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Control Panel

» CONTROL PANEL

To access the copy and scan functions you must first log in by swiping your campus card
across the reader on the printer or alternatively enter your University username and
password using the touch panel.

@ 12:50

Held Print Jobs

Document Pages J Document:
'= Pages:
1 Cost:
No print jobs awaiting release. ‘ Printed By:
l Time:
Use Copier Functions I \/ x

The Use Copier Functions button will give you access the Copy & Scan Functions.

m Scan to
Copy. Held Jobs Email

Job Status

Welcome to the

_ University of Sungy

To make a copy select the copy icon and place a
document on the glass or feeder and press start.

o Job Status will display jobs which are currently being processed.
\ . Press Held Jobs to return to the print release screen.
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» COPYING:

Darkness | Full Color

A

To optimise the
copy quality selecta
setting to match the

document type.

Scroll left and
right to view more
options.

Return to homescreen

COPY OVERVIEW

1 ® 140

o ot

Mono

7 [
Duplex R;ﬁ::;ee/ Finishing Original Size Or?e”ngtlant
1->1 iided ‘ 10%& Collated Auto Uprigh
Auto
Trayl |=
=l Custom Size
=l [P A3
=) [\ A4
MP Tray \& [P A4
B A5
A5

Press to view the
paper trays. Options
include the MP
tray (manual feed)
on the side of the
device.

Use this for labels
& card.

Press to view duplex
options.

Copy onto both
sides of the page,
or from a 2-sided

document.

Press to view
enlargement and
reduction options.

Common settings
for AduptoA3 &A3
down to A4.

To set quantities for copies either use the + & - keys or touch to enter an amount.

When ready to start copying press the start button.
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» COPYING: DUPLEX MODE

Full Color

ru

a
R

-

1 ® 1422

Q x i
H]

Tl

Reduce/

5

Origin!

Paper Source b Finishing | Original Size Orientat
———
Auto 1->1 Sided 100% Collated Auto Uprigh
Original Alit
uto
1 Sided
{A 2 Sided, Book
Custom Size
[4 2 sided, Calendar
[P A3
Output
1 Sided [ A4
[P A4
B A5

[7 A5

Set here whether your original
documents are 1 sided or 2 sided.

Set here how you would like your copies to be created.
2 sided or 1 sided.

1 Sided to 2 Sided, Book

Ale] ~ &

1 Sided to 2 Sided, Calendar

>

2 Sided, Book to 2 Sided, Book 2 Sided, Book to 1 Sided

If you have landscape originals
and wish to copy them so that both
sides are the same orientation
place them in the document feeder
in Landscape orientation and use

1 Sided to 2 Sided Calendar.
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» COPYING: REDUCE/ENLARGE MODE

c .

Reduce/

{1

Paper Source Duplex Eniare Finishing |  Original Size Or(i)erhgtl:t
| 1->1 Sided 190%7 Jin gollatgd | ,A‘,”? | Upngh
Auto
[ A4 Trayl |=
[\ A4 Tray2 |= Custom Size
[P A3 Tray3 |= [P A3
[ A4 Tray4 |=J B A4
[ A4 MP Tray &) [P A4
[ A5

Full Color N | [J A5
R
wed

Here you will find the common A4 to A3 enlargement setting and A3 down to A4 setting.
Scroll up and down with your finger to view other paper & size settings.

Custom sizes can also be entered if you are copying onto a special size of paper/card.
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Copying
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Paper Source Duplex

CHEHEH Uncollated
[E]_] Offset

Finishing Bin

» COPYING: FINISHING MODE

Reduce/
Enlarge

Finishing | Original Size

Onwg—;
Orientat|

1->2 Side... Custom Collated Auto Uprigh

Auto

H # collated

Custom Size
@ ;.
off || O M
[P A4
B A5

[J A5

LA RN ] seee
Outputted copies in a
7 unit of set or page group
Collated Mode Uncollated Mode Offset Mode

Off

1 Staple -
1 Staple -
2 Staple -
2 Staple -

2 Staple -

Cancel

If you have the optional staple finisher
installed you can choose from the wide
range of staple positions as shown left.

Just turn on the staple option above.
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» COPYING: ORIGINAL SIZE MODE

More

SR N B O

oS s 5 Original
..... Finishing Original Size Orienrilantfon Original Type = Color Mode
Collated Auto Upright I... Text & Pri... Mono
Auto
; V' N
Custom Size
D5
off [\ A4
s @ A4
0 Wl [ A5
4 A 4

e o Bl .
o)

Whilst multi-function devices find it easier to detect standard sizes such as A4 and A3 you can still
place non standard sizes such as receipts and photos onto the copy glass. If the document size is not
automatically detected you may need to enter the size manually. Press Original Size to access this
feature as shown above. Or alternatively place a piece of A4 or A3 paper over the top.

1

A3

420mm

A4

297 mm

A5

_210mm

L 297 mm 4 210 mm 148 mm

Standard paper sizes used in multi-
function devices which can be placed in the
document feeder or on the copy glass.
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» COPYING: COLOUR OPTIONS

Darkness Auto Full Color

S o 7|53

@

Finishing

Collated

Off

O O B O

i : Original ios
Original Size Ofiantation Original Type Color Mode
! —
Auto Upright I... Text & Pri... Mono

Text & Printed Photo
Text & Glossy Photo
Newspaper

Printed Photo
Glossy Photo
Copied Original

Map

Light Original

Creates mono copies.
The most economical
way to copy.

Use this if your document is a
mix of colour and mono pages.

Creates colour and mono copies.

Full Color

Controls the lightness and
darkness of your copies.

0

Darkness
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» COPYING: ORIGINAL TYPE

Darkness.

More

Finishing
T

Collated

Original Size Gtz

Auto Upright I...

Orientation

Original Type Color Mode

Text & Pri...

Text & Printed Photo
Text & Glossy Photo
Newspaper

Printed Photo

Glossy Photo

Copied Original

Photo will optimise the quality for image based documents.

Text mode will optimise the quality to ensure the text is sharp and clear to read.

Others modes range from newspaper, map and light original.

These settings allow you to fine tune any documents that may not copy clearly.

Scroll up and down to view document original types. Choosing the one that corresponds to the type
of document you are copying will ensure the quality and clarity is optimised.

Text/photo will ensure the text is sharp and clear to read and any images are optimised.
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» SCANNING: SCAN TO

More @

(C) B4 username@surrey.ac.uk

EMAIL

Original

Duplex

Scan Options

File Name

File Format

o R IR

Darkness Mono Gray Color WM Resolution

PDF Options

Untitled_DQMMYYYY_HHMMSS

Return to homescreen
Press start to begin Press to view the Your email address Scans are sent
scanning your paper trays. Options will automatically directly to your own
documents. include the MP tray be displayed here. email address.
(manual feed) on the .
You can also side of the device. Start Scanning
start scanning by ) Ston Scannin
pressing the blue Use this for labels P 8
start button. & card. Reset to default
For other features On Hook dial tone
such as 2 sided scan, (only if you have a
scan resolution, file fax installed)
type and file name
scroll up and down
to view the options.
IT Services
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» PRINTING: PAPER SETTINGS

» PRINTING: BASIC SETTINGS

[ } = Test Page.pdf (1 page)

[} | Test Page.pdf (1 page)

Printer: Samsung B
Test Page Presets: = Default Settings B
Copies: [1 ‘ Two-Sided
Pages: © All
“From: 1 to: 1
Paper Size: A4 B 210 by 297 mm
Orientation: 'i\ ti
Layout
Pages per Sheet: 1 E
Layout Direction: Z S Vl l\]
10of 1
Border: None
Two-Sid
Long-Edge binding
Short-Edge binding |
? PDF n Hide Details Cancel m

Printer:  Samsung

[ o)

Test Page Presets: Default Settings
Copies: |1 | [ | Two-Sided
Pages: © All
“From: 1 to: 1
Paper Size: A4 B 210 by 297 mm
| oS Y
Orientation: ﬂi‘ T
Paper Feed
© Al Pages From: I
~ First Page F Printer Auto Selection
irst Page From MP Tray |
1of 1 Remaining From 113y 1 |
Tray 2
? | POF [ Hide Details R print |

Layout options can be found under the orientation option in the drop down menu.
Pages per Sheet gives you the option to print multiple pages side by side, or tiled on one page.
Layout Direction allows you to change the layout order.

Two Sided Printing has the option of Off, Long Edge Binding which is usually the default mode
where portrait documents are printed 2 sided. Short Edge Binding is normally used when printing
2 sided landscape documents.

The Paper Feed Settings option can be found under the orientation option in the drop down
menu.

All Pages From allows you to select which paper tray you wish to print from . If you want the first
page printed on a different type of paper to the rest of your document then click on First Page From
and select the tray where your first page is to be printed from. Then select where the rest of the
document is to be printed from by clicking Remaining From.
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» PRINTING: COLOUR AND QUALITY » PRINTING: FINISHING OPTIONS
SETTINGS

) - Test Page.pdf (1 page)
Colour Mode o = Test Page.pdf (1 page)
Grayscale is the Priter: | Samsung B
default_ thlS Test Page Presets: Default Settings B Printer:  Samsung B
produces Black & Copies: 1| [ Two-Sided .
- Presets: Default Sett
White documents Pages: OAI Test Page et | SeRE SR o
. From: |1 to: |1 Y e i
and is most cost Peper Sie: (0 B c1our207m Copies: |1 Two-Sided
effective. Orientation: T#] T Eages: OA"
. From: |1 to: 1
Click on the Colour Graphics/Paper B Sne [ AL B 2108250
Mode Opﬁon to Quality m Levels  Paper 2 J "
select colour for ColrMode v Cdor 1 Orientation: 1 #| |Tae
rayscale
colour printing and Je Black Optimization:  —w- g :
g~ ; CMYK Bypass: | Off Finishing %]
greyscale to print in
black only. RGB Color Simulator: | Printer Default Sort Options: | None B
Intent: = Standard
TIP: Remember to Soreen _ Enhanced B Suaple: (None B |
collect any colour 1of1 Staplo Position: | None
printing from a 2 poF [ Hide Detas Cancel Hole Punch: | None i
device that supports Hole Punch Pasition: | None :
colour output. ° ~ Test Page.pdf (1 page) Output Bin: | Printer Setting B
Fold: | None B
. . Printer: - Nona
Quali ty Options rinter:  Samsung B Pa Jone
Test page Presets: Default Settings B Sheet gy o
Sheets per Set (1-9)
Select higher print Copies: (1| [ Two-Sided
qualities by clicking Tl o
Quality then use Paper Size: | Ad B 2105y207mm ? . PDF B Hide Details Cancel m
Document Type orintation: [1#) |15
and Quality settings Graphice/Paper B
to adjust print - . s L
Justp Color__Levels _Paper Sort and Staple options can be found under the Finishing option in the drop down menu.
quahtY Document Type: = Standard B . . .
i Set Options: None will collate pages in sets on top of one another (stack).
1of1 Quality v Standard i
High Image Quality
Toner Save g Resolution i
Clear Text: | Off <] Staple allows you to staple your printed pages together. Click to view staple position options.
Edge Enhancement: = Normal B
Trapping: = Normal B
2 | POF [ Hide Details cancel | (TN
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