 or 8.5x11" LEF. Two optional kits are available to allow Tray 5 to feed A3 or
11x17” SEF and A4 or 8.5x11” SEF.

e Bypass Tray accommodates most types of media in a range of sizes between A6 and A3 SEF
(4.25x5.5” and 11x17" SEF).

LEF = Long Edge Feed and SEF = Short Edge Feed.

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

If loading trays 1 or 2, make sure that the paper guides
are in the correct position for the paper size. Adjust
each guide by squeezing the clamp mechanism and
sliding the guide to just touch the edge of the media.

If loading the Bypass Tray, locate the media against
the front of the tray and move the rear guide to touch
the rear of the stack.

If loading Tray 5, press the button to open the door.
Wait for the paper tray to lower. The media required is
displayed on the screen. Place the media in the tray. Media must be positioned against the right
side of the tray.

3. Close the paper tray or tray door as required. The Bypass Tray remains open.

4. If the Paper Settings screen is displayed, select the size, type and color of the paper you have
loaded and select Confirm.

If the tray is a Dedicated tray the paper size and type specified on the touch screen must be
loaded and the Paper Settings screen is not displayed.

For information about loading special media, refer to on page 225 of
Specification information for the Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 is
provided at
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Loading Documents

Loading Documents

Original documents can be loaded either into the
document feeder or onto the document glass.

1. Load your documents face up in the document feeder
input tray.
Adjust the guide to just touch the documents.

2. Lift up the document feeder. Place the document face
down onto the document glass and register it to the
arrow at the top right rear corner. Close the document
feeder.

Note: Original documents are only scanned once even
when several copies are selected.

Specification information for the Xerox WorkCentre
5735/5740/5745/5755/5765/5775/5790 is provided at
WWW.XErox.com.
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Making Copies

1. Load your documents face up in the document feeder input tray. Adjust the guide to just touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the Copy  [ien 0
option. P 5
The Copy features are displayed. g - i i
L .:J @Maw @"‘"“ @mw
@ 100% 'J J;::w _) I IJ S

;) A% l:) 0l ;:;;u :‘) 22 ided |:) Hale Purch

*) et J Ulranpa _) 241 ddd 'J 1 Staghe
) o ';) e :) e

4. Select the required features using the touch screen:

G Reduce / Enlarge can be used to reduce or enlarge the image by 25 % to 400 % .

D Paper Supply is used to select the required tray and size of paper for the copy output.

2-Sided Copy is used to produce 1 or 2-sided copy output.
., Py P py outp

%‘% Copy Output is used to select collate, staple or fold options (depending on the finishing
= )-2)  device available).

5. Enter the copy quantity using the numeric keypad and press Start to scan the originals.
6. Remove the originals from the document feeder or document glass when scanning has completed.
The Copy job enters the job list ready for printing.

7. Select Job Status to view the job list and check the status of your job.

If your job is held in the list it requires additional resources to print. To identify the resources
required, select the job and select Job Details. Once the resources are available the job will print.

For information about additional Copy features, refer to on page 38 of

For information about copying an ID card, refer to on page 195 of
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Printing a Document

Printing a Document

1. Ensure that the correct Xerox print driver has been installed on your PC. To install the print drivers
refer to the System Administrator Guide.

2. Open the document to be printed. From your application, select File > Print and select the Xerox
device from the list of printers displayed.

3. To change the default printing properties click Properties.

The print driver has various tabs that contain options
and properties.

e  Use the Paper/Output tab to choose the type of

Faper/Output | Special Fages | Image Options | Layout/Watemark | Advanced

Sleetee o] eSeedpies
medigq, size and color and output choices such as (e Pk 8= [rsded P )
i i [Ff poer: C[] gapling=
2-sided prints. R ¥ [one [ ]
| Frinter Defautt Typs Ll D .,H",'e Punching:

e The Special Pages tab allows you to add covers,
inserts and exceptions. e

e The Image Options tab enables you to adjust the o ==
image quality. =

e  The Layout/Watermark tab has various options
to add watermarks to pages, change image

orientation (landscape or portrait) and enable B e ——
booklet and multi-up printing.

e The Advanced tab contains various font, document and printing options.

Choose the options required for your printing job and click OK to print the document.

4, The print job will be sent to the device and will appear in the Active Jobs list. To view the list at the
device, press the Job Status button on the control panel.

If your job is held in the list it requires additional resources or a passcode to print. To identify the
resources required, select the job and select Resources Required. Once the resources are available
the job will print. If a passcode is required, select Release and enter the secure passcode.

For information about additional Print features, refer to Printing a Document on page 144 of Print.
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Sending a Fax

1. Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the Fax o~ & 1 !

option. The Fax features are displayed. Wﬂ‘m‘m e

4. Enter the recipient’s fax number by:

e Keypad Dial - select the Enter Number area on
the touch screen and enter the number using the (@~
numeric keypad.

| || 2:5kdea scamning T | originat Type

e  Manual Dial - if a telephone handset is attached | 5. =
to the device, select the Manual Dial key and dial
the number using the handset or the numeric keypad.

e Speed Dial - select the Enter Number area and enter the 3 digit speed dial number, then
select the Speed Dial option.

e  Address Book - select the Address Book button to access the fax address book. Select an
entry from the Address Book to add to the Recipient list. Continue adding recipients as
required and select Close to return to the previous screen.

5. Ifrequired, select Add to add the number entered to the Recipient list. Enter additional numbers
as required. The fax will be sent to all the numbers in the Recipient list.

6. Select the required features for your fax job using the touch screen:

Dialing Characters are alphanumeric characters which have a specific fax function and can be
entered as part of the fax number.

Cover Letter allows you to send a fax with a covering letter.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided.

Original Type is used to define the original document as text, text and photo, photo or halftone
photo.

] [

Resolution can be used to optimize the resolution settings.

7. Press Start to scan the originals and process the fax job. Remove the originals from the document
feeder or document glass when scanning has completed.

The Fax job enters the job list ready for sending.
8. Select Job Status to view the job list and check the status of your job.

For information about additional Fax features, refer to on page 66 of
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Server Fax

7.

8.

Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

Press the Clear All (AC) button once to cancel any previous screen programlng selections.

-Dl'ullmmmrl...
Add

e,

Press the Services Home button and select the Server [J s 220
Fax option. The Server Fax features are displayed. lwi’

Enter the recipient’s fax number by:

e Keypad Dial - select the Enter Number area on
the touch screen and enter the number using the
numeric keypad.

= 1

e  Fax Directory - Touch the Fax Directory button, o ‘ ‘ F"’""’" ‘ ‘ e

select an entry from the Fax Directory to add to
the Recipient list.

Select Add to add the number to the Recipient list.
Select the required features for your fax job using the touch screen:

Dialing Characters are alphanumeric characters which have a specific fax function and can be
entered as part of the fax number.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided.
= Original Type is used to define the original document as text, text and photo, or photo.

Resolution can be used to optimize the resolution settings.

Press Start to scan the originals and process the Server Fax job.
Remove the originals from the document feeder or document glass when scanning has completed.

The Server Fax job enters the job list ready for sending.

Select Job Status to view the job list and check the status of your job.

For information about additional Server Fax features, refer to on page 84 of

18

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
Getting Started



Internet Fax

1. Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the [V v 0
Internet Fax option. The Internet Fax features are et _
displayed. [ e oo "

4.  Select New Recipients. B — j

5. Select To or Cc for the recipient using the drop-down R = : -
menu to the left of the entry box. g e )

6. Using the keyboard, enter the e-mail address. Qe ||| T [ |- l

e Up to 128 alphanumeric characters can be
entered.

e Todelete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

Select Add to add the e-mail address to the Recipient list. Continue adding e-mail addresses until
all the recipients have been added to the list, then select Save. All the recipients are displayed in
the Recipient list.

If an address book has been setup, enter the name of the recipient and select Search. A list of
matching recipients is displayed. Select the e-mail address required and select Add (To:) or Add
(Cc:) from the drop-down menu. The e-mail address is added to the recipient list. Multiple
recipients can be added to the Recipient list in this way. Select Close to exit.

7. Enter the Message, Reply To, From and Subject details as required.
8. Select the required features for your fax job using the touch screen:

Output Color is used to replicate the original colors or to change the output to black and white,
»  grayscale or color.

This feature may not be available on your device.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided.
’a Original Type is used to define the original document as text, text and photo, or photo.

9. Press Start to scan the originals and process the Internet Fax job. Remove the originals from the
document feeder or document glass when scanning has completed.

The Internet Fax job enters the job list ready for sending.

10. Select Job Status to view the job list and check the status of your job.

For information about additional Internet Fax features, refer to on page 92 of
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Sending a Fax from the PC

Sending a Fax from the PC

1. Ensure that the correct Xerox print driver has been installed on your PC and the Fax from PC option
is available. To install the print drivers refer to the System Administrator Guide.

2. Open the document to be faxed. Click File > Print and select the Xerox device from the list of
printers displayed.
3. Select the Properties button to display the print driver printing preferences.

4. Select Fax as the Job Type on the Paper/Output
screen of the print driver.

The Fax screen will automatically open. This screen | = [sseesege | Insge trsns | o istemste | Averced

displays the recipients for the current fax. You can | &/%2%, g BN 5
.. Normal Print TR
now Add Fax Recipients or Add From Phonebook. [ |seoum e H L[] posting: ]
Delay Print. No Hole Punch o
Saved Job. ..

Output Destination:
| Automatically Select ~|

=4 i L
Sl 5
BIRE C ok 1= ) [ ]
5. To add a new recipient select the Add Recipient button. Fax 5l

6. Input the name and fax number of the recipient. Complete the || Fesierts |cover sheet | options

additional information. ﬂ

Select the Save to Personal Phonebook option if you want to T e T
add the recipient to your Personal Phonebook. )

The Fax window has various tabs that contain options and

properties.
e Use the Cover Sheet tab to add a covering letter to your
fax.

e Use the Options tab to enable a confirmation sheet,
choose a specific send speed or select the resolution for

the fax. You can also select the Send Time option to entera || ¢ >
specific time to transmit the fax. 23 8%
7. Choose the options required for your fax job and click OK to
send the document. Your fax will be submitted to the device job

list ready to be transmitted.

For information about additional Fax from PC features, refer to Fax from PC Options on page 103 of
Fax.
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Workflow Scanning

Workflow Scanning allows the user to scan a hard copy original and convert it into an electronic file.
The file is placed into a specified filing location on a networked server, workstation or the device hard
drive. The settings used for scanning the original are stored in a template.

1. Load your documents face up in the document feeder input tray. Adjust the guide to touch the

documents.

Or......

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the CYR S B, reaonen ) by |
Workflow Scanning option. The Workflow Scanning Dostnaon et
features are displayed. | -rcomasncxtomsa o s _|

4. Select a Template for the job from the templates T —
displayed in the list. e
All the current settings are changed to the settings in | L2220 ,
the template. @D:..,,m‘ Hj Bsed ‘ H__,J D.._g._n.,.‘ Hg e

5. Select the required features for your scanning job
using the touch screen.

If required, modify the template settings from the options on the Workflow Scanning, Advanced
Settings, Layout Adjustment and Filing Options tabs:
@ Output Color is used to replicate the original colors or to change the output to black and white,
grayscale or color.
This feature may not be available on your device.
2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided. The second side
can be rotated.
E Original Type is used to define the original document as text, text and photo, or photo.
Scan Presets is used to set the scan settings to suit how the scanned image will be used.

6. Press Start to scan the originals and process the Workflow Scanning job. Remove the originals
from the document feeder or document glass when scanning has completed. The Workflow
Scanning job enters the job list ready for filing. The scanned images are then filed to the location
specified on the template ready for retrieval by the user.

For information about additional Workflow Scanning features, refer to on

page 115 of
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Sending an E-mail

1. Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the E-mail [ . e
option. The E-mail features are displayed.

4, Select New Recipients.

5. Select To, Cc or Bec for the recipient using the drop-
down menu to the left of the entry box.

Using the keyboard, enter the e-mail address.

e Up to 128 alphanumeric characters can be
entered.

e Todelete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

Select Add to add the e-mail address to the Recipient list. Continue adding e-mail addresses until
all the recipients have been added to the list, then select Save.

All the recipients are displayed in the Recipient list.

If an address book has been setup, enter the name of the recipient and select Search. A list of
matching recipients is displayed. Select the e-mail address required and select Add (To:), Add (Cc:)
or Add (Bcc:) from the drop-down menu. The e-mail address is added to the recipient list. Multiple
recipients can be added to the Recipient list in this way. Select Close to exit.

6. Enter the Message, Reply To, From and Subject details as required.

7. Select the required features for your e-mail using the touch screen:

| Ovigisal Type |A 15 scam presets |.
Photo & Tost Sharng & Prining

@owcor || (228, .
Auta Detect 1-Sided

(P Output Color is used to replicate the original colors or to change the output to black and white,
grayscale or color.

-

This feature may not be available on your device.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided. The second side
can be rotated.

Original Type is used to define the original document as text, text and photo, or photo.

@[

Scan Presets is used to set the scan settings to suit how the scanned image will be used.

E

8. Press Start to scan your originals and process the E-mail job. Remove the originals from the
document feeder or document glass when scanning has completed.

The E-mail job enters the job list ready for sending.

9. Select Job Status to view the job list and check the status of your job.
For information about additional E-mail features, refer to on page 163 of
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Saving Jobs for Reprinting

Saving Jobs for Reprinting

9.

10.

Load your documents face up in the document feeder input tray. Adjust the guide to just touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

Press the Clear All (AC) button once to cancel any previous screen programing selections.

Press the Services Home button and select the Copy
option.

The Copy features are displayed.

Program the required job features.

O=  Om T O

Select the Job Assembly tab, and then Save Job for Reprint.
Select the option required: e - 1
e Copy & Save is used to store the job and printa | @)=« P s owwr s
copy of the job. o e —
e Save Only stores the job without printing. Fraes w0
Select a folder location to store the job. — o
Select New Job Name and enter a name for the job i [FP a0
using the keyboard.

Select Save to save the job name and return to the previous screen.
Press Start to run the job.

The job is scanned and saved with the name entered, in the folder selected. If Copy & Save was
selected, a copy of the job is also printed.

Jobs can also be saved using the print driver options or Internet Services. For additional information
about Saving Jobs for Reprint, refer to Saving a Job on page 181 of Save and Reprint Jobs.
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Reprinting Saved Jobs

Reprinting Saved Jobs

1. Press the Services Home button.
2. Select the Reprint Saved Jobs option.
Folders containing the saved jobs are displayed.

3. Select the folder required. If necessary, use the scroll
bar to access all the folders.

A list of the jobs in the folder is displayed.

2 Folder A

4 Folder B

3 Folder C

File Folder Management_

4, Select the job and select the print or save option required:

- int
&mku

e  Printis used to print the selected job using the
currently saved print settings.

o If print settings are changed from those stored
with the original print job, Print and Save is used
to print and then store the selected job with the
new settings.

e Save is used to save the selected job without
printing. The job will be saved in place of the
original job with any new settings selected.

If the job settings require changing prior to printing
the job, select the Settings option. Select the options

required and then select Print, Print and Save or Save.

5. If the job is a secure job, enter the passcode required
and select Print Job.

6. Select Job Status to view all the job lists and check the
status of your job. For further information, refer to Job
Status on page 233 of Machine and Job Status.

(] appie

DOMMYY 00:0000PM 10

~
-

J banana

COMMAYY 00:00:00AM =
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2-Sided Printing

=
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@
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Jobs can also be reprinted using Internet Services. For additional information about Reprint Saved Jobs
features, refer to Reprinting Saved Jobs on page 184 of Save and Reprint Jobs.
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Log In / Out

Log In / Out

If Authentication or Accounting has been enabled on the device, you may need to log in before using
some or all of the services. A picture of a lock on a button indicates that you must log in to use that
service.

1.

To log in select the Log In/Out button on the control
panel. Selecting a locked service will also prompt you
to enter a log in name and password.

Use the keyboard to enter your User Name.

If a password is required, select the Next button and
use the keyboard to enter your Password.

Select the Enter button.

If an accounting system is in use on the device, you
may also need to enter additional information, for example a User ID or Account ID. If a Foreign

Device Interface (FDI) is installed, you are prompted to access via the device installed, for example
a card reader or coin slot.

Your user details display in the User Details area on the right side of the message display.

To log out, select the Log In/Out button again or select the User Details area and select Log Out
from the drop-down menu.

A confirmation screen is displayed, select Log Out or Cancel.
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Enhance Productivity

Your device is a powerful multi-functional device with many digital functions integrated into one sleek
system. It is designed to support large workgroups in different office environments. You can do more
with less and streamline your workflow with these productivity enhancing features, for example:

e  Online address books
e  Customization to meet own work processes

e  Powerful documentation features for example, Booklet Creation, Special Pages, Build Job and
Annotations

To maximize job productivity, use the Job Status button to access the Active jobs list and manage your
jobs. If a job is urgent, use the Promote option to prioritize your jobs.

If a job is Held in the list, it may require additional resources or a secure code to print. The reason for
the held status is displayed on the Job Progress screen. Once the requirement has been met or the
correct secure code entered, the job is released for printing.

For further information about customizing or using your device refer to on page 244 of

26 Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
Getting Started



Maintenance and Consumables

There are several consumables on the device that need replenishing or replacing, such as paper,
staples, and customer replaceable units. To place an order for Xerox consumables, please contact your
local Xerox Representative giving your company name, product number and the machine serial
number.

For information about locating the serial number, please refer to on page 236 of

There are 5 replaceable units on the device:
e  Xerographic Module

e Toner Cartridge

e  Fuser Module

e Ozone Filter

e  Waste Toner bottle

The device will display a message on the touch screen when any of the units need to be reordered. This
message is a warning that the unit is nearing the end of its life. Only replace the unit when a message
actually instructs you to do so.

To replace a Customer Replaceable Unit, follow the instructions on the touch screen or use the
instructions provided with the consumable.

If your device is equipped with a finisher, or a convenience stapler, you will be required to replace the
staple cartridge or cartridges when the device displays a message instructing you to do so. If your
finisher has the optional hole punch unit, you will also be required to empty the hole punch waste
container when prompted by the device.

Performing regular cleaning activities ensures the device is kept free of dust and debris. The device
covers, control panel and touch screen should all be cleaned using a soft lint-free cloth, lightly
dampened with water. Xerox Cleaning Fluid or Anti-Static Cleaner can be used to clean the document
glass, but must be applied using a cloth and not poured directly on the document glass. Remove any
residue with a clean cloth or paper towel.

For further information on maintenance tasks, refer to on page 276 of
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Troubleshooting

Troubleshooting

A variety of situations can affect the quality of your output. The animations and fault messages on the
device help you to locate and resolve a problem easily. Some problems can be resolved by restarting
your device. If after rebooting your device the problem has not been resolved, have a look at some of
the areas below to identify solutions.

Problem Solution

The device will not power on e Check to see that the device is not in Energy Saver Mode as
indicated by the green light on the control panel. Touch the user
interface screen to re-activate.

e Check to see that the power cord is correctly inserted.

Documents will not feed through the | e Ensure that you have selected the correct service e.g. Copy, Fax,
document feeder Workflow Scanning.

e Ensure that all staples or paper clips have been removed from the
originals.

e Ensure the document feeder is not overloaded, a maximum of 75
documents (35 model) or 100 documents (other models) can be

loaded.
e Ensure that the edge guides are adjusted to touch the sides of the
originals.
The device will not print from a e Make sure that an active network cable is connected to the
workstation workstation.

e Check that the Network Setup is correct. For further information
refer to the System Administrator Guide.

Cannot send an E-mail e Check if the device is connected on the network.

e Check that E-mail is enabled. For further information, refer to the
System Administrator Guide.

Avoiding paper jams o If the paper curls excessively, flip the paper over in the applicable
paper tray.
e Use paper from a fresh package.

Cannot fax a document e Ensure the Fax service is enabled.

e Ensure your device is connected to a telephone socket if using Fax,
or the network for other fax services.

The job has been scanned or sent o Select the Job Status button and check the status.

from the PC but does not print o If the job is Held, select the job in the list and use the Required
Resources option to identify the resources required to enable the
job to print.

o If the job is a Secure Print job, select Release and enter the
passcode required.

For further information about problem solving, refer to Troubleshooting on page 280 of General Care
and Troubleshooting.
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Troubleshooting

Paper and media jams happen for a variety of reasons. When a jam occurs, the device presents
instructions on the screen explaining how to remove the jam.

Any printed sheets removed will automatically reprint once the paper jam is cleared.

1. The fault screen will indicate the location of the jam. Use the green handles and knobs indicated
in the instructions displayed on the screen to remove the jammed paper.

2. Ensure that all jam clearance handles and levers are returned to their correct positions. The red
flashes behind the jam clearance handles and levers should not be visible.

Jam Clearance areas vary depending on your device model and configuration.

1. Remove all the documents from the document feeder and document glass as instructed.

2. Re-order the documents as at the start of the job and reload. The documents will be recycled
automatically to recover the job.

For further information and help refer to on page 280 of
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Help

When using your device, detailed and timely help is available at your fingertips. You can access Help
information and tips from a variety of sources.

Press the Help button at any time to access the online help screens. Messages, screen instructions and
graphics provide additional information.

The user documentation and various reports can be accessed and printed at the device.

1. Press the Machine Status button and select Machine Information.
2. Select Information Pages.

A list of the reports and documentation available is displayed.
3. Select the report or document required and select Print.

Most answers to your questions will be provided by the documentation that is supplied with the device.

e User Guide - the user guide is divided into several sections and provides instructions and
information about all the features on the device.

e Posters - the posters overview all the basic functions of the device and can be printed and
displayed next to your device.

e System Administrator Guide - provides detailed instructions and information about connecting
your device to the network and installing optional features.

The user documentation can be accessed and printed at the device, as described above. Other
documents are either provided on disc or can be downloaded from the Xerox website.

Faults on the device can be accessed at the device. The screen displays fault listings, and the device
error logs. The fault page is separated into three options:

e AllFaults
e Active Messages
e Event Log

To access the Faults page: Press the Machine Status button, touch Faults and select the required
option.
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Help

Click ? on the print driver screen or press [F1] on the PC keyboard for information on the displayed print
driver screen.

To access Internet Services, open the web browser from your workstation. In the URL field, enter http://
followed by the IP Address of the device and press Enter to view the Home page.

Click Index to view the contents of the Internet Services site.

Click Help to take you to the Xerox online support web site.

To find out the IP Address of your device, print a configuration report. For instructions, refer
to on page 236 of

For any additional help visit our customer web site at or contact the Xerox Support
Center quoting the machine serial number.

To locate the machine serial number and contact information, press the Machine Status button on the
control panel. The Customer Support information and the Machine Serial Number are displayed on the
Machine Information tab.
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Help
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Introduction

Introduction

This section describes the copying features of the device,
including options for Reduce/Enlarge, 2-Sided Copy, Layout
Adjustments, Image Quality, Output Formats, Job
Assembly, and other copy functions.

When Start is pressed from within the copy service, the
device scans your originals and temporarily stores the
images. It then prints the images based on the selections
made.

1. To select the Copy service, press the Services Home
button.

2. Select the Copy option. Additional options and
features are displayed.

For instructions on using the basic Copy features refer to
Making Copies on page 37.

If Authentication or Accounting has been enabled on your
device you may have to enter log in details to access the features. Refer to Log In / Out on page 25 of
Getting Started.
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Making Copies

1. Load your documents face up in the document feeder input tray. Adjust the guide to just touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the Copy [0
option. ol
The Copy features are displayed. = 4 ) %%
R "I. :J @ ok Bl @ T @ s
© Ot oz () v
@ ) O oo o - O
Qu—u-w JJ%Z’S‘W () zm1sma ui_:)‘sm-
J e |\J Mare =\) More

4. Select the required features using the touch screen:

G Reduce / Enlarge can be used to reduce or enlarge the image by 25 % to 400 % .

D Paper Supply is used to select the required tray and size of paper for the copy output.

2 Sided Copy is used to produce 1 or 2-sided copy output.
., Py p py outp

%%‘ Copy Output is used to select collate, staple or fold options (depending on the finishing
1)) device available).

5. Enter the copy quantity using the numeric keypad and press Start to scan the originals.
6. Remove the originals from the document feeder or document glass when scanning has completed.

The Copy job enters the job list ready for printing.
7. Select Job Status to view the job list and check the status of your job.

If your job is held in the list it requires additional resources to print. To identify the resources required,
select the job and select Job Details. Once the resources are available the job will print.
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Copy Options

The Copy tab includes basic copying selections such as
Reduce/Enlarge, Paper Supply, 2-Sided Copy and Copy
Output. Each option is described in detail below.

Reduce/Enlarge

A variety of options are available on your device to enable you to reduce or enlarge the output from
your original, including selecting a specific ratio - either proportionately or independently - and
choosing from a selection of pre-defined preset buttons. For convenience, easy access to ratio
selections can be found on the Copy tab in the Reduce/Enlarge area. Use the More... button to access
further options not on the main screen.

Images from originals placed on the document glass can be enlarged or reduced by any ratio between
400 % and 25 % . Images from originals fed through the document feeder can be enlarged or reduced
by any ratio between 200% and 25%.

e  Use the arrow buttons on the Copy screen to select the required reduction or enlargement
percentage.

e  Alternatively, select the ratio button [ 100 | and use the numeric keypad to type in the ratio
required.

e Set the ratio window to 100 % if you want your output image to be the same size as your original.
e  Other options are listed below including A3 to A4 reduction, Auto and More.

Proportional %

Selections made on this screen will reduce or enlarge the image by the same ratio in both directions so
that the image gets bigger or smaller, but the proportions remain the same.

e Select the Variable % button [ 100 | and use the L Reduce / Enlarge EEEE N
numeric keypad or the arrow buttons to enter the ratio | e .
required. @ Povoten ms @ o e

e Use the Presets buttons to select 100%, Auto % or = @ @ ==

. =% . 154% (85" > 147
. 8% (175117 . 200%

commonly used ratios which can be set up by your
Administrator. The selected proportional ratios in
percentages are shown next to the button.

When Auto % is selected, the device chooses the best
ratio to reduce or enlarge the original onto the selected paper size. You must specify a paper tray
before using this option.
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Independent X-Y%

This selection enables you to set different reduction or enlargement ratios for the X (width) and the
Y (length) of the image. This will produce a distorted copy of your original.

e Select the Variable X-Y% buttons| 100 | and use the Wi Reduce Entarge |

numeric keypad or the arrow buttons to enter the —

Width - X% and Length - Y% ratios required. @ rooonea et
e Use the Presets (X/Y%) buttons to select 100%/100%, & E!

Auto Independent X-Y% or commonly used ratios e

which can be set up by your Administrator. The

selected X and Y ratios in percentages are shown next C )

to the button.
Use 100% / 100% to produce an image the same size as your original.

Auto Independent X-Y% automatically fits the image of your original onto the paper you have
selected. The reduction or enlargement may not be proportional, the device will distort the image
so that it will fit onto the paper. You must specify a paper tray before using this option or select
Auto Select on the Paper Supply screen.

Select Save to save your selections and exit.

Paper Supply

On the Paper Supply section of the Copy tab you have the option to select one of the paper trays, or
Auto Select. Use More... to access all the options.

e  Auto Select automatically selects the appropriate paper size for each original based on the size of
the original and any directly selected magnification ratios.

e Alternatively, you can select a paper tray that contains the size and type of paper you require. The
size and type of media loaded in each tray is displayed.

When the More... button is selected, the Paper Supply
screen is displayed showing all the trays and the size, color
and type of media loaded in each tray.

E Paper Supply

e  Auser can select which tray to use from this list. The
chosen tray is highlighted in blue.

e If the Auto Tray Switching feature has been enabled
by your System Administrator and the same size, color
and type of media is loaded in more than one other
tray, the device will automatically switch from the active tray to another if media in the active tray
runs out.

Select Save to save your selections and exit.
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2 Sided Copy

The device provides options to make one or two-sided copies from one or two-sided originals using
either the document feeder or the document glass. The options are:

e 1> 1sided use this option if your originals are printed on one side and you want single-sided
copies.

e 1> 2sided use this option if your originals are printed on one side and you want 2-sided copies.
You can also select the Rotate Side 2 button to have the second page rotated by 180°.

e 2> 2sided use this option if you want to make two sided copies from two-sided originals. You can
also select the Rotate Side 2 button to have the second side(s) rotated by 180°.

e 2> 1sided this option will make one-sided copies from two-sided originals.

Note: If using the document glass to scan originals, the device displays a message when ready to
scan side 2. Continue scanning until all sides have been scanned.

Copy Output

The most commonly used Copy Output options are selected directly from the Copy tab. The options
available are dependent on the finishing device and kits installed. For further information, refer to
Finishing Devices on page 42.

Use More... to access all the options. When you have finished programing your options, select Save to
save your selections and exit.

None

This option is selected if no finishing is required for the copy output.

Collation

Select the Collation option required. The options are:
e Collated sorts your copies into sets 1,2,3 1,2,3 1,2,3.
e Uncollated sorts your copies into stacks 1,1,1 2,2,2 3,3,3.

Stapled

The stapling options available are dependent on the finishing device available and the configuration
setup. For information about the available options, refer to Services and Options on page 6 of Getting
Started.

e 1 Staple select this option and then select the corner
required for the staple. A single staple will be
positioned in the corner selected.

e 2 Staple select this option and then select the edge
required for the staples. Two staples will be positioned
along the edge selected.
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e  Multi Staple when this option is selected, depending on the size of your mediq, either three or
four staples will be positioned on the edge selected. For example:

e 4 Staples = A4 LEF, A3, 8.5x11” LEF, 11x17”, 8x10” LEF.
e 3 Staples = 8x10” SEF, 8.5x11” SEF, 8.5x5.5” LEF, A4 SEF, A5 LEF, 8.5x14” SEF, BS SEF.

Note: SEF is Short Edge Feed and LEF is Long Edge Feed.

Note: For some staple selections the device will rotate the image. If you are unable to staple,
ensure that Image Rotation is On in Tools. Refer to Auto Image Rotation on page 264 of
Administration and Accounting.

Hole Punched/Stapled

The Hole Punched/Stapled options available are dependent on the finishing device and Hole Punch Kit
available. For information about the available options, refer to Services and Options on page 6 of
Getting Started.

This option is selected if you require your output to be hole punched or hole punched and stapled. Each
sheet will be punched individually so there is no limit to the number of pages in the set. Hole punching
can only be selected for A4 LEF and A3 (8.5x11” LEF and 11x17”) paper. Select the Collation option
required prior to selecting the required Hole Punched/Stapled option. The options are:

e Hole Punched Only select this option to hole punch
your sets or stacks on the left edge.

e 1 Staple select this option to hole punch your sets and
add a single staple. Select the location required for the
staple.

e 2 Staples select this option to hole punch your sets or
stacks and add two staples. Select the edge required
for the staples.

Booklet

If your device is fitted with the High Volume Finisher with Booklet Maker, you can use the Booklet
feature to automatically produce folded and stapled booklets. The following Booklet Maker
specifications apply:

e  Paper Sizes A3,11x17”, A4, 8.5x11”, 8.5x13” and 8.5x14”.

e  Paper weight 60 to 216 gsm (16 to 57 Ib).

e All media must be Short Edge Feed (SEF).

e Booklet thickness:

e  For Folded and Stapled booklets a maximum of 15 sheets of 80 gsm (20 Ib) or equivalent
thickness. For example you can have 13 sheets of 80 gsm (20 |b) and a cover sheet of
160 gsm (43 |b).

e  For Folded Only booklets a maximum of 5 sheets of 80 gsm (20 Ib) or equivalent thickness.
For example you can have 3 sheets of 80 gsm (20 Ib) and a cover sheet of 200 gsm (53 lb).
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Using the Booklet Creation - On option the device will scan your originals and automatically reduce and
arrange the images in the correct sequence on your selected media, so that a booklet is created when
the copy set is folded in half. A cover can be inserted onto the booklet automatically, refer to Covers on
page 50.

The options are:

Booklet Creation

e  Off select this option if you want your output layout to
match your originals. For example, if your originals are
already in a booklet layout.

. Copy Output

Output Options

e  On select this option if you want the device to
automatically reduce and arrange the images to
create a booklet layout.

Finishing
e Folded & Stapled will staple and fold the output along the center margin to produce booklets.
e  Fold Only will fold the output along the center margin to produce booklets.

e None select this option if you do not want the device to fold and staple your output.

Tri-Folded

If the optional Tri-fold Module is installed on your device, a single sheet of A4 or 8.5x11” media in a
weight range of 60 to 120 gsm (16 to 32 |b) can be folded in a C Fold or Z Fold. Originals must always
be loaded Short Edge Feed (SEF).

e CFold .~ the page will be folded as shown. Select W Copy output
Collated for sets or Uncollated for stacks.

Callation

-

& Coland
. Uncollated

Tri-Folded

e ZFold - the page will be folded as shown. Select
Collated for sets or Uncollated for stacks.

-
» Chold

o

Finishing Devices

Finishing Device Description
Basic Office Finisher e Holds up to 250 sheets of paper in the Top Tray, and up to 1000 sheets
in the Stacker Tray.

e Paper weight 60 to 216 gsm (16 to 57 |b).

e The Stacker can collate, stack and staple your output, depending on the
features selected. It staples between 2 and 30 sheets of 80 gsm (20 lb)
paper, less if using heavyweight paper or tabs.

e The staple cartridge for the Basic Office Finisher contains 3000 staples.

Note: Double Staple is not available with the Basic Office Finisher.
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Advanced Office Finisher

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

Paper weight 60 to 216 gsm (16 to 57 Ib).

The Advanced Office Finisher can collate, stack, staple and hole punch
(if available) your output depending on the features selected. It staples
between 2 and 50 sheets of 80 gsm (20 |b) paper, less if using
heavyweight paper or tabs.

Use the Pause button on the top of the finisher to pause printing and
unload the output tray. Press the button again to resume.

The finisher stapler has 1 staple cartridge containing 5000 staples.
This finisher can be fitted with the optional 2, 3 or 4 Hole-Punch kit.

High Volume Finisher

Holds up to 250 sheets of paper in the Top Tray, and up to 3000 sheets
in the Stacker Tray.

Paper weight 60 to 216 gsm (16 to 57 Ib).

The High Volume Finisher can collate, stack, staple and hole punch (if
available) your output depending on the features selected. It staples
between 2 and 100 sheets of 80 gsm (20 |b) paper, less if using
heavyweight paper or tabs.

Use the Pause button on the top of the finisher to pause printing and
unload the output tray. Press the button again to resume.

This finisher can be fitted with the optional 2, 3 or 4 Hole-Punch kit and
the Tray 6 (Post Process Inserter) kit.

The High Volume Finisher is also available with a Booklet Maker which
enables booklets to be folded and stapled. Folded sheets and booklets
are delivered to the booklet tray which can hold between 10 and 30
booklets, depending upon the number of pages. If the flap on the right
of the tray is folded down, an unlimited number of booklets can be
collected in a suitable container.

If you have a High Volume Finisher with Booklet Maker, a Tri-fold
module can also be fitted. This enables your device to produce tri-folded
output. With the Tri-fold module fitted, the capacity of the finisher
stacker tray is reduced to 2000 sheets and a maximum paper weight of
120 gsm (32lb).
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Image Quality

Image Quality

Your device can enhance the quality of your output using oo [T ot OupaFormu | Job Assombty
the Image Quality features. This section describes the O orghai Ty O tmagn Optons. P —
options available and when they would usually be used. g™ @i Qe
This includes features such as setting the device to suit the
type of input and controlling the lightness, darkness,
sharpness and contrast of the image.

Original Type

This feature provides a convenient way to enhance the B originel Type =
copy quality of your output based on the type of original
images you are copying and how they were produced.

mhe

majority of #ho ok you wil ba rureing.

e Photo and Text is recommended for text and line art
originals.

e  Text produces sharper edges and is recommended for
text and line art.

e Photo is used specifically for originals containing
photos or continuous tones without any text or line art. Produces the best quality for photos but
reduced quality text and line art.

e Halftone Photo is used if your original is from a magazine or newspaper that contains
photographs or text.

Select Save to save your selections and exit.

Image Options

Image Options provides options for changing the appearance of the copy output. The options are:

Lighten/Darken

This provides manual control to adjust the lightness or
darkness of the scanned images.

e  Move the indicator down to darken the scanned
image, for light originals such as pencil images.

e  Move the indicator up to lighten the scanned image,
for dark originals such as halftones or originals with
colored backgrounds.

Sharpness

This provides manual control to adjust the sharpness of the scanned images.
e  Move the indicator up to sharpen the scanned image.
e Move the indicator down to soften the scanned image.
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Screen

This option is available with Photo and Text, Text and Halftone Photo Original Type options. The Screen
options are as follows:

e  Auto reduces the risk of blotches or small areas that have a different texture or pattern
appearance than the surrounding area.

e Special enhances continuous tone photographs or high frequency halftone images. It is used to
create smoother, less grainy output for continuous tone and halftone images.

Select Save to save your selections and exit.

Image Enhancement

Image Enhancement provides options for improving the quality of the output, by reducing the
background or adjusting the contrast. The options are:

Background Suppression

This enhances originals that have colored backgrounds, by == N
reducing or eliminating the background on the output e - .

copy. This option is useful when your original is on colored Ol ] -

paper. @ o -

e  Select Auto Suppression to automatically suppress @ e

unwanted background.

e  Select Off to turn the Background Suppression feature
off, particularly when:

e The Darken adjustment does not produce a satisfactory output from light originals.
e The original has a gray or colored border, such as a certificate.
e You want to bring out fine detail that was lost due to a dark edge when using bound originals.

Contrast

This feature controls the image density on the output and compensates for an original that has too
much or too little contrast on the image.

e Move the indicator towards high to reproduce more vivid blacks and whites for sharper text and
lines but less detail in pictures.

e  Move the indicator towards low to reproduce more detail in light and dark areas of the original.

Select Save to save your selections and exit.
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Layout Adjustment

Using the Layout Adjustment features you can change the [JEFE T e s

appearance of your output image. This includes shifting O righet .. O ook Comwn. O tmage s
the image, producing a mirror image, deleting an area from | [ ) ="
any or all of the edges of the original and copying from O bapoEmse- O st mag-
bound originals. ) [t
Original Size
Original .?i;e allow§ you .to spgcify automatic sizg Fiet_ection 8 original Size N
of the originals, mixed size originals, or the specific size of |
the image to be scanned. The options are: " sy b
~ - mg
e Auto Detect is the default setting and enables @ rooms .. =1

automatic size sensing. The size detected is matched ’ PR
to a standard size paper. @ o scan Aron

. Mot Sizs Originale

e Preset Scan Areas allows you to define the size of your
original from a list of preset, standard original sizes.
You can view the list by using the scroll bar.

e Custom Scan Areas is used to enter a specific area for scanning. Measure the area to be scanned
on the original and enter the X and Y axis measurements into the fields provided. Only the area
specified is scanned.

e Mixed Size Originals allows you scan documents containing different size pages. The pages must
be the same width, like A4 LEF and A3 SEF (8.5x11” LEF and 11x17” SEF), other combinations are
shown on the screen. The device detects the size of the documents and can produce the following
output:

e If Auto Reduce/Enlarge and a specific Paper Supply is selected, all the images are reduced
or enlarged and copied onto the same size paper.

o If Auto Paper supply is selected, the images are copied size for size and a mix of paper sizes
will be output.

Select Save to save your selections and exit.

Book Copying

A CAUTION: Do Not close the document feeder when scanning bound originals.

This feature enables you to specify which page or pages of a book are to be scanned. The book original
is placed face down on the document glass with the spine of the book lined up with the marker at the
centre of the rear edge of the document glass. Align the top of the bound original against the rear
edge of the document glass.
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The device will identify the size of the original during scanning. If the pages have a black or dark
colored border the device will assume that the pages are smaller than they really are. To overcome this
use the Custom Scan Areas feature in Original Size to enter the exact size of the page. Refer to
Original Size on page 46 for more information.

Both Pages use to scan both pages, the left page of
the book first will be scanned first. Use the arrow
buttons to specify an amount from 0 to 50 mm (0 to o3
2”) to be deleted from the center of the book in order
to delete unwanted marks reproduced from the gutter
of the book.

Left then Right or Right then Left is used to scan
both pages, but the pages will be scanned in the order
specified. These options replace the Both Pages option and will not be displayed unless enabled
in Tools. Refer to Display Options on page 253 of Administration and Accounting.

M Book Copying

Left Page Only use to scan the left page only. Use the arrow buttons to specify an amount from 0
to 25mm (0 to 1”) to be deleted from the right side of the page in order to delete unwanted marks
reproduced from the gutter of the book.

Right Page Only use to scan the right page only. Use the arrow buttons to specify an amount
from 0 to 25mm (0 to 1”) to be deleted from the left side of the page in order to delete unwanted
marks reproduced from the gutter of the book.

Select Save to save your selections and exit.

Image Shift

Image Shift allows you to move the position of the image on the output page. The options are:

Auto Center automatically centers the scanned image on the output paper. To work effectively,
the original should be smaller than the selected output media or alternatively, the image should
be reduced.

Margin Shift moves the image up / down or left / right
on the page to give a bigger or smaller margins. Enter
the shift required by selecting a field or use the arrow |{ )=

buttons. @ oo

The amount of shift is in 1 mm (0.1”) increments up to &
50 mm (2.0”).

When copying 2-sided there are two options:

ﬂ Image Shift

e Adjust the margin of side two independently of
side one.

e Use Mirror Side 1 for side two to mirror the image shift set for side one if a binding margin is
required.

Select Save to save your selections and exit.
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Edge Erase

Edge Erase enables you to specify how much of the image to erase around the edges of your
document. For example, you can remove the marks caused by punched holes or staples in your original.
The options are:

All Edges is used to erase an equal amount from all the edges. Use the arrow buttons to adjust the
amount to be erased from 3 mm to 50 mm (0.1” to 2.0”) or select the entry field and enter the
amount required. All marks or defects within the measurement set are deleted.

Individual Edges enables an individual amount to be

EM Edge Erase
erased from each of the edges, on both the first and
second sides. Use the arrow buttons to adjust the @ o
amount to be erased from 3 mm to 50 mm (0.1” to @ i cages

2.0”) or select the appropriate entry field and enter the [ = =
amount required.

Print to Edge is used to print to the edge of the output
documents.

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

Select Save to save your selections and exit.

Invert Image

Invert Image allows you to reverse the image or create a
negative. This feature is useful for originals that have a

substantial amount of dark background or light text and @ oo
images, saving on toner usage. @ Mrormago

# Invert Image

Mrrar Imago

The options are:

Mirror Image reverses the original image creating a mirror of the

original. @ — @

Negative Image converts the dark image areas in the original to

light, and the light image areas to dark.
.—)

Select Save to save your selections and exit. 123 123
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Output Format

The output options allow you to manipulate the copied Mo ooy | [ oo B
images and enhance the appearance and style of your ookt reton. Covers. —

copy jobs. For example, you can add covers or annotations || 3] @~ af”

to your copies, create booklets, combine several images pr—— Trnsparsncy Sopesiors Paga Layau..

onto one page and interleave transparencies. @ g

Booklet Creation enables the production of booklets from 1 or 2 sided originals. The device will scan
your originals and automatically reduce and arrange the images in the correct sequence on your
selected copy paper, so that a booklet is created when the copy set is folded in half.

A cover can be inserted onto the booklet automatically.

Refer to on page 50 for more information. a

If your device is fitted with the High Volume Finisher with
Booklet Maker you can use the Booklet Creation feature to
automatically produce folded and stapled booklets. The
following Booklet Maker specifications apply:

Paper Sizes A3, 11x17”, A4, 8.5x11”, 8.5x13” and
8.5x14”.

Paper weight 60 to 216 gsm (16 to 57 Ib).
All media must be Short Edge Feed (SEF).
Booklet thickness:

e  For Folded and Stapled booklets a maximum of 15 sheets of 80 gsm (20 lb) or equivalent
thickness. For example you can have 13 sheets of 80 gsm (20 |b) and a cover sheet of
160 gsm (43 Ib).

e  For Folded Only booklets a maximum of 5 sheets of 80 gsm (20 lb) or equivalent thickness.
For example you can have 3 sheets of 80 gsm (20 Ib) and a cover sheet of 200 gsm (53 lb).

To create a booklet:

1.

On the Copy tab, select the Paper Supply required for the job. If stapling and/or folding is required
a Short Edge Feed (SEF) paper supply must be selected.

Booklet Creation is not available if Auto Paper is selected.
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2. Select the On button on the Booklet Creation screen.

¥ Booklet Creation

3. If the High Volume Finisher with Booklet Maker is
installed, select the finishing option required: ®-

-
& On

e Folded & Stapled will staple and fold the output
along the center margin to produce booklets.

e Fold Only will fold the output along the center
margin to produce booklets.

4.  Select the Original Input, either 1 Sided Originals or
2 Sided Originals depending on the originals being scanned.

5. Select the Reading Order required for the finished output, either Left to Right or Right to Left.

Note: This option will not be displayed if it has not been enabled in Tools. Refer to Set Copy
Defaults on page 255 of Administration and Accounting.

6. Select Save to confirm your selections.
7. Load your originals into the document feeder and select Start to run the job.

Covers

Covers enables blank or printed pages to be added to the front, back or front and back of your set. This
option is also used to add a cover to a booklet. The covers can be a different media to the rest of your
job.

Note: Covers cannot be used with Auto Paper Supply, a paper supply must be specified.

Use the following instructions to program Covers:

1. On the Copy tab, select the paper you want to use for the main body of the job.

2. Load the media to be used for the covers into another paper tray, ensuring that it is in the same
size and orientation as the paper you are using for the main body of your job.

Note: For further information about loading media, refer to Paper and Media on page 211.

Update the Paper Settings screen and Confirm your selections.
3. Select Covers from the Output Format tab.

4. Select the Covers Option required: p— el =1 =]
e No Covers CoversOptions From Cover Bk Cover
e Front Cover Only adds a blank or printed cover to PS m::' I I
the front of the document. P e e
e Back Cover Only adds a blank or printed cover to ™ 1l &=

the back of the document. @ s Bockcomes

e  Front &Back Covers adds a blank or printed cover [
to the front and back of the document. The
printing and paper supply options can be programmed individually for each cover.

e Booklet Cover used to add a cover to a booklet if using the Booklet Creation option.

5. Select the Printing Options required for the selected covers:
e Blank provides a blank sheet as the cover.
e 1 Sided prints an image on one side of the cover.
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e 2 Sided prints an image on both sides of the cover.

e 2 Sided, Rotate Side 2 prints an image on both sides of the cover. The image on the second
side is rotated to change the read orientation.

6. Select the Paper Supply required for the selected covers.
7. Select Save to confirm your selections.
8. Load your originals into the document feeder and select Start to run the job.

Inserts

Inserts enables blank pages on a different media to be inserted into your document, or for specified
pages to be printed on a different media. Up to two sources of media can be used for the inserts. If
inserting blank pages, a blank sheet must be inserted in the appropriate place in your original
document prior to scanning.

If you have a High Volume Finisher and the optional Tray 6 (Inserter) installed, you can feed the inserts
from this tray. Media loaded into Tray 6 (Inserter) is not part of the printing process, therefore blank
pages do not need to be added to your original document. When entering the insert page numbers,
the insert sheets are counted as a page.

Note: Inserts cannot be used with Auto Paper Supply, a paper supply must be specified.
Use the following instructions to program Inserts.

1. On the Copy tab, select the paper you want to use for the main body of the job.

2. Load the media to be used for the inserts into another paper tray, ensuring that it is in the same
orientation as the paper you are using for the main body of your job.
Note: For further information about loading mediq, refer to Paper and Media on page 211.

Update the Paper Settings screen and Confirm your selections.

3. If blank inserts are required, add blank sheets to your set of originals where the inserts are to be
placed.

4.  Select Inserts from the Output Format tab.

5. Select On to enable inserts.

6. Enter the page number of the insert. The page
numbers are the physical page numbers and not the

page numbers which may already be printed on the Page tmbers o sets . Paga e o s
document. - B &

Tab Shift

For copying 2-sided to 2-sided, each page of your ""‘""n . e oy
document has 2 page numbers, so you need to count EU U

each side of your document.

If using the optional Tray 6 (Inserter) each insert counts as 1 page, and the page numbers entered
for remaining inserts must take this into account. Use the Tray 6 Supply option if using the
inserter to feed the inserts.

Use the arrow buttons or select the entry box and use the numeric keypad to enter the page
number.
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7. Select the Paper Supply required for the insert using the Paper Supply 1 or Paper Supply 2
options.

If a tab insert is required, ensure the paper tray containing the tabs is selected. For instructions on
loading tabs, select the Tab Loading Instructions option. Ensure the correct tab sequence and
number of tabs are loaded for the job. If printing on the tabs, use the Tab Shift option to enter the
amount of shift required to ensure the tab image prints correctly on the tab.

8. Select Add Insert to add the insert to the list.
A summary of the inserts using each paper supply is displayed.
To delete the last insert entry, use the Delete Last Insert option.
9. Continue programing the inserts required.
10. Select Save to confirm the selections.
11. Load your originals into the document feeder and select Start to run the job.

Annotations

The Annotations feature enables you to automatically add
a comment, page number, today’s date or Bates Stamp to
your copy output. You can select any or all of these o
annotation options and specify where on the copy output  [(©)"
they should appear. You can also select the appearance of
the annotations such as the font size.

! Annotations

® Format_

The options are: 2 f s

e  Page Numbers to automatically print a page number
in a specified position on the page. Page numbers are automatically increased by one. For 2 sided
copy output the page number is printed on both sides and counts as two pages.

e Comment to add up to 50 alphanumeric characters in a specified position on the page. An
existing comment can be amended, or a new comment can be created and edited.

e Date to add today’s date in a specified format and position on the page. The date printed is the
date set on your device.

e Bates Stamp to add a selected Bates Stamp in a specified position on the page. Bates Stamping
is used primarily in the legal and business fields and consists of a set prefix (such as a case number
or client reference) together with a page number applied to a document as it is being processed.
The prefix can contain up to 8 alphanumeric characters. You can add a new prefix or choose an
existing one from the list provided.
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Page Numbers

Use the following instructions to program Page Numbers:

1. Select Output Format, then Annotations and the FEr—
Page Numbers button. Select the On button.
2. Select one of the arrow buttons to determine the L
position of the page number on the page. O
3. Select the Starting Page Number input box and use
the numeric keypad to enter the first page number you
want printed on your first copy output sheet.
4, Select Save to store your selections and return to the
Annotations screen. Program additional annotations as required.
5. Program the Format options required for your Annotations. Refer to Format and Style on page 55
for instructions.
6. Select Save to confirm your selections.
7. Load your originals into the document feeder and select Start to run the job.
Comment

Use the following instructions to add a Comment:

1.

Select Output Format, then Annotations and the
Comment button. Select the On button.

.Comment

Select one of the arrow buttons to determine the
position of the comment on the page.

Specify whether you want the comment to appear on
All Pages, First Page Only or All Pages Except First.
Use the scroll bar to browse the list of available
comments and select the comment you require.

To add a new comment to the list, highlight an empty entry and use the keyboard to enter up to
50 alphanumeric characters. To edit an existing comment, highlight the comment in the list and
select the Edit button. Use the keyboard to edit the entry, then select Save to close the keyboard.

Select Save to store your selections and return to the Annotations screen. Program additional
Annotations as required.

Program the Format options required for your Annotations. Refer to Format and Style on page 55
for instructions.

Select Save to confirm your selections.
Load your originals into the document feeder and select Start to run the job.
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Date

Use the following instructions to add the Date:

1.

Select Output Format, then Annotations and the ElEEEE
Date button. Select the On button. S e
Select one of the arrow buttons to determine the ‘@ wwzoe (@) @)

position of the date on the page. @ vz

. YYYYMMTO 2010001728

Specify the date format by selecting the
DD/MM/YYYY, the MM/DD/YYYY or the
YYYY/MM/DD button.

Specify whether you want the date to appear on All
Pages, First Page Only or All Pages Except First

Select Save to store your selections and return to the Annotations screen. Program additional
Annotations as required.

Program the Format options required for your Annotations. Refer to Format and Style on page 55
for instructions.

Select Save to confirm your selections.
Load your originals into the document feeder and select Start to run the job.

Bates Stamp

Use the following instructions to program a Bates Stamp:

1.

54

Select Output Format, then Annotations and the
Bates Stamp button. Select the On button.

Select one of the arrow buttons to determine the
position of the Bates Stamp on the page.

Select the Starting Page Number box and use the
numeric keypad to enter a starting page number.
Leading zeros may be entered to set the starting page
number length, for example 000000001.

Select the Prefix option and use the keyboard to enter a prefix. Up to eight alphanumeric
characters can be entered. Select Save to close the keyboard.

Select Save to store your selections and return to the Annotations screen. Program additional
Annotations as required.

Program the Format options required for your Annotations. Refer to Format and Style on page 55
for instructions.

Select Save to confirm your selections.
Load your originals into the document feeder and select Start to run the job.
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Format and Style

To specify the orientation, style and printing requirements
for the selected annotations, select the Format option:

Orientation use to specify if the annotation is printed
Portrait or Landscape.

Font Size use the -/+ buttons to select a font size for
the annotation, or select the entry box and enter the
size required using the numeric keypad.

Appearance is used to specify if the annotated text is

Opaque or Transparent. Opaque text is placed on top of the copy output and no image is visible
under the annotated text. Transparent text allows the copy image to remain visible under the
annotated text.

Side 2 options are used to specify the printing requirements if the output is 2-sided.
e Same as Side 1 settings will apply to both Side 1 and Side 2 of your output.

e Mirror Side 1 Flip on Long Edge output will open from right to left like a book, with the
binding edge on the left. The position of the annotation on Side 2 will mirror Side 1. For
example, if a page number is positioned in the bottom left corner of Side 1, it will appear in
the bottom right corner of Side 2.

e  Mirror Side 1 Flip on Short Edge output will open from bottom to top like a calendar, with
the binding edge at the top. The position of the annotation on Side 2 will mirror Side 1. For
example, if a page number is positioned in the bottom left corner of Side 1, it will appear in
the top left corner of Side 2.

Select Save to save your selections and exit.

Transparency Separators

Use Transparency Separators to interleave each printed transparency with a blank or printed sheet of
paper from a specified paper tray.

1.
2.

4,
5.

Select the Transparency Separators button on the Output Format tab.
Select the Transparency Separators option required: . | o~ ] — )

o Off ———
e Blank Separators adds a blank sheet to each PS o > .
t . ot > 1 Ad Plain
ransparency P @
e Imaged Separators adds a copy of each A

transparency. @ -

Select the paper tray containing the paper for the
separators. The selected paper should match the size
and orientation of the transparencies. If necessary, select More... to access all the paper tray
options.

Select Save to confirm the selections.

Load your originals into the document feeder and select Start to run the job.

For instructions on loading transparencies into the paper tray, refer to Media Types on page 225 of
Paper and Media.
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Page Layout

The Page Layout feature is ideal for handouts, story boards or for archival purposes. It allows up to 36
images to fit onto one sheet of paper. Your device will reduce or enlarge the images as needed, to
display them either in landscape or portrait orientation on one page, based on the paper supply
selected. The options are:

Note: Some features cannot be used with the Page Layout feature and will be grayed out on the
touch screen.

The examples shown here are typical

outputs that can be produced when using 112 112 1
the Page Layout feature. 3| 4 |
Note: The practical limit is for 16 34 5|6 2

images on A4 (8.5x11”) paper.
4 Originals using 2 6 Originals using 3 2 Originals using 2
rows and 2 columns rows and 2 rows and 1 column

columns

1. Select the tray that contains the paper you want to use.

L\lecl)éi; ggge Layout is not available if Auto Paper is 55 Page Layout T =1 =]
2. Select the Page Layout button on the Output Format o £ En EEE
tab @ sy e L~
3. Select the Pages per Side to enable the Page Layout o e i
option. N

4. Select the Orientation of Images, Upright for portrait
images or Sideways for landscape images.

5. Enter the number of Rows and Columns required using the arrow buttons, between 1 and 6.
6. Select Save to confirm the selections.
7. Load your originals into the document feeder and select Start to run the job.
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Job Assembly

Use the productivity features available on the Job Assembly

tab to program a job that requires individual selections for | o susse. O sampo ob.. © Sav do for Reprin_
specific pages or sections, produce a Sample Job before (@) &) Ep
printing the whole job or for storing and retrieving O Swve CurentSoinga.. O Mot Saved Satigs..

frequently run job settings.

Build Job

Use this feature to build a job that requires _ .
different settings for each page, or a segment of '

pages.

You can select the appropriate settings to be Some pages ~ Some pages  Various More than
applied to individual pages or segments of a with tex‘t and 2 sided a'nd siZ.e('j 100 pages
completed job. First split the originals into some with some 1 sided originals

sections for individual programing. photos

1. Select Build Job on the Job Assembly tab.
2. Switch on Build Job by selecting the On button and

E Build Job

SeleCt Save' . snlnn:n.::!&wmntwm::nnwwmm
o implhe Last Segment | recent SOQMOnT 5Cal
3. Select the features required for the first segment of ~ ey
sogman 3
the job.

Doate Al Sogmants dletes the entira job.
Debete All Segroents | o ok containg tabs, llow Tab Loading Instructicns.
Use Image Shift within Inserts on the Outpul Format tab

o ersure comect mage placemnenl.

If using Build Job for a job with tabs, ensure the tabs
are loaded correctly and select the tray containing the
tabs. For loading instructions, select the Tab Loading
Instructions... option.

Salect Erd Buid Job to indicats that job peesrarnening is
complete. The system will then print all the siored job
segments in the order subenitied.

Note: If tab media is selected, the image will be shifted 13mm (0.5”) to the right automatically if
the tab original is A4 or 8.5x11” size.
4. Load the first segment originals and press Start.

5. Remove the first segment originals after they have been scanned. The Build Job screen displays
the first segment in the list. The following options can be applied to any segment:

e Sample Last Segment produces a proof print of the last segment scanned. The proof is
delivered to the output module. If you are satisfied with the proof you can continue
programing the Build Job.

e Delete Last Segment deletes the last segment scanned. You can continue programing the
Build Job.

e Delete All Segments deletes the current Build Job and returns you to the main Build Job
screen.

6. Select the options required for the second segment.
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7. Load the second segment originals and press Start.

8. Repeat these steps until all segments of your job have been programmed and scanned.

9. After the last segment has been scanned, select End Build Job to indicate you have finished
scanning and the job will be processed and printed.

Sample Job

When copying a large number of sets, use the Sample Job feature to review a proof copy to ensure that
all the print settings are correct before printing the remaining sets.

1.
2.

58

Select the Sample Job button on the Job Assembly tab.
Select the On button and the Save button.
Load the originals in the document feeder and

E Sample Job

‘Whan you select Start. all your criginals will be submitied for scanning but only ono
compioia 5ot wil penl.

program the job requirements. Enter the total quantity £~ e e s o ey 1 i e S
required and press the Start button. O T T

- Salect Dt 1o remowve the job and rescan.

One copy set of the job, the Sample Job, is printed.
The whole job is held in the Job List.

Access your job by selecting the Job Status button.
The job has the status Held: Sample Made.

Select the job in the list.

If the Sample Job is acceptable, select Release. The programmed number of sets will be produced.

If the Sample Job is unacceptable, select Delete and Delete Job to confirm. Your job will be
deleted from the list.

- Select Release to continug printing the entis job.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
Copy



Job Assembly

Save Job for Reprint

The Save Job For Reprint feature allows you to scan hard-copy documents as an electronic file (or Job)
and place it into a folder located on the device. The job settings, such as 2-sided and image quality
selections, are also stored with the image.

Once stored you can select and output that job as many times as you need. Many of the job settings
that were applied when the document was originally stored are also recalled and displayed to the user
when the job is selected. These settings can be modified and will be applied to the output job.

To store a job for reprinting:

1. Program the required job features. E— =

2. Select the Save Job For Reprint button on the Job e Seve b e s thos oy dosames oo
Assembly tab.

‘Sided selections ard paper image qualty selections, ..n-sahoummmum.

The stored job and its ariginal setings, can then be retrieved a1 a later dats usually for

printing.

3. Select the Save Job for Reprint option required: T Savs Oy bt soes 4 i et atput, nd 4 Cpy & Savo
acopy ol iginals a5 wall as soring the job,

e Copy & Save is used to store the job and print a R e St s e o
Selecting Fio Folder Management displays options for now folder creation, foider
copy of the job. e s

e Save Only stores the job without printing.

4, Select afolder location to store the job.

5. Select New Job Name and enter a name for the job using the keyboard.
Select Save to save the job name and return to the previous screen.

6. Load your originals into the document feeder and select Start to run the job.

The job is scanned and saved with the name entered, in the folder selected. If Copy & Save was
selected, a copy of the job is also printed.

For information about File Folder Management, refer to Managing Folders on page 186 of Save and

Reprint Jobs.

Save Current Settings

Up to ten combinations of commonly used feature selections can be retained in the device memory as
Saved Settings. The device stores only the programing of the job, NOT the image. Each time Saved
Settings are retrieved and used, the image must be scanned. To save the current settings:

1. Program the required job features. T

2. Select the Save Current Settings button on the Job
Assembly tab.

Tris foature alows you io save the most recent loatsos selocted.
First make your Than retum 1o Sottings.

- Saloct th programming sequence numbar siorage location (1-10),
= Saloct Save Settings. A popup screen will ask you 10 confirm your rques!.

3. Use the arrow buttons to enter a number for the saved
settings.

If a number has already been used to store settings
previously a confirmation message is displayed. Select
Overwrite to replace the stored settings or Cancel to
cancel the Save Current Settings operation.

4, Select Save Settings.

- Pross Contim to cvonarite any peoviously saved settings with your
soloctions,

The settings are stored and can be accessed using the Retrieve Saved Settings feature.
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Retrieve Saved Settings

This feature enables you to Retrieve Saved Settings from the device memory and apply them to the
current job. Changes can be made to the retrieved settings, but these will not be stored with the saved
settings. To retrieve saved settings:

1. Select the Retrieve Saved Settings button on the Job
Assembly tab.

2. Use the arrow buttons to enter the number for the
saved settings.

3. Select the Load Settings button, to retrieve the
programing information.

The recalled programing features become active.

4. You can modify the features further. These additional
modifications are not saved with the saved settings. Modify the selections as required.

5. Load your originals and press the Start button to run the job.

60 Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
Copy



1505 Xerox @,)

Xerox” WorkCentre
5735/5740/5745/5755/5765/5775/

5790
Fax




©2009 Xerox Corporation. All Rights Reserved. Unpublished rights reserved under the copyright laws of the United States. Contents
of this publication may not be reproduced in any form without permission of Xerox Corporation.
Xerox®and the sphere of connectivity design are trademarks of Xerox Corporation in the United States and/or other countries.

Copyright protection claimed includes all forms of matters of copyrightable materials and information now allowed by statutory or
judicial law or hereinafter granted, including without limitation, material generated from the software programs which are displayed
on the screen such as styles, templates, icons, screen displays, looks, etc.

Changes are periodically made to this document. Changes, technical inaccuracies, and typographic errors will be corrected in
subsequent editions.

Document Version 1.0: December 2009

62 Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
Fax



FOX .ot 64
STV X .ttt e 64
Internet FaX .. ..o 65
Fax from PO 65
FOX ot 66
SeNAiNG G FOX .o e 66
Dialing OptioNS .. ..t 67
2-Sided SCaNNING ..ot e 69
OrigiNal TYPE .ottt 69
RESOIULION ... 70
Cover Lot er .o 70
Address Book ... ... 71
Image QUAlitY . .....ooii 74
Layout Adjustment . . ... o 75
FOX OPLiONS . . e 77
JOb ASSEmMIbDlY ... 83
S OIVET FOX . .ttt e 84
Sending @ Server FaX .. ... e 84
DIaling OPtioNS . ..ot e e 85
2-Sided SCANNING ..ot 86
Original TYPe .ot e 87
RESOIULION ..o 87
0 D 1 =T o 87
Image QUAlity ... e e 88
Layout AdjJUsSEmEnt .. ... e 90
Internet FOX .. e 92
Sendingan Internet FaX ... ..ot e e 92
NEW RECIPIENt . e e e 93
=T Lo = 94
REPLY T .ot 94
PO e 94
U O o e 95
L TU o 10 ) 0] o 95
2-Sided SCANNING . ..o 95
Original TYPe .ot 96
Address BoOK ... ... e 96
Advanced Settings . ... e 97
Layout Adjustment ... ..o e 99
Internet FaX OpLioNnS .. ..ottt i e et et e e 99
Fax from PO L 101
Fax from PC OPtioNs ... e e 103
Receiving @ FaxX . ..o 108

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 63
Fax



Fax Overview

There are several Fax services which can be installed or enabled on your device. These are as follows:

If Fax is installed, your device is connected
directly to a telephone line and therefore gives :
you direct control over your fax transmissions. = '
This type of fax travels over normal telephone
lines and will therefore be charged at telephone
rates.

Using Fax enables you to scan your documents
and send them to most types of fax machines ~
that are connected to the telephone network. é.’
Received faxes can be setup to print at the

device automatically, held in the job list until a secure passcode is entered or sent to an e-mail address
using the Fax Forward feature. Refer to on page 108 for further information.

The standard Fax option has the ability to connect to one telephone. An Extended Fax option is also
available which utilizes two telephone lines. Using two telephone lines provides the capability to
simultaneously send to 2 destinations, receive from 2 destinations, or send and receive.

For instructions on using the Fax service features, refer to on page 66.

If Fax and Server Fax are installed on your device, only one of these services can be active at
a time. Each service remains on the device, but one is enabled and one is disabled.

Server Fax scans your documents and sends
them to any type of fax machine that is =
connected to a telephone network. Your images —
are sent from your device to a Third Party fax =
server, which relays them over the telephone
network to the fax number of your choice.

Vol ey

This means that your fax transmissions are .
controlled by the server, which may limit your el - i
faxing options. For example, the server may be s "

set-up to collect and send all faxes at off peak Wighith, G5

times.

For instructions on using the Server Fax service features, refer to on page 84.

If Fax and Server Fax are installed on your device, only one of these services can be active at
a time. Each service remains on the device, but one is enabled and one is disabled.
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Fax Overview

Internet Fax enables the creation of an
electronic image file by scanning an original
hard copy document. The scanned image is
converted into e-mail format to transmit over
the internet or intranet.

Recipients are selected from an address book or
entered manually using the keyboard. Received
Internet Faxes are automatically sent from the

server to the device as print jobs.

For instructions on using the Internet Fax service features, refer to on page 92.

The Fax from PC service on the Xerox

WorkCentre -
5735/5740/5745/5755/5765/5775/5790 Print T om ’ .

Driver enables you to send a fax to any fax LHE T
machine over the telephone network from your ]
PC or workstation. The great advantage of this

feature is that you do not have to print your | B '
document before you send it as a fax, and you 2
can accomplish the complete task without —— _

leaving your workstation. :.‘!'

The 2 requirements for this option are:
e A connected printer configuration.
e Fax must be enabled on the device.

For instructions on using the Fax from PC service features, refer to on page 101.
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Fax

If Authentication or Accounting has been enabled on your device you may have to enter log in details
to access the features. Refer to Log In / Out on page 25 of Getting Started.

1. To select the Fax service, press the Services Home
button.

2. Select the Fax option.

When a service is selected on the device, additional
options and features are displayed. Most feature
screens include the following buttons to confirm or
cancel your choices.

e Undo resets the current screen to the values that
were displayed when the screen was opened.

e  Cancel resets the screen and returns to the previous screen.

e Save saves the selections made and returns to the previous screen.
e Close closes the screen and returns to the previous screen.

If an option is not required, use the Off option to disable a feature.

Sending a Fax

1. Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

2. Press the Clear All (AC) button once to cancel any previous screen programing selections.

3. Press the Services Home button and select the Fax D
option. The Fax features are displayed. ‘mmm <o
| wa

4.  Enter the recipient’s fax number by:

e Keypad Dial - select the Enter Number area on _
the touch screen and enter the number using the Ek
numeric keypad.

e Manual Dial - if a telephone handset is attached EL:"“M - el

to the device, select the Manual Dial key and dial
the number using the handset or the numeric keypad.

e Speed Dial - select the Enter Number area and enter the 3 digit speed dial number, then
select the Speed Dial option.

e Address Book - select the Address Book button to access the fax address book. Select an
entry from the Address Book to add to the Recipient list. Continue adding recipients as
required and select Close to return to the previous screen.

Note: To use the Batch Send feature to send multiple faxes to the same destination in one
transmission, refer to Batch Send on page 69 for instructions.
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5. If required, select Add to add the number entered to the Recipient list. Enter additional numbers
as required. The fax will be sent to all the numbers in the Recipient list.

6. Select the required features for your fax job using the touch screen:

Dialing Characters are alphanumeric characters which have a specific fax function and can be
entered as part of the fax number.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided.

Cover Letter allows you to send a fax with a covering letter.

Original Type is used to define the original document as text, text and photo, photo or halftone
photo.

Resolution can be used to optimize the resolution settings.

7. Press Start to scan the originals and process the fax job. Remove the originals from the document
feeder or document glass when scanning has completed.

The Fax job enters the job list ready for sending.
8. Select Job Status to view the job list and check the status of your job.

The dialing options enable you to enter the destination fax number or numbers. Select the appropriate
dialing option for your fax job.

1. Select the fax number field and enter the fax number o L e 17 |
required using the numeric keypad. o s g (] o

2. If special characters are required, use the Dialing — = e
Characters option to enter the number plus additional m e
dialing characters. Refer to on f:‘j"‘;m"
page 68 for further information. -

3. Select Add to add the number to the Recipient list. ";Lijd-'ms || E oot re .

Enter additional numbers as required.
4. To amend the Recipient list:
e  Select the entry in the list. If necessary, use the scroll bar to access all the entries.

e Use Edit to amend the entry. Use Remove to delete the entry from the list, or Remove All to
delete all entries.

The fax will be sent to all the numbers in the Recipient list.
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Speed Dialing

If numbers have been entered into the Address Book they can be accessed via a Speed Dial number.
Each entry in the Address Book is allocated a 3-digit Speed Dial number, shown next to the entry. For

information about the Address Book, refer to Address Book ioacn iy “rusopons
on page 71. R e ompress [Zsmm. 2 nas |L_|D.....w..m
1. Select the Speed Dial option. — — 2 () s e
2. Select the fax number entry field and enter the 3-digit j e
speed dial number. -) (Ol
3. Select Add to add the number to the Recipient list. ] st ‘ I lﬂ?ﬁnm ‘ I e ‘ I

4. Enter additional numbers as required.

Speed Dialing can be combined with Manual Dialing to build the Recipient list.

Dialing Characters

Additional dialing characters can be accessed by selecting the Dialing Characters button. Use this
option to enter the fax number if special characters are required. To enter a fax number using the
dialing characters:

1. Select the Dialing Characters button.

2. Use the numeric keypad to enter the number plus
additional dialing characters.

ay, Dialing Characters

Chamcter List

[]  Dial Pausse

[ Pulse o Tone

[1 Mask Data

[=]  Wait for Dial Tane

| Begin DTMF

¥ EndDTMF

[N Start Mailoox Signaling

[Eninr Fax numbar and prass Add

The following characters are available:

[<15] et
l=2=] Line2

Gptional Readability Characters
[[] Readabiity Digits

[l  Readabiity Digts

e Dial Pause [,] use to pause between numbers. For s
additional pause time, add multiple pauses. If g
you are using charge code numbers, enter a pause
after the fax number but before the charge code

number.

e  Pulse to Tone [:] use to switch between pulse and tone dialing.

e Mask Data [/] use to protect confidential information. For example, if a special charge code
or credit card number is required for a call, simply use the Mask Data character. Select the /
character before entering confidential numbers. After the last confidential numbers, select /
again to turn the mask data off. Characters between the / symbols will appear as *.

e  Wait for Dial Tone [=] suspends dialing until an expected network tone is detected. It can
also be used to detect a specific tone when accessing an outside line or other service.

e Begin DTMF [*] Starts a sequence of DTMF (Dual Tone Multi-frequency) characters.
e End DTMF [#] Ends a sequence of DTMF (Dual Tone Multi-frequency) characters.

e  Start Mailbox Signalling ['] pauses regular fax dialing and starts DTMF (Dual Tone Multi-
frequency) procedure for the fax mailbox.

e  Optional Readability Characters [Space ( ) - ] these are used for readability purposes but
do not affect the number entered. For example, if you wish to identify the area code of a fax
number, use the Readability Characters (1234) 567890.

If more than one fax line is available, the following characters are also available:
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e Line 1[<1>] selects line 1 to dial the number. Using the line selection identifier temporarily
overwrites the fax settings and is for the current job only.

e Line 2 [<2>] selects line 2 to dial the number. Using the line selection identifier temporarily
overwrites the fax settings and is for the current job only.

3. When you have entered the fax number and dialing characters required, select Add to add the
number to the Recipient list.

4.  Select Close to return to the fax options.

The Batch Send feature allows several fax jobs to be sent to the same destination fax machine during
one transmission. This reduces the connection time and provides a reduced call connection charge.
Batch Send is enabled from Tools. For more information about enabling the Batch Send feature refer
to on page 259 of

Once Batch Send has been enabled, it applies to all fax transmissions. Once Batch Send has been
enabled, program your fax job settings as required. To allow other fax jobs to be transmitted with your
job add a delay to the transmission time. For more information refer to on page 78.

Enter the destination fax number and select the Start button. Your job is submitted to the job list,
ready for transmission. When a new fax job is submitted that has the same destination as the held fax
job, a pop-up message is displayed.

When the delayed time has elapsed, all faxes to the same destination are linked together and
transmitted. All individual fax job settings are maintained, except the communication speed which
uses the speed of the first fax job for the remaining jobs.

If Batch Send is enabled and a delay send job is programmed, any subsequent fax jobs
programmed to send to the same destination will automatically be added to the batch and
delayed until the scheduled time.

The 2-Sided Scanning option allows you to set whether 1 or 2 sides of your original document are

scanned. Documents must first be loaded in the document feeder to enable the 2 Sided option. The

options are:

e 1-Sided is used if your originals are single-sided.

e 2-Sided is used if your originals are double-sided. The document feeder must be used to scan your
originals with this option.

e 2-Sided, Rotate Side 2 select if your original is double-sided and opens up like a calendar.

Use this option to define the type of original being used for scanning. Making the correct selection
enhances the quality of your output image. The options are:

e Photo & Text is recommended for originals containing high quality photographs and halftones.
Using this setting the scanned image will contain high quality pictures though the sharpness of
text and line art is slightly reduced.
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Photo is used specifically for originals containing photos or continuous tones without any text or
line art. Produces the best quality for photos but reduced quality text and line art.

Text produces sharper edges and is recommended for text and line art. This option requires less
communication time.

Halftone Photo is used if your original is from a magazine or newspaper that contains
photographs or text.

The Resolution affects the appearance of the fax at the receiving fax terminal. A higher resolution
produces a better quality image. A lower resolution reduces communication time. The options are:

Standard (200x100 dpi) is recommended for text originals. It requires less communication time
but does not produce the best image quality for graphics and photos.

Fine (200 dpi) is recommended for line art and photos. This is the best choice in most cases.

Superfine (600 dpi) is recommended for photos and halftones, or images that have gray tones. It
requires more communication time, but produces the best image quality.

The Cover Letter feature attaches a cover letter to the document being transmitted. Using the cover
letter feature replaces the routine of manually sending a cover letter each time you send a document.

The Cover Letter includes the following information:

To the recipients name, can be entered at the device.
From the sender’s name, as entered at the device.
Comment the comment as specified from the comment list.

Start Time the date and time of the fax transmission. Depending on the setup, the time is
displayed as a 12 or 24 hour clock. This information is added automatically to the cover letter.

Pages the page count, excluding the cover page. This information is added automatically to the
cover letter.

Fax number the number of the sending fax device. This information is added automatically to the
cover letter.

To select a Cover Letter:

70

Select the Cover Letter button and select On.

Select the To... field and enter the name of the recipient using the keyboard.

e Up to 30 alphanumeric characters can be entered.

e Todelete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

Select the From... field and enter the name of the sender using the keyboard.
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Select the comment required from the list.

|IE Cover Letter

If a customized comment is required, select a spare
comment slot and select Edit. Enter the text required . =
using the keyboard, then select Save. J

To delete a comment from the list, select the comment
and select Clear. A confirmation screen is displayed,
select Clear.

Select Save to save your selections and exit.

Address Book

The Address Book is used to store individual fax numbers or groups of fax numbers which are used
frequently. Up to 200 individual entries and 40 Group entries can be stored. For each number stored,
transmission settings can also be set. The Address Book can be accessed from all screens where a fax
number requires entering. Use the following instructions to set up and use Individual or Group entries.

Using the Address Book

If numbers have been entered into the Address Book they can be accessed via the Address Book
button.

1.

6.

Select the Address Book button.

A list of individuals entered in the Address Book is
displayed.

Select the required recipient and select Add to

Recipients from the drop-down menu. The numberis [ ** =
added to the Recipient list. 03w 1225

Continue adding recipients as required.

I Fax Address Book

—

123111

(004 Mar 1234444

To add a Group entry to the list, select the Individuals drop-down menu and select Groups. The
available Groups are displayed. Select the Group required and select Add to Recipients from the
drop-down menu.

The Group is added to the Recipient list.

To edit an existing entry, select the entry from the list and select the Edit Details button. Edit the
entry as required and select Save.

To clear an entry from the list, select the entry requiring deletion and select Clear Entry from the
drop-down menu. A confirmation screen is displayed, select Clear Entry.

Select Close to return to the fax options screen.

The fax will be sent to all the numbers in the Recipient list.
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Using Chain Dial

The Chain Dial feature allows you to create a single fax recipient by adding 2 or more fax numbers
together. For example, an area code may be stored separately to the telephone number. Chain dialing
combines these 2 entries into a single fax number.

1. Select Address Book and then the Chain Dial button. T —
2. If numbers or special dialing characters are required Fecpen

before the fax number, use the numeric keypad to I —

enter the numbers and characters required. A K =
4 5 1] ! = 001 John 1111 -
3. Select the Address Book entry required and select Add [~ = T
to Recipient. Tl B o soern sessoss
4.  The fax number is added to the number in the I e &

Recipient entry box.

Continue adding numbers using the numeric keypad or Address Book until the number is
complete.

5. Select Save to save your number and return to the Address Book screen.
6. Select Close to return to the fax options.

The number displays in the Recipient list.

Setting up the Address Book

Individuals

1. Select the Fax tab and the Address Book button. T

2. ifelizt' the Individuals button from the drop-down =2

3. Select an empty slot from the list of entries. If
necessary, use the scroll bar.

4, Select the Individual Name... field and enter the —— e e
name of the recipient using the keyboard. o T
To delete a character use the backspace key, or to clear |t @ samey [l
the entire entry select the X button. @ oo

. Forced (4800 bps)

Select Save.

5. Select the Fax Number field and enter the fax number
of the recipient using the keypad. Use the Dialing ) oo I
Characters button to enter the number if special
characters are required. Refer to Dialing Characters on page 68 for further information.

6. Select a Starting Rate for the recipient. Use the drop-down menu to select a speed for the option
selected. Refer to Starting Rate on page 77 for further information.

7. Select Cover Letter and select On to include a covering note for the recipient. Complete the details
required, refer to Cover Letter on page 70 for further information.
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8. Select the Save button. The new entry is displayed in the list.
9. To amend an entry, select the entry and use the Edit Details option.

Groups

Group entries allow you to group individual entries under one number, for regularly used broadcast
transmissions. When transmitting a fax you only have to enter the one group number to send to
multiple destinations. Fax numbers can only be added to a group if they are entered as an individual
entry.

1. To add a Group entry, select the Fax tab and the Address Book button.
2. Select the Groups option from the drop-down menu.

= Add Recipients

-

3. Select an empty slot from the list of entries. If
necessary, use the scroll bar.

4. Select the Group Name... field and enter the name of
the Group using the keyboard.

Groigp Name—
To delete a character use the backspace key, or to clear [ess: |
the entire entry select the X button.

[ Group 001 Details

Select Save.

5. Select the Add Recipients button to add recipients to
the Group.

6. Individual or Group recipients can be added to a
Group:

e Toadd an individual entry, select Individuals from the drop-down menu. Select the entry
required and select Add to Group.

e Toadd a group entry to the new group, select Group from the drop-down menu. Select the
group entry required and select Add to Group.

7. Continue adding individuals and groups until all the recipients have been added.

8. Use Remove to delete any unwanted entries from the Group.

9. Select Save when you have finished adding recipients. The recipients display in the list.
10. Select Close to return to the Address Book screen. The new Group has been created.
11. To amend a Group entry, use the Edit Details option.
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Image Quality

The Image Quality options provide access to the features > PO o . FaxOpions | dob Assembiy
which enhance the image quality or output quality. To © iaagn Opon.. G
access the Image Quality options, select Services Home O )

and Fax. Then select the Image Quality tab.

Image Options

Lighten / Darken

This provides manual con_trol to adjust the lightness or I T oo 1 o | e
darkness of the scanned images. S - -

e  Move the indicator down to darken the scanned
image, for light originals such as pencil images.

e  Move the indicator up to lighten the scanned image,
for dark originals such as halftones or originals with
colored backgrounds.

Image Enhancement

Background Suppression

This enhances originals that have colored backgrounds, by

) Image Enhancement

reducing or eliminating the background on the output. This [
option is useful when your original is on colored paper. di P

e Select Auto Suppression to automatically suppress ®-

‘@ Pu Suppeession

unwanted background.

e  Select Off to turn the Background Suppression feature
off, particularly when:

e  The Darken adjustment does not produce a
satisfactory output from light originals.

e The original has a gray or colored border, such as a certificate.
e You want to bring out fine detail that was lost due to a dark edge when using bound originals.

Select Save to save your selections and exit.
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Layout Adjustment

The Layout Adjustment options allow you to specify the

type and size of document for scanning, for example a S ) T
custom size or book original. You can also specify how to Ene &g e

process documents that are too big for the receiving fax
machine. To access the Layout Adjustment options, select
Services Home and Fax. Then select the Layout
Adjustment tab.

Original Size

Select Original Size to enter the size of your document when scanning from the document glass or the
document feeder. Your device uses this information to calculate the size of your original and the
scanned image. You can also select Auto Detect for automatic size detection, or Mixed Size Originals
if scanning a mix of sizes. The options are:

e  Auto Detect is the default setting and enables
automatic size sensing. The size detected is matched
to a standard size paper.

& Original Size

e Pre-set Scan Areas allows you to define the size of . o Dotct
your original from a list of pre-set, standard document ’ PR
sizes. You can view the list by using the scroll bar. @ CopmSeaner| 10170
Y PP uﬁ

e  Custom Scan Areas is used to enter a specific area for
scanning. Measure the area to be scanned on the
original and enter the X and Y axis measurements into the fields provided. Only the area specified
is scanned.

e Mixed Size Originals allows you scan documents containing different size pages. The pages must
be the same width, like A4 LEF and A3 SEF (8.5x11” LEF and 11x17” SEF), other combinations are
shown on the screen. The device will detect the size of the documents and determine whether the
receiving fax machine can support the various paper sizes. If the receiving fax cannot support the
page sizes, the image is reduced or enlarged to fit.

Select Save to save your selections and exit.

Reduce/Split

Select Reduce/Split to specify how your faxed document is printed if your document paper size is
larger than the receiving fax machine's capabilities. The options are:

e Reduce to Fit this option reduces the image to fit the
paper size of the receiving fax machine.

B3 Reduce / Split Undo l Caneel I Save I

Use this Inature to handle large documants.

B thay fit

e Split Across Pages this option splits the document < e
into 2 equal parts, or the majority of the image is put i mm———————
on to 1 page and the remainder on the next page.

papar

Select Save to save your selections and exit.
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Book Faxing

A CAUTION: Do not close the document feeder when scanning bound originals.

Select Book Faxing to specify which page or pages of a book are to be scanned. The book original is
placed face down on the document glass with the spine of the book lined up with the marker on the
rear edge of the document glass. Align the top of the bound original against the rear edge of the
document glass.

The device will identify the size of the original during scanning. If the pages have a black or dark
colored border the device will assume that the pages are smaller than they really are. To overcome this
use the Custom Scan Areas feature in Original Size to enter the exact size of the page. Refer to
Original Size on page 75 for more information.

The options are:

o Both Pages use to scan both pages, the left page of B8 Book Faxing
the book first will be scanned first. Use the arrow
buttons to specify an amount from 0 to 50 mm (0 to
2”) to be deleted from the center of the book in order
to delete unwanted marks reproduced from the gutter
of the book.

e Left then Right or Right then Left is used to scan
both pages, but the pages will be scanned in the order
specified. These options replace the Both Pages option and will not be displayed unless enabled
in Tools. Refer to Display Options on page 253 of Administration and Accounting.

e Left Page Only use to scan the left page only. Use the arrow buttons to specify an amount from 0
to 25mm (0 to 1”) to be deleted from the right side of the page in order to delete unwanted marks
reproduced from the gutter of the book.

e Right Page Only use to scan the right page only. Use the arrow buttons to specify an amount
from 0 to 25mm (0 to 1”) to be deleted from the left side of the page in order to delete unwanted
marks reproduced from the gutter of the book.

Select Save to save your selections and exit.

Several pages of a bound document can be faxed using the Build Job feature. Refer to Build Job on
page 83 for more information.
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The Fax Options allow you to specify how your fax | . T

document is transmitted and how it is printed at the O Comomatinfeports. O Sting Rt O oy Sacd.

receiving fax machine. To access the Fax Options, select Ej (G &)

Services Home and Fax. Then select the Fax Options tab. | s e res. Sl i
G = =
=

Select Confirmation Report to print a broadcast report to identify the success or failure of a fax job.
The options displayed depend on the settings enabled in Tools. Refer to the
for more information.

The options are:

Print Confirmation

e Use to print a transmission report containing details about the fax, together with a reduced copy
of the first faxed page.

e The Confirmation report is printed after every transmission.
e  When sending a fax to multiple recipients, one report is printed listing all of the recipients.

Print On Error Only
e  Select this option to print the Confirmation report only if an error occurs with the transmission.

Select Save to save your selections and exit.

Use Starting Rate to select the top transmission speed of your fax job. The actual transmission speed
will depend on the receiving fax machine. The options are:

Super G3 (33.6 Kbps)
e The fastest fax transmission rates and the default option.

e Determines the transmission rate to be used based on the maximum capabilities of the receiving
fax machine.

e This rate minimizes transmission errors by using Error Correction Mode (ECM). Initial transmission
speed is 33,600 Bits Per Second (bps).

G3 (14.4 Kbps)

e The standard Group 3 fax transmission rates. These are used in fax environments where there is
existing noise or stress on the phone network which prevents higher speed fax transmissions
working well.

e  Selects the transmission rate based on the maximum capabilities of the receiving fax machine.
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e Initial transmission speed is 14,400 Bits Per Second (bps). This rate minimizes transmission errors
by using Error Correction Mode (ECM).

Forced (4800 bps)

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

e Forced (4800 bps) is a slower transmission rate but is less susceptible to errors. In some regional
areas the use of Forced (4800 bps) is restricted.

Select Save to save your selections and exit.

Delay Send

Select Delay Send to specify the time within the next 24 hours that you want the fax to be
transmitted. Use this feature to transmit faxes during off-peak hours or when sending to another
country or time zone. Delay Send can also be used with Mailbox and Polling options.

1. Select Specified Time and select either the Hour or
the Minute field to enter a time to send your fax.

@ Delay Send

2. Use the arrow buttons or numeric keypad to enter the (-
hours and minutes. @ JsoucicTms

If the device is set up to display the time using a 12
hour clock, you must also select either the AM or PM
button.

3. Select Save to save your selections and exit.

Once scanned, the fax will be stored in memory and sent at the specified time.

Note: Delay Send can be used for Batch Send fax jobs. For more info refer to Batch Send on
page 69.

Send Header Text

This feature allows you to add header text information when sending the fax. This is in addition to the
standard header text. The information is printed in the header at the top of each page of the fax
transmission. The information included is displayed on the screen and can be customized using Tools.
Refer to the System Administrator Guide for more information.

Select On then Save to enable the Send Header Text to print on the fax output.
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Mailboxes

Mailboxes are areas of device memory where incoming faxes are stored or from which outgoing faxes
can be polled. Mailboxes enable you to store all received fax documents until it is convenient to retrieve
them. Conversely, storing fax documents in a mailbox for Polling allows a remote user or users to
retrieve the fax on demand.

Mailboxes must be set up by the System Administrator before fax documents can be stored in them.
The device can contain up to 200 electronic mailboxes within its memory. To allow a remote user to fax
to your mailbox they must know your mailbox number. To retrieve a document from your mailbox the
remote user must know your mailbox number and if, appropriate, your passcode.

The mailbox passcode ensures that the fax documents held in the mailbox are secure and can only be
accessed by an authorized user. The passcode is a 4 digit number. If the mailbox has been setup with a
passcode of 0000 then any combination of numbers, including no numbers, can be entered as the
passcode to gain access to the mailbox.

Select the Mailboxes button. The options are:

Send to a Remote Mailbox

This feature enables you to send a fax directly to an individual's private mailbox on a remote machine.
The remote machine must have mailbox capabilities.

1. Select Send to a Remote Mailbox.

2. Select the Fax Number entry field and enter the
recipient’s fax number using the numeric keypad.
Alternatively, select the Address Book option and
select the recipient from the directory.

To send to a remote mailbox you must know the
recipients mailbox number.

3. Select the Mailbox Number entry field and enter the
mailbox number, between 001 and 255.

4. Select Save to save your selections and exit.

5. Ifrequired, use Delay Send to program a specific time to send the fax. Refer to Delay Send on
page 78 for more information.

6. Load the originals and select Start on the control panel to send the fax to the recipient’'s mailbox.
A Store to Remote Mailbox message is displayed for information.

If enabled by your System Administrator, a report is printed once the documents are sent to the
remote mailbox.
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Store to Local Mailbox

This feature allows you to store documents to be polled. The document is stored in your mailbox and
automatically sent to a remote fax machine when requested.

1. Select the Store to Mailbox button.

Mailboxes
2. Select the Mailbox Number entry field and enter the .
mailbox number, between 001 and 200. ®-
3. Select the Mailbox Passcode entry field and enter the . “:m:“mw o rscoe
4-digit mailbox passcode. .' .
4. Load the originals and select Start. [ T —

Your fax job is scanned and stored in the mailbox and the
Mailboxes screen returns.

Print Mailbox Documents
Faxes stored in your mailbox can be printed.

1. Select the Print Mailbox Documents button.

B Mailboxes
2. Select the Mailbox Number entry field and enter the —
mailbox number, between 001 and 200. :::.mmmw, I
3. Select the Mailbox Passcode entry field and enter the ° S s
4-digit mailbox passcode. > :“':':m —
4, Select Start to print the contents of the mailbox. O T —

The documents may be deleted after printing, depending
on the Mailbox & Polling Policies set.

Delete Mailbox Documents

All the faxes stored in your mailbox can be deleted. Mailbox Documents are faxes you have stored
ready for Polling and faxes that you have received in your mailbox.

1. Select the Delete Mailbox Documents button.

B Mailboxes
2. Select the Mailbox Number entry field and enter the .
mailbox number, between 001 and 200. :lmmw, ——
3. Select the Mailbox Passcode entry field and enter the ° T e
4-digit mailbox passcode. ° s

4, Select Start to delete the contents of the mailbox. o e —

Note: The storage time for faxes is set up by the
System Administrator.

A confirmation screen is displayed prior to deleting the faxes stored in the selected mailbox.
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Polling

Using the Polling function, documents stored on a remote
fax machine can be retrieved and printed on your device. S o
Alternatively, documents stored on your device can be

polled by a remote fax machine. Polling is a useful way of
constantly providing access to updated information
without having to re-distribute it.

Polling

Local Palling - Lisn 19 5can documants o the maching's momory, whaes thoy can
be hold and retrieved by mmete machings.

Poll Remote Fax - Use . You
may poll @ singla macking or soveral machings as oo job.

Pol - p
nlmm.wmmmmmuamammpmm
be kngwn.

Local Polling

The Local Polling feature allows a fax document to be left in the memory of your device to be retrieved
by another fax machine. If the fax document is in memory it may be polled once and deleted, or polled
several times, depending on the Mailbox & Polling Policies set.

Select the Local Polling button and then On to enable Local Polling. The options are:

e Secure Polling is used for sensitive documents. Access is only granted if the fax numbers of the
retrieving devices have been entered, or if the Allow All Address Book numbers access option is
selected.

a. Select the Secure Polling button and then Enabled.

b. Select the Polling Passcodes button and add the
fax numbers of the devices retrieving the

Local Polling

document. Alternatively, select Allow All Address [ ) @ swarapoing @ oo
Book numbers access to enable all fax numbers [+ @ roiromgocmas g e
stored in the Address Book access to the @ oo oy vccmas
document.

c. Use Add to add more than one number to the list.
To delete a number from the list, select the entry
and select Delete.

d. Select Close to exit.

e. Load the originals to be stored for polling and press Start.

The originals are scanned and stored in memory ready to be polled.
e  Print Polling Documents prints the documents stored in memory.

o Delete Polling Documents deletes all stored documents. A confirmation screen is displayed,
select Delete All or Cancel.

Select Save to save your selections and exit.
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Poll Remote Fax

The Poll a Remote Fax feature allows you to call a remote fax machine. The call locates and retrieves
faxes stored at the remote machine. Remote Polling allows you to poll a remote machine immediately
or at a specified time. More than one remote machine can be polled at a time.

1. Select the Poll a Remote Fax button and select On.
Then select Save.

. Remote Polling

2. Enter the fax numbers of the devices which are being &
polled. Use Add to add more than one number to the @
list.

Use the Speed Dial or Address Book option to add a
specific number from the directory.

3. Ifrequired, use Delay Send to program a specific time
to poll the remote machine. Refer to Delay Send on page 78 for more information.

4. Select Start to commence polling.

The remote device is polled and the retrieved document printed.

Poll Remote Mailbox

The Poll Remote Mailbox feature allows you to call a remote machine which has a mailbox setup. The
call locates and retrieves the faxes stored within the mailbox. The mailbox number and passcode must
be known.

1. Select the Poll a Remote Mailbox button.

2. Select the Fax Number entry field and enter the fax
number of the device being polled using the numeric
keypad. Use the Address Book option to add the
number if required.

Use the Dialing Characters option to enter the
number if special characters are required. Refer to
Dialing Characters on page 68 for more information.

3. Select the Mailbox Number entry field and enter the mailbox number, between 001 and 200.
4.  Select the Mailbox Passcode entry field and enter the 4-digit mailbox passcode.

“® Poll Remote Mailbox

5. Select Start to commence polling the mailbox.

The remote device mailbox is polled and the retrieved document printed.

Fax Reports

Various fax reports are available for printing on your device. Select one of the following reports to print:
e Activity Report prints details of the last 50 fax transactions.

e Address Book Individuals Report prints details of all entries in the individual directory.

e Address Book Group Report prints details of all groups in the group directory.

e Options Report prints details of the fax card configuration.
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e Pending Jobs Report prints information about jobs currently queued in the device memory and
details of available memory.

Select Print Report to print the selected report.

Job Assembly
This tab provides access to the Build Job feature for compiling jobs which have different originals or

programing requirements within a job. To access the Job Assembly options, select Services Home and
Fax. Then select the Job Assembly tab.

Build Job

Use this feature to build a job that requires o —
different settings for each page, or a segment of

pages. i

You can select the appropriate settings to be Some pages Some pages  Various More than

applied to individual pages or segments of a withtextand ~ 2sidedand  sized 100 pages
some with some 1 sided originals

completed job. First split the originals into

sections for individual programing. photos

1. Select Build Job on the Job Assembly tab.

2. Switch on Build Job by selecting the On button and

E Build Job
select Save.

o ===

-
® On Delete All Segments

Please ener the Fax destination number belore stanting
‘your Buld Job.

3. Select the options required for the first segment of the
job.
4. Load the first segment originals and press Start.

Delete Last Segment deleles the most recenl input
segment only.

Deleti All Segments deletes the entire job.

5. Remove the first segment originals. The Build Job
screen displays the first segment in the list. The
following options can be applied:

‘When all sagenents have been scanned. sslect End Buid
Job 10 1an ranemission.

e Delete Last Segment deletes the last segment scanned. You can continue programing the
Build Job.

o Delete All Segments deletes the current Build Job and returns you to the main Build Job
screen.

Select the options required for the second segment.
Load the second segment originals and press Start.
Repeat these steps until all segments of your job have been programmed and scanned.

After the last segment has been scanned, select End Build Job to indicate you have finished
scanning and the job can be processed and completed.

L ® N
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Server Fax

If Authentication or Accounting has been enabled on your device you may have to enter log in details
to access the features. Refer to Log In / Out on page 25 of Getting Started.

1.

To select the Server Fax service, press the Services
Home button.

Select the Server Fax option.

When a service is selected on the device, additional
options and features are displayed. Most feature
screens include the following buttons to confirm or
cancel your choices.

e Undo resets the current screen to the values that
were displayed when the screen was opened.

e Cancel resets the screen and returns to the previous screen.

e Save saves the selections made and returns to the previous screen.
e Close closes the screen and returns to the previous screen.

If an option is not required, use the Off option to disable a feature.

Sending a Server Fax

1.

84

Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

Press the Clear All (AC) button once to cancel any previous screen programing selections.

Press the Services Home button and select the Server [ s YL i s
Fax option. The Server Fax features are displayed. ﬁﬁ“ﬁ - lm-uw-m..
Enter the recipient’s fax number by: (] e

e Keypad Dial - select the Enter Number area on
the touch screen and enter the number using the

numeric keypad.
«  Fax Directory - Touch the Fax Directory button, | o= ‘ I [ﬂi'ﬂ"’“ ‘ I

E mesotution
Standard (200 x 100 d)

select an entry from the Fax Directory to add to
the Recipient list.

Select Add to add the number to the Recipient list.
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6. Select the required features for your fax job using the touch screen:

Dialing Characters are alphanumeric characters which have a specific fax function and can be
entered as part of the fax number.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided.

= Original Type is used to define the original document as text, text and photo, or photo.

Resolution can be used to optimize the resolution settings.

7. Press Start to scan the originals and process the Server Fax job.
Remove the originals from the document feeder or document glass when scanning has completed.

The Server Fax job enters the job list ready for sending.

8. Select Job Status to view the job list and check the status of your job.

The dialing options enable you to enter the destination fax number or numbers. Select the appropriate
dialing option for your fax job.

To access the Dialing Options, select Services Home and Server Fax.

1. Select the fax number field and enter the fax number [ e D

required using the numeric keypad. ’Mw

2. If special characters are required, use the Dialing ' e
Characters option to enter the number plus additional ) "
dialing characters. Refer to on page 74
for further information.

3. Select Add to add the number to the Recipient list. B soeos || | @ eowmron | [ o]

Enter additional numbers as required.

The fax will be sent to all the numbers in the Recipient list.
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Dialing Characters

Additional dialing characters can be accessed by selecting the Dialing Characters button. Use this
option to enter the fax number if special characters are required. To enter a fax number using the
dialing characters:

1.
2.

Select the Dialing Characters button.

Use the numeric keypad to enter the number plus
additional dialing characters.

na Dialing Characters

The following characters are available:

[+]  Opticnal Readabdity Character
|1 Opticral Readabdity Charactsr

e Dial Pause [,] use to pause between numbers.
The pause allows time to switch from an inside to
an outside line during automatic dialing. For
additional pause time, add multiple pauses. If
you are using charge code numbers, enter a pause after the fax number but before the
charge code number.

e Long Pause [,] use to enter a long pause between numbers.

e  Mask Data [/] use to protect confidential information. For example, if a special charge code
or credit card number is required for a call, simply use the Mask Data character. Select the /
character before entering confidential numbers. After the last confidential numbers, select /
again to turn the mask data off. Characters between the / symbols will appear as *.

e Group Dial [\] use to add another fax number to the entry if the fax is being transmitted to
multiple recipients.

e  Pulse to Tone [:] use to switch between pulse and tone dialing.

e Password Check [S] use for remote terminal identification. This character verifies that the
correct number has been dialled.

e  Wait for Network Tone [W] suspends dialing until an expected network tone is detected. It
can also be used to detect a specific tone when accessing an outside line or other service.

e  Optional Readability Characters [+] and [ ] these characters are used for readability
purposes and do not affect the number entered. For example, if you wish to identify the area
code of a fax number, you can use the space readability character 01234 567890.

When you have entered the fax number and dialing characters required, select Add to add the
number to the Recipient list.

Select Close to return to the fax options.

2-Sided Scanning

The 2-Sided Scanning option allows you to set whether 1 or 2 sides of your original document are
scanned. Documents must first be loaded in the document feeder to enable the 2 Sided option. The
options are:

86

1 Sided is used if your original documents are single-sided.

2 Sided is used if your original documents are double-sided. The document feeder must be used to
scan your originals with this option.

2-Sided, Rotate Side 2 select if your original opens up like a calendar.
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Original Type

Use this option to define the type of original being used for scanning. Making the correct selection
enhances the quality of your output image. The options are:

e Photo & Text is recommended for originals containing high quality photographs and halftones.
Using this setting the scanned image will contain high quality pictures though the sharpness of
text and line art is slightly reduced.

e Photo is used specifically for originals containing photos or continuous tones without any text or
line art. Produces the best quality for photos but reduced quality text and line art.

e  Text produces sharper edges and is recommended for text and line art. This option requires less
communication time.

Resolution

The Resolution affects the appearance of the fax at the receiving fax terminal. A higher resolution
produces a better quality image. A lower resolution reduces communication time. The options are:

e Standard (200x100 dpi) is recommended for text documents. It requires less communication
time but does not produce the best image quality for graphics and photos.

e Fine (200 dpi) is recommended for line art and photos. This is the best choice in most cases.

Fax Directory

The Fax Directory is used to store individual fax numbers which are used frequently. The Fax Directory
can be accessed from all screens where a fax number requires entering. Up to 29 entries can be added.

Using the Fax Directory

If numbers have been entered into the Fax Directory they can be accessed via the Fax Directory
button.

1. Select the Fax Directory button. —— —

A list of fax numbers entered in the Fax Directory is
displayed.

2. Select the required number and select Add to
Recipients from the drop-down menu. The number is
added to the Recipient list.

Continue adding recipients as required.

3. To edit an entry, select it in the list and select the Edit
button.

Edit the entry as required and select Save.

Fax Numibar

123111

123222

#
1
z
3 123-3338
4
5

4.  To clear an entry from the list, select the entry requiring deletion and select Clear Entry from the
drop-down menu. A confirmation screen is displayed, select Clear Entry.

5. Select Close to return to the fax options.

The fax will be sent to all the numbers in the Recipient list.
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Setting up the Fax Directory

1.
2.
3.

Select the Server Fax tab and the Fax Directory button.

Select an empty slot from the list of entries. If necessary, use the scroll bar.

Enter the fax number in the Edit Fax Number field.

Use the C button to delete an incorrect entry, or to clear the entire entry select the X button.
Select Save.

The new entry is displayed in the list.

To use the entry for the current job, select the entry in the list and select Add To Recipients.
The number is added to the Recipient list.

To edit an entry, select it in the list and select the Edit button.

Edit the entry as required and select Save.

To exit from the Fax Directory, select Close.

Image Quality

The Image Quality options provide access to the features  [JLEEN womoen \Crom e

which enhance the image quality or output. To access the | owmaeopions. © image Enhancemer..
/ Darkerc Hormal Aurto Suppression
Image Quality options, select Services Home and Server e e

Fax. Then select the Image Quality tab.

Image Options

Select Image Options to adjust the lightness and darkness

of the image, and to sharpen the image. The options are:

Lighten/Darken

Provides a manual control to adjust the lightness or
darkness of the scanned images.

~ Image Options

Move the indicator down to darken the scanned
image, for light originals such as pencil images.

Move the indicator up to lighten the scanned image,

for dark originals such as halftones or originals with
colored backgrounds.

Sharpness

This provides manual control to adjust the sharpness of the scanned images.

Move the indicator up to sharpen the scanned image.
Move the indicator down to soften the scanned image.

Select Save to save your selections and exit.
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Image Enhancement

Select Image Enhancement to reduce background and adjust the image

. The options are:

Background Suppression

This enhances originals that have colored backgrounds, by == e

reducing or eliminating the background from your original. |

This option is useful when your original is on colored paper. Gl P-
e Select Auto Suppression to automatically suppress O .
unwanted background. @ osomme - @
e  Select Off to turn the Background Suppression feature .
off, particularly when: D-

e  The Darken adjustment does not produce a
satisfactory output from light originals.

e The original has a gray or colored border, such as a certificate.
e You want to bring out fine detail that was lost due to a dark edge when using bound originals.

Contrast

The Contrast feature controls the image density on the output and compensates for an original that
has too much or too little contrast on the image.

e Select Manual Contrast to set the level of contrast yourself. Move the indicator towards the High
setting to reproduce more vivid blacks and whites for sharper text and lines but less detail in
pictures. Move the indicator towards the Low setting to reproduce more detail in light and dark
areas of the original.

Select Save to save your selections and exit.
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Layout Adjustment

The Layout Adjustment options allow you to specify the [ - e
original size or mixed size originals for scanning. To access | o ogmis.
the Layout Adjustment options, select Services Home and i
Server Fax. Then select the Layout Adjustment tab.

Original Size

Select Original Size to enter the size of your document when scanning from the document glass or the
document feeder. Your device uses this information to calculate the size of your original and the
scanned image. You can also select Auto Detect for automatic size detection, or Mixed Size Originals
if scanning a mix of sizes. The options are:

e  Auto Detect is the default setting and enables automatic size sensing. The size detected is
matched to a standard size paper.

e  Pre-set Scan Areas allows you to define the size of your original from a list of pre-set, standard
document sizes. You can view the list by using the scroll bar.

e  Custom Scan Areas is used to enter a specific area for |4

s Original Size

scanning. Measure the area to be scanned on the
original and enter the X and Y axis measurements into w1
the fields provided. Only the area specified is scanned. [ )=

e Mixed Size Originals allows you scan documents ’ e s
containing different size pages. The pages must be the S @ﬁ
same width, like A4 LEF and A3 SEF (8.5x11” LEF and i (-]
11x17” SEF), other combinations are shown on the
screen.

The device will detect the size of the documents and determine whether the receiving fax
machine can support the various paper sizes. If the receiving fax cannot support the page sizes,
the image is reduced or enlarged to fit.

Select Save to save your selections and exit.

Fax Options

The Fax Options allow you to specify a specific time for [ ...
sending your fax. To access the Fax Options, select Services |- ousswa.

Home and Server Fax. Then select the Fax Options tab. (©)
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Delay Send

Select Delay Send to specify the time within the next 24 hours that you want the fax to be
transmitted. Use this feature to transmit faxes during off-peak hours or when sending to another
country or time zone. Delay Send can also be used with Mailbox and Polling options.

1. Select Specified Time and select either the Hour or @ Delay Send
the Minute field to enter a time to send your fax.

2. Use the arrow buttons or numeric keypad to enter the - Bz

hours and minutes. o
If the device is set up to display the time using a 12 Curo Tune: 320 P
hour clock, you must also select either the AM or PM

button.
3. Select Save and program and scan the fax job.

The fax will be stored in memory and sent at the specified time.
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Internet Fax

If Authentication or Accounting has been enabled on your device you may have to enter log in details
to access the features. Refer to Log In / Out on page 25 of Getting Started.

1.

To select the Internet Fax service, press the Services
Home button.

Select the Internet Fax option.

When a service is selected on the device, additional
options and features are displayed. Most feature
screens include the following buttons to confirm or
cancel your choices.

e Undo resets the current screen to the values that
were displayed when the screen was opened.

e Cancel resets the screen and returns to the previous screen.

e Save saves the selections made and returns to the previous screen.
e Close closes the screen and returns to the previous screen.

If an option is not required, use the Off option to disable a feature.

Sending an Internet Fax

1.

92

Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

Press the Clear All (AC) button once to cancel any previous screen programing selections.

Press the Services Home button and select the [ YO Adveced lspout e Fex

Internet Fax option. The Internet Fax features are s

displayed. (e [ "
Select New Recipients. :: Fm Tfﬁ“;’l -
Select To or Cc for the recipient using the drop-down (g :° :*"*”‘:‘n:"”:"; 4
menu to the left of the entry box. = w
Using the keyboard, enter the e-mail address. R l s l

e Upto 128 alphanumeric characters can be
entered.

e Todelete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

Select Add to add the e-mail address to the Recipient list. Continue adding e-mail addresses until
all the recipients have been added to the list, then select Save.

All the recipients are displayed in the Recipient list.
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If an address book has been setup, enter the name of the recipient and select Search. A list of
matching recipients is displayed. Select the e-mail address required and select Add (To:) or Add
(Cc:) from the drop-down menu. The e-mail address is added to the recipient list. Multiple
recipients can be added to the Recipient list in this way. Select Close to exit.

Enter the Message, Reply To, From and Subject details as required.
Select the required features for your fax job using the touch screen:

@ Output Color is used to replicate the original colors or to change the output to black and white,
grayscale or color.

Note: This feature may not be available on your device.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided.

= Original Type is used to define the original document as text, text and photo, or photo.

Press Start to scan the originals and process the Internet Fax job. Remove the originals from the
document feeder or document glass when scanning has completed.

Note: The Internet Fax job enters the job list ready for sending.

10. Select Job Status to view the job list and check the status of your job.

New Recipient

Use this option to enter details of all the recipients of the internet fax. To enter the recipient details:

1.
2.

Select New Recipients.

Select To or Cc for the recipient using the drop-down
menu to the left of the entry box. S —
Using the keyboard, enter the e-mail address. .ih 2 !'_” : e __|_
e Up to 128 alphanumeric characters can be S P P P
entered. E“l“l‘l‘l'l'l'l“l'l'l'LIull
\Q Cacn . . “ [ M " I . ' a
e Todelete a character use the backspace key,orto o« T-T-T-T-T-T-T-T T T T&l=
clear the entire entry select the X button. [~ i

e Use the Keyboards... button to access additional
language keyboards.

Select Add to add the e-mail address to the Recipient list.
Continue adding e-mail addresses until all the recipients have been added to the list.
Select Close.

All the recipients are displayed in the Recipient list.

If an Address Book has been setup the Search option can be used to search for e-mail addresses. Refer
to Address Book on page 96.
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Message:

This option is used to enter a message for the internet fax. The message is the text contained within
the internet fax and not the subject line.

1. Using the keyboard, enter the message required.

B Message

e Up to 128 alphanumeric characters can be
entered.

e Todelete a character use the backspace key, or to
clear the entire entry select the X button.

e Use the Keyboards... button to access additional
language keyboards.

2. Select Save to save your selections and exit.

Reply To

The Reply To feature enables you to include an e-mail address you want the recipient to reply to. For
example you can enter your personal e-mail address. If you logged in through authentication and your
details are available in the Address Book, your e-mail address is displayed.

1. Using the keyboard, enter the message required.
e Up to 128 alphanumeric characters can be entered.
e Todelete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

If an address book has been setup, enter the name required and select Search. A list of matching
names is displayed. Select the e-mail address required and select Save.

2. Ifrequired, select Save to save your selections and exit.

The e-mail address entered is displayed in the Reply To field.

From:

To enter or edit the sender’s name:

1. Select From. Tren  EEEAEKEE

2. If a default name is displayed, select the X button to e
delete the entry. -

3. Using the keyboard, enter the e-mail address of the
sender.

e Up to 128 alphanumeric characters can be
entered.

e Todelete a character use the backspace key, or to
clear the entire entry select the X button.

e Use the Keyboards... button to access additional language keyboards.

If an address book has been setup, enter the name required and select Search. A list of matching
names is displayed. Select the e-mail address required and select Save.
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If required, select Save to save and return to the previous screen, or Cancel to exit.

The e-mail address entered is displayed in the From field.

To enter a subject for the internet fax:

3.

Select the Subject field.

Using the keyboard, enter the subject of the internet fax.

e Up to 128 alphanumeric characters can be entered.

e To delete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

Select Save to save and return to the previous screen, or Cancel to exit.

The subject entered is displayed in the Subject field.

Select the Auto Detect option in Output Color to automatically detect and match the color of your
original and produce black and white, grayscale or color output from your original. The options are:

Auto Detect to select output that matches your original.

Black & White to select black and white output regardless of the color of your original.
Grayscale to use gray scales instead of color.

Color to select color output from your original.

This feature may not be available on your device.

The 2-Sided Scanning option allows you to set whether 1 or 2 sides of your original document are
scanned. Documents must first be loaded in the document feeder to enable the 2 Sided option. The
options are:

1 Sided is used if your original documents are single-sided.

2 Sided is used if your original documents are double-sided. The document feeder must be used to
scan your originals with this option.

2-Sided, Rotate Side 2 select if your original opens up like a calendar.
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Use this option to define the type of original being used for scanning. Making the correct selection
enhances the quality of your output image. The options are:

Photo & Text is recommended for originals containing high quality photographs and halftones.
Using this setting the scanned image will contain high quality pictures though the sharpness of
text and line art is slightly reduced.

Text produces sharper edges and is recommended for text and line art.

Photo is used specifically for originals containing photos or continuous tones without any text or
line art. Produces the best quality for photos but reduced quality text and line art.

If the device has been setup to access the Network and Internal Address Books, you can use them to
select recipients. For information about setting up address books, refer to the

7.

Select New Recipients.

Enter the name of the recipient and select Search.

The matching entries are displayed.

Select the e-mail address required. The recipient details are displayed to the right of the list.

Select Add (To:) or Add (Cc:) from the drop-down

menu. : 3
The e-mail address is added to the recipient list. -

Continue adding e-mail addresses as required. s

To search different address books select the Internal U: 9

Address Book option. Select the Address Book e
required using the drop-down menu and search using

the same method described.

Select Recipient List to view the current Recipient list. To remove an entry from the list, select the
entry and select Remove from the drop-down menu. The recipient is removed from the list.

Select New Search to continue adding recipients or Close to exit.

The Address Book Search option can also be used when entering a Reply To or From e-mail address.
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Advanced Settings

The Advanced Settings provide access to the features

el o B
which enhance the image quality or output quality. To R o o
access the Advanced Settings, select Services Home and e ) (=)™
Internet Fax. Then select the Advanced Settings tab. O ok i
ru e St

Image Options

Select Image Options to adjust the lightness and darkness
of the image, and to sharpen the image. The options are:

Lighten/Darken

Provides a manual control to adjust the lightness or
darkness of the scanned images.

e  Move the indicator down to darken the scanned
image, for light originals such as pencil images.

~ Image Options

e  Move the indicator up to lighten the scanned image,
for dark originals such as halftones or originals with
colored backgrounds.

Sharpness

This provides manual control to adjust the sharpness of the scanned images.
e  Move the indicator up to sharpen the scanned image.
e Move the indicator down to soften the scanned image.

Select Save to save your selections and exit.

Image Enhancement
Select Image Enhancement to reduce background and adjust the image contrast. The options are:

Background Suppression

This enhances originals that have colored backgrounds, by  [EY == undo Cancel save

reducing or eliminating the background from your original. = e

This option is useful when your original is on colored paper. d. B - =
e  Select Auto Suppression to automatically suppress Q- .
unwanted background. O - @
e Select Off to turn the Background Suppression feature .
off, particularly when: D-

e  The Darken adjustment does not produce a
satisfactory output from light originals.

e The original has a gray or colored border, such as a certificate.
e You want to bring out fine detail that was lost due to a dark edge when using bound originals.
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Contrast

The Contrast feature controls the image density on the output and compensates for an original that
has too much or too little contrast on the image.

e Select Manual Contrast to set the level of contrast yourself. Move the indicator towards the High
setting to reproduce more vivid blacks and whites for sharper text and lines but less detail in
pictures. Move the indicator towards the Low setting to reproduce more detail in light and dark
areas of the original.

Select Save to save your selections and exit.

Resolution

The Resolution affects the appearance of the scanned image. A higher resolution produces a better
quality image. A lower resolution reduces communication time. The options are:

e 72 dpi recommended for output displayed on a
computer. It produces the smallest file size.

E Resolution

200 x 100 dpd {dots por Inch)
Good image qualty.
Moderats e size.

e 100 dpi recommended for output that delivers low
quality text documents.

Best for standard office documents and photographs.

e 150 dpi recommended for average quality text
documents and line art. Does not produce the best
image quality for photos and graphics.

e 200 x 100 dpi recommended for standard office
documents and photographs.

e 200 dpi recommended for average quality text documents and line art. Does not produce the best
image quality for photos and graphics.
e 300 dpi recommended for high quality text documents that are to pass through OCR applications.

Also recommended for high quality line art or medium quality photos and graphics. This is the
best choice in most cases.

e 400 dpi recommended for photos and graphics. It produces average image quality for photos and
graphics.

e 600 dpi recommended for high quality photos and graphics. It produces the largest image file
size, but delivers the best image quality.

Select Save to save your selections and exit.

Quality / File Size

The Quality / File Size settings allow you to choose between scan image quality and file size. These
settings allow you to deliver the highest quality or make smaller files. A small file size delivers slightly
reduced image quality but is better when sharing the file over a network. A larger file size delivers
improved image quality but requires more time when transmitting over the network. The options are:

e Normal/Small produces small files by using advanced compression techniques. Image quality is
acceptable but some quality degradation and character substitution errors may occur with some
originals.

e Higher/Larger produces larger files with better image quality.
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o Highest/Largest produces the largest files with the maximum image quality. Large files are not
ideal for sharing and transmitting over the network.

Select Save to save your selections and exit.

Layout Adjustment

The Layout Adjustment options allow you to manipulate the scanned image and enhance the
appearance and style of your faxed document. To access the Layout Adjustment options, select
Services Home and Internet Fax. Then select the Layout Adjustment tab.

Original Size

Select Original Size to enter the size of your document when scanning from the document glass or the
document feeder. Your device uses this information to calculate the size of your original and the
scanned image. You can also select Auto Detect for automatic size detection. The options are:

e  Auto Detect is the default setting and enables -

s Original Size

automatic size sensing. The size detected is matched [
to a standard size paper. =i

e Pre-set Scan Areas allows you to define the size of @ oo
your original from a list of pre-set, standard document ’ e s
sizes. You can view the list by using the scroll bar. @ cwenembnl  asurgy

e Custom Scan Areas is used to enter a specific area for v
scanning. Measure the area to be scanned on the
original and enter the X and Y axis measurements into the fields provided. Only the area specified
is scanned.

Select Save to save your selections and exit.

Internet Fax Options

The Internet Fax Options allow you to temporarily change @il e

the format of the image file, set a Reply To address and add | o rarem. O Actmewmdgamant apori—
a brief message. The Acknowledgement Report can also be ||=/|™ [l

enabled. To access the Internet Fax Options, select Services
Home and Internet Fax. Then select the Internet Fax
Options tab.

File Format

File Format determines the type of file created and can be temporarily changed for the current job.
You can select the file format you wish to use for your scanned image. The options are:

Multi-Page TIFF (Tagged Image File Format)
e This format produces a single TIFF file containing several pages of scanned images.
e A more specialized software is required to open this type of file format.
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PDF Image Only (Portable Document Format)

e This allows recipients with the right software to view, print or edit the Internet Fax file, no matter
what their computer platform.

Note: Depending on the receiving device, the PDF selection may not be compatible when the
resolution is set to 200 dpi.

Select Save to save your selections and exit.

Acknowledgement Report

Using this feature a confirmation report is printed indicating the delivery status of the internet fax job.
Each internet fax recipient provides a delivery receipt when the job is received. Once the receipt is
received by the device, the report is compiled and printed.

Note: The report may be delayed depending on how quickly the recipients respond.

Print Report

e The device requests a receipt from each of the
recipients when the Internet Fax is sent.

E' Acknowledgement Report

“This featura will wall for a doitvury recoipt rom ach recipHnt of the Intamat
Fax job. pei o wach

e Once the recipients acknowledge receipt, the report is o B
compiled and printed automatically.

Select Save to save your selections and exit.
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To fax your job, the fax option must be installed on your printer and
fax must be enabled in the Installable Options screen.

1.
2.

Select or create a document on your PC.

With your document open in your application, select Print, then
select your Xerox WorkCentre
5735/5740/5745/5755/5765/5775/5790 printer.

If the printer is not available in the menu it may have not been
installed correctly, contact your System Administrator for
advice.

Select the Properties button to display the print driver printing
preferences.

Fax from PC

Saved Sergs

Select Fax as the Job Type on the Paper/Output screen of the print driver.

The Fax Recipients screen will automatically open. This screen
displays the recipients for the current fax.

You can now Add Fax Recipients or Add From Phonebook.

Select the Add Recipient button. Input the name and fax
number of the recipient. Complete the additional information.
Select the Save to Personal Phonebook option if you want to
add the recipient to your Personal Phonebook.

To enter a recipient from a phonebook select the Add From
Phonebook button. Select the phonebook required. The system
retrieves the phonebook information and the entries are
displayed.

e Type a name or select the name required from the list.

e Use the green arrow to add a recipient to the list from the
phonebook.

e  Use the Edit button to edit the entry in the Recipient list.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790

Fax El |

Recipisnts |CDvEr Sheet | Options

&

Faoe Mumber

Name _ Organization

< | >
I
Add From Phoneboak 3]
B | Personal Phonebook vl
‘T;-'pe Name or Select from List |
Name Fax Number Organization
dfdfd 1111
Joe Bloggs 01234 56785 Herox
iJane Smih 012345 888888 Kerox
4 | b3
Fax Recipients:
Name Fax Mumber Organization
Jane Smith 012345 2233238 Herox
< | *
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10.

102

e Use the Delete button to delete an entry from the list.

When you have selected all the options you require, select OK to continue making selections for
the job.

If you require a Cover Sheet to be sent with your fax document, select Print a Cover Sheet in the
Cover Sheet tab. The Cover Sheet options window will display automatically, allowing you to

customize the page to your requirements. Refer to on page 105 for more information.
When you have selected all the options you require, select OK.
Select the Options tab to program the following options: Fax X
e Confirmation Sheet is used to print a confirmation sheet | Recoers | Cover shee | stons
on the device containing details of the transmission. (G Corfimation Sheet: -
e Send Speed is used to select the top transmission speed of | ;7 send speea:
your fax job. The actual transmission speed will also Super 3 (38 fGpe) ~
depend on the speed capability of the receiving fax e 2
machine. Select either Super G3 (33.6 Kbps), G3 Send Time:
(14.4Kbps) or Forced (4800 bps). S
e  Resolution affects the appearance of the fax at the [2w]e]
receiving fax terminal. A higher resolution produces a T
better quality image. A lower resolution reduces I
communication time. Select Standard, Fine or Superfine. [ Credt Card
e Send Time is used to specify when to send the fax. Send i
Now will send the fax immediately, or Send At allows you (2
to enter the time to send the fax within the next 24 hours.

e Fax Dialing Options are used to enter a dialing prefix to
add to the fax number, or a credit card number if a billing system is in use.

When you have selected all the options you require, select OK.
Select OK on the print driver screen and OK on the Print screen. The Fax Confirmation screen will
appear with the list of recipients you have chosen.

If you wish to make any changes, edit the details by selecting the button with a pencil icon. If the
details are correct, select the OK button and your fax will be submitted to the device job list ready
to be transmitted.

Select the Job Status button on the control panel to display the job list.Your job will be displayed
in the list. If there are no other jobs in the list your job may have already been processed. For
further information, refer to on page 233 of
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Use the Recipients option to enter a recipient or group of recipients for your fax.

1. Select Fax as the Job Type on the Paper/Output screen of the print driver.

The Fax Recipients screen will automatically open.

This screen displays the recipients for the current fax. It will _— (Requred)

normally be empty. To add a new recipient select the Add Fax Number: {Reguired)

Recipient button. Emi = |
rganization

2. Enter the following information for the recipient: beeer |

Telephone Mumber:

° Name [01234 56788 |

e Fax Number S |

Mailbo:

e Organization HE |

e Telephone Number [7] Save To Personal Phonebook
e E-mail Address (2]
e Mailbox

3. Select the Save to Personal Phonebook if you want to add the recipient to your Personal
Phonebook. Select OK to confirm your entry.

Your entry has been added to the Recipient list.

4. To enter a recipient from a phonebook select the Add From
PhOHEbOOk button. a Personal Phonebook ~
You can choose from 3 Phonebooks, Personal, Shared and [Tope Nae or Szectrom Lt |
Shared LDAP. The Personal and Shared phonebook information Heme e
is stored in data files. The file for your Personal phonebook will o Bogge X
be located on your PC or personal file space. The file for the < >
Shared phonebook will be located on a server and can be
shared with other people. The Shared LDAP option will be linked e T
to your company phonebook if you have one. sty O e
Select the phonebook required. The system retrieves the . s
phonebook information and the entries are displayed. ®
e Type a name or select the name required from the list. B
e Use the green arrow to add a recipient to the list from the

phonebook.

e Use the Edit button to edit the entry in the Recipient list.
e Use the Delete button to delete an entry from the list.

5. When you have selected all the options you require, select OK to continue making selections for
the job.

The Preferences screen enables you to set up your Phonebooks and display preferences to suit your own
requirements.
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Phonebook Preferences

Select Fax as the Job Type on the Paper/Output screen of the print
driver. The Fax Recipients screen will automatically open. [ Dot Proncbook _
Select the Preferences button at the bottom of the Fax Recipients B e v Commert (=] (]
screen to access the Phonebook Preferences screen. === -
e  Personal Phonebook information is stored in files with a suffix R

of .pb or .xpd. You can create numerous files of this type and L N : &=

select them as your personal phonebook. They will then appear User Preferences

as phonebook options on the Add From Phonebook screen. You Em:‘: renmer

can create a personal or shared phonebook using this option or e

you can import a comma-separate value (.CSV) file (Windows [ Ay Use Curent v St ot

only). You can store up to 1,000 entries phonebook. @

Shared Phonebook shows the location of a shared phonebook,

which is accessed by many users and is typically located on a network server. You can copy
information from the shared phonebook to a personal phonebook, but shared phonebooks are
generally set to read-only mode.

Shared LDAP Phonebook shows the location of a shared LDAP (Lightweight Directory Access
Protocol) phonebook (if enabled). LDAP is a protocol that is often used for corporate address
books. This phonebook is located on a network server and accessed by many users. You can copy
information from the LDAP phonebook to a personal phonebook. To access an LDAP phonebook,
bi-directional communication must be set-up and the phonebook must be configured on the
device using Internet Services.

Refer to Help on the Preferences screen in your print driver for more information about importing,
exporting and creating Phonebooks.

User Preferences

Select the User Preferences required:

104

Prompt When Adding Duplicate Recipients provides a warning if the same recipient will be
added twice.

Prompt When Removing a Recipient provides a warning if deleting a recipient from the Fax
Recipient list.

Always Use Current Recipient List is used if you always send faxes to the same recipients. This
option eliminates the need to create a Recipient list each time you send a fax.

Always Use Current Cover Sheet Notes always send faxes with the same message on the fax
cover sheet. This option eliminates the need to create a cover sheet message each time you send
a fax.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790
Fax



Cover Sheet

The Cover Sheet option enables you to add a cover sheet to your fax.

Select Print a Cover Sheet to send a cover sheet with your job. The
cover sheet options are displayed.

Select the Recipient Information to print:

e Use Show Recipient Names to print the names of the
recipients on the cover sheet.

e Use Hide Recipient Names if you do not want the
recipient names to print on the cover sheet.

Fax from PC

e  Use Show Custom Text to customize the cover sheet with your own information.

Select the Sender’s Information to print:

e Use Show Sender’s Information to print the sender’s information on the cover sheet.
e Use Hide Sender’s Information if you do not want the sender’s information to print on the

cover sheet.
Enter the details of the sender to include on the cover sheet:
e  Fax Number
e Organization
e Telephone Number
e  E-mail Address

Use Cover Sheet Image to select an image or text to include
on the cover sheet. Select New to import an image to include or
to create your own text.

Use Cover Sheet Paper Size to select the paper size for the
cover sheet.

Caver Sheet Image Fditor
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On this screen there are 5 fax transmission options that you may use 5% X
to customize the transmission of your fax. Recimorts | Cover Sheat| Otors
@ Confirmation Sheet:
Confi I’mCltion Sheet Print 2 Confimation Sheet v
¢ 7| Send Speed:
Super G3 (32.6 Kbps) w
Here you can choose to print a Confirmation Sheet that will confirm F;M,Uﬁm :
the success or failure of the transmission. |l C
Send Time:
Select Print a Confirmation Sheet using the drop-down menu. 8231
[z 2]
Send Speed Fax Dialing Options:
[ Dialing Prefix
You can choose one of 3 transmission speeds. Select Send Speed to lemzl
select the transmission speed. The options are: I
e Super G3 (33.6 Kbps) uses the fastest fax transmission rates &
and is the default option. Determines the transmission rate to
be used based on the maximum capabilities of the receiving fax

machine. This rate minimizes transmission errors by using Error
Correction Mode (ECM). Initial transmission speed is 33,600 Bits Per Second (bps).

G3 (14.4 Kbps) uses the standard Group 3 fax transmission rates. These are used in fax
environments where there is existing noise or stress on the phone network which prevents higher
speed fax transmissions working well. Selects the transmission rate based on the maximum
capabilities of the receiving fax machine. Initial transmission speed is 14,400 Bits Per Second
(bps). This rate minimizes transmission errors by using Error Correction Mode (ECM).

Forced (4800 bps) is used in areas of low quality communication, when experiencing telephone
noise, or when fax connections are susceptible to errors. Forced (4800 bps) is a slower transmission
rate but is less susceptible to errors. In some regional areas the use of Forced (4800 bps) is
restricted.

Fax Resolution

You can choose one of 3 image resolutions depending on the type of documents being sent. The
higher the resolution you choose the better the received image will be but it will take longer to
transmit. The options are:

Standard (200 x 100 dpi) is recommended for text originals. It requires less communication time
but does not produce the best image quality for graphics and photos.

Fine (200 dpi) is recommended for line art and photos. This is the best choice in most cases.

Superfine (600 dpi) is recommended for photos and halftones, or images that have gray tones. It
requires more communication time, but produces the best image quality.

Send Time

This is sometimes called Delayed Send. Use this feature to transmit faxes during off-peak hours or
when sending to another country or time zone. The default setting will send the fax immediately.

To send the fax at a specific time in the next 24 hours, select Send At and either type in or use the
arrow buttons to choose the local time that you want the fax sent.
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Fax Dialing Options

Use if you need to add an external access number, a country code or an area code to the recipient
number or if a credit card number is required.

e Select Dialing Prefix if you need to add, for example, an external access number, a country code
or an area code to the recipient number you have selected on the recipients screen.

e Select Credit Card if you want to bill the call to a credit card.
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Receiving a Fax

All incoming faxes are submitted to the Active Jobs list as fax jobs and can be set-up to print
immediately or be held in the job list until a secure passcode is entered. If the Fax service is available
on your device, you can also configure received faxes to be forwarded to an e-mail address or file
repository using the Fax Forward feature.

Secure Faxes

If the administrator has switched on the Secure Receive feature, all incoming faxes require a passcode
in order to release them for printing.

1. Torelease a Secure Fax for printing, press the Job
Status button and select the held fax job in the list.

VY Hola: Securs Rocsive. o
. . Select Release and enter your Passcode Job Detads
2. Torelease a fax for printing, select the Release button.
Job Controls.

e
Mumber of Orignals:

‘
Guantity Complete:

ool

Tray in use:

3. Use the numeric keypad to enter the passcode and
select the Release Job button.

The secure fax job is released for printing.
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This feature enables the device to send incoming fax jobs to one or more e-mail addresses, a
repository, or a combination of both.

In order to enable the Fax Forwarding feature the device must have either Workflow
Scanning or E-mail enabled and Fax must be installed and enabled.

Fax Forward is set-up by the System Administrator using Internet Services. The incoming fax jobs which
require forwarding are specified using their fax number. An e-mail address and/or repository is then
entered as the forwarding address for the fax jobs specified.

e  Fax Forward to E-mail - the fax job is forwarded to an e-mail address as an attachment.
Information to include in the e-mail, such as the subject or a message can also be entered during
set-up. When the user receives a forwarded fax in their e-mail, it will be either a single e-mail or
multiple e-mails depending upon the size of the job.

e Fax Forward to a Repository - the fax job is forwarded to an SMB file share repository. The fax job
is stored using the parameters specified by the System Administrator. An e-mail notification can
be set-up to notify the user that the fax job has been stored and is ready for retrieval. The user
then accesses the file server to retrieve the stored forwarded fax document.

The System Administrator specifies the file format type to use for the fax job, the supported types are:
e Image only PDF

Searchable PDF

Multiple page TIFF

e Image only XPS

e Searchable XPS

The feature can also be set-up to print a copy of the fax at the device prior to forwarding.

If the forwarded fax job fails to reach its destination, the device can be set-up to print a copy of the
received document or notify the user the job has failed.
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Introduction

Workflow Scanning enables the creation of an electronic

image file by scanning an original hard copy document.

Use Workflow Scanning when both your device and your _;:_—‘ = [ -
computer have access to the same specified filing location. = < ——
The scanned file is placed in a network filing location L ___i i
known as a repository, as specified by the template = ek

selected on the device.

m

The standard Workflow Scanning option enables the electronic images to be stored and retrieved from
a server or workstation on the network. Two further options are available:

e  Scan to Mailbox will store the image on the device hard disk and the user can retrieve the files
using Internet Services. For further information, refer to on page 134.

e  Scan to Home allows the user to send the files to a location on the network specified as their
Home destination. For further information, refer to on page 137.

Workflow Scanning is set up by a System Administrator using Internet Services. Users can use Internet
Services to create templates and folders once the relevant scanning function has been set up and
enabled.

Repositories are directories or filing locations setup on a server, where your scanned files are saved to
and held. The Repositories are set up using Internet Services. Before you can use Workflow Scanning,
your System Administrator must set up the repositories available to your device. Selecting a template
identifies the repository / location your scanned job is filed to. Repositories are validated by Internet
Services when defined by the System Administrator as a scanning destination. Up to 5 Repositories (1
default and 4 additional) can be defined. After the Repositories are setup, they are available to you as
choices when modifying templates.

Templates are used for scanning and faxing jobs at your device via the Workflow Scanning service.
They define the parameters of your scan or fax job. Information such as the final destination of your
job (the repository) and the image quality settings are defined within the template, along with the
template name. The template name is displayed within the template list, accessed on the device touch
screen.

You can select an existing template ‘as is' or use Internet Services to create a brand new one or modify
an existing one. To successfully complete a Workflow Scanning job you must select a template from the
device touch screen.

Template operations can either be performed using Internet Services, or FreeFlow™ SMARTsend™. For
information about FreeFlow™ SMARTsend™ templates refer to the FreeFlow™ SMARTsend™ User
Guide. This guide is included with the FreeFlow™ software documentation that accompanied your
device.
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Workflow Scanning Options

To select the Workflow Scanning service, press the
Services Home button.

Select the Workflow Scanning option. Additional
options and features are displayed.

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

e Undo resets the current screen to the values that
were displayed when the screen was opened.

e Cancel resets the screen and returns to the previous screen.

e Save saves the selections made and returns to the previous screen.
e Close closes the screen and returns to the previous screen.

If an option is not required, use the Off option to disable a feature.

If Authentication or Accounting has been enabled on your device you may have to enter log in details
to access the features. Refer to Log In / Out on page 25 of Getting Started.

Workflow Scanning allows the user to scan a hard copy original and convert it into an electronic file.
The file is placed into a specified filing location on a networked server, workstation or the device hard
drive. The settings used for scanning the original are stored in a template.

Using Workflow Scanning

1.

Load your documents face up in the document feeder input tray. Adjust the guide to touch the
documents.

Lift up the document feeder. Place the document face down onto the document glass and register
it to the arrow at the top right rear corner. Close the document feeder.

Press the Clear All (AC) button once to cancel any previous screen programing selections.

Press the Services Home button and select the ooy R
Workflow Scanning option. The Workflow Scanning Dostnaien Detsis

features are displayed. —— L comwnctorm s |
Select a Template for the job from the templates 3 Troamiabodensits

displayed in the list. T

All the current settings are changed to the settings in | L2220 ,

the template. @ ovtow cotor = & oo tyve || [ scanpreses

=| 2-Sided |

Husto Datoct | 1-Skdod Phato & Toxt | Sharing ared Printing |

Select the required features for your scanning job
using the touch screen.
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If required, modify the template settings from the options on the Workflow Scanning, Advanced
Settings, Layout Adjustment and Filing Options tabs:

@ Output Color is used to replicate the original colors or to change the output to black and white,
grayscale or color.

This feature may not be available on your device.

2-Sided Scanning is used to select whether your originals are 1-sided or 2-sided. The second side
can be rotated.

Original Type is used to define the original document as text, text and photo, or photo.

@[

Scan Presets is used to set the scan settings to suit how the scanned image will be used.

E

6. Press Start to scan the originals and process the Workflow Scanning job. Remove the originals
from the document feeder or document glass when scanning has completed. The Workflow
Scanning job enters the job list ready for filing. The scanned images are then filed to the location
specified on the template ready for retrieval by the user.

To use a template, select the template required from the FEECR e

Scanning

Template Destinations list. To ensure the latest templates
are available, select Update Templates from the Advanced | SEEEEEEE=-
Settings tab. Use the scroll bar to access templates not
shown in the list. There are several types of template v =
available: o rresteroe ~)

-
=| 2-Sided

Seaniing ,!| Oviginal Type ]'g Scan Presots
1-Sided Photo & Taxt Sharing ard Printing

e Default Template this is the template supplied with [@ Out Coor ‘ ‘
your device software and is always available at the top ===
of the list. Once your System Administrator has set up the file repository they define the
parameters of the Default template. Any user can select the Default template, make the
programing selections required for their individual job and scan their originals.

e Local Public or Private Templates are created using Internet Services. Users can create a new
template, delete an existing template or copy and then modify an existing template.

e Network Templates are advanced network scanning templates and workflows which have been
created using optional scanning applications.

e Home Template this is the Scan to Home template and is available if you have entered your
authentication log in details into the device. Images are scanned to a destination specific to the
logged in user.

e  Public/Private Mailbox Templates enable users to scan images to public or private mailboxes
which have been setup on the device using Internet Services. You must give the mailbox folder a
name and private mailboxes may also require a secure password.
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Select the Auto Detect option in Output Color to automatically detect and match the color of your
original and produce black and white, grayscale or color output from your original. The options are:

Auto Detect to select output that matches your original.

Black & White to select black and white output regardless of the color of your original.
Grayscale to use gray scales instead of color.

Color to select color output from your original.

This feature may not be available on your device.

The 2-Sided Scanning option allows you to set whether 1 or 2 sides of your original document are
scanned. The options are:

1-Sided is used if your original documents are single-sided.

2-Sided is used if your original documents are double-sided. The document feeder must be used to
scan your originals with this option.

2-Sided, Rotate Side 2 select if your original opens up like a calendar. The document feeder must
be used to scan your originals with this option.

Use this option to define the type of original being used for scanning. Making the correct selection
enhances the quality of your output image. The options are:

Photo & Text is recommended for originals containing high quality photographs and halftones.
Using this setting the scanned image will contain high quality pictures though the sharpness of
text and line art is slightly reduced.

Text produces sharper edges and is recommended for text and line art.

Photo is used specifically for originals containing photos or continuous tones without any text or
line art. Produces the best quality for photos but reduced quality text and line art.
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Use Scan Presets to optimize scan settings to match the intended purpose of the scanned documents.
The options are:

118

Sharing & Printing is used for sharing files that are going to be viewed on-screen and for printing
most standard business documents. This setting results in a small file size and normal image
quality.

Archival - Small File Size is best for standard business documents that are stored electronically for
record keeping purposes. This setting results in the smallest file sizes and normal image quality.

Simple Scan is used for faster processing but may result in excessively large file sizes. Using this
setting applies only minimal image processing and compression.

OCR is best for documents that are going to be processed by Optical Character Recognition (OCR)
software. This setting results in large file sizes and the highest image quality.

High Quality Printing is best for business documents containing detailed graphics and photos.
This setting results in large file sizes and the highest image quality.

More... is used to access all the Scan Presets options available. If using this option, select Save to
save your selections and exit.
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Advanced Settings

The Advanced Settings provide access to the features [ g Advences

which enhance the image quality or output quality. To O ke Optons. o o
access the Advanced Settings, select Services Home and | |@]#=&i™ B Y
Workflow Scanning. Then select the Advanced Settings O Gusley (Pl st O Utote Tarision-.

tab. B (o)

Image Options

Select Image Options to adjust the lightness and darkness of the image, and to sharpen the image.
The options are:

e Lighten/Darken provides a manual control to adjust
the lightness or darkness of the scanned images.

e  Move the indicator down to darken the scanned
image, for light originals such as pencil images.

e  Move the indicator up to lighten the scanned
image, for dark originals such as halftones or
originals with colored backgrounds.

e Sharpness provides manual control to adjust the
sharpness of the scanned images.

e  Move the indicator up to sharpen the scanned image.
e Move the indicator down to soften the scanned image.

Select Save to save your selections and exit.

Image Enhancement

Sel.ect Image Enhancement to rec!uce background and D image Enhancement T =1 =]
adjust the image contrast. The options are: e - :
e Background Suppression enhances originals that a.F -

have colored backgrounds, by reducing or eliminating &

the background from your original. This option is @i
useful when your original is on colored paper.

e Select Auto Suppression to automatically
suppress unwanted background.

e  Select Off to turn the Background Suppression feature off, particularly when:
e  The Darken adjustment does not produce a satisfactory output from light originals.
e The original has a gray or colored border, such as a certificate.

e You want to bring out fine detail that was lost due to a dark edge when using bound
originals.
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e Contrast controls the image density on the output and compensates for an original that has too
much or too little contrast on the image.

e  Move the indicator up to reproduce more vivid blacks and whites for sharper text and lines
but less detail in pictures.

e Move the indicator down to reproduce more detail in light and dark areas of the original.

Select Save to save your selections and exit.

Resolution

The Resolution affects the appearance of the scanned
image. A higher resolution produces a better quality image.
A lower resolution reduces communication time when
sending the file over the network. The options are:

E Resolution

100 dpi {dots per inch)
Good image qualty for on-screen viowing,
Smad fie size.

Bost suied lor or-scroan viowing, Print gualty may nat
b acceptabie.

e 72 dpi recommended for output displayed on a
computer. It produces the smallest file size.

e 100 dpi recommended for output that delivers low
quality text documents.

e 150 dpi recommended for average quality text documents and line art. Does not produce the best
image quality for photos and graphics.

e 200 dpi recommended for average quality text documents and line art. Does not produce the best
image quality for photos and graphics.

e 300 dpi recommended for high quality text documents that are to pass through OCR applications.

Also recommended for high quality line art or medium quality photos and graphics. This is the
default resolution and the best choice in most cases.

e 400 dpi recommended for photos and graphics. It produces average image quality for photos and
graphics.

e 600 dpi recommended for high quality photos and graphics. It produces the largest image file
size, but delivers the best image quality.

Select Save to save your selections and exit.

Quality / File Size

The Quality / File Size settings allow you to choose

between scan image quality and file size. These settings
allow you to deliver the highest quality or make smaller
files. A small file size delivers slightly reduced image quality
but is better when sharing the file over a network. A larger
file size delivers improved image quality but requires more
time when transmitting over the network. The options are:

E. Quality | File Size

Qualdy digher
Fike S Lamer

T Hghan Quabty cption rosuces Large: Hea wit
bater image susity

Sl Sigs are Besie for Shanng and Fanamising cver i
et

e Normal/Small produces small files by using advanced
compression techniques. Image quality is acceptable but some quality degradation and character
substitution errors may occur with some originals.

e Higher/Larger produces larger files with better image quality.
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o Highest/Largest produces the largest files with the maximum image quality. Large files are not
ideal for sharing and transmitting over the network.

Select Save to save your selections and exit.

Note: If you change the Quality / File Size option you may affect the settings in the Scan Presets
options on the Workflow Scanning tab.

Update Templates

The Update Templates feature retrieves new or updated
templates or workflows and removes outdated items from
the list.

5 Update Templates m

Usa this feature i you want a recently created or updated lemplate and cannct walt
until the system auicmatically updates the Temglate List.

Cautice; Tho Tomplate Upcate shoukd bo
used orly whon nocessary.

Maximum Number of Templates 1o be dsplayed: 250

1. Select Update Template List to retrieve updated
template information immediately.

2. Select the Update List option to confirm an update is
required.

3. Select Close.

Note: Selecting this option may cause a delay and the Workflow Scanning service will be
unavailable for several minutes. The delay does not affect the other services available on the
device.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 121
Workflow Scanning



Layout Adjustment

Layout Adjustment

The Layout Adjustment options allow you to manipulate [ foiow [Admresd

the scanned image and enhance the appearance and style | o o omision- © orighet .. O CanEnse-.
of your output. To access the Layout Adjustment options,  |[s]"""™" El &g
select Services Home and Workflow Scanning. Then select
the Layout Adjustment tab.

Original Orientation

Use to specify the orientation of the originals being scanned. The orientation of the images on the
originals must match the orientation selected. The device uses this information to identify if the
images require rotating to produce the required output.

e Upright Images the images on the originals are in a
portrait orientation. A graphical representation of the
image orientation is shown when the option is
selected.

e Sideways Images the images on the originals are in a
landscape orientation. A graphical representation of
the image orientation is shown when the option is
selected.

[#= Original Orientation

Select Save to save your selections and exit.

Original Size

Original Size allows you to specify automatic size detection of the originals, mixed size originals, or the
specific size of the image to be scanned. The options are:

e  Auto Detect is the default setting and enables automatic size sensing. The size detected is
matched to a standard size paper.

e Preset Scan Areas allows you to define the size of your original from a list of pre-set, standard
original sizes. You can view the list by using the scroll bar.

e  Custom Scan Areas is used to enter a specific area for
scanning. Measure the area to be scanned on the
original and enter the X and Y axis measurements into
the fields provided. Only the area specified is scanned.

& Original Size

e Mixed Size Originals allows you scan documents
containing different size pages. The pages must be the
same width, like A4 LEF and A3 SEF (8.5x11” LEF and
11x17” SEF), other combinations are shown on the
screen.

Select Save to save your selections and exit.
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Edge Erase

Edge Erase enables you to specify how much of the image to erase around the edges of your
document. For example, you can remove the marks caused by punched holes or staples in your original.
The options are:

All Edges is used to erase an equal amount from all
the edges. Use the arrow buttons to adjust the
amount to be erased from 1 mm to 50 mm (0.1” to @ veo
2.0”). All marks or defects within the measurement set @) =
are deleted. Qo

EM Edge Erase

Individual Edges enables an individual amount to be
erased from each of the edges, on both the first and
second sides.

Use the arrow buttons to adjust the amount for each edge, from 1 mm to 50 mm (0.1” to 2.0”).
Scan to Edge use this option to scan to the edge of the image.

Select Save to save your selections and exit.
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Use the filing options to specify details about the scanned =T conen 1

images to be stored, for example the file name, the file O FioName- O e Forma.. O Fllo Aueny Extt..
format and the overwrite conditions. To access the Filing B = Y
Options, select Services Home and Workflow Scanning. O Documen o

Then select the Filing Options tab. (3= B =

File Name

This feature enables you to name the file that is stored.

1. Using the keyboard, enter the name of the file.
e Up to 50 alphanumeric characters can be entered.
e To delete a character use the backspace key, or to clear the entire entry select the X button.
e Use the Keyboards... button to access additional language keyboards.

2. Select Save to save your selections and exit.

File Format

The File Format determines the type of file created and can =y
be temporarily changed for the current job. You can select e
the file format you wish to use for your scanned image. AR et

Best suited for: Sharing and printing documants.
This ction cptimizes the il for viewing and printing
anly.

e TIFF (Tagged Image File Format) produces a graphic
file that can be opened by a variety of graphic
software packages across a variety of computer
platforms. A separate file is produced for each image
scanned.

e  Multi-Page TIFF produces a single TIFF file containing several pages of scanned images. A more
specialized software is required to open this type of file format.

e PDF (Portable Document Format) allows recipients with the right software to view, print or edit
the electronic file, no matter what their computer platform.

Note: Depending on the receiving device, the PDF selection may not be compatible when the
resolution is set to 200 dpi.

e PDF/Ais an industry standard format for long term document preservation based on the PDF
format. The Advanced Settings may need checking to ensure they are appropriate for extended
use.

e XPS (XML Paper Specification) given the right software the recipient of the scanned image can
view, print or edit the file, no matter what their computer platform.

Select Save to save your selections and exit.
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If File Already Exists

This option is used to determine how the device handles
duplicate filenames.

I 1f File Already Exists

e Rename New File use this option when you want the
device to name the new file (or folder) with a unique
name.

e Add Date To Name this option appends a date and
time stamp to the filename.

e Append to Existing File use this option to add the
newly created scanned image file to an existing document with the same name as the document
being scanned.

Note: This option is not available with Multi-Page Tiff and PDF file format options.

e  Overwrite Existing File the new file overwrites the existing file with the same name.
e Do Not Save the scanned images are not saved if a file with the same name exists.

Select Save to save your selections and exit.

Document Management

Thg Docume?nt.Management feature.enables users.to. T N
assign descriptive data to a scanned job. The descriptive = . -
data can be accessed by other software applications to
assist in searching, indexing and the automated processing
of scanned documents.

The Document Management data requirements are
individually defined and programmed within the workflow
scanning template.

The Document Management data fields can be either mandatory or optional. If the data is
mandatory, the user is prompted to enter the data before scanning is allowed. Once the required data
is entered, the user can commence scanning the job. If the data is optional, the user is prompted to
enter the data, but can complete the job without the data if required.

Add File Destinations

This option allows you to select additional network locations as filing destinations for your scanned
documents. These additional filing destinations must be set up by the System Administrator using
Internet Services.

1. Select the destination required from the list.
2. To view information about the destination, select View Details.
3. Select Save to save your selections and exit.

The destination filing path and information is displayed.
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Job Assembly

This tab provides access to the Build Job feature for
compiling jobs which have different originals or programing | s
requirements within a job. To access the Job Assembly 8"
options, select Services Home and Workflow Scanning.
Then select the Job Assembly tab.

Build Job

Use this feature to build a job that requires
different settings for each page, or a segment of

pages.

You can select the appropriate settings to be Some pages  Somepages  Various  More than
applied to individual pages or segments of a with text and 2 S'de(: a'rc]idd S'Z_e‘.j I 100 pages
completed job. First split the originals into S‘:]mte with some 1 sided —originais

photos

sections for individual programing.

1. Select Build Job on the Job Assembly tab.

2. Switch on Build Job by selecting the On button and
select Save.

E Build Job

. o Delete All Segments

3. Select the options required for the first segment of the
job.

,. o WETMM»MWMWI
4. Load the first segment originals and press Start.

5. Remove the first segment originals. The Build Job
screen displays the first segment in the list.

Delete All Segments deletes the current Build Job and
returns you to the main Build Job screen.

Select the options required for the second segment.
Load the second segment originals and press Start.
Repeat these steps until all segments of your job have been programmed and scanned.

L N o

After the last segment has been scanned, select End Build Job to indicate you have finished
scanning and the job can be processed and completed.
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Creating Templates

Templates can be created, modified and deleted using the Internet Services option on your device.
Template operations can only be performed once your System Administrator has defined the
repositories and the Default template. This operation is performed within Internet Services. To access

Internet Services:

1. Open the web browser from your Workstation.

2. In the URL fleld, enter http// fO"OWed /™ XEROX WORKCENTRE - Status - Windows Internet Explorer
by the IP Address of the device. For |57 7 ™70 % %
example: If the IP Address is B I vwiocaomoosodeihid
192.168.100.100, enter the following s
into the URL field: I s
http://192.168.100.100.

3. Press Enter to view the Home page.

The Internet Services options for your device are displayed.

Note: To find out the IP Address of your device, print a configuration report. For instructions, refer
to Print Reports on page 236 of Machine and Job Status.

New Templates

1.

To create a new template, select the
Scan option and select Create New
Template.

Note: A New Distribution Template
General Information window is
displayed.

Enter the name that you want to
appear as the template name on the
device.

Complete the Description and Owner
fields, if required. :
Select the Add Destination to e
Template options required: .
e Select from a Predefined Listis | = |- -
selected if the file destination =l
required is available in the drop-down menu.

e Enter a Scan Destination is selected if you need to enter a new file destination for the
scanned images.

e Enter a Server Fax Number use this option to enter a telephone number if the images are to
be sent to a server fax.

e File Destination select the file destination required from the drop-down menu.
e Friendly Name use to enter an appropriate name for the file destination.
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e Protocol, IP Address and Port if entering a new destination for the scanned images, select
the protocol type and enter the address details.

e Document Path use to specify a path to the destination selected, if required.

e  Filing Policy use this option to determine how the device handles duplicate filenames.

Rename New File use this option when you want the device to name the new file (or
folder) with a unique name.

Append to Existing File use this option to add the newly created scanned image file to
an existing document with the same name as the document being scanned.

This option is not available with Multi-Page Tiff and PDF file format options.
Overwrite Existing File the new file overwrites the existing file with the same name.
Do Not Save the scanned images are not saved if a file with the same name exists.
Add Date To Name this option appends a date and time stamp to the filename.

e Login Name or Login Credentials are used to enter any login details the device requires to
access the file destination.

5. Select the Add button to create the e ="

template.

The new template name is added to |

the list on the left of the screen. The

new template is populated with the =
same settings as the Default :
template.

You can now modify the settings as

required.

Existing templates can be modified using Internet Services.

1. To modify a template, select the
Internet Services Scan option.

128

Select the required template from the
list on the left of the screen.

The template settings are displayed. xmmT
Refer to on

page 129 for information about the

available settings.

Select Edit to change the options
required.

Select Apply to save the selections
and exit.
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Copying a Template

A template can be copied and used as a base for a new template using Internet Services.

1.

To copy a template, select the
Internet Services Scan option.

Select the required template from the
list on the left of the screen.

Select the Copy button. s 2

Enter the new template name and the

template description and owner if ? ik bt usl

required. - e e
If the name is not changed, “Copy” is |E==2——— |
appended to the template name. e}
Select Add.

An exact copy of the original template is displayed with the new name.
Select the copied template and make any changes required.

Deleting a Template

Templates can be deleted using Internet Services.

1.

To delete a template, select the
Internet Services Scan option.

Select the required template from the
list on the left of the screen.

Select the Delete button. e £

The template is deleted from the list
on the left of the screen.

Note: The Default template cannot be deleted.

Template Options

Destination Services

This option is used to select whether the
template is for filing and/or faxing.

File is selected if you only require your
originals to be scanned and stored in
the designated filing location.

Fax is selected if you also require your scanned images to be faxed to a remote fax destination. If
this is selected the fax destination must also be entered.
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This option is used to select the filing location required for your scanned images.

A default filing destination is always available. If additional locations have been defined by the System
Administrator, these can also be added to the template.

1. Toadd anew destination, select Add. [EEEmEE = T
The Filing Destination options are

displayed.

2. Select the destination options
required:

..........

¢ Select from a Predefined Listis |  [moere
selected if the file destination
required is available in the drop-
down menu.

.........

e Enter a Scan Destination is
selected if you need to enter a
new file destination for the
scanned images.

.........

............

e Enter a Server Fax Number use this option to enter a telephone number if the images are to
be sent to a server fax.

e File Destination select the file destination required from the drop-down menu.
e Friendly Name use to enter an appropriate name for the file destination.

e Protocol, IP Address and Port if entering a new destination for the scanned images, select
the protocol type and enter the address details.

e Document Path use to specify a path to the destination selected, if required.
e  Filing Policy use this option to determine how the device handles duplicate filenames.

e Rename New File use this option when you want the device to name the new file (or
folder) with a unique name.

e Append to Existing File use this option to add the newly created scanned image file to
an existing document with the same name as the document being scanned.

e This option is not available with Multi-Page Tiff and PDF file format options.

e  Overwrite Existing File the new file overwrites the existing file with the same name.
e Do Not Save the scanned images are not saved if a file with the same name exists.
e Add Date To Name this option appends a date and time stamp to the filename.

e Login Name or Login Credentials are used to enter any login details the device requires to
access the file destination.

3. Select Apply to add the new destination and exit the screen. The destination is listed.
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Document Management Fields

This option enables users to assign
descriptive data to a scanned job.The
descriptive data can be accessed by other
software applications to assist in
searching, indexing and the automated
processing of scanned documents.

1.

To add a field, select Add and enter R
the data required.

Select Editable if the user is required
to enter data at the time of scanning.
Select Not Editable to include fixed data.

Enter a field label and a default value if required. If user input is required select User Input
Required. Select Mask User Input if the data entered is confidential, such as a passcode. If details
of the entry must be added to the log, select Record User Input to Job Log.

Select Apply to save the field entry.

Workflow Scanning

These options are used to set the basic options for a job. The options are:

Output Color use to automatically e et el
detect and match the color of your : '
original or produce black and white,
grayscale or color output from your
original.

1 Seded
Phato & Tet
S .

Note: This feature may not be
available on your device.

2-Sided Scanning allows you to set whether 1 or 2 sides of your original document will be scanned
and then filed.

Content Type is used to define the type of original being used for scanning.
How Original was Produced is used to select the production method of the original.

Scan Presets are used to optimize scan settings to match the intended purpose of the scanned
documents.
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Advanced Settings

These settings provide advanced scanning options used to adjust image quality, select the file size and
enhance the image.

The following options are available:

e Image Options are used to adjust the
image quality applied to the scanned
document.

e Image Enhancement is used to
select an image quality setting
appropriate for your originals.

e Resolution is used to define the
resolution to use for scanning the original. The higher the scanning resolution, the better the
image quality, although a larger image file is created.

e  Build Job allows you to build a job that requires different settings for each page, or a segment of
pages or has more originals that can be scanned in the document feeder at one time.

e Quality / File Size allows you to choose between scan image quality and file size. These settings
allow you to deliver the highest quality or make smaller files. A small file size delivers slightly
reduced image quality but is better when sharing the file over a network. A larger file size delivers
improved image quality but requires more time when transmitting over the network.

Select Edit to change the options. Select Apply to save the selections and exit.

Layout Adjustment

These options allow you to manipulate the scanned image and enhance the appearance and style of
your filed image.

The following options are available:

e  Original Orientation is used to
specify the orientation of the originals
being scanned.

e  Original Size is used to enter the size
of your document when scanning
from the document glass or the
document feeder. Your device uses
this information to calculate the size
of your original and the scanned
image.

e Edge Erase is used to erase spots,
unwanted lines, marks and punched
holes that appear on your original but
are not required on the scanned
image.
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These options are used to specify the document name and file format used to store the scanned
images. The following options are available:

e Document Name enables you to name the file that will be stored.

e File Format determines the type of file created and can be temporarily changed for the current
job.

These options are used to enable the confirmation sheet and job log.

e Confirmation Sheet provides information about the success of the scanning job and prints at the
device when the job has completed.

e Job Log allows you to print a list of the last jobs that the system has completed processing.

These settings are used to set the image optimization, the searchable options and the compression
settings. The following options are available:

e Optimized for Fast Web Viewing these options are used to set the device to optimize the image
file for viewing on a website.

e Searchable Options are used to select if the file content is searchable, and the language options
required.

e Text Compression allows you to enable the text to be compressed if the file format output is PDF
or PDF/A.

Use to choose PDF compression for the media type that is most frequently sent to your Xerox device.
The device is capable of optimizing for mixed text and images, or for uniform text or images.

e  CCITT Group 4 (G4 MMR) provides lossless compression. This format is widely supported, but
some document types may not compress significantly.

e JBIG2 this compression is usually used for text and halftone documents. This compression format
requires Acrobat 5 with PDF version 1.4 or greater.

e Flate Compression used for bi-level or color images, or for general data. It is a lossless
compression format that combines LZ77 and adaptive Huffman encoding (RFC 1951).

e MRC Compression enables you to customize the compression that will be applied to images that
contain Mixed Raster Content.
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Scan to Mailbox

Scan to Mailbox allows you to scan hard

copy originals and store them on the
device for later retrieval. To use Scan to
Mailbox you can use a default public folder
or create a private folder using Internet
Services. If creating a private folder, you
must enter folder a name and may be
required to enter a secure password.

The default public folder and any private

folders which have been setup are

displayed on the device under the

templates list. To store images in a folder,

select the folder required and scan your

images. If a private folder is selected, a password may be requested.

The scanned images can then be retrieved at your PC by accessing Internet Services and selecting the
folder required. If a private folder is selected, a password may be required. You can then print your
scanned documents or download them to your PC.

The Workflow Scanning option needs to be installed before this feature can be used but it is NOT
necessary for the Workflow Scanning repositories and templates to be configured.

Creating a Private Folder

To create a private folder:

1.
2.

134

Open the web browser from your Workstation.

In the URL field, enter http:// followed |
by the IP Address of the device. For P
example: If the IP Address is

192.168.100.100, enter the following [t

Internet Services

into the URL field: W s ene | wcan niiress sk | Fraweries | Bunert |
http://192.168.100.100.

Press Enter to view the Home page.

The Internet Services options for your device are displayed.

Note: To find out the IP Address of your device, print a configuration report. For instructions, refer
to Print Reports on page 236 of Machine and Job Status.

Select Scan and select Mailboxes
from the display options.

The Scan to Mailbox options are
displayed.

Xerox g,
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8.

Scan to Mailbox

Select Create Folder and enter the folder name, a password and password confirmation (if
required).

Select Apply.
The new folder is created and is displayed in the folder list.

To access the private folder and customize the options, select the folder. If required, enter the
folder password.

Select Personalize Settings to customize the scanning selections using the Edit option. Select
Apply after customizing each option.

When you have finished customizing your scanning options, select Back to return to the Folder
Contents screen.

To change your folder password or delete the folder, use the Modify Folder option.

Your private folder is now set up and will display in the templates list when Workflow Scanning is
selected on the device.

Load the original documents in the document feeder
or on the document glass.

Press the Clear All (AC) button twice and then Confirm
to cancel any previous screen programing selections. P Y 4

Press the Services Home button and select the .
Workflow Scanning option. :

The Workflow Scanning features are displayed.

Select the folder template required from the Template Destination list. If you select a private
folder, a password may be requested. Enter the folder password using the keyboard.

Make programing changes to Output Color (if available), 2-Sided Scanning, Original Type and
Scan Presets as required.

Refer to on page 115 for more information.

Additional Workflow Scanning options are provided on each of the tabs. Refer to the following
sections for further information:

) on page 119
) on page 122
. on page 124
) on page 126

Press Start to scan the originals and process the Workflow Scanning job.
Remove the originals from the document feeder or document glass when scanning has completed.
The Workflow Scanning job enters the job list ready for filing.

Select Job Status to view all the job lists and check the status of your job. For more information,
refer to on page 233 of

The scanned images are filed in the selected folder and can be accessed using Internet Services.
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Scan to Mailbox

Accessing Jobs in a Mailbox

1.
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To access Internet Services, open the web browser from your workstation.

In the URL field, enter http:// followed |
by the IP Address of the device. For
example: If the IP Address is

192.168.100.100, enter the following  Fasas

Internet Services

into the URL field: W s ene | wcan niiress sk | Fraweries | Bunert |
http://192.168.100.100.

Press Enter to view the Home page.

The Internet Services options for your device are displayed.

Note: To find out the IP Address of your device, print a configuration report. For instructions, refer
to Print Reports on page 236 of Machine and Job Status.
Select Scan and select Mailboxes from the display options.

Select the folder required. If it is a private folder, a password may be requested. Enter the folder
password and select OK.

A list of the folder contents is displayed. If necessary, use the Update View option to update the
list of contents.

Modify Settings or Modify Folder is used to update the folder settings or delete the folder from
the device.

Delete All is used to delete all the jobs from the folder.

Select the file required. The following
options are available:

e Download is used to save a copy
of the file to a specified location.

If Download is selected you will
need to select Save and specify a

file location.

e Reprint can be used to print the file on the device. The job is sent to the device immediately
and printed.

e Delete is used to permanently remove the file from the folder and from the device.
Select the option required from the drop-down menu and select Go.
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Scan to Home

Scan to Home allows you to scan hard copy originals at the Xerox WorkCentre
5735/5740/5745/5755/5765/5775/5790 and send them to a destination on the network which is

specified as your "Home" destination.

You enter your Network Authentication log
in at the device. The device displays one -_——
Scan to Home template. When you scan a (F—
document the authentication server g
provides the information as to who is

logged in at the device.

The Workflow Scanning option needs to be
installed before this feature can be used
but it is NOT necessary for the Workflow
Scanning repositories and templates to be
configured.

[

Your System Administrator enables the Scan to Home option in Internet Services. Your System
Administrator also needs to enable Network Authentication for this feature to be available.
Lightweight Directory Application Protocol (LDAP) connectivity may also be used.

The Scan to Home option must be enabled and set up by the System Administrator in order for the
Scan to Home template to be available on the device. You must also be logged in on the device using

Network Authentication to use this option.

1. Load the original documents in the document feeder or on the document glass.

2. Press the Clear All (AC) button twice and then Confirm to cancel any previous screen programing

selections.

3. Tologin select the Log In/Out button on the control panel.

4, Use the keyboard to enter your User Name, then select the Next button.
Use the keyboard to enter your Password, then select the Enter button.

5. Press the Services Home button and select the Workflow Scanning option.

The Workflow Scanning features are displayed.

6. Select the Scan To Home template from the Template
Destination list.

B Bl

Destination Dotads

| FAX: Destination configur

& TFdelauhPublicMaboxTemplate

TFpivateMaibouTomplate.

TRpuicMatbexTarmplate

& TFwobTemplaio

| originat Type
Photo & Text

] scanning
1-Sided

=| 2:5idod ‘

=g

Sharing and Printing
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Make programing changes to Output Color (if available), 2-Sided Scanning, Original Type and
Scan Presets as required.

Additional Workflow Scanning options are provided on each of the tabs. Refer to the following
sections for further information:

) on page 119
) on page 122
o on page 124
) on page 126

Press Start to scan the originals and process the Scan to Home job.
Remove the originals from the document feeder or document glass when scanning has completed.
The job enters the job list ready for filing to the home location specified.

Select Job Status to view all the job lists and check the status of your job. For more information,
refer to on page 233 of .

The scanned images are filed to the location specified on the template ready for retrieval by the
user.
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Introduction

The Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 will produce high quality prints from
your electronic documents. The advanced print features of this device will enable you to create
professionally finished documents at the click of a mouse button.

You access the printer from your PC application in
the normal way through a print driver. A print
driver converts the code contained in an electronic -
document into a language that the printer can m
understand. While you can use generic print drivers
on this printer they will not enable all the
features.This is why you should use the print drivers
that accompany this printer.

For instructions on using the basic Print features refer to on page 144.

There are numerous print drivers for this device to enable it to be used on all the popular computer
operating systems. They are provided on a disc with your device or you can download the latest
versions from the Xerox website

Instructions for installing the Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 and print
drivers are provided in the .

For Windows users there several drivers available. Your System Administrator may have loaded specific
drivers on your PC. However, if the choice of driver is yours, the following information will help you
decide which driver is most suited to your workstation.

The print drivers available for your device are PostScript, PCL, PCL6 and PPD.

e PostScript gives you greater ability to scale and manipulate images; it offers more precision with
high-end graphics. PostScript also provides you with different types of error-handling and font
substitution options.

e  PCL (Printer Command Language) generally has fewer advanced features than PostScript.
However, using PCL enables you to process most jobs faster.

e  PPD Driver a PostScript Printer Description (PPD) file which is a readable text file that provides a
uniform approach to specifying special features for print drivers that interpret PostScript. Xerox
provides PostScript PPDs for use with generic Windows XP / Server 2003 / Vista PostScript print
drivers.
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Introduction

You also have the option of using the Global Print Driver or the Mobile Express Driver.

e  Global Print Driver this driver is available for PS, PCL or PCL6 printer description languages, the
same as the device specific drivers mentioned above. This GPD manages Xerox and non-Xerox
printers on your network with a single, easy-to-use interface. It simplifies enterprise printer
management, making it easy to add and update printers without changing drivers.

e Mobile Express Driver this driver lets you find and print to any PostScript printer in any location
from a single, easy-to-use interface, without driver downloads and installations.

Once you have decided upon the most appropriate print driver, install it on your workstation in the
usual way. If you do not know how to install drivers refer to the or consult
your System Administrator.

You can load more than one print driver for the device on your workstation. Then, when you
send a job to print, you can choose the most appropriate print driver for the job.

The Help system is the primary source for information about using the print drivers. You can access the
Help system through the Help buttons in the driver. Included in the Help system are feature
descriptions, step-by-step procedures, Xerox system information, problem-solving information, and
support information.
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Printing a Document

Printing a Document
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Ensure that the correct Xerox print driver has been installed on your PC. To install the print drivers
refer to the System Administrator Guide.

Open the document to be printed. From your application, select File > Print and select the Xerox
device from the list of printers displayed.

To change the default printing properties click Properties.

The print driver has various tabs that contain options
and properties.

e  Use the Paper/Output tab to choose the type of

Faper/Output | Special Fages | Image Options | Layout/Watemark | Advanced

Sleetee o] eSeedpies
medigq, size and color and output choices such as (e Pk 8= [rsded P )
i i [Ff poer: C[] gapling=
2-sided prints. R ¥ [one [ ]
| Frinter Defautt Typs Ll D .,H",'e Punching:

e The Special Pages tab allows you to add covers,
inserts and exceptions. e

e The Image Options tab enables you to adjust the o ==
image quality. =

e  The Layout/Watermark tab has various options
to add watermarks to pages, change image

orientation (landscape or portrait) and enable B e ——
booklet and multi-up printing.

e The Advanced tab contains various font, document and printing options.

Choose the options required for your printing job and click OK to print the document.

The print job will be sent to the device and will appear in the Active Jobs list. To view the list at the
device, press the Job Status button on the control panel.
If your job is held in the list it requires additional resources or a passcode to print. To identify the

resources required, select the job and select Required Resources. Once the resources are available
the job will print. If a passcode is required, select Release and enter the secure passcode.
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Paper/Output

Use the Paper/Output tab to select the basic printing
requirements for your job. Identify the type of job

 xeroxe,)

Paper/Output

being submitted, the paper, sides printed, finishing and || =0t [somss Pass | mege opters | ot isismste | svncas
quality requirements. G e T g= BRI 5
Note: Some features are only supported by specific | - ¥z ] Chge “
printer configurations, operating systems, or driver Pt Dk e 0[] oo Punchi: 5
types. You may see more features or options listed VDot
than your specific device supports. _ o
\ VQ.L':-
Oy Dot =
&
Job Type
Use this option to select the type of job being submitted to the printer.
e Normal Print prints the job immediately without requiring a passcode.
e  Secure Print is used for confidential or sensitive jobs. The job is [P X
held at the device until a passcode is entered to release the job @ Passcode: ]
for printing. [ooee Jet0Dew

When you select this job type, the Secure Print screen is
displayed for you to enter a unique passcode.

When the job arrives at the printer it is held in the job list until
you release the job using the same passcode entered when the
job was submitted.

Note: If multiple secure jobs are held in the list and require the
same secure code, they will all be released for printing.

Sample Set prints one copy of the job as a sample and holds

o Confimm Passcode:
{4-10 Digits)

Mote: After submitting the job. go to the printer
Control Panel, select the job from the list, enter this
passcode on the control panel of the printer to print
the secure print job. Click the Help button in this
dialog box for more information. {Contact System
Administrator for minimum Passcode length.)

the remaining copies in the job list at the printer.

Once you have checked the sample set you can release the remaining sets for printing, or delete

the job if no longer required.

Delay Print use this option to enter a specific time to print the
job. This is useful for large jobs or if you want all your jobs to
print at the same time. When you select this job type, the Delay
Print screen is displayed.

Enter the time required and submit the job. The job remains in
the job list until the specified time for printing.
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Saved Job stores the job on the printer's hard drive so that it
can then be printed on demand when required or printed from
Internet Services.

The job is assigned a name and Save only or Save and Print
can be selected. The Folder for storing the job is also specified.
This determines whether the job is available to other users or in
a private folder.

If the job requires a passcode, select Secure Saved Job and
enter the passcode required. This passcode is required to print
the job.

Saved Job X
F ®save
() Save and Print
lg Job Name:
[Fequred] =
Folder:
[D=feut Pablic Folder =)

a2 Secure Saved Job:
Passcode:

—— L
— R

@

To save jobs on the printer, Job Storage must be enabled in the Installable Options screen.

Fax use this option to send the current job as a Fax from PC job.
The job is sent from the PC to the printer over the network, then
faxed over a telephone line to the specified fax destination.

When you select this job type, the Fax screen is displayed so
you can specify the fax recipients and specify other fax settings.

For more information, refer to on page 101 of

To fax your job, the fax option must be installed on your
printer and fax must be enabled in the Installable Options
screen.

This option displays information about the paper to use for the print
job, such as size and type.

To change the paper to use for printing, select the Paper drop-down
menu. The options are:

146

Other Size select this option to display the Paper Size screen.
Select the paper size and scaling amount required.

Other Color use this option to select a paper color for the print
job. Select a color from the drop-down menu. Use
Automatically Select to enable the printer to select a paper
color.

Other Type use this option to select a type of paper or media to
use for the print job. Use Automatically Select to enable the
printer to select a type.

Select by Tray use this option to select a specific tray for

Recipients | Cover Sheet || Options

Faxx Mumber

Mame Organization

~
R

Paper Size E
Output Paper Size:
[541210x 257 mm) =
]
Scale Options: -
No Scaling v -~
()
Center ~

Original Document Size:
[ 210% 287 mm) =

Original Document Orientation:
Portrait v

B

printing the job. The printer only uses the paper in the selected tray, even when more than one
tray contains the same paper size and type. Use Automatically Select to enable the printer to
select a tray loaded with the size and type of paper selected for the job.
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Advanced Paper Selection

Select this option to display the Advanced Paper Selection screen. If
there is a bi-directional connection to the printer, the media loaded
in each of the trays is shown.

Select the paper tray, size, color and type to use for printing.

If Pre-Cut Tab is selected as the paper type, the image will be
shifted 13mm (0.5”) to the right automatically. Ensure the correct
tab sequence and number of tabs are loaded for the job.

Paper/Output

Advanced Pager Selection

Note: For information about loading different media, refer to Media Types on page 225 of Paper

and Media.

Transparency Separators

Select this option to display the Transparency Separators screen. If

this option is selected, a blank or printed sheet is placed after each

transparency. The paper type for your job must be set to

Transparency using the Other Type menu option.

e Select Blank Separators or Printed Separators using the
Separator Options drop-down menu.

e Select the Separator Color.

2-Sided Printing

Transparency Separators El
D Paper Summary:

A4 (210 257 mm)
“White
-Printer Default Type

Separator Options:

L v
Separator Color:
| Automatically Select “ |

Mote: Thiz feature will 2dd a separator between
each transparency.

These settings will only apply when the paper type
is set to Transparency.

E][ Defaults ] [ QK ][ Cancel

You can have your job automatically printed on both sides of a sheet of paper.
e 1-Sided Print prints on one side of the paper or transparency. Use this option when printing on

transparencies, envelopes, or labels.

e  2-Sided Print prints on both sides of a sheet of paper. The images are printed so the job can be

bound on the long edge of the sheet.

e 2-Sided Print, Flip on Short Edge prints on both sides of a sheet of paper. The images are printed

so the job can be bound on the short edge of the sheet.

Note: Some media types, sizes, and weights cannot be automatically printed on both sides. Refer

to www.xerox.com for specifications information.
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Use to select the finishing options for the print job, such as stapling or hole punching. To change the
finishing options, select the button to the right of the summary to display the finishing selection drop-
down menu.

e  Select the number or location of staples required to staple each set.
e Select No Stapling to switch off stapling.

The stapling options vary depending on the type of finisher.

e Select Hole Punch to punch the paper.
e Select No Hole Punching to switch off hole punching.

The number of holes punched and their location depend on the hole punch unit in the
finisher.

e Bi Fold folds the output in the middle, creating two sides.

e CTriFold folds the output to create three sides, with the outer flap folded over the inner flap.
e ZTri Fold folds the output to create three sides in a Z effect.

e Select No Folding to switch off folding.

Select this menu item to display the Booklet Creation screen to

select booklet layout and booklet finishing options. |, Bookiet Fnishing
O MNone

Booklet Finishing p= 85225: o Staple

e Select Booklet Fold to fold the booklet BSD:;?ELEW:

e Select Booklet Fold and Staple to staple the booklet in the © Bosket Layout
center and then fold. [Pt Fage Borders

Booklet Paper Size:
[w] Automatically Select

Booklet Layout | -

e  Using the option, the document pages are rearranged into the ] Booklet Margins:
v
correct sequence to create the booklet. _
|_—u:| Gutter {0 - 216 Points)
e  Use Print Page Borders to place a border around the images or I
text on each page. (1] Creep 0.0 1.0 Poits)
Booklet Paper Size B

e  Use Automatically Select to enable the printer to select the
paper size for the job.

o To select a paper size for the job, deselect the checkbox and use the drop-down menu.
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Booklet Margins

e Booklet Margins control whether the Booklet Layout feature fits the virtual pages into the
printable area of the sheet, or into the full physical size of the sheet.

e Standard ensures the entire image fits on two pages per sheet, even if the original document
has little or no white space around the edges.

e None assumes the original document has enough white space around all the borders to fit
two pages per sheet, for example if printing two 8.5x11” images on 11x17” paper (or two A4
images on A3 paper).

Gutter

e Use this option to shift the images to create a center margin for the booklet.

e This option provides space for the booklet center fold.

e Specify the horizontal distance (in points) between the page images. (A point is 1/72” or .35 mm.)

Creep

e This option gradually shifts the images throughout the document, providing less shift in the center
of the booklet and more shift to the outer pages of the booklet. This is useful for booklets with
more than 10 pages.

e Setting the Creep compensates for the thickness of the folded paper, which otherwise might
cause the page images to shift slightly outward when folded.

e  Specify how much the page images are shifted outward (in 10ths of a point).

Some media types, sizes, and weights cannot be stapled, punched, or folded. Refer to
for specifications information.

e Use this option to select the destination for your output from the tray choices in the drop-down
menu.

e Use Automatically Select to send the printed output to a destination based on the paper size.

If a destination appears in gray text, it may not be available due to other settings that you
have selected.
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Special Pages

Special Pages

The Special Pages tab enables you to add, modify, or delete cover pages, inserts, or exception pages.

The table provides a summary of the special pages for
your print job. Up to 250 inserts and exception pages —
can be included in the table. You can change the Width | [Fas s s e [imegs opiowe | iyt tisama | ssveross

of the columns in the table. Fﬂ

Xerox g,

Add Covers... Add Inserts... Add Exceptions...
To edit, delete or move an entry in the table use the o e =5
. Front Cover Pinted: Pink .
following buttons: : S SRR |
5 Insert wariity [1]: Yelow LL]
. Edit you can select single or multiple entries : 1 {oo  T—. ZE
. . ] Insert Quartity [1]; Yellow
and use this button to change the properties for Beck B o r-Prvad: Prk
the selected entries.
o [® Delete is used to delete an individual entry or a

selection of entries.

. Delete All is used to delete all the entries in the Bt =
table. BlalE C o ] oo ] [ mom )

e [@ Undo is used to undo the last actions if you
make an error.

e #/Upand “ Down are used to move the entries up or down in the table.

Some features are only supported by specific printer configurations, operating systems, or driver types.
You may see more features or options listed than your specific device supports.

Add Covers

Use this option to add blank or printed covers to your printed document.

1. To add a cover select the Add Covers button above the table. e I
2. Select the Cover Options required: v o e

e  Front Only provides a front cover. H 1

e Back Only provides a back cover.

e Front and Back: Same provides a front and back cover
with the same settings, on the same media. & =)

e Front and Back: Different provides a front and back cover with individual programing
requirements and on different media if required.

3. Select the Paper Settings for the selected cover options.
4, Select the printing options:
e Blank or Preprinted inserts a blank or pre-printed sheet and does not print an image.

e Printed uses the first page of the document to print the front cover (if selected), and the last
page to print the back cover (if selected).

5.  Select OK to save your selections and exit.
The cover details display in the table.
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Use this option to add blank or pre-printed inserts to your printed document. To program the inserts,
you enter the page number of the page before the insert. If an insert is required as your first page,
Before Page 1 can be specified. It is recommended that you work through your document and identify
the page numbers where inserts are required prior to programing.

This option is also used if pre-printed or blank tabs are required in the job. For further information
about loading tabs, refer to on page 225 of

To add an insert select the Add Inserts button above the table.

6. Using the Inserts Options drop-down menu, select whether the ‘Cﬁ Insert Options:

insert is to be placed Before Page 1 or select After Page(s) to Ater Pagsie) v
place inserts after the specified page numbers. Insert Quantity:
I
To add an insert to the front of your document, use the Page(s):

3.5.8

Before Page 1 option.

Enter page numbers and/or page ranges
separated by commas.

7. Select the number of insert sheets required. For example: 1, 2, 5-12
8. Specify the page number before each insert. If multiple inserts ) Pever
are required it is recommended you enter all the page numbers, Green o

separated by a comma or enter a page range separated by a
dash. -

Job Settings:
9. Select the Paper requirements for the inserts and select OK. [/ AL (210x 2g8?mm]
White

If using tab media for your insert, ensure the correct tab Printer Defautt Type
sequence and number of tabs are loaded for the job.

B

If using tab media for your blank or pre-printed inserts,
refer to on page 225 of
All the inserts programed display in the table.

10. If any inserts have individual programing, such as a different paper color or a different number of
inserts, select the entry required and use the Edit button to change the programing.

Xerox WorkCentre 5735/5740/5745/5755/5765/5775/5790 151
Print



Special Pages

Use this option to specify the characteristics of any pages in the print job that differ from the settings
used for the majority of the job. For example, your print job may contain 30 pages that print on
standard-sized paper and two pages that print on a different size of paper. Use this option to indicate
these two exception pages and select the alternate paper size to use.

This option is also used if printed tabs are required in the job. For further information about loading
tabs, refer to on page 225 of

To add Exceptions select the Add Exceptions button above the table.

1. Enter the page number the exception programing applies to. If multiple exceptions are required it
is recommended you enter all the page numbers, separated by a comma or enter a page range
separated by a dash.

If individual programing is required for some of the exceptions, the entry can be edited from the
table.

2. Select the Paper requirements for the exceptions and select OK.

If Pre-Cut Tab is selected as the paper type, the image will be shifted 13mm (0.5”) to the right
automatically. Ensure the correct tab sequence and number of tabs are loaded for the job.

If Use Job Setting is displayed, the same paper as the main job is used.

If adding tabs to your job, refer to on page 225 of

3. Select the 2-Sided Printing requirements for the exceptions:

e Use Job Setting uses the same programing applied to the [ Pasetsx
mo‘in JOb |§|:rt;r Dagdebllnumbers fnd.-"or page rangss |
e 1-Sided Print prints the exception pages on one side only. Forexampl. 1.3.5.1
e  2-Sided Print prints the exception pages on both sides of [ Paper
the sheet of paper with the images printed so the job can Hee b Setine _
be bound along the long edge of the sheet.
e 2-Sided Print, Flip on Short Edge prints the exception FF 2"“"9:
- . . v
pages on both sides of the sheet of paper with the images b Setince.
printed so the job can be bound along the short edge of [ 4210 257
the Sheet. :I;‘T'h:::r Default Type
Job Settings displays the paper requirements specified for the
main job. [

4, Select OK to save your selections and exit.
All the exceptions programed display in the table.

5. If any exceptions pages require individual programing, such as a different paper color or a
different number of inserts, select the entry and use the Edit button to change the programing.
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Image Options
Image Options

The Image Options tab enables you to adjust the
lightness or darkness of the image.

Faper/Output || Special Pages | Image Options | Layout/Watermark | Advanced |
Move the slider to the left to darken the image or to the | ustness:
I

right to lighten the image. A graphical representation _— ~®

2 [] =3 P
of the adjustment is shown. =

E Saved Settings:
=/ [Driver Defauits ~ =]

BIRE C ok 1= ) [ ]
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Layout/Watermark

Layout/Watermark

The Layout/Watermark tab contains settings for
selecting page layout, booklet layout and watermark

options.

Some features are only supported by specific printer
configurations, operating systems, or driver types. You
may see more features or options listed than your

specific device supports.

Page Layout

Pages Per Sheet (N-Up)

Paper/Output || Special Pages | Image Options | Layout/Watemark. | Advanced |
Page Layout:
@ Pages Per Sheet (N-Up)
-
ct La —
=4
Page Layout Options —
[Porrait =l
[ 1-Sided Prirt ¥
nnnnnn =
(1) Saved Settings:
[Drver Defauts =]
BIRIE C ok 1= ) [ ]

Select this option to print 1, 2, 4, 6, 9, or 16 pages on each side of a sheet of paper. Selecting multiple
pages per sheet saves paper and is useful when you want to review the layout of the document.

Booklet Layout

Automatically prints 2 pages on each side of each sheet of paper. Booklet Options X

The print driver changes the order of the pages so that they can be

folded and stapled to create a booklet.

To program additional booklet settings, select the Booklet Options

: E-| Booklet Finishing:

0 lF O None

O Booklet Fold

(® Booklet Fold and Staple

!j Booklet Paper Size:

button. [ Automaticaly Select
«  Booklet Fold folds the booklet. — -
e Booklet Fold and Staple staples the booklet in the center and -
then folds. N
e Booklet Paper Size use Automatically Select to enable the [{] Grecp 0.0 1.0 Points)
printer to select the paper size for the job. To select a paper size N
for the job, deselect the checkbox and use the drop-down

menu.
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