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Options in Print Properties:

Go to File = Print.

Click on Print Properties

One Clck Presets | Detaied Settngs | Configuation/About |

One Click Preset List:

Manage Preset List...

Current Setting

=2 Options:
20n 1(2 sided) Black and White (2 sided) Locked Print
= Input Tray:
Select Tray 1, 2, etc or By-pass
) tray
Unregistered Uxecistered =
R
Print On: i i (':‘a[Locked Print v} [ [ Details... V Pa er T e.
Same as Original Size
T oo Select cardstock, labels, etc.
[Letter (8.5°x 11) v @ auto Tray select -
Orientation: Paper Type:
[[’:I Portrait v] [Plain &Recyded v )
Color/ Black and White: Copies:(1 10 99) Color/Black and White:
Qegister Current Settings... ] [,,’. Color v | v
[ oK ] [ Cancel ] [ Help
[ one Cick Presets [Petaied Setings | fonfigurationjabout Detailed Settings Tab:
. Menu: . a, w .
CikEi g o) = 0 = Click on Edit in top menu:
Job Setup Basic Paper Edit Finishing
S < m »
Layout:
[O=or -] Layout:
Option for combine 2 pages per
@ o @ loranr sheet, etc.
Unregistered
Document Size: 2sided: )
Lot 5.511) off 3 2 sided (duplex):
Sme AR £ Select Off, 2 sided open to left or 2
=y sided open to top
[]Edge to Edge Print
Settings Summary
[ Register Current Settings... |
OK ] [ Cancel ] [ Help
| one ciick Presets | ‘Detailed Settings | Configuration/About . .
Detailed Settings Tab:
Current Setting = 3
J = il —=X &£ . .
Paper Edit Fiishing Print Quality Effects Click on FINISHING in top menu:
= Finishing Restore Defaults .
Collate Option
@ [printer Collate
|| Reverse Order Printing
Unvegistered O o Staple: (if you have this option)
i o = Select number of staples and
Pg;rtnce)na:s Original Size p OS Itl 0 n
— Punch: (if you have this option)
ettings Summary
Select number of punch
Register Current Settings...
OK ] [ Cancel ] l Help




One Click Presets J Detailed Settings i:Conﬁguraﬁon/About l

Current Setting

Unregistered

Document Size:

Letter (8.5"x 117
Print On:

Same as Original Size

[ Settings Summary ]

[

Register Current Settings...

Menu:

q I «—
L1 =El ) =R
Job Setup Basic Paper Edit

< m

Finishing

»

Paper Restore Defaults

[¥]Front Cover

[] Chapter Page

ﬁ_)' QEB Leave Blank

Input Tray: Print Mode:
('}) [Tray 2 v] [One Side v]
[¥]Back Cover
Input T Print Mode:
@)‘ Tray 2 [Leave Blank v ]
[ 1 siip Sheet
@ ray 1 @ |Leave Blank

o~

m

oK ] [ Cancel

J

Help

Detailed Settings Tab:

Click on Paper in top menu:

Insert a Different Front and/or
Back Cover:

Options to the left

If using front and back cover,
they must be in the same
drawer.



Print Defaults

Print default settings are black/white and duplex (2-sided).
Other Options listed below.

All print jobs will print 2-
sided and B/W. For other
options:

File / Print:
Click on PROPERTIES for:

e single sided print
e color

o A : e staple

tructhoms a0 1 i Pach & O | | e combine

1-sided: to just print on 1 side,|click on Basic Setting and change color to black and white.
Staple: Click on the tab Detailped Settings to select Staple.
Input Tray: option to select specific tray or bypass tray and Paper Type: cardstock, labels etc.

HP Printer Properties: 3
Some print properties may also s 5
appear in a different layout (to the
right).

@ Portrait

O Landscape
2-Slded/DUD|eX [] Rotate by 180 degrees
Change under Finishing tab
Uncheck the box Print on Both sides a
to turn off ricer

Another version of Print Properties:
PAPER tab: Finishing (duplex or single sided), paper trays, etc. When printing labels, card stock or colored
paper you would select By-Pass here.

%% WA_Re~pt_LD430c onwaserver Properties

Layout: (Great for Handouts)
Can print 2 pages onto 1 sheet (side by side)

2 Sided / Duplex Default
Click on drop down box and select Off

Staple
|_—If your printing to a machine with staples, click on
drop down box for staple options.

¥ Ignore Appication Colate

Staple:

[t - @ I7]
R e =] 4 Color / Black and White

If you have an option for color, click on drop down
to select color

Bboul, | Restore Defauls |

ot ][ Cancel [ Heb |




Change Settings when printing Cardstock or Heavy Paper

Print El E‘

__ GotoFile Print

Mame: | & waserver|ia_Sales_R5180 v| [ Properties ﬂ'

Status: Idle

Type: Canon iR C5130 PCLSC

Where: WA Sal Print to file . o . . ”
Select Properties or “print properties

Comment: 10.1.3.37 [ Manual duplex.

Page range Copies

@ all Murber of copiss: El
O Current page
Osen || s
._ Collate
1

Type page numbers andfor page
ranges separated by commas counting
From the start of the document or the
section, For example, type 1, 3, 5-12
or pist, pls?, pls3—péss

Prink: All pages in range v Pages per sheet:
Scale bo paper sige! | Mo Scaling -

Paper tab:
Select Paper Size or Bypass Tray
Labels, Card Stock, etc.

| Setup | Paper | Prnt Qualty | Valid Access | Wi ks |

Document Size: & [ PrintOn
Letter (3.5"x 11") | ol [ Letter 8.5"x 117) I
I~ Zoom % 'TC—E—H @I Fitt t Siz
Covers/Pages Selection

Paper Selection:
|Same Paperfor All Pages Lj age
Bypass Tray — Thick 2.

¥ Output Tray: 0O Input Tray:

I Printer Default ;] IBypass Tray v ] )
Type:

[Thick 2 ~|

Custom Paper Size... | Restore Defaults |

[ ok ][ Cancel ][ Hep

When in printing properties, this is the area where you can also set or change any of your

other printing preferences such as staple, paper tray selections etc.



Follow Me Printing to HP Printer

When you print, select the printer named — Follow Me. It will
then be held in a print que until you retrieve it at a printer or
copier.

To retrieve your print jobs, you must use your person login ID number.
Copiers give you options. HP Printers with the black keypad do not give
you options when releasing them.

HP Printers have a black keypad attached to it:

Type in your ID number

All your jobs held in your Follow Me print que will
automatically be released

If you login to a copier/printer, you will have an option to select which
jobs you want to print. The black keypads on the printers do not give
you a choice. It releases everything you have held in your print que.

Troubleshooting
1. If jobs do not print when you enter your ID number on the black key pad,
first make sure the Num Lock light is on.
2. Login to a different printer or copier to verify your print job is in the que to
determine if it is a problem with the specific keypad or if your job did not
process through to the que.




Follow Me Printing

Follow me printing allows you to print at any multi-function device within the
county. Thatis any printer/copier with a touch login screen. This feature provides
new functionality for staff that travel to different buildings.

Follow Me is also secure for confidential printing.

How to use Follow Me Printing:

1. Go to File > Print.

2. Click on the drop down menu, select Follow_Me, then Print.
No one else can access your print jobs when using Follow Me printing since you must
login to access them.

3. Release your document to print from any printer/copier with a login screen:

. Go to a multi-function device and select Paper Cut to login.

e Select your print job from the PaperCut
list displayed by Document :
Name or Print All.

e When you select a document,
the next screen will ask you to
Confirm print or cancel.

e Use Device Functions button
(bottom left) will take you to
Copy, Scan, Fax.




Sign in to COPY

Individual ID Numbers are necessary for making copies and printing.

Your Personal ID Number is numerical and assigned to you. Do not share your code.

COPY function:

1. Sign into Paper Cut with your user ID number.
If you hit Copy first, you will receive an error: “use key card”. Go back to Home.

2. Enter your user ID Number and Login.

Test Page

Test Page

l Test Page

[Yes! Page

E rrs: Page

g l Use Device Fuction
-~

4. Logout when you are done before walking away from machine located on right panel.
Use Login/Logout button on right of pane.
5. You can also press Home and Papercut to get to the login/logout screen.



Color Copier Display Panel

Specify color mode

and quality. l Store File ‘ Check Modes | | Confirm current settings.
:) Read
Black & White Display
Auto Color Select Ao 12022053312 0423
Lo Paper || oy 1 Paper tray status.
B | e lged ] 11217 811 11x17 per tray
Text [— 'lI Sl QIH O 3IEJ O
Toct ot | celectw | 02X11| 8311 B4x11 11 Black & White
. 11x15 Stexale o
— ’ Full Size ‘ Ao Redce £ Bl | L% F Jod [hoto e SR el e o 1 O OA - reducelj;i?;fr:?at]iiszhese
ks gl £ = idads 2 cidad-Tiol 2aidads D cidad 1cidads Coreb 2 oria ] cidads Corab Aol . g .-
¢ 1 sided?2 sickdTloT _ 2 5ided?2 sided 1 sided?Carr 2 ria 1 sice Text / Photo Short cut can be ad]USted to suit users
R0 30 | o 1| (| (@17, |LIoCE | (o[ | cene Margnﬁg;-sﬁ*neggff needs.
i Dm |r —— Sort Stack Staple tools “General
A | Auto Density | P E@[@ Eﬂ ek Finishing options. Sort, Stack,

Staple and punch.

Batch & Mixed
Originals.

(@lemI Special Criginal ‘ Finishing ‘Cover/S lip SheetH Edit / Colo H Dup../Combine/Series ‘ Feduce / Enlarge ‘

OPlesewat. (o Oy, 1oy 0

Select print mode, then press the Start key.

M

Simplified Display

Auto Clr.Select T - Extended feature options including; margins, stamps,
Full Color page numbering, covers & slip sheets.

]FutLSizeH Auto RE \”?5‘5 5‘/2><8‘/2

811 | 81414
1 S\ded*[umbw 1 S\de

Finishing options may be added to this screen.
-)Dzl ‘ /

Black & White

1 Sided+2 Sided 2 Sideds2 Sided  {[ 1 SickcCombine 2 S\de

Orig. Orientation EE Mz Mz Mz EEI
I : K_ey col_or i_s on_ly
EEEE available in simplified

display mode.




COPY FUNCTIONS

Hard Buttons on Right Control Panel:

SAMPLE COPY

Use this option to review a print before making a long copy run after selecting settings.
Place originals
Select any other necessary functions for copy job (sort, staple, 2-sided, etc.)
Enter number of desired copies
Instead of [START] press [Sample Copy] key
-One set is delivered as a sample

If Sample Copy is acceptable, press [Continue]

-The number of copies made is the number of copies requested minus the proof copy.

If you press [Suspend] after checking the results, return to step 1 to adjust the copy settings as necessary.
-Depending on the combination of functions, you may not be able to change some settings.

You can press [Sample Copy] again or press [Start] to output the job

NEW JOB

You can key in a new job behind a current job running. You do not have to wait for the current job to finish. Set new
setting and copy. The job will be placed in the que and printed immediately after the current job.

INTERUPT Option (button on top right of control panel)

Use the INTERUPT function when you want to interrupt a long copy job, to make urgently needed copies.
Press the [Interrupt] key

Place the originals in the document feeder or on the glass. Select Settings

Press the [Start] key and the machine starts making your copies

Press the [Interrupt] key again (the interrupt indicator goes off) press [Start]

The previous job continues.



Dup./Combine/Series

| || || || [ | [ || || |
[ Select item. [ Select original and copy type and £ or orientation.
- Criginal: Copy:
— [ >k
’ Top to Top 9 H‘HEH
| 2 Sided=>1 Sided | B N Book |
Finishino Cowver/Slip Sheet Edit / Stame Dup ./ Combin Finizhino Edit # Stamp Dup. ACombin
S S

Swstemn Status

Swstem Status

Full menu for short cuts on panel
Duplex — 1 sided+2 Sided

2 Sided+ 2 Sided o
Combine — Combine multiple pages on single pages
with options for 2 sided or single sided output and options =

Tl 02 0| T . o
Ban11 | Bloe11 | 1117 1117

Sy Fekas o Erlieee e g i =

of placing 2, 4, 8 or pages on a single page. Users can choose | |_-J_=|,§_ -, (=] - L.c_{

different size pager for output.
Series — output documents from 2 Sided to 1 Sided

¥+

Default Screen

Cattinnc

Copy 2 face forwarding pages of a book to 2 single pages.

Book — Create a magazine output (use booklet for 4 page output) u:
Magazine for 5 or more pages. When the booklet finisher is installe
Users can choose to have the job stapled and folded.

Use to copy 2 face forwarding pages of a book as a duplex output.




Combine Multiple Pages to 1 or More Pages

Use this option to combine multiple single pages or 2 sided pages for multiple pages copied on each side of a
page. Originals can be copied in portrait or landscape orientation.

1. Press [Dup./ Combine/Series].

EJD Cw) | lim)| R || (R

Slt-'.:he-:*tl Eddt / Stamo |[i|--'[-'ina1'5mr.c Reduce -'E-iﬂwl

2. Press [Combine].

Fartio Paper D)3
alact aﬁ“‘“ E!i-"'” 11=17 | 11=17

salert ormral ad coey e and J or onentation

Cripnal Cogry
150 | r | [t 1 Sk
_} | 1 z
_-.nl;\-l lllﬁl"?
F i c by I LT ."*:I'..'Ch.n.u" Rl o« v Ilrl.n. Wirvskand

3. Select [1 Sided] or [2 Sided] for Original, and then press [Combine 1 Side] for Copy.

Flocing originals {originalz placed in the ADF)

= Originals read from left to right

m TTITIT
T

-

™
=

+ Originals read from top to bottom

z 1
I.z" ¥ T3

= 2

]
Il

1 Sided 2 Pages * Combine 1 Side

Copies two 1-sided originals to one side of a sheet.

Portraoit [D| eriginals

B

w | = |[1]z]5]«
:ﬁ:—- 2
- - 7

Landscape (&) originals

=

__.
SN
o
2
o
-
Ll ol I

a ]

I - E

1 Sided 4 Pages ? Combine 1 Side

Copies four 1-sided originels to one side of a sheet.

1 Sided 8 Puges"(umbine 1 Side

Copies eight 1-sided originals to one side of o shest.

112134

4. Select the number of originals to combine,
5. Select the paper size.
6. Press [OK].

7. Place the originals, and then press the [Start] key.

L1

Note ),

Some of these options are available from
the main copier panel. You cannot use
the Bypass tray with this option.



Book Copying

Place open Book on Glass Platen

User Tools/Counter

@) .
[T T
‘ R [Cviginal || Quaniity
T P i m
uto | Coleur 1U 28 0)3= 0480
) Ducument Server | Black & White A4 B4 A4 A3
Tworct, ol i
1K e sl 2 22| o [
Commu- \ / —
nicating Text /ot
Roceia il [QPrinter u H zm ‘E .‘.9.| =H, 11‘
ecelve File| |
| m jﬂﬁ.ﬂ\tﬁﬂ@\ |-|jj|jj|@@
1 mm” m T e B e
= Other Function |
!?Datialn | Alert
C i ——— — S

Press [Dup./Combine/Series Jbutton

Select [SERIES] button
Press [Book - 1 sided] for single pages

Press the [BOOK ]button

Enter desired sets
Press [Start]

Select [BOOK TO 2 SIDED]

Energy Saver

000 0 |
eeemwww
0000 ©
@ee Start | Simplified

Enter | Display
Clear/Stop v
@ |

Clear Modes Program  Interrupt a
B ) |t

Outputs 2 single pages for the right and left pages
Press [OK]
OR

Book 1-Sided

1T

Book 2-Sided

— Copies the left and right pages and place front and back to a single page
— Press [OK]




Using the By-pass Tray

For Labels, OHP Transparencies, Cover Stock

1. Openthe bypass rray. 3. On copier panel press the # key 5. Press Paper Size
= T T TR T T Select the paper size.
N :,I. St pae i DG entation Selock: Gipe Bypers Tray Lsaga | Car
it perer ide with o=
L 1 .
g Failar Sl iEtom S
3 5 7E | 170 11 =150 11 =150 10 2] 5
\‘I 10 =140 B =47 F x50 F 110
‘ B B = 43 A g 155
5 <[ 8 =i 3 =0 T =
. 14 TP i =R xxD R
2. Place copy paper in tray
Adjust tray paper guides to 4. Press Paper Type, Select 6. Press OK

fit paper size Paper option, Press OK

AN
RS
R
pu
il

\

e T e Epees. Trae Fapsd Byrees Tray Leam ] w
St the paer e Soecify veper for Bvems Tray
- (H' Trarcgereroyd ik P 1 “at e In CPoneration
h ’ ol Ta coey on Postoands, sedect [ Thick Paper]. ﬂ .L.'.":- TR (1 ek et st
a i 'I‘
i I—

7. Place originals, enter desired number of copies, press START, Press Clear Modes



Check file status.

Scanner Display Panel Options ——

Ieted line Dctration entr e terme it

S 1600 comm L0 MRS o |

W0 119 Blaris IFios Gl

in UH1E ERIS I 1 LS NGRS R

Select tabs to switch between nim o ““ s m
email and folder scan ¥
destinations. b oo e i T
l Store File “|‘1 anned-Files-Statu ” Check Modes |
|
t D - - oo |
Set resolution, scan size & 2 Al Search Dest.§ Delvery Dest. \ 100%
scan type.
S Settias E-rnail \[ Folder \
| sentpe \[ Resotin  \[  Sensie  \[| :
\Stzettaecckt;c;/”hly:er.ext\|s&w Toxt / Line ATt ||_B & W: Tt / Poto_| E-mail Addre; : D - t |
L UesT,
Scan settings_§ F_ For manual email entr
; Rea. Mo, |[Manual Enfry y | To || Cc || BN
[t o i Freavent| 48 | o0 | EF | oH | 1k | v | opa || RsT || uvk || xvz ||chance Titl| S
[oo0te] sk [oo003] [ooo04] [oooos] [oonoe] [oooo7] Program email destinations into
One or two sided oridinal - Branch  [[BERLIN OFF||LONDON OFF ||NEW YORK O||TORONTO OF |PARIS OFFI| | 1,7 one touch buttons. Groups and
ne or two sidea original. { Originl. e Type RIFRD ICE ICE FFICE FICE CE / individual addresses can be
\ [onoog] [ono11] [ooon1] [ooo09] [00013] [00015] programmed.
/»{ Send File Tyve / fame || |DETROIT FA(LOS ANGELE ||ABCD COMPA||SAN FRANCI ||Administra| TOKYO OFF1
Set file types between multi CTORY 5 FACT by 500 OF tor CE F hd
and single page PDF, TIFF
and JPEG* Select Stored File ‘ Text H Subject ‘ ‘ Security ‘ ‘ Sender Narne H Recept. Notice ‘
1

g JUN 2007

System Status Job List 16:37

Select file stored in the

Add email message.
document server. 9

Add security features to document
i.e. encryption & signature.

Set up notification when
your email is opened.

Add subject heading. Set sender from list of
registered users.

* JPEG scanning in single page mode only.



Scanning Options for Documents

File Type and File Name
Scan Settings

.

Salact Scan Tyve. o =
(Buack & White: Text] (BB Tost /L Art |8 & W Tt/ roto_ (" tack & wite oo | |- NN

Gy sale |

L{full Color: Toa 7 Photo | Full Color: Glossy Photo

| Auto Coler Select |

RIGOX
RIGOH

Drop Out Color From Documents

Select Document Types

m=—— ]
Sran Settings

oot ¢ ok

:.Jl:jfﬂ v = J Scan Type \{ Resolution \{ Scan Size \T
3 T T = Select Scan Type.

Black 5 White: Texct | [BEW Test / i At || B & W Tt/ ot |

Piclos oo to b

PR LR

‘FUH Colour: Test / PhnthFull Cilour: Glassy Phntn|

(11| o Auto Colour Select

Preview scan before sending.

Priniew

77‘[7»:4 fdvi(; S0l

P Display File

i Switch

Colour Modz: Bk & White

P \sola Pesition

Check file status.

—
Scame Fles Stats | Bt
The cunent scarmed files stans is dislaved.
Dt / Time Lestiation Sendsr File tame Status
150n. 1620 B0 P LS ANGELES FAL ‘R‘eijru..l
034n. 0419 BParis Office Comeltd [ it
03n, 0413 EPARISOFFICE  « 1 LOS MGALES FAC Eme
034n. 0418 Dics=server LS ANGELES FAC Corpleed
0hn 0413 EPRISOFFIE  « 1 LS MEALES FAC Cacellof
0 4n. 0917 BuBerlin (ffice Corpleted
034n. 0907 EPARIS (FFICE TORINTD OFFICE Eme W
03, 0406 EBPARIS OFFICE LORDOH (FFICE Eme
03, 0906 E3TOKMD OFFICE LIDOH (FFICE Corpleted E

(Note: Screenshots are provided for reference purposes only. Your display may vary depending on your operating system and device.)




FAX

If your original
document is 2 Sided,
Select 2 Sided Original

here. <l "
»q Lrnara >

TX File Status:
Check status of faxes —
you sent / transmitted

) /
RX File Status:

Check status of faxes
Received

Ricoh/ Lanier

Fax \}htemet Fax E-mail
o | Reg. No, JMmtl fntry Recent |
[Frecent | /2 | 0 | EF | o4 | 1M

torelams  |Coooen)igs  [Le0008)G3 |0
Branch  |BERLIN GFF |NEW YORK O[L0

O, feed Type 0| ICE FFICE
N T T e
File Twe | IDETROIT FA|LOS ANGELE JABCD COMPA|'SA

.

o Fax A Document
Press [Facsimile] key

Place Document in Feeder or on Glass
Enter Fax Number using numeric Key Pad or
Select from Programmed List

Press Start




