HOW TO LOG IN VISION
/

| O safetom v Fillin fields and tap OK

User name

[

Password

To login tap your card against the card reader.

To log in manually, press the option on the home screen you wish to use (i.e. 'Print', 'Copy' or 'Scan') and you will
be directed to a sign in page. Sign in using your network ID and password and tap ‘OK’

Please note:

You can also sign in by selecting th 'Sign-in' button on the top menu bar.

You must ensure that the 'SafeCom' option is selected in the top left drop-down in order to sign on to the network
in this way.
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Can we add an example of format of login details 


HOW TO RELEASE A PRINT

Tap the ‘Pull Print’ icon to access the Document list.

The latest document sent to print will appear at the top of the list

@ Reset  Signin
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Tap ‘Print all’ to print all documents ('Print all' will
only print one copy of each document)

Copies

Tap the 'check box' next to the documents you wish to print.

Tap ‘Print’ to print the selected documents

Tap ‘Delete’ to delete the selected documents

Tap ‘Info’ to see information about the selected documents,
including cost, double sided and use of colour

VISION
/

Tap ‘Refresh’ to update the list of documents.
Any pending documents will appear that have
been received by the printer after the user has
logged in.

To change the number of copies you wish to
print tap the number next to ‘Copies’. On the
keypad that appears insert the number of

copies.alLwish io nrin
1| 2|3
a4 5 6
7| 8]0
0



00900290
Highlight
Not sure we need this bit?

00900290
Highlight
'Print all' - can it also be made bold

00900290
Highlight
Should this also be in bold and quotation marks?


HOW TO COPY - AUTOMATIC DOCUMENT FEEDER VISION

This type of copying is beneficial for multiple and double sided pages

Place the documents you wish to copy in the automatic
document feeder (ADF) - The first page you wish to copy place
face up

1-sidedto 1-sided >

Color/Black

Automatically detect >

1-sided to 1-sided >

Color/Black

Automatically detect >

Quick Sets and Defaults

Quick Sets and Defaults

Load >f Save >

Touch to scan and preview.

Set options marked with the
triangle before scanning.

»
Tap the“Copy’ icon to copy the documents placed in
the automatic document feeder (ADF)

Options

Reset  Signin ] ] Once you have selected all your options tap ‘Hide Options’
Tap the ‘Options’ button for copy options such as:

Manchester
Metropolitan

University Black & white (or colour) If you wish to change the number of copies_ tap the number
next to Copy. On the keypad that appears insert the

Dupl le si
=== uplex (double sided) number of copies you wish to have
2l 121

Pultprint o scantoEmal i Tap ‘Copy’ to complete copying your document

Original Sides
®) 1-sided
A ically detect 2-sided
[~ staple
None

D Watermark Output Sides
Hane ® 1-sided

m Stamps. 2-sided
one
[3 Scan Mode
Standard document
D Reduce/Enlarge
Automatic
[T image shirt

Hide Optians
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HOW TO COPY - SCANNER BED

This type of copying is beneficial for one page, one sided documents that are smaller than A4 & A5

Place the documents you wish to
copy in the scanner bed- Ensure
the page you wish to copy is face
down

Tap the ‘Copy’ icon to copy the documents placed in the
scanner bed

@ Reset  Signin
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Hone
D Watermark
None
m Stamps.

wone

T=] Secan Mode
Standard document

D Reduce/Enlarge
Automatic

-1 hift

Hide Dptions

1-sided to 1-sided >

Color/Black

Automatically detect >

Quick Sets and Defaults

Load > Save >

Touch to scan and preview.

Set options marked with the
triangle before scanning.

Options

Tap the ‘Options’ button for copy options such as:

Black & White or Colour
Duplex (double sided)

{  sides { Color/Black
Original Sides B, Automaticaly datect
ided .
@) 1-sided
2-sided
[@] Buack/Gray
Output Sides
8 1-sided

2-sided

D Reduce/Enlarge
Automatic
[T Image Shift

o

VISION

1-sided to 1-sided >

Color/Black

Automatically detect >

Quick Sets and Defaults

Load >f Save >

Once you have selected your options, tap ‘Hide Options’
If you wish to change the number of copies tap the number

next to Copy. On the keypad that appears insert the
number of copies you wish to have

Tap ‘Copy’ to complete copying your document




HOW TO SCAN TO EMAIL - AUTOMATIC DOCUMENT FEEDER

This type of scanning is beneficial for multiple and double sided pages

Place the documents you wish to scan in the automatic
document feeder (ADF) - The first page you wish to scan place
face up

Tap the ‘Scan to E-mail’ icon to scan the documents placed in
the automatic document feeder (ADF)

Reset  Signin
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*5 Scan to Email D Scan to Email

Options

D File Type and Resolution
PDF, 200 dpi

D Original Sides
1-sided

®
@ 3 i

| Color/Black
@ ) s E Automatically detect color or black
®
®

Scanned Document

Standard document

i m Scan Mode

Seanned_doc.pet Touch to scan and preview. [—‘-.‘ Original Size
== Any Size
Set options marked with the | EI Content Orientation

The following document was scanned and triangle before scanning.

sent by email to this address.

Portrait
(b Image Adjustment
Standard

* i
Quick Sets and Defaults [~ optimize Text/Picture

Options Hide Options

Tap the ‘Options’ button for scan options such as: Tap ‘Send’ to complete scanning your document(s)

Black & White or Colour
Duplex (double sided)

D Scan to Email "> Scan to Email

¢  Ctolor/Black Options ¢ original Sides

[7] Fe Tyoe and Resolution B} Automaticlly detect colr a lack [7) Fe Typeand Resolution ®) 1-sk0ed
PDF, 200 d;

JF, 200 dp

D Original Sides [7Te] Automatically getact calor ar gray R croneises 2-sided
1-sided

1-sided

By ColorfBlack g (] cowr ) ColorfBlack

Automatically detect calor o black

lj Scan Mode

Automatically detect colo black
(@] BlackiGray Automatical ct color or bl

m Scan Mode

Standard document Black Standard document
E&, Original Size [!.\ Original Size
-5 Any Size A 2l o s ed -3 any Size
@ ontent Orientation ki *- 9 E] Content Orientation
Portrait blacl v Portrait

1—() Image Adjustment (\O Image Adjustment

Standard

Standard

[~ Optimize Text/Picture [ Optimize Text/Picture

Hide Options
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Touch to scan and preview.

Set options marked with the
triangle before scanning.




HOW TO SCAN TO EMAIL - SCANNER BED

This type of scanning is beneficial for one page, one sided documents that are smaller than A4 & A5

Place the documents you wish to
scan in the scanner bed- Ensure
the page you wish to scan is face
down

-

Tap the ‘Scan to E-mail’ icon to Scan the documents
placed in the automatic document feeder (ADF)

@ Reset  Signin
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“> Scan to Email

Seanned_doc. pdf Touch to scan and preview.

Set options marked with the

0]
0]
Scanned Document ®
@
@

The following document was scanned and
sent by email to this address,

triangle before scanning

Quick Sets and Defaults

Options

Click the options button for Scan options such as:

Black & White or Colour
Duplex (double sided)

"> Scan to Email D Scan to Email

Options {  Ccolor/Black Options {  Original Sides

D File Type and Resolution
POF. 20

D Original Sides
1-sided
) ColorfBlack

Autom t color or black

m Automatically detect color or black File Type and Resolution
_ K BDF, 200 dp ® 1-sided
‘ Original Sides 2-sided
1-sided
El Color/Black
Automatically detect color or black
[®] sackseray au ically detect color or bla
: Scan Mode

: Black Standard document

[&i Original Size
S fny Size

+Te] Automatically detact color or gray

Standard docu
[}, Original Size

-2 Any Size f“Autamatically

@ Content Orientation E] Content Orientation
Porait Portrait

5y Image Adustment (% Image Adjustment
D cncare P ceanderd

[~1 Optimize Text/Picture [ Optimize Text/Picture

Hide Options

D Scan to Email

Options

D File Type and Resolution
PDF, 200 dpi

D Original Sides
1-sided

E Color/Black

Automatically detect color or black

m Scan Mode

Standard document
E.‘.\ Original Size
~-= Any Size
E‘ Content Orientation
Portrait
(b Image Adjustment
Standard

[~ optimize Text/Picture

Hide Options

Tap ‘Send’ to complete Scanning your document(s)
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Touch to scan and preview.

Set options marked with the
triangle before scanning.




HOW TO LOAD PAPER TRAYS (TRAYS 1-4) “VISION

IF NEEDED : Before loading paper, adjust the paper-width

guides by holding down the blue lock/unlock toggle switch on Adjust the paper-length guide by pushing in at
the rear paper-width guide, pinching the blue adjustment the bottom of the blue adjustment latch while
Pull the tray out carefully latch on the front paper-width guide, and then sliding the sliding the guide to the size of the paper being I
guides to the fully open position used

W

A\

Square the paper and load it with the print
side facing up

g
| ‘

Fan sheets before loading so that multiple sheets of
paper do not stick to each other and are not fed at
once
Do not stack the paper over the limit mark

While pressing the release lever, adjust the Push the tray in the original position carefully.
side and end fences to the paper size To return the completely pulled out tray to the original
position, push the tray straight in

If the paper tray is damaged, it may cause a paper jam. Also,
if you push the tray forcibly, the side fence of the tray may be
moved
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HOW TO LOAD BYPASS TRAY - FOR CUSTOM PAPER VISION

Open Bypass Tray Pull out the tray extension to support the paper Use the adjustment latch to spread the paper guides outward I

Load paper in the tray Using the adjustment latch, adjust the
Make sure that the paper fits under the fill-line on the side guides so that they lightly touch
paper guides the paper stack, but do not bend it
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