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Access to Copy Functionality 

Once authentication has been successful the logged in user can access copy functionality when the 

copy icon is selected on Page 1 of the Home Screen of the device.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Access Copy Functionality 

When the copy function key is selected the user will be taken to the copy home screen page.   

 

The Copy Screen Menu and an Explanation of Key Functions 



Key Copy Functionality 

The following provides an explanation of the key copy functionality.  The image below shows where 

to access the key elements of copy functionality. 

 

 

        

 

 

 

 

 

 

 

 

The Key Elements of Copy Functionality 

Colour Mode 

“Colour Mode” allows the user to select mono, colour, single or two colour output.  The Sharp devices 

will default to produce output in mono.  However, the user will have the ability to change this setting.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      How to Change Between Mono and Colour Output 



Original 

“Original” allows the user to specify the size of the original document which is to be copied.  The device 

will default to “Auto”, however, the user has the ability to manually set the size of the original.     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          How to Set the Original Size Manually 

 

Paper Select 

“Paper Select” allows the user to specify which tray they want the device to pull the paper from.   The 

device will default to “Auto”, which means the device will match the paper in the trays to the size and 

orientation of the original.  However, the user has the ability to see what paper is contained in each 

paper drawer and select a drawer manually.     

 

 

 

 

 

 

 

 

 

 

 

 

 

              How to Select Paper from a Particular Paper Tray 



2 Sided Copy 

“2 Sided Copy allows the user to change between simplex (single) and duplex (double) sided settings.  

The devices will default to produce a single sided-copy from a single sided original, however, the user 

has the ability to change this.   

 

 

              How to Change Between Simplex and Duplex Modes 

Copy Ratio 

The Sharp devices are set to reproduce at 100%.  However, the user can reduce and enlarge the copy 

output using preset % increases and % decreases – or by single % increments.   

 

 

 

 

 

 

 

 

 

          How to Change The Copy Ratio 



Exposure 

The exposure on the Sharp devices is set to “Auto”.  However, the exposure level can be set manually 

using the slider shown in the image below.    In addition, there are a number of presets which can be 

used to determine the type of original which is being copied. 

 

 

 

 

 

 

 

 

 

 

             How to Change The Exposure/Original Type 

Staple Sort 

On devices which have a staple sorter fitted the user will get presented with the staple options and 

positions which are available.  

 

 

 

 

 

 

 

 

 

           Staple Options and Positions 



Others 

The “Others” key shows features and functions (other than those explained in 1 to 10 on the previous 

pages) on the Sharp MFPs which are available for user selection.   

 

 

 

 

 

 

 

 

 

             “Other” Features and Functions Accessible Via the “Others” Key 

Separator Page 

 

  



Dual Page Copy 
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Favourites 

Settings which have been assigned to a regular copy job can be named, saved and accessed as a 

favourite job.  These are accessed via which is shown on the bottom left of the copy home 

page.   

 

 

 

 

 

 

 

        Examples of Copy Jobs Which Have Been Registered as Favourites 

The favourites are created from the copy home page once the functions or settings have been applied.   

Once settings have been applied,  these can be reviewed via the button       located in the bottom 

left-hand corner of the copy home page.   

 

 

 

 

 

 

 

 

 

 

           How to Review Functions and/or Settings Applied to a Copy Job 

 

Once the user is happy with the settings they can register the program as a favourite by selecting the 

Program registration key on the right-hand side.   



 

 

How to Register Copy Job Settings as a Favourite  

The user will then get shown a list of current favourites and will be prompted to select a program 

number to register a new favourite.  They will then get prompted to create a name for the favourite.   

 

    Selecting a Program No to Register as a Favourite 



Job Preview Feature 

The job preview feature can be accessed from the right-hand side of the copy homepage.   The preview 

button becomes “active” when the user puts an original into the document feeder or onto the platen 

glass. 

 

 

 

 

 

 

 

 

 

How to Access Job Preview Functionality 

Once preview has been selected, the MFP will begin to feed in the pages – which will be displayed for 

the user to view prior to starting the copy process.   

 

 

 

 

 

 

 

 

 

 

      Preview of Original Documents Prior to Starting the Copy Process 

Once all of the pages which constitute the original document have been fed in, the buttons highlighted 

above with the red box allow the user to view the pages  in different ways: 



 One at a time; 

 As tiled pages; 

 By swipe – page at at time; 

 

  

The “edit” button shown above is the first button located on the toolbar within the preview 

homescreen.  This button can be used to allow the user to edit the pages of the original document 

which have been scanned.   

The edit button displays all the pages which make up the original, and allows the user to “edit” each 

page individually.  For example, the user has the ability to: 

 Change the page orientation – if the pages have been scanned in upside down; 

 Delete pages; 

 Move pages around in terms of their position in the document; 

 Insert blank pages; 

 Specify chapter inserts; 

The image overleaf provides an illustration of how edit mode can be used. 

 

 

 

 

 

 

 

 

 

 

        Rotating a Page in Edit Mode Using Finger Touch 

 



Once the edit has been complete, “End Edit” returns the user to the preview homepage where the 

copy job can be started.   

 

 

 

    

Preview Homepage Where the Copy Job Can Be Started 

 


