How to Log Into the Copier:

Enter Your Employee ID # for Access
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Employee 1D #

Press the Keyboard Icon

Use the Keypad to enter in
your User ID #

> Employee ID #
Please enter your identification number.
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Select OK
Enter Your Employee ID # for Access
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How to Release Print Jobs:

Counter po-automation

Select function to use.
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Release Utility

Select the Release Button

Release Station Job List

001/ 001
You can
e delete
$0.05 Test Page ]ObS from
thelist
$0.05 Self-Help Product Support | Konica here

$0.05 Google

List Update

Highlight by touching the jobs

Press the Start button once
that you want to print.

you have selected the jobs
that you want to print.
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Press the Keyboard Icon
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Use the Keypad to enter in
          your User ID #
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Select the Release Button
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Highlight by touching the jobs
       that you want to print. 
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Press the Start button once
you have selected the jobs 
    that you want to print. 
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You can 
  delete
jobs from
  the list
   here.
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Press the Color
option to change
your copy from
printing in Black
toprintingin
Color.

Press the Papef” option to
change the paper tray
that you copy is made
from

Highlight by selecting
who yo want to scan
your document to.
(Selecting 'Mée' scans
to yourself.)

Select the Simplex/
Duplex option to change
your scan from single-
sided to double-sided

How to Make a Copy:

Program Quick Copy

No. of Sets

! Ready to Copy

L Use the keypad and C to change the number of sets.
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Auto 100.0% 'BAYIRG"

Paper numu
Zombine

Select the Duplex option to change
your copy from two-sided to
single-sided

Check Setting

wanill

Do No|
Staple
Finishing

How to Scan:

Program po-automation
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Select desired destination(s).

¥ Fax can be sent at any time using the Keypad.

Paulette Bierzy
| chudek

Press the Menu Button to navigate back to
the main Menu Screen

Use the Keypad
to enter in the
guantity of copies

Pressing the'C'
button will bring
the quantity of
copiesback to 1

Press the blue start to make your copies

Job List

No. of Address

E
| Greta Binford

E-mail
Rian Brennan

|2 Email
- Greg Hermann

~ |2 Email
Kenneth Clifton | Lindy Gewin

| & E-mail
Deborah Lycan |

Press the Color option
to change your job to

E-mail

E-mail
Norma Velazqu
ez Ulloa

& E-mail
Gary Reiness

I QEmal
Margaret Metz

File Type

Simplex/
Duplex

R Emal - |[E

Tamily Weissg

Scan Size

scanning in color

Select the blue Start
button to scan your job
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Press the Menu Button to navigate back to 
the main Menu Screen
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Use the Keypad
to enter in the 
quantity of copies
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Pressing the 'C' 
button will bring
the quantity of 
copies back to 1
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Press the blue start to make your copies
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Select the Duplex option to change
your copy from two-sided to 
single-sided
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Press the Paper option to
change the paper tray 
that you copy is made 
from
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Press the Color
option to change
your copy from 
printing in Black
to printing in 
Color.
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Highlight by selecting
who yo want to scan
your document to.
(Selecting 'Me' scans
to yourself.)
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Select the Simplex/
Duplex option to change
your scan from single-
sided to double-sided
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Press the Color option
to change your job to 
scanning in color
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Select the blue Start 
button to scan your job

kgroth

kgroth

kgroth

kgroth

kgroth

kgroth

kgroth

kgroth

kgroth

kgroth

kgroth


