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Manuals for the Machine

The manuals included with the machine and optional equipment are listed below. Please read them as necessary
to make full use of the machine. The manuals you receive will vary according to the products purchased and the

system configurations.
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Basic Operations and Function Overview

Read this manual to quickly learn the basic operations and functionality of the machine. Always
keep this manual near the machine for future reference.

Startup and Safe Use of the Machine

Read this manual first to learn important information regarding safe use of the machine. This
manual also contains information you should know before using the machine, as well as an
overview of how to use the machine.

» Routine Maintenance
» Troubleshooting

» Safety Instructions
» Basic Functions

| ’ PDF on User Manual CD-ROM
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01 Easy Operation Guide Preface

General Instructions on How to Use the Machine

Read this manual to learn the basic operations common to the functions of the machine. Also
read to learn routine maintenance and how to troubleshoot the problems.

» Introduction to the Machine

» Operating the Touch Panel Display

» Specifying the Machine’s Basic Settings
» Optional Equipment

» Loading Paper

» Replacing Consumables

» Clearing Paper Jams

» Identifying and Isolating Problems

Network Connectivity and Security Management

Read this manual to learn how to connect the machine to a network and perform security
management.

» Instructions for the System Administrator » Security Management
» Specifying the Network Settings » Troubleshooting

Copying a Document

Read this manual to learn how to copy originals.

» Basic Copying Functions
» Advanced Copying Functions

» Customizing the Copy Settings

A ’ PDF on User Manual CD-ROM
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Sending and Facsimile Guide
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Driver Software Guide

"~ Included with the Barcode Printing Kit-B1

Using the Machine as a Printer

Read this manual to learn how to use the machine as a printer.

» Managing Print Jobs
» Customizing the Printer Settings

» Troubleshooting

Sending a Document

Read this manual to learn how to send scanned documents by e-mail, I-fax, and fax, or to a file
server and USB memory media device.

» Basic Send and Fax Functions

» Specifying Destinations

» Receiving Documents

» Checking the Send/Receive Status

» Editing Address Book

» Printing Communication Reports

» Customizing the Send and Fax Settings
» Troubleshooting

Operating the Machine from a Computer

Read this manual to learn how to access the machine from a computer by using the Remote Ul
(Remote User Interface).

» Starting the Remote Ul
» Managing Jobs and Job Logs

» Managing Department/User IDs
» Customizing the Machine Settings

Driver Instructions

Read this manual to learn how to use the drivers for printing from a computer, using the
machine as a scanner, and using the Fax function on a computer.

» Printer Drivers » Color Network ScanGear

» Fax Driver

el  Bar Code Printing Guide

Printing a Bar Code

Read this manual to learn how to print bar codes from a computer.

Manuals for the Machine Easy Operation Guide 02




What You Can Do with This Machine

The imageRUNNER 2545i/2545/2535i/2535/2530/2525/2520 incorporates a rich array of input and output features that can greatly
enhance your efficiency. Equipped with features that meet the needs of document work in a digitized office, the imageRUNNER
2545i/2545/2535i/2535/2530/2525/2520 represents the ultimate in digital multitasking machines.

Sending/Facsimile Functions

N [
“ Iy =I 21 Sending a Document (E-mail, I-fax, File Server, and USB

Preface Memory Media Device)
01  Manuals for the Machine

03  What You Can Do with This Machine
1 Optional for the imageRUNNER .
05 Control Panel 2545/2535/2530/2525/2520 25 Send and Fax Functions
Specifying Destinations Easily and Quickly

SEND 23 Sending a Fax

Copying Function
26 Recalling the Most Recent Settings

1] 2 07 Making a Copy m— "'» Specifying the File Format for Sending Documents
. . . '— ‘I“ 27 Printing the Sender Information When Sending I-Faxes/Faxes
09 Basic Copying Functions
EAX 28 Setting the Send Screen to Suit Your Needs

COPY Making Enlarged/Reduced Copies . . .
Automatically Forwarding Received Documents

Adjusting the Density of Copied Images i
J. ) .g Y P ] E T Optional 29 Scanning Documents Containing Photos Clearly
10 Optimizing the Copy Output Quality o ) o )
, , 30 Specifying the Scanning Area to Cover the Original Size
Using Paper Not Loaded in the Drawers ] )
i ) Scanning Fine Text and Images Clearly
11 Copying on Both Sides of the Paper

Stapling Collated Copies
12 Making Copies in Sets Arranged in Page Order

31 Scanning Two-Sided Originals
32 Scanning Different Size Originals Together
Adjusting the Background Color of Sent Documents

Making Copies Grouped by Page
g-op P yred 33 Adding the Reply Destination to Sent Documents

13 Advanced Copying Functions 34 Specifying the Time to Start Sending
Copying Facing Pages of Bound Originals Separately Affixing Stamps on Scanned Originals
Copying Different Size Originals Together Scanning Function
14 Copying ID Cards Q .
Copying Multiple Originals on One Sheet of Paper —4 4u 35 Scanning from a Computer (Remote Scan)
15 Erasing Dark Borders When Copying Bound Originals
Adjusting the Sharpness of Copied Images Remote SCAN
16 Storing and Recalling Frequently Used Settings
Making Copies in the Page Arrangement to Form a Booklet OtherFunctionsﬂﬂeshooﬁng
Printing Function np a 37 Operating the Machine from a Computer (Remote Ul)
. o os = 4n — What is the Remote UI?
C) “'» 17 Prmtmg froma Computer 38 Accessing the Remote Ul
S Remote Ul
19 Specifying the Printer Driver Settings 39 Customizing the Machine Settings

Configuring the Page Settings .
Selecting the Finishing Style L TrOUbIeShOOtmg
20 Selecting the Paper Source

Selecting the Print Output Quality

I

> Department ID Management Send, Remote Scan, and Remote Ul
> User ID Management are the network-based functions.

See the System Settings Guide on the
SECURITY User Manual CD-ROM. NETWORK

03 Easy Operation Guide Preface What You Can Do with This Machine Easy Operation Guide 04




Control Panel

The control panel consists of the touch panel display, physical keys for various operations, numeric keys, and
indicators.

COPY key ©)-®) Numeric keys

Use to switch to the top screen of the Copy function. Use to enter numbers.

SEND key @ Clear key

Use to switch to the top screen of the Send and Fax Press to clear entered numbers or characters.

functions.
Touch Panel Display @D ID (Log in/Out) key
Displays the menu screen for each function and the System SCAN/OPTIONS key Press to log in to/out of the machine when itis managed
Monitor screen. Use to switch to the top screen of the Remote Scan function. with Department ID/User ID Management.

~
( J

COPY SEND  SCAN/OPTIONS Power

Ready to copy.

. Control Panel Power switch (Sub Power Supply)
Press to clear or enter the Sleep Mode.

] 00 % Auto If no messages or menu are displayed on the touch

Direct §Copy Paper Select panel display with the Main Power Indicator lighting
{Ratio up, the machine is in the Sleep mode.

@ Additional Functions key
Press to access the Additional Functions menu.

@ Counter Check key
Press to display the Counter Check screen.

@ Volume Control key

Press to display the screen for the machine’s audible tone
settings.

‘ Start key

Press to start an operation such as copying and scanning.
Press to stop a job in progress such as copying and

scanning.
@ Display Contrast dial Processing/Data Indifatt.)r. . .
Use to adjust the brightness of the touch panel display. Flashes when the machine is in operation. Lights up when
the machine has waiting jobs.
Reset key

Error Indicator

Press to cancel the specified settings and return to the
Flashes or lights up when an error has occurred.

top screen.

Main Power Indicator
Lights up when main power is ON.

05 Easy Operation Guide Preface Control Panel Easy Operation Guide 06
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Making a Copy ——— |

This section describes the basic operation procedure for copying originals.

Display the Copy Screen Place Your Originals Specify the Number of Copies Start Copying

Feady to copy.

Additional Functions

Additional Functions

Counter

Counter
Check

Check

System Monitor

Press (COPY) to display the top screen Place your originals in the feeder or on the Enter the desired number of copies Press @ (Start).
of the Copy function. platen glass. (1 to 999) using @-@) (numeric
keys).
P If the machine is in the Sleep mode, press Q (Power). P Close the feeder/platen cover after placing your originals on P To change the value you have entered, press @ (Clear) » enter P When the screen below appears, select the original size + press
the platen glass. the correct value. [OK] » ' (Start).
’ The number Of COpieS yOu Specify is dlsplayed on the upper [Original Size] Specify the original size.
- How to Log in to the Machine 2 right side of the touch panel display. LR O | (=
1Mx70] [sTHT 0] [STHTBS

Enter the User 1D and Password.

| teep B ,] IUserm ‘

%Enter the Department I and Password using the

numeric keys.
1| oooooot

ﬂ AfB-size

System Moritor

Passward “MMMM

P To cancel copying, press (Stop). You can also cancel the

At N the ID .
o 4l g 1 i, fross e O D
. e current copy job by pressing [Cancel] on the screen indicating
[systen venitor ) [svsten Hotar )] the copy processing status.*

*The canceling procedure differs depending on the job status. For
P Enter your Department ID and password if the screen prompts you to do so + press @) (Log In/Out). more information, see Chapter 1, “Introduction to Copy Function,”
P Enter your User ID and password if the screen prompts you to do so + press @) (Log In/Out). in the Copying Guide.

P Insert the control card if the screen prompts you to do so.

P When you have finished the operations, press @) (Log In/Out) or remove the control card to log out.

For more information, see Chapter 2, “Basic Operations,’ in the Reference Guide.

07 Easy Operation Guide Copy Making a Copy Easy Operation Guide 08



Basic Copying Functions

This section describes the operation procedures for the Copy functions you can access from the top screen of the
Copy function.

——— | Feady To copy. ! Optimizing the Copy Output Quality
COPY

Paper Select

selecting the type of your original. If your original contains both text
and photo images, select [Text/Photo].

'@ ED ] 00 % Auto ] et / You can set the machine to optimize the copy output quality by

Chapter 2 ¢ Copying Guide

Press the original type drop-down list box »
@ Text/Photo select the original type from [Text], [Text/Photo],
or [Photo].

System Monitor

You can use the stack bypass as a temporary paper source for the size of
the paper that is not loaded in any paper drawers.

Chapter 2 ¢ Copying Guide

You can make an enlarged or reduced copy from the original of a standard

paper size, such as LTR original to 11" X 17" or LGL to LTR. The optimal copy
ratio is automatically set by selecting the desired paper size from the paper
size buttons.

You can also set the copy ratio from 25% to 400% in 1% increments on the

Copy Ratio screen.
Chapter 2 ¢ Copying Guide
B - | TRE D

@ Copy Press [Copy Ratio] + select or set the desired ratio » press [Done] as

Ratin M indicated on the touch panel display. NI
. . . . B = 11x17 O

You can automatically set the copy ratio by pressing [Auto] on the Copy Ratio screen.

To specify the paper size and type:

Load the paper in the stack bypass as illustrated -+ select the paper size + press
[Next] » select the paper type » press [OK] + [Done] as indicated on the touch
panel display.*

The stack bypass is now chosen as the paper source.

To manually select the stack bypass as the paper source after the paper is
loaded and its size and type are specified:

@ Paper Select

L

Press [Paper Select].

Select the button for the stack bypass as shown left +
press [Done].**

—, lIrreqular
=l Size9

*When you load paper in the stack bypass, the Stack Bypass screen appears.
**The specified paper size and type are displayed on the button.

Adjusting the Density of Copied Images

SCENE You can optimize the copy density level for the original, automatically or manually.

Chapter 2 ¢ Copying Guide . . . . .
: Sl @ The stack bypass is a versatile paper source that enables you to print on special sizes and types of paper.

Y i i .
Press [Light] to make the density lighter or press [Dark] to darken to : YOU cag useltas ia Te?;poriré/tpaper Sfurce'ri;dfsfrlie? a\/bc:l\/ebl in th r drawers:
the desired level. Press [A] (auto) to automatically set the density Ou can use special sizes and types of paper that are not available e paper drawers:
level. - Non-standard size paper

- Special types of paper such as thicker paper or labels

- Stack Bypass—A Multi-purpose Paper Tray N

@ You can specify the default paper size/type for the stack bypass.

Specifying the paper size and type is required when you use the stack bypass. To skip this procedure, you can set and store the default
paper size and type by specifying [Stack Bypass Standard Settings] from the Additional Functions menu.
For more information, see Chapter 3, “Configuring the Machine’s Basic Settings,’in the Reference Guide.

09 Easy Operation Guide Copy Basic Copying Functions Easy Operation Guide 10



>> Basic Copying Functions Feady 0 copy-

N

oob

Copying on Both Sides of the Paper

You can copy two-sided originals or multiple one-sided originals on
both sides of the paper.

1> 2-Sided

1 The 2 > 2-Sided and 2 >1-Sided mode are available on the imageRUNNER
2530/2525/2520 only when the optional Feeder (DADF-AB1) is attached.

Chapter 2 ¢ Copying Guide

2 > 1-Sided

Press [2-Sided] -+ select the 2-Sided mode you want to
use » press [OK] as indicated on the touch panel
display.

1 For The Book > 2-Sided mode, you will be asked to select the type of original.

You can set the machine to staple the collated copies on the specified position.

t The Staple mode is available only when the optional Inner Finisher-B1 is attached to the machine.

Chapter 2 ¢ Copying Guide

Press [Finishing] + [Staple] + [Next] » select the staple type and position + press
[OK] as indicated on the touch panel display.

11 Easy Operation Guide Copy

Making Copies in Sets Arranged in Page Order

You can set the machine to output the copies in sets arranged in

page order.

pages.

@ Finishirg

- Output Orientations N

When performing Collate or Group copying, you can select either “Rotate” or “Offset” as the output orientation. It is
possible to combine the output orientation and the Collate or Group mode, such as Collate + Rotate, Group + Offset, etc.

@ @ Rotate g @ Offset

Each printout group is output in alternating orientations. Each printout group is output with the same orientation, but
(Not available when the optional Inner Finisher-B1 is attached to staggered back and forth in alternating layers. (Available when
the machine.) the optional Inner Finisher-B1 is attached to the machine.)

Chapter 2 ¢ Copying Guide

Press [Finishing] + [Collate] 4 [OK] as indicated on
the touch panel display.

You can set the machine to output the copies in groups of individual

Chapter 2 ¢ Copying Guide

Press [Finishing] + [Group] -+ [OK] as indicated on the
touch panel display.

Press [Rotate] + [Next] »
select the paper source »
press [OK] to use the Rotate

[Finishing] Select a collate feature. [Finishing] Select & collate feature.

Group E

Press [Offset] » [OK] to use the

Staple

Offset mode.

mode.

Basic Copying Functions Easy Operation Guide 12



Advanced Copying Functions

This section describes the operation procedures for the Copy functions you can access from the [Special Features]
button on the top screen of the Copy function.

Feadly 10 COpy.

Z-Page
Separation

Frame Erase

El
i JESREee
Combiration .
i _ Copying ID Cards
@|leferent Size |Sharpness |M0de Memary
'. E

Originals ¥
i

@| ID Card Copy

Book et

You can copy both sides of an ID card on one side of paper at actual size.

stem Monitor

—

Chapter 3 ¢ Copying Guide
@ I Card Copy Press [ID Card Copy] + select the layout type » press [Next]
>

+ select the paper source + press [OK] + [Done] as
indicated on the touch panel display.

t For the position of the copied

images, you can select either top/
bottom or left/right.

Copying Multiple Originals on One Sheet of Paper

You can copy the facing pages of bound originals on separate sheets
of paper.

You can reduce two or four original images to fit on one sheet of
paper.

Chapter 3 ¢ Copying Guide

Press [2-Page Separation] » [Done].

Chapter 3 ¢ Copying Guide

I ] Press [Image Combination] + select the original size

1 press [Next] + select the combination mode +
press [Next] » select the paper source » press [OK]
- [Done] as indicated on the touch panel display.

You can copy multiple originals of different sizes at the same time when using the feeder.

t The Different Size Originals mode is available on the imageRUNNER 2530/2525/2520 only when the optional
Feeder (DADF-AB1) is attached.

[

Chapter 3 ¢ Copying Guide

Press [Different Size Originals] » select [Same Width] or [Different Width] »
press [OK] + [Done] as indicated on the touch panel display.

Different Size 3

13 Easy Operation Guide Copy
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Image

>> Advanced Copying Functions e | T 5@

Separation Combination

Different Si Sharphess Mocle Memary
Originals
‘ID Card Enp3

Booklet é

System Monitor

Erasing Dark Borders When Copying Bound Originals

Original Frame Erase mode:
Erases shadows on the edges of the copy.

Book Frame Erase mode:

You can erase shadows and lines that may appear on the copy. Select the
erase mode depending on the type or condition of the original.

Chapter 3 ¢ Copying Guide

Press [Frame Erase] + select the mode you want to use +
press [Next] » select the original size » press [Next] +»
specify the erase width + press [OK] + [Done] as indicated
on the touch panel display.

1 For the Binding Erase mode, select the side of the original on which to erase the shadow,
instead of selecting the original size.

Binding Erase mode:

Erases shadows on the edges and in the center of the copy of the Erases shadows of punch holes.

bound original.

e

2 (ov)

L—!,) Sharpness
Higher

15 Easy Operation Guide Copy

You can adjust the sharpness level. To make the text or lines sharper,
increase the sharpness level. To make the halftone images softer,

decrease the sharpness level.
Chapter 3 ¢ Copying Guide

Press [Sharpness] + [Low] or [High] to adjust the
sharpness level » [OK] + [Done] as indicated on the
touch panel display.

- You can store the possible combinations of the copy settings to recall when you make
70% a copy with the setting combination.

Text/Photo :l

Group / Chapter 3 ¢ Copying Guide

N @ Mode Memory
H K

To store the setting combination:
"""" First make a combination of the copy settings you want to store.
Press [Mode Memory] » [Store/Erase] + select [Store] -+ select the memory button in which you
want to store the setting in + press [Next]. Confirm the setting and press [Yes] » [OK] -+ [Done] as
indicated on the touch panel display.

To recall the setting combination from the memory:
Press [Mode Memory] + select the memory button you want to recall » press [OK] + [Done].

Making Copies in the Page Arrangement to Form a Booklet

You can copy the originals in such a way that the copies are made into a

booklet when folded.
Chapter 3 ¢ Copying Guide

@ Book et Press [Booklet] + select the original size » press [Next] » select
H the paper source + press [OK] + [Done] as indicated on the

touch panel display.

1 You can also copy the first page of the originals as a cover.

Advanced Copying Functions Easy Operation Guide 16




Printing from a Computer

canon

Driver Software Guide
4 ! >
PDF on User Manual C V 1

This section describes the basic operation procedure for printing a document from a computer.

Open the [Print] Dialog Box

Gl Document] - Microsoft Word

File | Edt Yiew Insert Format Took Table Window Help
Hew... Ctrb v 100% v ¥ A Hormal
M= Open.. Cir+o T
Close : : : : : :
B save Chrl4s
Save 5.
Save as Web Page. .,
&) Search..
Web Page Preview

Page Setup...
——
‘@ Brt... Ctrl+P |

In the application you open the
document to print from, click the
[File] menu + select [Print].

Select the Printer

[Printer—— \—
Mame: [ <58 Canon iR2535/2545 UFRILLT ] Froperties
Sl HINg FHINCEr . .
Type: Canon iR2535/2545 UFRIILT
tithere: IP_192.165.222.70 I Prink to fils
Cormment: I Manual duplex
rPage rangs Copi
& al Murber of coples: 1 E‘
 Current page = Selection
" pages: | I collate
Enter page numbers andjor page ranges
separated by commas. For example, 1,3,5-12
Print what: [Document o [
. Pages per sheet: 1 I
Print: Al pages in range - 1955 er S0 page i
Stale ko paper size!  [Mo Scaling vI
Options. ., Cancel I

In the [Print] dialog box, select your printer
+ click [Properties]*.

P On this screen, you can specify the number of prints, and
pages to print. If you need no detailed settings, click [OK]** to
start printing.

*The name of the button to display the printer setting sheet shown
on step 3 may vary depending on the application you are using.
**The name of the button to start printing may vary depending on

the application you are using.

1 The dialog boxes for print settings shown in steps 2 and 4 may
vary depending on the application you are using.

Printer Driver ~

The printer driver installed on your computer enables the machine to print
the documents from the applications on your computer. The printer driver

also enables you to specify the various print settings such as paper size and
finishing style.

P For more information on the printer driver settings, see p. 19 and p. 20.

17 Easy Operation Guide Print

Specify the Print Settings

& Canon iR2535/2545 UFRIILT Properties. &3]
Page Setup | Finishing | Paper Source | Qualty|
Prcfil: ["E) petaut setings v Credi ] (e ]
Output Method; ‘d Prnt v‘
=l
— | Page Size: [Letter vl
*
() Dutput Sie: [Match Page Size v
Copies: [ 13] N
Orientation
@ Fotiait OLandscape
%5 @ Page Layout ‘ 1 | 1on1 v
i
Manual Scaling
y H : -
b o %125 10 200]
[ wetematk
whetemark Name: CONFIDENTIAL
Edit W/ atermark.
CustomPaper iz Page Dot I Restoe Defuts ]
| —

In each sheet of the printer setting dialog
box, specify the print settings that suit your
preferences » click [OK].

For more information on the print settings, see p. 19 and p. 20.

Start Printing

e
[Printer
Name: [ <55 Canon R2535/2545 UFRITLT =] Froperties |
Status: Idle Find Printer... |
Type: Canon IR2535/2545 UFRII LT
Where: 1P_192.168.222.70 ™ Prink to file
Cormment: ™ Manual duplex
rPage rangs Copi
= al Murnber of copies: 1 E‘
 Current page £ Sglection
1 Pages: ¥ Collate
Enter page numbers andjor page ranges
separated by commas. For example, 1,3,5-12
Print what! IDntument | (R
. Pages per sheet: 1
Print: Al pages in range - 1955 Per S0y page ¥
Scale to paper size! |No Scaling -
Options... Close I
 —

Specify the number of prints and pages to
print as necessary » click [OK].*

P To cancel printing on your computer, click [Cancel] in the
dialog box that appears when the print data is being
processed.

P To cancel printing on the machine’s control panel, use the
System Monitor screen displayed by pressing (Stop) or
[System Monitor].**

*The name of the button to start printing may vary depending on
the application you are using.
**The canceling procedure differs depending on the job status. For
more information, see Chapter 2, “Managing Print Jobs,"in the
Printer Guide.

Printing from a Computer Easy Operation Guide 18




Specifying the Printer Driver Settings

This section describes the instructions on how to specify printer driver settings, such as the finishing style and T The printer driver screens shown below may differ from the ones displayed on your computer, depending on the machine and
print quality. optional equipment, printer driver, or operating system you are using.

Printer o

e o [ _ Selecting the Paper Source

Status:  Ide —— Properties

Type: Canon iR2535/2545 UFRIL LT —I'

Where! IP_192.168.222.70 I Prirt: ta fil .

ers Weiwoie On the [Paper Source] sheet, you can specify the paper source and type.
Page rang ~Copi

 Currgnt page ¢ Selection Page Setun| g | Pope Souse | Quaiy| (1) Select by

Cragen | 11 11 e ek e meaom Enables you to select the paper supply method from Paper Source or Paper Type.
Enter page numbers andfor page ranges Output Method:

separated by commas. For example, 1,3,5-12 @ Paper Selection

3 57 Select by
Print what: - [Document B E @l ©Poper Saree Enables you to select either you use the same paper source or type for all pages or
. " Pages per sheet: 1 page - O Paper Type . . . . .
i Al pages inrang= [=| ) @ use a different paper source or type for the specified pages. This setting is useful,
Scale to paper size:  [la Scaling = Paper Selection e Pape for Al Pages J . .
[ s for example, when you want to print the covers of your document on a different
Cptians... Cancel (3] roersmuee kind of paper.
o]
(3) Paper Source/Paper Type*

Enables you to select a desired paper source or type when making prints.

Conﬁguring the Page Settings *When you select [Paper Type] on <Select by>, [Paper Type] is displayed instead of [Paper

Source], allowing you to select the paper type to print your document on.
On the [Page Setup] sheet, you can specify the page settings.

& Canon iR2535/2545 UFRIILT Properties

[ Fiishing] Ppor Source | Qusk] — @ Profile
aJ [ ok setine B Cesoi] (e Enables you to set the printer driver simply by selecting it from the list. Printer
s i i i i
= driver settings for different purposes are registered.
mﬂi . ° .
o P & - @ Page Size Selecting the Print Output Quality
(&) OuiputSi Match Page Size v
‘ B i s Enables you to select the size of the document you have created in an application.
o S (3 Output Size On the [Quality] sheet, you can specify the print output quality to match the purpose of the printing.
(@) oo |ﬂ o 3 Enables you to select the size of the paper to print on. _
DM:;::;SW [0 a0 (4) Page Layout Page Seup | Fiding | PaperSouce | ol | (1) Objective
S Enables you to print multiple pages onto one sheet of paper, or in other multiple s ) el Enables you to print a document with the print settings that best suit the content
fow Seltings sk Nare: ! Qupihicteod q s R .
e ——— layouts. == of the document. When you select an item, a comment is displayed below the list.
E dit Watermark.
Custorn Paper Size [ Page Dptiors. ] ( Fiestore D efauls ) @”b‘“““ raphics @ Manual Grayscale Settings
A Enables you to manually specify the settings such as brightness or contrast for your

grayscale prints.

This mode s used when pinting documents in general

Advanced Setings.

Selecting the Finishing Style N P .

o e . . . . [ About ) ( Festore Defaults ]
On the [Finishing] sheet, you can specify the finishing style.

T
Page Setup| Firishing | Paper Source | Quaity| .
P ) oeteunstias = | e Enables you to select the print style such as 1-sided or 2-sided Printing. On each sheet, CIIC.k (OK]
Ot ehod e . to return to the [Print]
o= Bl oo window after you have
5 =
(Drinswe Eo Enables you to select the binding location such as Long Edge (Left) of Short Edge ) } s [HEI p] Button \
ST o er— specified the settings.
(Top).
e Long e Lt | cm— T — P
) FEETNE (3) Finishing e
— Sepi o Ny rayecale Sottings
B P Enables you to select the finishing style such as Collate or Group. ) )
1
2 e Il Riestore Defauls _—_|
£
J [ cancel ([ Hep |
Paper Output m ]
(e ) Click [Help] on each sheet to display the further information
e about the print settings.
R EEE— & J
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Sending a Document

(E-mail, I-fax, File Server, and USB Memory Media Device)

canon

imageRUNNER
2545i/2545/2835i/2535
2530/2525/2520

PDF on User Manual CD&OQI

This section describes the basic operation procedure for sending a document.

T The Send function is available only when the Color Send Kit-Y1

(optional for the imageRUNNER 2545/2535/2530/2525/2520) is activated.

Sending and
Facsimile Guide

Display the Send Screen

Feady to send.

Dest.: 0 12531/03 1547

-
= L Z00HZ00dpi
L Auto

Systen Monitor

Press (SEND) to display the top screen

of the Send and Fax functions.

P If the machine is in the Sleep mode, press Q (Power).

P Enter your ID and password or insert the control card if the
screen prompts you to do so. For more information on logging

in to the machine, see “How to Log in to the Machine,” on p. 07.
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Place Your Originals

Place your originals in the feeder or on the
platen glass.

P Close the feeder/platen cover after placing your originals on
the platen glass.

Specify the Destination

Ready to send. Dest.: 0 127531708 15:47
Baw

= 2002000
Auta

mhlew Ao,

Fax E-mail |-Fax
¥

File Memary
M |Media [

hle
drdress

System Monitor

Press [New Address] » select the sending
method + specify the destination.

P You can also specify the destination by using [Address Book],
[Favorites Buttons], or [One-touch Buttons]. These functions
save you the effort of entering a destination each time you
send documents.

For information on specifying destinations, see p. 25.

1 Some USB memory media devices are not compatible with the
machine. For more information, see Chapter 2, “Sending
Documents,"in the Sending and Facsimile Guide.

Sending a Document (E-mail, I-fax, File Server, and USB Memory Media Device)

Start Sending

.

(a] @

DE| Additional Functions

9] ®©

MN

@ e
IO

>
@
(9]
ul

C)
©)

o)
=
[
=
Ly
(e}

€
C)

o
o
==
w»,
=
c
<

Press @ (Start).

P When the screen below appears, select the original size + press
(oK1 » @ (start).

[Origiral Size] Specify the original size.
@] [Lire [l O

X170 50| [sTiea

] ae-size

System Monitor é

P To cancel scanning originals, press (Stop). You can also
cancel scanning originals by pressing [Cancel] on the screen
indicating the send processing status.

For instructions on how to cancel sending a document during
transmission, see Chapter 2,“Sending Documents,”in the Sending
and Facsimile Guide.
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Sending a Fax

T The Fax function is available only when the optional Super G3 Fax Board-AG1 is attached to the

canon

imageRUNNER
25484725457
2530/2528/252

Sending and Facsimile Guide

359725358
]

PDF on User Manual CD\KQI

Sending and
Facsimile Guide

This section describes the basic operation procedure for sending a fax.

Display the Send Screen

Dest.: 0 12731708 15,47
T

== L I00xZ00dpi

huto

Feady to send.

Systen Monitor

Press (SEND) to display the top screen

of the Send and Fax functions.

P If the machine is in the Sleep mode, press Q (Power).

P Enter your ID and password or insert the control card if the
screen prompts you to do so. For more information on logging

in to the machine, see “How to Log in to the Machine,” on p. 07.
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Place Your Originals

Place your originals in the feeder or on the

platen glass.

P Close the feeder/platen cover after placing your originals on

the platen glass.

machine.

Enter the Fax Number

Additional Functions

Counter
Check

@)

Enter the fax number using @—@
(numeric keys).

P You can also specify the destination by using [Address Bookl,
[Favorites Buttons], or [One-touch Buttons]. These functions
save you the effort of entering a fax number each time you

send documents.

For information on specifying destinations, see p. 25.

Start Sending

@

Additional Functions

(=] (&)

Counter
Check

Press @ (Start).

P When the screen below appears, select the original size + press
[OK] » ' (Start).

[Origiral Size] Specify the original size.
6. O
[sTHTRO]

] ae-size

System Monitor

P To cancel scanning originals, press ﬂ (Stop). You can also
cancel scanning originals by pressing [Cancel] on the screen

indicating the fax processing status.

For instructions on how to cancel sending a document during
transmission, see Chapter 2,“Sending Documents,”in the Sending

and Facsimile Guide.
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Send and Fax Functions

This section describes the operation procedures for the Send and Fax functions you can access from the top
screen of the Send and Fax functions.

el
SEND S\ Ready to send. Dest.: o 1&/731,/08 1545
‘ﬂ ¥ ] [Ii LB
= = i .
i 200x200cpi
ABC H
Auto
)7 :

—
LﬂJ Recall
e

System Monitor

Specifying Destinations Easily and Quickly

[Address Book], [One-touch Buttons], and [Favorites Buttons] enable you to streamline and customize the procedures for

specifying destinations. These functions enable you to register recipient destinations so that you can send documents by
pressing only a few keys.

bddress Favorites One-tauch
B Buttons ¥ Buttons M

Press [Address Book]. Press [Favorites Buttons]. Press [One-touch Buttons].
[helress Book] = Type [Favorites Buttons] Select a Favorites Button and &% [One-touch]
piess-the-Startkey to send. Dest.: o

o)
pe estination
E=] Canon(e-mail johnBexamale. con
Gz Canon (T-fax)  janefexanple com
Canon (FTP} starfish. organization|
E Canon(fax) QFRHRHEHHR
&5 Canonfgroupy 2

e pee] v v o] v 2 <] R
e S e TR s o

E‘ | \

[ Jornte-maily § | Jane(I-fax) | [Caron(FTPy 3§

[Canon(ta=) 3 | Canan(groun) |

Select the desired destination » press Select the desired favorites button + Select the desired one-touch button »
[OK]. press [Donel]. press [Donel].
- File Formats

In addition to standard TIFF, PDF, and JPEG file formats, the machine also supports PDF (Compact) and PDF (OCR) files.

P PDF (Compact) files are archived with a higher compression ratio than normal PDF. The resulting file data size is smaller than normal PDF,
and therefore recommended for jobs that are to be sent over the network.

P PDF (OCR) files perform OCR (Optical Character Recognition) on scanned documents to create a PDF with searchable text.

1 PDF (OCR) is available only when the Color Send Searchable PDF Kit-C1 (optional for the imageRUNNER 2545/2535/2530/2525/2520) is activated.

.
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Recalling the Most Recent Settings

The Recall function enables you to send a document using any of the last three addresses, scan settings, and send
settings that were used.

Press [Recall].

[Recall] Select the memory to recall. [Recall] Press the OK key to recall the mode.
Dest.: 1 n
5 200%200cpi TIFF

AUto  Ooooiooos[EE]

4 E}
4

[TEefore 47 Before {3 Before 1§
System Monitor g System Monitor g

1 Select [1 Before], [2 Before], or [3

Beforel. 2 Confirm the settings + press [OK].

Specifying the File Format for Sending Documents

Send/Fax

You can send documents in a variety of file formats, including TIFF, PDF, and JPEG. This gives you the freedom to send
documents in a manner that is suited to the purpose of the document, as well as the recipient’s document handling

environment. Scanned original images are converted to the specified file format and sent via e-mail or to a file server or
USB memory media device.

File Press [File Format].
@ Format |

[File Format] [File Format]
B2 = BEN
[ ; ‘PDF(UCH) § ] |PDF ; ‘PDF(UCH) 1
JPEG § |PDF ; ‘PDF(CDmpac‘t) § JPEG 1 |PDF ; ‘PDF(Compac‘t) 1
POF(OCA POF POF(OCR POF
| e § [;g_gyaotmcﬂ) ‘ e i |LE£LnPact+DCH) 3
Divide into Pages Divide into Pages
= -
System Monitor !§ System Monitor !g
Select the desired file format. If you want to separate multiple images
t You cannot select the file format when and send them as separate files, press
sending I-faxes or faxes. [Divide into Pages] » [Donel].
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>> Send and Fax Functions

SEND  SCAN/OPTIONS

This section describes the operation procedures for specifying the
useful Additional Functions settings related to the Send and Fax
functions.

Setting the Send Screen to Suit Your Needs

You can specify the screen to display first when you press (SEND). You can select Favorites Buttons screen, One-
touch screen, or the top screen of the Send and Fax functions as the screen to display first.

Press @ (Additional Functions).

Printing the Sender Information When Sending I-Faxes/Faxes

B Select a Custom Fax Settings feature. BT Settings] Eltr coind
. . . . . . o ) B [Default Screen for Send)
The sender information is printed at the top of the documents that you send via |-fax/fax. Information such as your I-fax Mt | e St e ar Fnron ]
address, name and fax number is printed, enabling the recipient to know who sent the document. | . iitialize T¥ Settings 4 :
T?'ngs é |T)< Settings j gﬂ?tgﬁgm ; PJ;‘cat‘\un I]
. A48 || § . g
ore " _D _D [ | _EIK
Press @ (Additional Functions). — — I
System Monitor !g System Monitor !g System Monitor !g
B3 select a Custon Fax Settings feature. BT settings) Select the desired i it
. . ) elect the desired setting item »
oo - B B m| Press [Communication Settings] Press [W] or [A] until [Default ress [OK] 9
||n< Settings »E ‘User Settings 4 T Terwinal - [TX Settings] under <Common 2 Screen for Send] appears » press 8 P )
v [ e - for Send To return to the top screen, press
|n>< Settings ’3 ‘Tx Settings 4 Gana Valie for Color Send Jobs St [Default Screen for Send, (Reset).

Sharpness
X

274

Send/Fax

*__

e ) e ) e ) Automatically Forwarding Received Documents
Press [Communication Settings] Press [W] or [A] until [TX : You can set the machine to automatically forward the received |-fax/fax documents to any desired destination. If a
+ [TX Settings] under <Common 2 Terminal ID] appears + press [TX 8 Press [Option].

Settings> Terminal ID] received document matches the forwarding conditions you set, it is forwarded to the destination. You can also specify a
: : forwarding destination for received documents that do not match the forwarding conditions.

B3 (7 Terninal 0]

=Printing Position I

= Telephone # Mark

Press @ (Additional Functions).

[ Select the System Setting features. Ba [Forvarding Settings] =fRecaive Type B3 [Forvarding Settings] mRaceive Type
. iy ——
I ggﬁ?nm sManager >§ ggilﬁg Isnfo >§ Condition Name Ty wp
[rston i Pty J (e '
Select the print position of the *The [Telephone # Mark] setting is available only when the optional Super G3 Fax Board-AGT1 is : :
) . [ r— E Register ‘Forward |Heglster ’E‘Forward 4|Detau/ ’3
sender information » select the attached. et tings mmj /0, Bong. /o, Gond. o |Egt
/]l type of marking" + press [OK]. _f _ R ) - o s [ )le] [o= ) e = S | 155
To return to the tOp screen, press 1 For (vjeta\’/l.s of the Opt\.onal 5ettmg§ W\th I\\gstrat\ons, see Chapter 7, CUStOmIng the Machine’s m Gysten Management Mode Systen Monitar m System Management Mode Systen Monitor Em System Management Mode Systen Monitor ]
(Reset) Settings,"in the Sending and Facsimile Guide. [Sesten pouror, ] (Systen Honitor ]

Select the desired forwarding
setting +» press [Validate/
Invalidate] » [Done].

To return to the top screen, press
(Reset).

Press [System Settings]* »
[Forwarding Settings].
1 *To make changes to the System
Settings, log in to the machine as
the System Manager.

Press [Register] -+ register the

2 forwarding conditions and 8
destinations as indicated on the
touch panel display.
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>> Send and Fax Functions

This section describes the operation procedures for the Send
and Fax functions you can access from the [Scan Settings]
button on the top screen of the Send and Fax functions.

Scanning Documents Containing Photos Clearly

You can improve the image quality of scanned images by selecting the original type setting that best suits your originals. |

Ready to send. Dest.: O 127317509 15:55
L Dy I
= 2002 00dh|
Auto

s
j5can.

Specifying the Scanning Area to Cover the Original Size

Fawvorites
Buttons

System Monitar When the edges of the scanned image are missing, change the Document Size setting to a size that is larger than the
actual original size.

Scan Press [Scan Settings].
@ settings M

Feady To send. Dest.r 0 T27/31/09 15:5§

When originals containing photos are not scanned clearly, select [Photo] or [Text/Photo] from the original type drop-

down list box to obtain better results.

Scan Press [Scan Settings].
Settings ¥

Feady to send. Dest.: & 12737708 T5°58)
BE

®= 200x200dpi
huto

Hhei £z [ertion I
@ hddress 2
Book i

300:300ckpi
Favorites Orie-t| |Calor
Burttons Butto| |300:300dpi

E System Monitor 1

’] Press [Option].
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. [Soan Settings] [Document Sizel Select the document size.
_ B . R Resalution:
@= | om0 E : [LTR O[LTRE Of[LeL O we
i duto PR s e
| 1zl s gffstrec] W
F— o = D T
Add ey [V T é ggﬁmgs Lo [ — | ‘ |
ress e
O Gz na
Different B just
g%gxmﬂdpi Format |5i29 Origin j‘ Backsround Text/Photo ; ]| ave-size
Eittons olBuets (0000 s o
System Monitor g System Monitor g
Select the document size that is
1 Press [Option]. 2 Press [Document Size]. 8 larger than the original size »

press [Done] + [OK].

Send/Fax

Resolution:

Scanning Fine Text and Images Clearly

Color 200200ckhi . . . .
N You can scan fine text in documents more clearly by setting a higher resolution.
| futo ol Note, however, that the file size increases as you increase the resolution.

P

i Original

gg;%‘?‘i’g\n 1 gggﬂ;ﬁnumd Fhoto :
== [ x

& | 0k ) a
m _ Soan Press [Scan Settings].
System Monitor g Settings k

Press the original type drop-down list

Feady To send. Dest.: 0 T2737/09 15 5| " T
- [Scan Settings] /71 001 00ckpi
box + select [Photo] or [Text/Photo] » =
- i 200xz00cpi 15031 50cpi ,3
preSS [OK] i futo Shteion
s e L Docunent al)
@ [EHER Settings size
Airess e oo [Fine)
] Z-Sided
EBook: { TIFF El Original 200x400 di
- (SuperFine )
Bal File Ditterent 3 A just
300x300dpi Format Size Origin ¥ | Background o] 300x300cki
) . 400x400 dpi
Favorites One-t| |Color : Send 7 d
Buttons Buttol |300x:300dpi -J HSettings b __Eancel (UltraFine J
E = 0000
i o

Press the [Resolution] drop-down list
'] Press [Option]. 2 box + select the desired resolution +»
press [OK].
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>SS Send and FaX Functions Ready to send. Dest.: O .12x31£08 15:55.

Bl
=

2002 00cdi

Scanning Different Size Originals Together

System Monitor

You can scan multiple originals of different sizes at the same time when using the feeder.

t The Different Size Originals mode is available on the imageRUNNER 2530/2525/2520
only when the optional Feeder (DADF-AB1) is attached.

Scan Press [Scan Settings].
@ settings M

Ready o send. UESERY .1 LB [Scan Settings] [Different Size Originals] Specity the type of
= BEM ] ) Fesolution: originals.
. 0 o o - { o 200Z00cpi 2002 00cH
Scanning Two-Sided Originals -
. .. . 5 hekiress e (@l ooooenoon [ S
You can scan both sides of the originals set in the feeder. o i Ul 6o Tht | A [0k | _ with |
Dift T A just
30030001 Fornt |5=ZEEE$PE‘” j‘ Betirouns Tect/roto | ] her Dok o,
1 The 2-Sided Original mode is available on the imageRUNNER 2530/2525/2520 Favorites  0ne-t) Color end [ el ) % (ool ]
. . J Ik : Cancel Cancel 0K p
only when the optional Feeder (DADF-AB1) is attached. Eaum’"s R |3DDK3Dde' o TN L TN
Systen Monitor System Monitor g System Monitor g
Scan Press [Scan Settings]. 1 p . 2 . . . Select [Same Width] or [Different
, ress [Option]. Press [Different Size Origin]. 8 -
@ Settings b [Option] : gin] Width] + press [OK] + [OK]. é
s
Ready to send. Dest.: O 12737709 1528 - Frr Coctivar
Bait [scan Setthgs] ¢ Resolution: [2-Sided originals] Select the type of original. 5
= 200x200dpi 2L - wv
Auta ° °
et || Adjusting the Background Color of Sent Documents
e
ﬂ %rgﬁg i [tignt § A J0ark
BY oo licens E et | et || You can adjust the density of the background color when scanning color originals. You can adjust red, green, and blue
, . ALY
E System Monitor !:j System Monitor !:j
Select [Book Type] or [Calendar Soan Press [Scan Settings].
Press [Option]. 2 Press [2-Sided Original]. 8 i
1 [Option] [ ginal] Typel + press [OK] -» [OK]. Sl
Readly 1o send. CESERND _12/31/08 ) [Scan Settings] [4d just Background] Adjust the density of the
= - ) Resolution: hackground color.
= | Z00%200dpi :
| uto B wFed oooooomoo +
Fosieciie | " i - At Document  § E
s sy 7L Sg?g\n 5 i te + 4
e E ” 2 oD wiromn E AananoSon
] ~Sided |
Back 7 T [y Lot | A Jbark |
i [l ]|| e [ v | e
T e ) [ e ) W [ e ) W__J
E System Monitor !§ System Monitor !§
Press [-] or [+] to adjust the
'] Press [Option]. 2 Press [Adjust Background]. amount of each color + press

[OK] » [OK].
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>SS Send and FaX Functions Ready to send. Dest.: O .12x31£08 15:55.

- Bay
: ' ) ) - 200200
This section describes the operation procedures for the Send ato

and Fax functions you can access from the [Send Settings]
button on the top screen of the Send and Fax functions.

Specifying the Time to Start Sending

System Monitor You can specify the time for sending the document. This function is useful, for example, when you want to send a
document at a future time when you may not be near the machine.

Press [Send Settings].

[Send Settings] %[Delayed T¥] Use the numeric Keys. [Send Settings]
|De\ayed Send g |Stamp g |D|rec‘t g |S‘tamp g |D|rect g
L
E]I ’Wl—‘ 12/31/2009 .'\5158 %I ’Wl—|
i — olt] I —
. . . (00:00-23:59)
Adding the Reply Destination to Sent Documents L I— e ST N —
1o [ e | o) 172 [ J[ e P oone 4
You can specify the reply-to address for your e-mails/I-faxes. Susten onitor )]

Enter the time to send the

'] Press [Delayed Send]. 2 document using (0)-(9) 8 Press [Done].
(numeric keys) + press [OK].

First, register the e-mail address you want to use as the reply-to
address.

Press [Send Settings].

Send/Fax

Affixing Stamps on Scanned Originals

e — ke Hephto) You can set the machine to affix a stamp on the front side of scanned originals to indicate they have been scanned.
| | || | ] , _
%‘ pocurert ] ity [ e 1 The Stamp mode is available only when the optional Stamp Unit-B1 is attached
o ’W|—| to the feeder (optional for the imageRUNNER 2530/2525/2520).
1
Qo= | [ oee ] e o] e eru] ] v2 ] o] TR
M"E v ; . ; Dane o 2/’2 g g . g Dane o Cancel I 1 o
Systen wonito ] Press [Send Settings].
/I Press [v] 2 Press [Rep|y_to]. 8 SeIeCt the reply-to address > [Send Settings] [Send Settings]
press [OK] » [Done]. |De\ayed Serd >§ |S‘tamp § |Direct ; = .
%J poowent %’ et
El s [subject "7 =¥y |Subject Ilﬁ
Message l—| =] (Message lﬁ
& 'i & ;1
12 [ e ] Dane J 12 [ e ] bone___J)
System Monitor ] .

1 Press [Stamp]. 2 Press [Done].
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Scanning from a Computer

(Remote Scan)

canon

Driver Software Guide

PDF on User Manual CDJ

This section describes the basic operation procedure for scanning originals to load the scanned images to a

computer.

T The screen shots shown below may differ from the ones displayed on your computer, depending on the

application or operating system you are using.

Display the Remote Scan Screen

Waiting...

Press the Offline key to use other
Tunctint

0ffline ]

[ bone

online ot Bl System Monitor

Press (SCAN/OPTIONS) to display the
Remote Scan screen + press [Online].

P> If the machine is in the Sleep mode, press Q (Power).

P Enter your ID and password or insert the control card if the
screen prompts you to do so. For more information on logging
in to the machine, see “How to Log in to the Machine,” on p. 07.
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Place Your Originals

Place your originals in the feeder or on the
platen glass.

P Close the feeder/platen cover after placing your originals on
the platen glass.

Open the Color Network ScanGear

2l Documentd - Microsoft Word
Eile Edit View | Insert | Format  Tools  Table ‘window  Help

D E Brezk... » -4 Homal + TimesNew Roman « 12

& I Page Numbers. . ST
Date and Time. .. : : : : : :

Symbal...

Ead Wk E

Ficture 3

@ Hyperink...  Cirl+k
[

Clip Art...

Erom File...

From Scamner or Camera...

Autoshapes
wordArt...

Chart

From the menu of the application, select the
command* to start the scanning operation.

P Make sure that the Color Network ScanGear is selected as the
scanner to be used.

For more information, see the documentation that comes with
your TWAIN-compliant application.

* Command names include [Scan New], [Acquire], and others,
depending on the application you are using.

Main | Options | Soanner Info |

Color Mode [FulCoer =]
Resolution: 200 dpi -
Original Size: Lewer =]
Original Placement;  [Feeder(lsided) =]

I~ Auto-adiust Drientation

Orientation
Pages to Scan All - 1 _,:

Original Type Test/Frota -
Denshy Adustmert; | Manual =
L o

Densiy;

Image Gty Adjstmnt

Eine Adjustment
Festore Defaults

o Fulcolor [#o00dpi [ 0.00in 1 0.00in d 8.50in 4 11.00in & 10957KB

Specify the scan settings that suit your
preferences -+ click [Scan].

P> On the Color Network ScanGear dialog box, specify the
settings such as the color mode and resolution.

P To cancel scanning, click [Cancel] in the dialog box that
appears when the scan data is being processed.

P When scanning is complete, press [Offline] on the Remote
Scan screenin step 1.

For instructions on how to specify the settings on the Color
Network ScanGear dialog box, see the Driver Software Guide.
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Operating the Machine from a Computer
(Remote Ul)

PDF on User Manual CD\RJ’A

This section describes the basic operation procedure for accessing the machine from a computer by using the
Remote UI.

B What is the Remote UI?

The Remote Ul (Remote User Interface) is software built into the machine that enables users to access machine functions and settings from
a web browser on a computer. Some examples of what you can do on the Remote Ul include:

P Checking the machine status such as paper or toner amount
P Checking the job status

P Registering or editing the addresses.*

*The Address Book can be protected by a password.

If you log in to the Remote Ul as the System Manager, you can use further functions such as setting Department ID/User Management and
customizing the various machine settings.

Checking the consumables Viewing the Jobs
2
=
&
- -
@ L)
( (

Network

Editing the Address Book

|
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B Accessing the Remote Ul

Start Your Web Browser

Canon

| (1=

Start your web browser » enter the IP address*
of the machine into the Web browser on your
computer to access the Remote Ul » press
[ENTER] key on your computer keyboard.

*The IP address in the screen shots in this section is for illustrative
purposes only. Ask your network administrator for the IP address of
your machine.

@
Log in to the Remote Ul

On the Remote Ul top page displayed in step 1,
enter your Department ID or User ID and
password® » click [OK].

P After successfully logging in, the Device Status page is
displayed. Go to other pages as necessary by using the menu
on the left side of the page.

LetentTR) Pan

*The ID and password you have to enter when logging in depend
on the Remote Ul setting. Ask your system administrator for your
ID and password.
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Customizing the Machine Settings

From the Additional Functions screen, you can customize the machine settings to suit your needs.

b=yl Select an Additional Functions feature.

Common Settings Copy Settings
(1] . 2]

B Timer Settings Communications n
K Settings
B fi justments Frinter Settings B
Cleaning [
Report Settings Adldress Book
‘ K Settings >§B

g System Settings
K Darne oJ

System Monitor

The Additional Functions screen is displayed by pressing @) (Additional Functions) on the machine’s control
panel. From this screen, you can change and customize the machine’s various settings. When these settings are
changed or specified, they are saved as default settings and remain in effect until they are changed again.

Examples of Useful Settings

Displaying the screen for the

function you frequently use Saving electricity or toner

If you frequently use the Copy function,
for example, you can set the Copy screen
to be displayed first.

There are two settings for saving electricity and toner.

To save electricity: To save toner:

K K

n |I3c:mm|:|n settings
b

n |I3|:|mm|:|n settings n |I3|:|mm|:|n Settings

Press [Energy Consumption in
Sleep Mode] and make the
desired settings.

Press [Initial Function] and make
the desired settings.

Press [Toner Save Mode] and
make the desired settings.
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& [Common Settings]
Enables you to specify the settings that are fundamental to the
machine operations.

P Chapter 3 in the Reference Guide

B [Copy Settings]
Enables you to specify the settings for the Copy function.
P Chapter 4 in the Copying guide

B [Timer Settings]
Enables you to specify the timer-related settings for the
machine, such as the time for the machine to enter the Sleep
mode.

P Chapter 3 in the Reference Guide

@ [Communications Settings]
Enables you to specify the settings for the Send and Fax
functions.

P Chapter 7 in the Sending and Facsimile Guide

B [Adjustment/Cleaning]
Enables you to adjust and optimize the machine settings for
better results when printing on special paper or under other
conditions. Also enables you to perform automatic machine
cleaning.

P Chapter 5 and 6 in the Reference Guide

Storing and recalling the

copy settings you prefer mode

Various settings for the Copy function
can be stored and recalled as a
setting combination.

Setting the time for the
machine to enter the Sleep

You can adjust the time for the
machine to enter the Sleep mode.

@ [Printer Settings]
Enables you to specify the settings for the Print function.
P Chapter 3 in the Printer Guide

[Report Settings]
Enables you to print various reports such as the User’s Data List.
P Chapter 2 in the Reference Guide

P Chapter 8 in the Sending and Facsimile Guide

B [Address Book Settings]
Enables you to register, edit, or delete destinations.
P Chapter 4 in the Sending and Facsimile Guide

B [System Settings]*
Enables you to specify the machine’s system settings such as
the network- or security-related settings. Mainly used by the

administrator.
*To make changes to the System Settings, log in to the machine as
the System Manager.

P System Settings Guide

(Chapters to refer to depend on the setting items.)

Preventing misdialing when
sending a fax

When you dial a fax number, the
machine prompts you to enter the
fax number again, which will prevent
dialing mistakes.

a |I3|:|p3.f Settings

B | Timer Settings

L

g | System Settings

First make the copy settings as you
prefer. Press [Standard Settings]
and make the desired settings.

Press [Auto Sleep Time] and make
the desired settings.

Customizing the Machine Settings

Press [Restrict the Send Function]
+ [Confirm Entered Fax Numbers]
and make the desired settings.
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Troubleshooting

This section describes which other guides to check when seeking solutions to problems that may occur when
using the machine. The list also includes where to find descriptions of the procedures for replacing or refilling the
consumables such as paper, toner, and staples.

Paper

Other

Toner

Staples

Scanning

Printing

Communications

41 Easy Operation Guide Other
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