ORIENTATION TO THE HEALTH SCIENCE CENTER LRC

How to Use the Copier

Copies are 5 cents a copy; a two-side copy is 10 cents.

Control Panel Buttons - START - Green button on right side
NOTICE:  
If you have any problems, such as a paper jam, or running out of paper, please see one of the Office Staff to assist you.

I.  
Basic Copy Procedure


A.  
Using the Automatic Document Feeder

Use the Automatic Document Feeder to copy from one to 50 originals that are in good condition.

1.
Select the features and the quantity you desire. Select the desired copy mode to make one-side or two-sided copies from one-sided or two-sided originals.  Remember the first number represents the original, and the second number represents the copy.



2.
Slide your originals into the Automatic Document Feeder, face up.


3.
Adjust the Length Guide to the length or width of your originals.



4. 
Press Start to begin copying.


5.           When your copy job is finished, remove your copies from the Output Tray.


B.  
Using the Document Glass



Use the Document Glass to copy delicate or damaged originals and bound 


documents (such as books).  



1.
Select the desired paper size and the desired quantity if more than one copy is


required.



2.
Raise the ADF (Automatic Document Feeder).



3.
Place the original face down on the Document Glass.




( Align original with arrow on top left.  


4.
Lower the ADF.



5.
Press Start to begin copying and remove copies from the Sorter or Output Tray.

II.
Book Mode

A. Touch the “Image Adjustment” tab on the control screen. Touch “Bound Originals”.
B. Use this feature to make copies of books and other bound originals.  When the bound original is placed face down onto the Document Glass, you may select to copy the left page, the right page, or both pages of the book.  Touch the screen to make your selection.
C. Be sure to align the book with the center of the Document Glass.  Be sure to select the correct size paper. 

III. 
Scan Mode

A. The Xerox machine can be used to scan and e-mail to a TVCC e-mail address.  This service is free.  Press the Services Home button.  Select the E-mail option.  Select New Recipient and enter the e-mail address and select add or select Favorites and choose one of the pre-entered e-mails and add.  Press start.  When successful, the message “Complete” will appear.  You cannot scan to any e-mails other than a “@tvcc.edu” e-mail.  
B. To scan and save to a flash drive or print from a flash drive, insert the flash drive in the designated area on the left.  Select the option desired and follow the instructions. 
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