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Login Screen- for the first time 

1 Place your card onto the car 
reader. The first time you will 
receive the message as shown 

2 Enter the pin number you have 
been sent by email.

1

Back to table of  contents

2

3
3 Select Register Card
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Login Screen

1 Once you have registered your 
Pin the next time you go to the 
device you will see this screen .

2 Enter your Pin number and 
select Login.

1
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Home Screen

1 Select Copy to take you to the 
copy screen .

2 Select Scan to take you to the 
scan functionality .

3 Select Secure Print to access 
your documents that you have 
sent to print  .

Once you’ve logged in, you will be 
presented with the home screen.

321

Back to table of  contents
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4 Home screen will always take 
you back to  this screen .
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How to Print

1 Select the “Secure Print” 
button.

1

Back to table of  contents
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How to Print

1 Select the print job, which will 
then be highlighted.

1

Back to table of  contents

2 Select the print job, which will 
then be highlighted.
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How to Scan 

1 Once you have selected the 
scan icon on the home screen 
you will be shown the option 
to Scan to Myself. 

1

Back to table of  contents

2 Select the Scan to Myself  icon
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How to Scan

1 This feature is auto colour and 
B&W so the device will know 
to scan in colour or mono 

Back to table of  contents
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2 This is your scan resolution and 
can be changed to your needs 

7

3 This is the type of  document 
you are scanning 

4 This shows how the document 
will duplex

5 This shows the page size of  the 
output 

6 This shows the number of  
scans required 

7 Once all settings have been 
made press the Scan button to 
scan 
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How to Preview Scan

1 Press the scan button to see a 
preview of  the scan.

1

2
1

1
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Copy Functions

1 Select ”Copy”. 1

Back to table of  contents
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Copy Functions

1 Device is pre set to Auto (Colour 
& B&W) so will automatically 
detect a colour or B&W 
document.

1

2 Copy ratio is set to 100% - select 
the copy ratio button for pre set 
enlargements & reductions e.g. 
A4-A3.

2

3 Paper source is set to Auto if  you 
require a specific tray click on the 
Select Paper button.

3
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Copy Functions

4 Device is pre set to Auto (Colour 
& B&W) so will automatically 
detect a colour or B&W 
document.

5 Copy ratio is set to 100% - select 
the copy ratio button for pre set 
enlargements & reductions e.g. 
A4-A3.

6 Paper source is set to Auto if  you 
require a specific tray click on the 
Select Paper button.

4

5

6

Back to table of  contents
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Copy Functions

Pages will run through the feeder on 
the top of  the printer.

1

1 Select “Close” or “Log Out”.

1

Back to table of  contents
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How to Get to the 
Counter/Serial Number.

1 Select the ”123” button in the 
bottom right.

1

Back to table of  contents
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How to Get to the 
Counter/Serial Number.

You’ll then be able to see a list of  all 
the “Serial Number”.

Back to table of  contents
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How to See the Toner 
Levels/Consumables 

1 Select the “Status Monitor”.

1
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How to See the Toner 
Levels/Consumables 

1 Select the “Consumables/Others”.

1
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How to See the Toner 
Levels/Consumables 

You’ll now be able to see the 
consumable levels.

Back to table of  contents
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Error Message Screen

Trying to print 9 page 
document in A5.

ERROR:

Back to table of  contents
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Error Message Screen

Caused by paper mismatch.

ERROR:

Back to table of  contents
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Error Message Screen

Error has occurred message.

ERROR:

Back to table of  contents
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Error Message Screen

Wrong paper size.

ERROR:

Back to table of  contents
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Error Message Screen

1 Select the ”Cancel” button to 
remove the document that 
caused the error.

1
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Auto Gradation

1 Select the 
“Setting/Registration” button 
to start auto gradation. 

1
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Auto Gradation

1 Select “Adjustment/Maintenance”.

1
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Auto Gradation

1 Select the “Adjust Image 
Quality” option.

1
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Auto Gradation

1 Select the “Auto Adjust 
Gradation” option.

1
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Auto Gradation

1 Select the “Full Adjust” button.

1
2 Select the “OK” button.

2
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Auto Gradation

1 Select “A4 paper” option.

2 Select “OK”.

1

2
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Auto Gradation

1 Select “Start Printing”.

1
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Auto Gradation

Place print on “platen Glass”.

Continuation from “Start Scanning”.

1
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Auto Gradation

Print second test page.

Continuation from “Start Scanning”.

1
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Auto Gradation

Continuation from “Start Scanning”.

Place print 2 on Platen Glass.1

Back to table of  contents
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Auto Gradation

Continuation from “Start Scanning”.

Print the third test page.1

Back to table of  contents
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Auto Gradation

Continuation from “Start Scanning”.

Place print 3 on Platen Glass.1
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Auto Gradation

Continuation from “Start Scanning”.

Print the fourth test page.1

Back to table of  contents



38

Auto Gradation

Continuation from “Start Scanning”.

Place print 4 on Platen Glass.1
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