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 How to use the control panel

	 Learning	about	the	printer		–	Printer	configurations

Open Help screen

Display

Submit/Start button

Clear all/Reset button

Home button

Front door 
release but-
ton

Optional 250 
or 550 sheet 
tray

Stop or Can-
cel button

Indicator light

Sleep

100 sheet
 multipurpose feeder

Standard bin

ADF bin

Control panel

Automatic document
 feeder (ADF)

Keypad

Paper stop

Standard 250 
sheet tray

ADF tray
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1. Load document(s) in tray face up or place document(s) on 
glass face down 

2. Select scan to email from the main menu

3. Select the desired scan shortcut 
(use arrow to scroll to next page)

4. Press the Start button

 Basic Scan Functions  – Scan to email  Basic Scan Functions  – How to create an email shortcut

1. Load document(s) in tray face up or place 
document(s) on glass face down 

2. Select Copy from the main menu

3. Select required copy setting. For example 
zoom, duplex, etc 

4. Enter the number of copies
from the keypad

5. Press Submit/Start

 Copy operations - Basic copy screen

Copy

Menu icon

1. Load document(s) in tray face up or place document(s)
on glass face down 

2. Select Copy from the main menu

3. Enter the number of copies from the keypad

4. Press Submit/Start

 Basic copy functions – Make a copy

Scroll icon

Status message bar
Status/Supplies

Fax
Email

FTP

 Touch screen  – Main menu

 Basic Fax Function  – How to Fax

1. Load document(s) in tray face up or place document(s) 
on glass face down 

2. Select the Fax icon from the main menu

3. Enter the fax number then select Fax It


