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Home Page and App Options

Click on the Copy Standard app (Non-Classic) The standard apps may appear on another page. The 
meter at the bottom indicates the home page number.  Apps can be moved around as needed by 
dragging and dropping.  

Click on the Copy Standard app (Non-Classic) The standard apps may appear on another page. The 
meter at the bottom indicates the home page number.  Apps can be moved around as needed by 
dragging and dropping.  

There are two apps options for copy and scanner.  Classic and Standard.  Classic apps will be 
on the main home page.  Scroll to another page to view Standard apps.  Any app can  be 
moved around as needed by dragging and dropping.  

Scroll Home 
Pages



Copy
(Classic)
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Sort (Collate)

Place Originals in Document Feeder FaceUp

Step 1: Enter Quantity  

(1-999)

Step 2: Sort (collate)

Step 3: Select Start
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Stapling

Place Originals in Document Feeder FaceUp

Step 1: Enter Quantity  

(1-999)

Step 2: Select desired  
stapleposition

Step 3: Select Start
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Hole Punch

Place Originals in Document Feeder FaceUp

Step 2: Select desired hole punch

Note: 2-hole on top requires letter landscape  

paper. Place original in document feederlandscape  

direction and select a letter sized paperdrawer.

Step 1: Enter Quantity  

(1-999)

Step 3: Select Start
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Auto Reduce and Enlarge

Place Originals in Document Feeder FaceUp

Step 1: Enter Quantity  

(1-999)

Step 2: Select Auto  

Reduce/Enlarge

Step 4: Select Start

Step 3: Select Edit/Color>  

Edit Image > Centering

(Optional if Image Centering isdesired)
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Preset Reduce/Enlarge & Zoom

For standard size originals and non-standard sizeoriginals

Step 1: Enter Quantity  

(1-999)

Step 4: Select Start

Step 3: Select  

desired papersize

Step 2: Select Reduce/Enlarge

Select desired preset + or ïto zoom or  

number keys and enter ratio 25% -400%
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Mixed Originals

Place Originals in Document Feeder FaceUp

Note: Selectingmixed originals allows  

MFP to copy each original according  

to its size.(Align bottom and left edges  

against document feeder)

Step 1: Select  

Special Original>MixedSizes

Step 3: Select Start

10



Duplex (2-sided copies)/Series

Place Originals in Document Feeder FaceUp

Step 2: Select Start

Step 1: Select desired  

Duplex/Seriesoption

-1-sided to2-sided

-2-sided to2-sided

-1-sided to combine2
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Batch (Job Build)

Step 1: Enter Quantity  

(1-999)

Step 3: Select Start

Step 4: Place the next batch  

of originals into Document  

feeder and Selectstart

Step 5: Press #  

(Enter) afterscanning  

last batch oforiginals

Step 2: Select Batch
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Page Numbering

Step 1: Select Edit/Color

> Stamp, Stamp

Step 4: Select Change >  

Select Position > Select Start

Step 3: Select Format

Step 2: Page Numbering
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Date Stamping

Step 2: Select Date Stamp

Step 1: Select Edit/Color

> Stamp, Stamp

Step 3: Select Format

(5 format optionsavailable)

Step 4: Select Change >  

Select Position > Select Start
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Preset Stamp

Step 2: Select Preset Stamp

Step 1: Select Edit/Color

> Stamp, Stamp

Step 3: Select Format

Step 4: Select Change > Select  

Position> Size,Density> SelectStart
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Copy
(Standard)
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Copy (Standard)

Step 6: Select Change and Enter  

Users Email ddreS

Click on the Copy Standard app (Non-Classic) The standard apps may appear on another page.  Scroll to 
the next page to view.   Apps can be moved around as needed by dragging and dropping.  

Scroll Home 
Pages
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Copy (Standard)
Larger buttons and a 
scroll down feature 
menu.  
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Copy (Standard/Full View)
Larger buttons and a 
scroll down feature 
menu.  

To change to Full View mode, click on settings, switch screen type, then screen settings.
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Copy (Standard/Full View)
Screen Type Options.

Standard View and Full View Options
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Copy (Full View)

Full View has new look while maintaining a similar layout to the Classic mode. 
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Scanner
(Classic)
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Scan to Folder

Step 3: Select Start

Step 1: Select Folder

Step 2: Select Recipient Name

May need to press next to page up or  

down. May also need to press appropriate  

alphabetical tab if the name is stored  

somewhere other thanFrequent.
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Scan to Email

Step 3: Select Start

Step 1: Select Email

Step 2: Select Recipient Name

May need to press next to page up or  

down. May also need to press appropriate  

alphabetical tab if the name is stored  

somewhere other thanFrequent.
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Additional Scan Features

Step 3: Select B&W,  

Gray Scale, Full Color:Text/  

Photo, or Auto ColorSelect

Step 2: Original Type

Step 1:Select Scan Settings

(lower left handcorner)

ScanType

Step 4: Select Start
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Additional Scan Features

Resolution

Step 3: Select Desired DPI

Step 2: Select Resolutions

Step 1:Select Scan Settings

(lower left handcorner)

Step 4: Select Start
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Additional Scan Features

MixedOriginals

Step 3: Select Mixed Originals

Step 2: Select Scan Size

Step 1:Select Scan Settings

(lower left handcorner)

Step 4: Select Start
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Additional Scan Features

2-Sided

Step 2: Select  

2-SidedOriginal

Step 1: Select Original  

FeedType

(mid-leftside)

Step 3: Select Start
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Additional Scan Features

Batch

Step 1: Select  

Original FeedType

(mid-left side)

Step 2: Select Batch

Step 3: Select OK

Step 4: Select Start

Step 5: When the Document feeder is  

empty, place the next batch of originalsthen  

SelectStart

Step 6: Press #  

(ENTER) after scanning  

the lastoriginals
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Additional Scan Features

Scanning using the document feeder and glass.

Step 1: Select Scan 

Settings then Scan Size

(upper-left side)

Step 2: Choose 8 ½  x 11

Step 3:Click ok and  

proceed to  the next 

stepIf you have a mix of documents, some of which are too small to scan 
using the feeder, follow these steps to use both the document feeder 
and the glass.  
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Additional Scan Features

Scanning using the document feeder and glass.

Step 4: Select  

Original FeedType

(mid-left side)

Step 5:Select SADF

Step 6:Select OK

Step 7:Place 

documents in feeder or 

glass.    Press Start.

Step 8: Continue process until complete.

Step 9: Press #  

(ENTER) after scanning  

the lastoriginals
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