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Important Safety Instructions

15A8-000

The content described in this chapter is for the prevention of damage to property and injury to users of the machine
and others. Before using this machine, read this chapter and follow the instructions to properly use this machine. Do
not perform any operations not described in this manual. Canon will not be responsible for any damages resulting
from use not described in this manual, improper use, or repair/changes not performed by Canon or a third party
authorized by Canon.
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Installation

15A8-001

To use this machine safely and comfortably, carefully read the following precautions and install the machine in an
appropriate location.

/\ WARNING

Do not install in a location that may result in a fire or electrical shock

A location where the ventilation slots are blocked
(too close to walls, beds, rugs, or similar objects)

A damp or dusty location

A location exposed to direct sunlight or outdoors
A location subject to high temperatures

A location exposed to open flames

Near alcohol, paint thinners or other flammable substances

Other warnings
Do not connect unapproved cables to this machine. Doing so may result in a fire or electrical shock.

Do not place necklaces and other metal objects or containers filled with liquid on the machine. If foreign
substances come in contact with electrical parts inside the machine, it may result in a fire or electrical shock.

When installing and removing the optional accessories, be sure to turn OFF the power, unplug the power
plug, and then disconnect all the interface cables and power cord from the machine. Otherwise, the power
cord or interface cables may be damaged, resulting in a fire or electrical shock.

Do not use near any medical equipment. Radiowaves emitted from this machine may interfere with medical
equipment, which may cause a malfunction and result in serious accidents.

If any foreign substance falls into this machine, unplug the power plug from the AC power outlet and
contact your local authorized Canon dealer.

/\ CAUTION

Do not install in the following locations
The machine may drop or fall, resulting in injury.

Unstable location

Location exposed to vibrations

Other cautions
When carrying this machine, follow the instructions in this manual. If carried improperly, it may fall, resulting
in injury.
When installing this machine, be careful not to get your hands caught between the machine and the floor or
walls, or between the paper drawers. Doing so may result in injury.
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IMPORTANT

Do not install in the following locations that may result in damage

A location subject to dramatic changes in temperature or
humidity

A location near equipment that generates magnetic or
electromagnetic waves

A laboratory or location where chemical reactions occur
A location exposed to corrosive or toxic gases

A location that may warp from the weight of the machine or
where the machine is liable to sink (a carpet, etc.)

Avoid poorly ventilated locations

This machine generates a slight amount of ozone, etc. during normal use. Although sensitivity to ozone, etc.
may vary, this amount is not harmful. Ozone, etc. may be more noticeable during extended use or long
production runs, especially in poorly ventilated rooms. It is recommended that the room where the machine
operates be appropriately ventilated to maintain a comfortable working environment. Also avoid locations
where people would be exposed to emissions from the machine.

Do not install in a location where condensation occurs

Water droplets (condensation) may form inside the machine when the room where the machine is installed is
heated rapidly, and when the machine is moved from a cool or dry location to a hot or humid location. Using
the machine under these conditions may result in paper jams, poor print quality, or damage to the machine. Let
the machine adjust to the ambient temperature and humidity for at least 2 hours before use.

When using wireless LAN (MF244dw / MF232w)
Set the machine at a distance of 50 m or less from the wireless LAN router.

Do not set machine in a location where any object blocks communication. The signal may be degraded when
passing through walls or floors.

Keep the machine as far as possible from digital cordless phones, microwave ovens, or other equipment that
emit radio waves.

In altitudes of above sea level 3,000 m or higher

Machines with a hard disk may not operate properly when used at high altitudes of about 3,000 meters above
sea level, or higher.
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Power Supply

15A8-002

This machine is compatible with voltages of 220 to 240 V, and electrical frequency of 50/60 Hz.

/\ WARNING

Use only a power supply that meets the specified voltage requirements. Failure to do so may result in a fire
or electrical shock.

Do not use power cords other than the one provided, as this may result in a fire or electrical shock.

The provided power cord is intended for use with this machine. Do not connect the power cord to other
devices.

Do not modify, pull, forcibly bend, or perform any other act that may damage the power cord. Do not place
heavy objects on the power cord. Damaging the power cord may result in a fire or electrical shock.

Do not plug in or unplug the power plug with wet hands, as this may result in an electrical shock.

Do not use extension cords or multi-plug power strips with the machine. Doing so may result in a fire or
electrical shock.

Do not wrap the power cord or tie it in a knot, as this may result in a fire or electrical shock.

Insert the power plug completely into the AC power outlet. Failure to do so may result in a fire or electrical
shock.

Remove the power plug completely from the AC power outlet during a thunder storm. Failure to do so may
resultin a fire, electrical shock, or damage to the machine.

/\ CAUTION

Install this machine near the power outlet and leave sufficient space around the power plug so that it can be
unplugged easily in an emergency.

Do not connect the machine to an uninterruptible power source.

If plugging this machine into an AC power outlet with multiple sockets, do not use the remaining sockets to
connect other devices.

Do not connect the power cord into the auxiliary outlet on a computer.

Electrical noise may cause this machine to malfunction or lose data.
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Handling

15A8-003

/\ WARNING

Immediately unplug the power plug from the AC power outlet
and contact an authorized Canon dealer if the machine makes
an unusual noise, emits an unusual smell, or emits smoke or
excessive heat. Continued use may result in a fire or electrical
shock.

Do not disassemble or modify this machine. There are high-
voltage and high-temperature components inside the machine
which may result in a fire or electrical shock.

Place the machine where children will not come in contact with the power cord and other cables or internal
and electrical parts. Failure to do so may result in unexpected accidents.

Do not use flammable sprays near this machine. If flammable substances come into contact with electrical
parts inside this machine, it may result in a fire or electrical shock.

When moving this machine, be sure to turn OFF the power of this machine and your computer, and then
unplug the power plug and interface cables. Failure to do so may damage the power cord or interface
cables, resulting in a fire or electrical shock.

When plugging or unplugging a USB cable when the power plug is plugged into an AC power outlet, do not
touch the metal part of the connector, as this may result in an electrical shock.

If you are using a cardiac pacemaker
This machine generates a low level magnetic flux. If you use a cardiac pacemaker and feel abnormalities, please
move away from this machine and consult your physician immediately.

/\ CAUTION

Do not place heavy objects on this machine as they may fall, resulting in injury.
For your safety, please unplug the power cord if the machine will not be used for a long period of time.
Use caution when opening and closing covers to avoid injury to your hands.

Keep hands and clothing away from the rollers in the output area. If the rollers catch your hands or clothing,
this may result in personal injury.
The inside of the machine and the output slot are very hot during and immediately after use. Avoid contact

with these areas to prevent burns. Also, printed paper may be hot immediately after being output, so use
caution when handling it. Failure to do so may result in burns.
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/\ CAUTION

PN e Tl e e

When copying with a thick book placed on the platen glass, do not press the feeder or the platen glass cover
forcefully. Doing so may damage the platen glass and result in injury.

Be careful not to drop a heavy object, such as a dictionary, on the platen glass. Doing so may damage the
platen glass and result in injury.

Laser beam

If the laser beam should escape and enter your eyes, exposure may cause damage to your eyes.

IMPORTANT

When transporting the machine
To prevent damage to the machine during transport, perform the following.

Remove the toner cartridges.
Securely pack the machine in the original box with packing materials.
If the operating noise concerns you

Depending on the use environment and operating mode, if the operating noise is of concern, it is
recommended that the machine be Installed in a place other than the office.

Other precautions
Follow the instructions in the caution label attached to this machine.
Avoid shaking or applying shock to this machine.

Do not forcibly open and close doors, covers, and other parts. Doing so may result in damage to the
machine.

Do not touch the contacts ({:}). Doing so may result in damage to the machine.

Do not turn OFF the machine during printing. Also, do not open and close the cover and do not remove or
insert paper during printing. Doing so can cause paper jams.
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Maintenance and Inspections

15A8-004

Clean this machine periodically. If dust accumulates, the machine may not operate properly. When cleaning, be sure to
observe the following. If a problem occurs during operation, see ©Troubleshooting(P. 339) . If the problem cannot
be resolved or you feel the machine requires an inspection, see ©When a Problem Cannot Be Solved(P. 374) .

/\ WARNING

Before cleaning, turn OFF the power and unplug the power plug from the AC power outlet. Failure to do so
may result in a fire or electrical shock.

Unplug the power plug periodically and clean with a dry cloth to remove dust and grime. Accumulated dust
may absorb humidity in the air and may result in a fire if it comes into contact with electricity.

Use a damp, well wrung-out cloth to clean the machine. Dampen cleaning cloths with water only. Do not use
alcohol, benzenes, paint thinners, or other flammable substances. Do not use tissue paper or paper towels.
If these substances come into contact with electrical parts inside the machine, they may generate static
electricity or result in a fire or electrical shock.

Check the power cord and plug periodically for damage. Check the machine for rust, dents, scratches,
cracks, or excessive heat generation. Use of poorly-maintained equipment may result in a fire or electrical
shock.

/\ CAUTION

The inside of the machine has high-temperature and high-voltage components. Touching these components
may result in burns. Do not touch any part of the machine that is not indicated in the manual.

When loading paper or removing jammed documents or paper, be careful not to cut your hands with the
edges of the paper.

When removing jammed paper or replacing toner cartridges, be careful not to get any toner on your hands or
clothing. If toner gets on your hands or clothing, wash them immediately with cold water.
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Consumables

15A8-005

/\ WARNING

Do not dispose of used toner cartridges in open flames. Also, do not store toner cartridges or paper in a
location exposed to open flames. This may cause the toner to ignite, and result in burns or fire.

If you accidentally spill or scatter toner, carefully gather the toner particles together or wipe them up with a
soft, damp cloth in a way that prevents inhalation. Never use a vacuum cleaner that does not have
safeguards against dust explosions to clean up spilled toner. Doing so may cause a malfunction in the
vacuum cleaner, or result in a dust explosion due to static discharge.

If you are using a cardiac pacemaker

Toner cartridges generate a low level magnetic flux. If you use a cardiac pacemaker and feel abnormalities,
please move away from toner cartridges and consult your physician immediately.

/\ CAUTION

Use caution not to inhale any toner. If you should inhale toner, consult a physician immediately.

Use caution so that toner does not get into your eyes or mouth. If toner should get into your eyes or mouth,
immediately wash with cold water and consult a physician.

Use caution so that toner does not come into contact with your skin. If it should, wash with soap and cold
water. If there is any irritation on your skin, consult a physician immediately.

Keep the toner cartridges and other consumables out of the reach of small children. If toner is ingested,
consult a physician or poison control center immediately.

Do not disassemble or modify the toner cartridge. Doing so may cause the toner to scatter.

Remove the sealing tape of the toner cartridge completely without using excessive force. Doing otherwise
may cause the toner to scatter.

Hold the toner cartridge correctly as shown. Do not stand it up or turn it upside-down.

Do not touch the toner cartridge memory ({-11) or the electrical contacts (/).
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Do not scratch the drum surface (1.=)) or expose it to light.

Do not remove the toner cartridge from this machine or from the protective bag unnecessarily.

The toner cartridge is a magnetic product. Keep it away from floppy disks, disk drives, and other devices that
can be affected by magnetism. Failure to do so may result in data loss.

Store in the following environment to ensure safe and satisfactory use.
Storage temperature range: 0 to 35°C
Storage humidity range: 35 to 85% RH (relative humidity/no condensation)”

Store without opening until the toner cartridge is to be used.

When removing the toner cartridge from this machine for storage, place the removed toner cartridge into
the original protective bag or wrap it with a thick cloth.

When storing the toner cartridge, do not store it upright or upside down. The toner will solidify and may not
return to its original condition even if it is shaken.

* Even within the storable humidity range, water droplets (condensation) may develop inside the toner cartridge if there is a
difference of temperature inside and outside the toner cartridge. Condensation will adversely affect the print quality of
toner cartridges.

Locations exposed to open flames

Locations exposed to direct sunlight or bright light for five minutes or more

Locations exposed to excessive salty air

Locations where there are corrosive gases (i.e. aerosol sprays and ammonia)

Locations subject to high temperature and high humidity

Locations subject to dramatic changes in temperature and humidity where condensation may easily occur
Locations with a large amount of dust

Locations within the reach of children

Please be aware that there are counterfeit Canon toner cartridges in the marketplace. Use of counterfeit toner
cartridge may result in poor print quality or machine performance. Canon is not responsible for any
malfunction, accident or damage caused by the use of counterfeit toner cartridge.

For more information, see canon.com/counterfeit.

10



Important Safety Instructions

Availability period of repairing parts and toner cartridges

The repairing parts and toner cartridges for the machine will be available for at least seven (7) years after
production of this machine model has been discontinued.

Toner cartridge packing materials
Save the protective bag for the toner cartridge. They are required when transporting this machine.
The packing materials may be changed in form or placement, or may be added or removed without notice.

Dispose of the removed sealing tape according to local regulations.

When disposing of a used toner cartridge

Place the toner container into its protective bag to prevent the toner from scattering, and then dispose of the
toner cartridge according to local regulations.

11
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Basic Operations

15A8-006

This chapter describes basic operations, such as how to use the operation panel or how to load the paper and
documents, that are frequently performed to use the functions of the machine.

m Parts and Their Functions

This section describes the exterior and interior parts of the machine and their functions, as well as how to use the keys
on the operation panel and how to view the display. ©Parts and Their Functions(P. 15)

m Using the Operation Panel
This section describes how to toggle the display and select items. ©Using the Operation Panel(P. 33)

m Placing Documents

This section describes how to place documents on the platen glass and in the feeder. ©Placing Documents(P. 38)

mLoading Paper

This section describes how to load the paper into the paper drawer and manual feed slot. ©Loading Paper(P. 42)

13
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m Entering Quiet Mode

This section describes how to place the machine in quiet mode to reduce operation sound. ©Entering Quiet
Mode(P. 57)

o
~==
™ ;55'3»

m Entering Sleep Mode
This section describes how to set the sleep mode. ©Entering Sleep Mode(P. 59)

i

m Setting Auto Shutdown Time

This section describes how to enable the <Auto Shutdown Time> setting. ©Setting Auto Shutdown Time(P. 61)
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Parts and Their Functions

15A8-007

This section describes the parts of the machine (exterior, front and back side, and interior) and how they function. In
addition to describing the parts of the machine used for such basic operations as placing documents, loading paper,
and replacing the toner cartridges, this section also describes the keys on the operation panel and display. Read this
section for tips on how to use the machine properly.

OFront Side(P. 16)
©OBack Side(P. 18)
Olnterior(P. 20)
OManual Feed Slot(P. 21)
(OPaper Drawer(P. 22)
OOperation Panel(P. 23)
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Front Side

15A8-008

MF244dw

MF232w / MF231

[} Document feeder tray (MF244dw)

Open to load an original in the feeder. ©Placing Documents(P. 38)

) Feeder (MF244dw)

Automatically feeds documents into the machine for scanning. When two or more sheets are loaded in the
feeder, documents can be scanned continuously. ©Placing Documents(P. 38)

E] Operation panel

The operation panel consists of keys such as the numeric keys and [Start] key, a display, and status indicators.
You can perform all the operations and specify settings from the operation panel. You can move it up or
down so it is easier to operate. ©Operation Panel(P.23) ©Display(P. 30)
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Output tray
Printed paper is output to the output tray.

Lift handles
Hold the lift handles when carrying the machine. ©Relocating the Machine(P. 393)

Power switch

Turns the power ON or OFF. To restart the machine, turn OFF the machine, wait for at least 10 seconds, and
turn it back ON.

Paper stopper
Prevents paper that has been output after printing from falling.

Manual feed slot

Load the paper into the manual feed slot when you want to temporarily use a type of paper different from
that which is loaded in the paper drawer. ©Loading Paper in the Manual Feed Slot(P. 47)

Paper drawer

Load the type of paper you frequently use into the paper drawer. ©Loading Paper in the Paper
Drawer(P. 44)

Scanning area (MF244dw)

Documents loaded in the feeder are automatically fed to the scanning area for scanning.

Platen glass

Place documents to copy or scan here. For MF244dw, use the platen glass to place thick or bound documents
such as books when they cannot be loaded in the feeder. ©Placing Documents(P. 38)

Ventilation slots (MF244dw)

Air from inside the machine is vented out to cool down the inside of the machine. Note that placing objects in
front of the ventilation slots prevents ventilation. ©Installation(P. 3)

Platen glass cover (MF232w / MF231)

Open to place documents on the platen glass. ©Placing Documents(P. 38)
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Back Side

15A8-009

MF244dw

MF232w / MF231

£} Rating label

The label shows the serial number, which is needed when making inquiries about the machine. ©When a
Problem Cannot Be Solved(P. 374)

) Rear cover (MF244dw)

Open the rear cover when clearing paper jams. ©Clearing Jams(P. 341)

] USB port

Connect a USB cable when connecting the machine and a computer. For connection steps, see "Getting
Started". ©Manuals Included with the Machine(P. 425)

3 LAN port (MF244dw / MF232w)

Connect a LAN cable when connecting the machine to a wired LAN router, etc. For connection steps, see
"Getting Started". ©Manuals Included with the Machine(P. 425)
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Power socket

Connect the power cord. For connection steps, see "Getting Started". @ Manuals Included with the
Machine(P. 425)
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Interior

15A8-00A

Operation panel

Lift this panel to replace the toner cartridges or clear paper jams. ©@How to Replace Toner
Cartridges(P. 390) (©Clearing Jams(P. 341)

Toner cover

Open this cover to replace the toner cartridges or clear paper jams. ©How to Replace Toner
Cartridges(P. 390) (©Clearing Jams(P. 341)

Paper exit guide
Open this guide to clear paper jams. ©Clearing Jams(P. 341)

LINKS

OHow to Replace Toner Cartridges(P. 390)
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Manual Feed Slot

15A8-00C

2 Manual feed cover
Open this slot to load paper in the manual feed slot.

] Paper guides
Adjust the paper guides to exactly the width of the loaded paper to ensure that paper is fed straight into the
machine.

LINKS

OLoading Paper in the Manual Feed Slot(P. 47)
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Paper Drawer

15A8-00E

Dust cover
Open this cover to load paper in the paper drawer.

Paper guides

Adjust the paper guides to exactly the size of the loaded paper to ensure that paper is fed straight into the
machine.

LINKS

OLoading Paper in the Paper Drawer(P. 44)
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Operation Panel

15A8-00F

OMF244dw / MF231(P. 23)
©OMF232w(P. 26)

M MF244dw / MF231
1] 5

COPY / & SC/

o

4

Y
« » 7 | Paper Save ﬂ
v |

Copy

PORS  TUV > O '

[Menu] key
Press to start specifying many of the settings for the machine, such as <Timer Settings> or <Preferences>. ©
Setting Menu List(P. 285)

[COPY/SCAN] key

Press to switch the mode to copy or scan.
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[ID Card Copy] key

Press to enter a mode for copying the front and back sides of a driver's license or other ID card onto the
same side of a page at actual size. ©Copying Both Sides of an ID Card onto One Page(P. 81)

Display
Displays the operation and status screens for copying and other functions, as well as the status of the

machine and error information. Also, view the screen when specifying the settings of the machine.
Display(P. 30) Using the Operation Panel(P. 33)

[Reset] key

Press to cancel the settings and restore the previously specified settings.

[ € 1key
When specifying settings, press to return to the previous screen.
When entering text, press to move the cursor to the left.

Press to decrease a setting value such as density for scanning, copying, etc.

[ A ]key

When specifying settings, press to select the item above the currently selected item.

When changing setting values, press to increase a value.

[ > 1key

When specifying settings, press to proceed to the next screen.
When entering text, press to move the cursor to the right.

Press to increase a setting value such as density for scanning, copying, etc.

[ ¥]1key

When specifying settings, press to select the item below the currently selected item.

When changing setting values, press to decrease a value.

[Clear] key

Press to delete the entered numbers and text.

[Back] key

Press to return to the previous screen. If you press this key when specifying settings, for example, the
settings are not applied and the display returns to the previous screen.

[OK] key

Press to apply settings or specified details.
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[Status Monitor] key

Press to check the status of printing or copy to view the usage history. You can also check the status of the
machine, such as the paper size and the amount remaining in the toner cartridges, or whether any errors
occurred. ©Display(P. 30)

[Paper Setting] key

Press to select the paper you want to use, or to set the size and type of paper loaded in the paper source.
Specifying Paper Size and Type(P. 53)

Numeric keys ([0]-[9] keys)

Press to enter numbers and text. ©Entering Text(P. 35)

[Stop] key

Press to cancel copying, scanning, and other operations.

[Energy Saver] key

Press to put the machine into sleep mode. The key lights up green when the machine is in sleep mode. Press
the key again to exit sleep mode. ©Entering Sleep Mode(P. 59)

[Scan -> PC] key

Press to send the scanned documents to the registered computer. @Scanning Using the [Scan -> PC]
Key(P. 133)

[Paper Save Copy] key

Press to put the machine into paper save copy mode for copying multiple document pages reduced on a
single sheet. ©Using the [Paper Save Copy] Key (MF244dw / MF231)(P. 79)

[Quiet Mode] key

Press to put the machine into quiet mode. While in quiet mode this key is lit in green. Press the key again to
exit quiet mode. ©Entering Quiet Mode(P. 57)

[Error] indicator
Blinks or lights up when an error such as a paper jam occurs.

Wi-Fi indicator (MF244dw)

Lights up when the machine is connected to wireless LAN.

[Processing/Data] indicator

Blinks while operations such as sending or printing are being performed. Lights up when there are
documents waiting to be processed.

[Start] key

Press to scan or copy documents.
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75 [#] key

Press to enter symbols such as "@" or "/".

3 [*] key

Press to switch the type of text that is entered.

M MF232w
1] 5

COPY / & 5C4

f - - - =
7 ) (ScanwPCi

&
<oKi»| )
v .

PORS

[Menu] key

Press to start specifying many of the settings for the machine, such as <Timer Settings> or <Preferences>. ©
Setting Menu List(P. 285)

[COPY/SCAN] key

Press to switch the mode to copy or scan.
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[ID Card Copy] key

Press to enter a mode for copying the front and back sides of a driver's license or other ID card onto the
same side of a page at actual size. ©Copying Both Sides of an ID Card onto One Page(P. 81)

Display
Displays the operation and status screens for copying and other functions, as well as the status of the

machine and error information. Also, view the screen when specifying the settings of the machine.
Display(P. 30) Using the Operation Panel(P. 33)

[Reset] key

Press to cancel the settings and restore the previously specified settings.

[ € 1key
When specifying settings, press to return to the previous screen.
When entering text, press to move the cursor to the left.

Press to decrease a setting value such as density for scanning, copying, etc.

[ A ]key

When specifying settings, press to select the item above the currently selected item.

When changing setting values, press to increase a value.

[ > 1key

When specifying settings, press to proceed to the next screen.
When entering text, press to move the cursor to the right.

Press to increase a setting value such as density for scanning, copying, etc.

[ ¥]1key

When specifying settings, press to select the item below the currently selected item.

When changing setting values, press to decrease a value.

[Clear] key

Press to delete the entered numbers and text.

[Back] key

Press to return to the previous screen. If you press this key when specifying settings, for example, the
settings are not applied and the display returns to the previous screen.

[OK] key

Press to apply settings or specified details.
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[Status Monitor] key

Press to check the status of printing or copy to view the usage history. You can also check the status of the
machine, such as the paper size and the amount remaining in the toner cartridges, or whether any errors
occurred. ©Display(P. 30)

[Paper Setting] key

Press to select the paper you want to use, or to set the size and type of paper loaded in the paper source.
Specifying Paper Size and Type(P. 53)

Numeric keys ([0]-[9] keys)

Press to enter numbers and text. ©Entering Text(P. 35)

[Stop] key

Press to cancel copying, scanning, and other operations.

[Energy Saver] key

Press to put the machine into sleep mode. The key lights up green when the machine is in sleep mode. Press
the key again to exit sleep mode. ©Entering Sleep Mode(P. 59)

[Scan -> PC1])/[Scan -> PC2] key

Press to send the scanned documents to the registered computer for each key. ©@Scanning Using the [Scan
-> PC] Key(P. 133)

[Quiet Mode] key

Press to put the machine into quiet mode. While in quiet mode this key is lit in green. Press the key again to
exit quiet mode. ©Entering Quiet Mode(P. 57)

[Error] indicator
Blinks or lights up when an error such as a paper jam occurs.

Wi-Fi indicator
Lights up when the machine is connected to wireless LAN.

[Processing/Data] indicator

Blinks while operations such as sending or printing are being performed. Lights up when there are
documents waiting to be processed.

[Start] key

Press to scan or copy documents.

[#] key

Press to enter symbols such as "@" or "/".
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[*] key

Press to switch the type of text that is entered.

LINKS

(OUsing the Operation Panel(P. 33)
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Display

15A8-00H

The display shows the screens for copying, scanning, and other functions, as well as the screens for specifying settings
for these functions. You can also check information such as error messages and communication status on the display.

Main Screen

When you press - (COPY/SCAN) the main screen for the selected function is displayed. The copy main
screen is shown below as an example.

Copy: Press Start
10086 Ad 1
Density: 0

original Type: Text/
2-Sided: Off

(OBasic Copy Operations(P. 65)
(OUsing the Machine as a Scanner(P. 128)

<Paper Settings> Screen

When you press (Paper Setting) to select the paper to copy or print on, the <Paper Settings> screen is

displayed. Select the paper on the screen. Also, for example, you can press this key to change the paper settings
when you load a paper size that is different from the previously loaded paper size. Note that the paper setting
must be correctly specified so that the paper is fed properly.

Paper Settings ]
B MP Tray

B Draver 1 I
Select Frequently Us.. J

Selecting Paper Tray
Use to select the paper for each tray. ©Specifying Paper Size and Type(P. 53)

<Select Frequently Used Paper Sizes>
You can set the machine to display only frequently used paper sizes in the selection screen.

<Menu> Screen

When you press , the <Menu> screen is displayed. On this screen, you can start specifying general machine

settings such as <Preferences> or <Timer Settings>, as well as many of the settings for each function, such as
copy and scan.
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Menu

Direct Connection
network Settings
Output Reports
Preferences

Timer Settings
Common Settings
Copy Settings

Scan Settings
Printer Settings
Adjustment/Maintenan
System Management Se| |

Setting Menu List(P. 285)

<Status Monitor> Screen

When you press ﬂ a screen is displayed that enables you to check the status of documents that are being

printed or copied, as well as the status of the machine (amount remaining in the toner cartridge, etc.) and the
network setting information such as the IP address of the machine.

Status Monitor ]
Error Information/No | |
Device Information

Copy Job Status | |

)

—

Print Job Status
Network Information

<Error Information/Notification>
Displays the details of any errors that occurred. ©When an Error Message Appears(P. 347)

Error Info./Notif.
check Recovery steps

<Device Information>
Displays the status of the machine, such as the paper size or the amount remaining in the toner cartridges.

Device Information
Paper Information
Cartridge Level
Check Counter
version Information
Serial Number

<Paper Information>
Displays the paper size specified in each paper source.

<Cartridge Level>
Displays the amount remaining in the toner cartridges. Other internal parts may reach the end of their
lifetime before the toner runs out.

<Check Counter>
Displays the totals for printouts. ©Viewing the Counter Value(P. 395)
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Status of copy/print jobs

Displays the current status of the selected item. The <Copy Job Status> screen is shown below as an example.

Details

<Cancel>

Job Number: 0013
Status: Copying
Time: 08/01 01:22 PM™
Number of Orig.: 15
ShtxCpy: 15x 4/ 6
Copy Ratio: 100%
Paper: @ A4: Plain

<Network Information> (MF244dw / MF232w)

Displays the network settings such as the IP address of the machine and status such as the condition of
wireless LAN communications.

Network Information
IPv4

IPVE

Network Connection Met
IEEE 802.1% Error Info

(OViewing Network Settings(P. 194)

When a Message Is Displayed

Messages are displayed at the top of the screen in situations such as when end of toner cartridge lifetime is
reached or when a cover is left open. The display alternates between showing the normal screen and the

message.
Copy: Press Start Close the toner cover.
004 @ A 1
Density: +0 Density: +0
original Type: Text/ Original Type: Text/
2-Sided: OFf 2-Sided: Off

©OWhen an Error Message Appears(P. 347)

When an Error Occurs

In some cases when an error occurs, instructions on how to respond to the error are displayed. Follow the on-
screen instructions to solve the problem. The screen displayed when a paper jam occurs is shown below as an
example ( ©When an Error Message Appears(P. 347) ).

4 Paper jammed. Close upper area,
Press [P] to
display steps. 3 <4

LINKS

(OUsing the Operation Panel(P. 33)
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Using the Operation Panel

15A8-00J

Use the keys shown below to specify settings and adjust values.

Using A/V

mScrolling the screen

The scroll bar is displayed on the right side of the screen when not all of the information fits on one screen. If
the scroll bar is displayed, use J /W to scroll up or down. The text and background colors of an item are
inverted when it is selected.

Copy: Press Start 1
10088 Ad

Density: 0
original Type: Text
2-Sided: Off

mChanging a setting value
Use 4 /W when entering numbers. You can also enter the value directly using the numeric keys when the
numeric key icon is displayed in the top-left corner of the screen, as shown below. ©Entering Text(P. 35)

Auto Reset Time

NOTE:

The numbers in parentheses beneath the value input field indicate the range of possible values.

Using o/

mProceeding to next screen/Returning to previous screen
Press to P proceed to the next screen. Press to ‘ return to the previous screen.

Menu
Network Settings

Output Reports
Preferences Auto Sleep Time
Auto Reset Time
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NOTE:

You can also proceed to the next screen by pressing m and return to the previous screen by pressing

B

mAdjusting a setting value
Use </ when adjusting the value on a scale.

Correct Density

- OOOoOmOOooo +

Using [E3)

Press m to apply a setting.

Using the Numeric Keys

Initialize? ||

Use the numeric keys when entering text and numbers. ©Entering Text(P. 35)

%ftan Manager Name

|
<Apply> |

TIPS

e You can change a variety of display-related settings, such as the scrolling speed or display language:
ODisplay Settings(P. 300)

e To change the screen that is automatically displayed when the machine remains idle for a specified length of
time:

OFunction After Auto Reset(P. 306)
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Entering Text

15A8-00K

Use the numeric keys to enter text and values.

?%EIEITI Manager Name

Canon-1
<Apply>

Entry Mode: A

Switching the Type of Text

Press to switch the type of text that is entered. The currently selected type of text is indicated by the "A",
"a", or "12" of <Entry Mode>.

gé\stem Manager Name

e om

<Apply>

ENtry Mode:

NOTE

You can also select <Entry Mode> and press m to switch the type of text.

Types of Text That Can Be Entered

The text that can be entered using the numeric keys and are listed below.

Key A a 12
0. 1
.u.gr_ ABC abc 2
E DEF def 3
GHI ghi 4
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_;L JKL ikl 5
_".'ﬁo MNO mno 6
_Piils PQRS pars 7
-TE,“. TUV tuv 8
-WE,FE WXYZ WXyz 9
ﬂ (Not available) 0
n (space)-.*#!1",;:~A" _=/]'"?2$@% &+\~()[1{}<>|(Not available)

NOTE

Press E or select <Symbol> and press m when the type of text that is entered is <A> or <a> to
display a screen for selecting symbols. Use the 4 / W / <4/ keys to select the symbol to enter, and

press m

Deleting Text

One character is deleted each time is pressed. Press and hold to delete all of the entered text.

Moving the Cursor (Entering a Space)

Press ‘ or P to move the cursor. To enter a space, move the cursor to the end of the text, and press P .

Example of Entering Text and Numbers

"Canon-1"

Press repeatedly until <A> is selected.
Press repeatedly until the letter "C" is selected.
Press repeatedly until <a> is selected.
Press repeatedly until the letter "a" is selected.
Press ﬂ repeatedly until the letter "n" is selected.
Press ﬂ repeatedly until the letter "o0" is selected.

Press ﬂ repeatedly until the letter "n" is selected.

00O N o n1 A W N =

Press n repeatedly until the symbol "-" is selected.

36



Basic Operations

9  Press repeatedly until <12> is selected.

10 Press !I

171 Press A /W to highlight <Apply>, and then press m
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Placing Documents

15A8-00L

Place documents on the platen glass or in the feeder (MF244dw). Use the platen glass when scanning thick or bound
documents such as books. You can load two or more sheets of documents in the feeder so that they can be scanned
continuously. For information about the types of documents that can be placed on the platen glass or in the feeder,
and information about the scannable area of a document, see ©Document Type(P. 417) or ©Scan Area(P. 418) .

(©OPlacing Documents on the Platen Glass(P. 38)
OPlacing Documents in the Feeder (MF244dw)(P. 39)

IMPORTANT

Use documents that are completely dry
When placing documents, make sure that any glue, ink, or correction fluid on the documents has completely
dried.

To avoid paper jams (MF244dw)
Do not place the following types of documents in the feeder as this may cause paper jams:

Wrinkled or creased paper
Carbon paper or carbon-backed paper
Curled or rolled paper

Coated paper L

Torn paper P ; / /

Onion skin or thin paper J !
f !y /
Stapled or clipped documents S - . L

Paper printed by a thermal transfer printer

Transparencies

NOTE

To scan documents more accurately (MF244dw)

Documents placed in the feeder are scanned while being fed into the machine. On the other hand, documents
placed on the platen glass remain in a fixed position while they are scanned. To ensure more accurate scanning
results, placing documents on the platen glass is recommended.

To scan tracing paper or transparencies (MF244dw)
To scan transparent documents (for example, tracing paper or transparencies), place them on the platen glass.

Placing Documents on the Platen Glass

1 Open the feeder or the platen glass cover.
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2 Place the document face down on the platen glass.

Align the corner of the document with the top-left corner of the platen glass.

<

MOTE:

To scan transparent documents (for example, tracing paper or transparencies), cover them with plain white
paper.

3 Gently close the feeder or the platen glass cover.
The machine is ready to scan the document.
When scanning is complete, remove the document from the platen glass.

Placing Documents in the Feeder (MF244dw)

1 Open the document feeder tray.

<
~N—
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2 Spread the document guides apart.

Slide the document guides outward until they are slightly farther apart than the actual document width.

-
-

3 Fan the document stack and align the edges.

Fan the document stack in small batches, and align the edges by lightly tapping the stack on a flat surface a
few times.

4 Place the document(s) face up in the feeder.

Make sure that the document stack does not exceed the load limit guide ({-1).

< >
-::‘L"“{"’V

—i

Do not load documents of various sizes at the same time.

Up to 35 sheets can be loaded at a time. If 35 or more sheets are loaded, scanning may stop or a paper
jam may occur.

5 Align the document guides against the edges of the document.

Slide the document guides inward until they are aligned securely against the edges of the document.
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The machine is ready to scan the document.

Document guides that are too loose or too tight can cause misfeeds or paper jam.

Do not add or remove documents.

Remove the scanned documents from beneath the feeder to prevent paper jams.
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Loading Paper

You can load the paper into the paper drawer or manual feed slot. Load the paper you usually use into the paper
drawer. The paper drawer is convenient when using large amounts of paper. Use the manual feed slot when you
temporarily use size or type of paper that is not loaded in the paper drawer. See ©Paper(P. 419) for available paper

sizes.

Paper Type and Setting for the Machine

See the table below to specify the paper settings according to the type and weight of the paper to load into the
paper source. For more information about how to specify the paper settings on the machine, see ©Specifying
Paper Size and Type(P. 53) . For the amount of paper that can be loaded in each paper source, see ©

Paper(P. 419) .

Paper Setting

P T P Weight
aper Type aper Yvelg on the Machine
<Plain (60-89 g/m?)>
Plain paper 60 to 89 g/m?
<Plain L (60-89 g/m?)>*
Recycled paper 60 to 89 g/m? <Recycled (60-89 g/m?)>
Color paper 60 to 89 g/m? <Color (60-89 g/m?)>

90 to 120 g/m?

<Heavy 1 (90-120 g/m?)>

Heavy paper
121 to 163 g/m? <Heavy 2 (121-163 g/m?)>
60 to 90 g/m? <Bond 1 (60-90 g/m?)>
Bond paper 91 to 120 g/m? <Bond 2 (91-120 g/m2)>
121 to 163 g/m? <Bond 3 (121-163 g/m?)>
Envelope — <Envelope>
Label — <Labels>
Index card — <Index Card>

* If set to <Plain (60-89 g/m?)> and that printout is curled, specify <Plain L (60-89 g/m2)> and print again.

IMPORTANT

Do not use the following types of paper:

Wrinkled or creased paper
Curled or rolled paper
Torn paper

Damp paper
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Very thin paper
Paper printed by a thermal transfer printer
Highly textured paper
Glossy paper
Paper handling and storage
Store the paper on a flat surface.
Keep the paper wrapped in its original package to protect the paper from moisture or dryness.
Do not store the paper in such a way that may cause it to curl or fold.
Do not store the paper vertically or stack too much paper.

Do not store the paper in direct sunlight, or in a place subject to high humidity, dryness, or drastic
changes in temperature or humidity.

NOTE

When printing on paper that has absorbed moisture

Steam may emit from the paper output area, or water droplets may form on the back side of the
operation panel or around the paper output area. There is nothing unusual about any of these
occurrences, which occur when the heat generated from fixing toner on the paper causes moisture in the
paper to evaporate (most likely to occur at low room temperatures).

LINKS

(ORegistering a Custom Paper Size(P. 55)
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Loading Paper in the Paper Drawer

15A8-00S

Load the paper that you usually use in the paper drawer. When you want to print on paper that is not loaded in the
paper drawer, load the paper in the manual feed slot. ©Loading Paper in the Manual Feed Slot(P. 47)

IMPORTANT

Make sure to load paper in portrait orientation
Paper cannot be loaded in landscape orientation. Make sure to load the paper in portrait orientation.

1 Lift the dust cover.

2 Slide the paper guides apart.

D &
E_

MNOTE:

Size abbreviations on the paper guides

The abbreviations on the paper guides in the paper drawer indicate paper sizes as follows:
LGL: Legal
LTR: Letter
STMT: Statement
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EXEC: Executive

3 Insert the paper into the paper drawer until the paper stops.

Load the paper in portrait orientation (with the short edge toward the machine), with the print side face up.
Paper cannot be loaded in landscape orientation.

Fan the paper stack well, and tap it on a flat surface to align the edges.

When you insert the paper with <Notify to Check Paper Settings> set to <On>, a confirmation screen is
displayed. ©Notify to Check Paper Settings(P. 301)

Make sure that the paper stack does not exceed the load limit guide ({:}). Loading too much paper can cause

paper jams.
i R

MOTE:

When loading envelopes or paper with a logo, see ©Loading Envelopes(P. 49) or ©Loading Preprinted
Paper(P. 51) .

4 Align the paper guides against the edges of the paper.

Move the paper guides in so they are exactly the width of the paper.

N R
18
(

Paper guides that are too loose or too tight can cause misfeeds or paper jams.
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5 Lower the dust cover.

MOTE:
When Legal size paper is loaded

The paper guides at the rear edge of the paper will be extended. Open the dust cover extension, then lower

the dust cover.
=

6 Pull out the paper stopper to open.

L

» Continue to OSpecifying Paper Size and Type(P. 53)

The factory default settings for paper size and type are <A4> and <Plain (60-89 g/m?)>, respectively. If you
load a different size or type of paper into the machine, make sure to change the settings. If you do not
change the settings, the machine cannot print properly.

Printing on the Back Side of Printed Paper (Manual 2-Sided Printing)

You can print on the back side of printed paper. Flatten any curls on the printed paper and insert it into the
manual feed slot ( ©Loading Paper in the Manual Feed Slot(P. 47) ), with the side to print face up (previously
printed side face down).

e Load one sheet at a time per each print.
e You can use only the paper printed with this machine.
e You cannot print on the side that has previously been printed on.

If you are using A5 paper, the reverse side may not be printed correctly.

LINKS

OPaper(P. 419)
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Loading Paper in the Manual Feed Slot

15A8-00U

When you want to print on paper that is not loaded in the paper drawer, load the paper in the manual feed slot. Load
the paper that you usually use in the paper drawer. ©Loading Paper in the Paper Drawer(P. 44)

IMPORTANT

Make sure to load paper in portrait orientation
Paper cannot be loaded in landscape orientation. Make sure to load the paper in portrait orientation.

1 Open the manual feed cover.

e

e

2 Spread the paper guides apart.

Slide the paper guides outward.

3 Insert the paper into the manual feed slot until the paper stops.

Load the paper in portrait orientation (with the short edge toward the machine), with the print side face up.

Paper cannot be loaded in landscape orientation.
When you insert the paper with <Notify to Check Paper Settings> set to <On>, a confirmation screen is

displayed. ©Notify to Check Paper Settings(P. 301)
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MNOTE:

When loading envelopes or paper with a logo, see ©Loading Envelopes(P. 49) or ©Loading Preprinted
Paper(P. 51) .

4 Align the paper guides against the edges of the paper.

Slide the paper guides inward until they are aligned securely against the edges of the paper.

Paper guides that are too loose or too tight can cause misfeeds or paper jams.

5 Pull out the paper stopper to open.

_:-"f

4 5

L

Continue to ©Specifying Paper Size and Type(P. 53)
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Loading Envelopes

15A8-00W

Make sure to flatten any curls on envelopes before loading them. Also pay attention to the orientation of envelopes
and which side is face up.

Before Loading Envelopes(P. 49)
Loaded Orientation(P. 50)

NOTE

This section describes how to load envelopes in the orientation you want, as well as procedures that you need
to complete before loading envelopes. For a description of the general procedure for loading envelopes in the
paper drawer or manual feed slot, see ©Loading Paper in the Paper Drawer(P. 44) or ©Loading Paper in
the Manual Feed Slot(P. 47) .

Before Loading Envelopes

Follow the procedure below to prepare the envelopes before loading.

NOTE

Only one envelope at a time can be loaded in the manual feed slot. Follow steps 1 to 4 in the procedure below
to prepare the envelope for loading.

1 Close the flap of each envelope.

2 Flatten them to release any remaining air, and make sure that the edges are pressed
tightly.

3 Loosen any stiff corners of the envelopes and flatten any curls.
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4 Align the edges of the envelope on a flat surface.

=~

Loaded Orientation

Load the envelopes in portrait orientation, short edge first, with the non-glued side (front side) face up.

NOTE

Load envelopes in the same orientation for both the paper drawer and manual feed slot.

Load the envelopes so that their flaps are at the left.

Close the flap and load
the envelope.
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Loading Preprinted Paper

15A8-00X

When you use paper that has been preprinted with a logo, pay attention to the orientation of the paper when loading.
Load the paper properly so that printing is performed on the correct side of the paper with a logo.

©Making 1-Sided Printouts on Paper with Logos(P. 51)
(OMaking 2-Sided Printouts on Paper with Logos (MF244dw)(P. 52)

NOTE

This section mainly describes how to load preprinted paper with the proper facing and orientation. For a
description of the general procedure for loading paper in the paper drawer or manual feed slot, see ©Loading
Paper in the Paper Drawer(P. 44) or OLoading Paper in the Manual Feed Slot(P. 47) .

Making 1-Sided Printouts on Paper with Logos

Load the paper with the logo side (the side to print the document) face up.

IMPORTANT

Load only one sheet of paper in the manual feed slot each time you print.

Printing on Paper with Logos in Portrait Orientation

Preprinted Paper Document Print Result Loading Crientation
ABC ABC
ooooo ooooo ABC

Printing on Paper with Logos in Landscape Orientation

Preprinted Paper Document Print Result Loading Orientation
ABC ABC
Ooooo ooooo
e — — o
m
<
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Making 2-Sided Printouts on Paper with Logos (MF244dw)

Load the paper with the front logo side (the side to print the first page of the document) face down.

Printing on Paper with Logos in Portrait Orientation

Preprinted Paper Document Document Print Result  Loading Orientation
(First Page) (Second Page)

H —
="z

ar ok o

L

Printing on Paper with Logos in Landscape Orientation

Document
(First Page) Loading Orientatior
Preprinted Paper e Print Result
— “
W ' L 2
b
L — *
[ —— *
L 2
Document

(Second Page)

NOTE

The <Switch Paper Feed Method> setting (MF244dw)

When you print on preprinted paper, you need to change the facing of the paper to load each time you perform
1-sided and 2-sided printing. However, if <Switch Paper Feed Method> is set to <Print Side Priority>, the facing
that you use for loading preprinted paper for 2-sided printing (logo side face down) can also be used for 1-sided
printing. This setting is especially useful if you frequently perform both 1-sided and 2-sided printing. ©Switch
Paper Feed Method(P. 308)
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Specifying Paper Size and Type

15A8-00Y

You must specify the paper size and type settings to match the paper that is loaded. Make sure to change the paper
settings when you load the paper that is different from the previously loaded paper.

IMPORTANT

If the setting does not match the size and type of loaded paper, a paper jam or printing error may occur.

1 Press [ (Paper Setting).

7 Use A /W toselect <MP Tray> or <Drawer 1>, and press (3.

Paper Settings
Drawer 1
Select Frequently Us..

3 Select the loaded paper size, and press [

If the loaded paper size is not displayed, use g /W to select <Other Sizes>, and press m

Paper Size(Freq. Used)
Custom 1
AS
BS

4 Select the loaded paper type, and press [IZ3).

Paper Type

lain (60-89 g/m)
Plain L (60-89 g/m)
Recycled (60-89 g/m')
Color (60-89 ag/m)

TIPS

When a frequently used paper size is known
You can set the machine to display only frequently used paper sizes in the selection screen.

1 Press (Paper Setting).

2 Select <Select Frequently Used Paper Sizes>, and press m

3 Sselect <Multi-Purpose Tray> or <Drawer 1>, and press m

53




Basic Operations

4 selecta frequently used paper size and press m to checkmark it.

Drawer 1

# Custom
¥ A
¥ A5

MNOTE:

Uncheckmarked paper sizes are displayed in the <Paper Size (Other Sz.)> screen.

5  select <Apply>, and press m

LINKS

OLoading Paper in the Paper Drawer(P. 44)
OPaper(P. 419)
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Registering a Custom Paper Size

15A8-010

You can register one frequently used custom paper size each for the paper drawer and manual feed slot.

1 Press [ (Paper Setting).

7 Use A /W toselect <MP Tray> or <Drawer 1>, and press (3.

Paper Settings
Drawer 1
Select Frequently Us..

3 Select <Custom>, and press [ .

Paper Size(Freq. Used)

Ad
AS
B5

4 Specify the paper size.

1 Specify the length of the <X> (shorter) side.
Select <X>, and press m

Input the length of the <X> side using g /W or the numeric keys, and press m

Specify Size set Length for X
X, | <Apply> -
— . R m
jI‘F Y: 0 mm h 4
(77-216)

2 Specify the length of the <Y> (longer) side.
Select <Y>, and press m
Input the length of the <Y> side, and press m

Specify Size Set Length for v
X. | <Apply> -
T X: 100 mm R fmm
jI‘F Y: 0 mm b4
(210-356)
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3 Sselect <Apply>, and press m

Speci _S'l'ze

5 select the paper type, and press [E3).

Paper Type
Plain (60-89 g/n¥)

Plain L (60-89 g/mt)
Recycled (60-89 g/m)
color (60-89 a/m)

LINKS

Loading Paper in the Paper Drawer(P. 44)
Loading Paper in the Manual Feed Slot(P. 47)
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Entering Quiet Mode

15A8-011

The quiet mode function reduces the operation sound of the machine. For example, when using the machine at night,
press on the operation panel. With only this operation, you can easily minimize operation sound. You can also

specify a time for the machine to automatically enter quiet mode.

NOTE

When in quiet mode
When the machine enters quiet mode, lights up green.

When quiet mode is enabled

The operation of functions becomes slower.

When the machine cannot enter quiet mode
e The machine is in Special Printing Mode

e A particular paper size or paper type is specified

Specifying a time for the machine to enter quiet mode [ [ZLFL TR [k piY

You can specify a time for the machine to enter or exit quiet mode automatically. For example, this is useful
when wanting to reduce operation noise only for late-night operation.

- <Timer Settings> m I <Quiet Mode Time> m = Specify each setting » m >

<Apply> » [EL3) »

Quiet Mode Time ]

<Apply> ¥ o
Start Time: off |

End Time: 01*1‘-—9
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<Start Time>
Specify a time for entering quiet mode. To set, select <On> then specify the time.

start Time

e
N oo
v

(0:00-12:59)

<End Time>

Specify a time for exiting quiet mode. To set, select <On> then specify the time.

End Time
R
v

(0:00-12:59)

Exiting Quiet Mode

Press @ to exit quiet mode.
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Entering Sleep Mode

15A8-012

The sleep mode function reduces the amount of power consumed by the machine by disabling power flow to the
operation panel. If no operations will be performed on the machine for a while, such as during a lunch break, you can
save power simply by pressing on the operation panel. You can also use the Auto Sleep Time setting to

automatically put the machine into sleep mode if it remains idle for a specified length of time.

NOTE

When in sleep mode
When the machine enters sleep mode, lights up green.
Situations in which the machine does not enter sleep mode
e When the machine is in operation
e When the [Processing/Data] indicator is lit up or blinking
e When documents are placed in the feeder
e When the machine is performing an operation such as adjustment or cleaning
e When a paper jam occurs
e When the menu screen is displayed

e When an error message is displayed on the screen (There are some exceptions. The machine sometimes
enters sleep mode when error messages are displayed.)

e When the machine is waiting for a wireless LAN connection or Direct Connection

When You Want to Set the Auto Sleep Timer

The factory default settings for the amount of time that elapses before the machine enters auto sleep mode are
listed below. We recommend using the factory default settings to save the most power. If you want to change
the amount of time that elapses before the machine enters auto sleep mode, follow the procedure below.

1 minute (setting range is 1 to 30 minutes)

I <Timer Settings> m I <Auto Sleep Time> m I Set the amount of time that

elapses before the machine automatically enters sleep mode » m 2

59



Basic Operations

Auto Sleep Time
@\ -
min.

(1-30)

Exiting Sleep Mode

Press . You can also press any key other than to exit sleep mode.
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Setting Auto Shutdown Time

15A8-013

By enabling this setting, you can set the machine to automatically shut down. The machine automatically turns OFF
after the specified period of idle time has elapsed since entering the sleep mode. You can cut electric power
consumption at night and on holidays if you forget to turn OFF the machine.

ﬂ <Timer Settings> m <Auto Shutdown Time> m Set the time

period m ﬁ

NOTE

e The default setting is 4 hours.

o MF244dw / MF232w users: If any setting of the [Timer Settings] is changed from the Remote UI while
the machine is in the sleep mode, the timer for the <Auto Shutdown Time> setting is reset to the
beginning. The machine automatically shuts down after the specified period of idle time has elapsed
since the timer was reset.
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Copying
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Copying

15A8-014

This chapter describes basic copy operations and various other useful copy functions, such as copying several pages
onto a single sheet.

m Using Basic Operations

(OBasic Copy Operations(P. 65)
(©cCanceling Copies(P. 67)

m Using Copy Settings to Suit Your Needs

(OEnlarging or Reducing(P. 70) OCollating Copies by Page(P. 82) OSelecting Document Type(P. 71)

gy
L] L0 j

OAdjusting Density(P. 72) OAdjusting Sharpness(P. 73) ©2-Sided Copying (MF244dw)
(P. 75)
F L
ar 3 \“-E
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Copying Multiple Documents Using the [Paper Save Copy] Key Copying Both Sides of an ID Card
onto One Sheet (2on 1/40n 1) (MF244dw / MF231)(P. 79) onto One Page(P. 81)
(P.77)

m Simplifying Your Frequent Copy Operations
Changing Default Settings(P. 83)
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Basic Copy Operations

1 Place the document(s). ©Placing Documents(P. 38)

>

i

2 Press [} (COPY/SCAN) to switch to the Copy mode screen.

3 Enter the number of copies using the numeric keys.

Enter a quantity from 1 to 999.
Press to cancel the entered quantity.

Copy: Press Start
1008 A4 1
Density: =0 ﬂ

original Type: Text/
2-Sided: off

4 Specify the copy settings as necessary.

Use J& /W toselect the settings. yVarious Copy Settings(P. 69)

Copy: Press Start

100 Ad 1
Density: =0
original Type: Text/
2-Sided: Off

Copy Ratio: 100% (1:
N on 1: Off

Collate: off
Sharpness: +0

5 press @.

Copying starts.

If you want to cancel copying, press - <Yes>

mEWhen placing documents in the feeder in step 1 (MF244dw)

The document is automatically scanned.

65
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EWhen placing documents on the platen glass in step 1

Depending on the copy settings you made, a screen for selecting the document size is displayed after you press
[.]. Follow the procedure below.

1  Select the document size, and press m

Scan Size

5 I
BS

DL

2 Place the next document on the platen glass, and press .

Repeat this step until you finish scanning the entire document.

3 Select <Start Copying>, and press m

NOTE:
When the <Size/Settings Mismatch> message appears.
©OWhen an Error Message Appears(P. 347)

IMPORTANT

When copying documents with text or images that extend to the edges of the page
The edges of the document might not be copied. For more information about the scan margins, see ©Scan
Area(P. 418) .

TIPS

If you always want to make copies with the same settings: ©Changing Default Settings(P. 83)
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Canceling Copies

15A8-016

If you want to cancel copying immediately after pressing . select <Cancel> and press m or press - on the
operation panel. You can also cancel copying after checking the copy status.

m Canceling in the Screen That is Displayed While Copying

<Cancel> m <Yes> m

Copying. .. Cancel?
<Closes =N
«::l;fé'ir‘lrif—.ﬂ = |

ShtxCpy: 1x 0/15 Detai |s
Copy Ratio: 100%

mPress [ to Cancel

- B3

Cancel?

Details

mUse [ to Cancel

m <Copy Job Status> m <Cancel> m <Yes> m
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Details
<Cancel> H
Job Number: 0013
Status: Copying
Time: 08/01 01:22 P
Number of Orig.: 15
shtxCpy: 15x 4/ 6
Copy Ratio: 100%
Paper: Ad: Plain

—

<Cancel>
Cancels copying.

Copy details

The number of copies, settings, and other details are displayed. If you only want to check the details without
canceling copying, press E to return to the copy main screen.

LINKS

(OBasic Copy Operations(P. 65)
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Various Copy Settings

15A8-017

A variety of settings are available to suit your needs, such as when you want to save paper or make your documents
easier to read.

(©Enlarging or Reducing(P. 70) OSelecting Document Type(P. 71) OAdjusting Density(P. 72)

-
05,

OAdjusting Sharpness(P. 73) ©2-Sided Copying (MF244dw) OCopying Multiple Documents
(P.75) onto One Sheet (2on 1/40n 1)
(P.77)

ﬁ

OUsing the [Paper Save Copy] Key = ©Copying Both Sides of anID Card  ©Collating Copies by Page(P. 82)
(MF244dw / MF231)(P. 79) onto One Page(P. 81)
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Enlarging or Reducing

15A8-018

— You can enlarge or reduce copies by using a preset copy ratio such as <A5->A4>, or
i L

by setting a custom copy ratio in increments of 1%.
/S
U

- (COPY/SCAN) i <Copy Ratio> m Select the copy ratio m

Copy Ratio
Custom Ratio =
1008 (1:1)
400% (Max)
200%

141% AS->Ad
700 Ad-=A5
500

25% (Min)

<Custom Ratio>

Use J& /W orthe numeric keys to enter the copy ratio, and press m You can set any copy ratio from
25% to 400% in 1% increments.

Custom Ratio
B =
[o7 1%
bl
(25-400)

Preset copy ratio
Select a copy ratio.

LINKS

(©Basic Copy Operations(P. 65)
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Selecting Document Type

15A8-019

type, such as text-only documents, documents with charts and graphs, or magazine

- photos.

-(COPY/SCAN) <Original Type> m Select the document type m

:— =3 You can select the optical image quality for the copy depending on the document

original Type ]
Text |
|
_|

Text/Photo (High Spe..
Text/Photo
Photo

<Text>
Suitable when copying documents that only contain text.

<Text/Photo (High Speed)>

Suitable when copying documents that contain both text and photos. Priority is given to speed over image
quality.

<Text/Photo>
Suitable when copying documents that contain both text and photos.

<Photo>
Suitable when copying documents that contain printed photos, such as magazines or pamphlets.

NOTE

If <Text/Photo (High Speed)>, <Text/Photo>, or <Photo> is selected and <Density> is set to <Auto Density>, it
changes to Manual Density.

LINKS

(OBasic Copy Operations(P. 65)
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Adjusting Density

15A8-01A

— You can adjust the density of the copy if the text or images in a document are too
..-" [ light or dark. You can also automatically set an optimal density for a document.

L]

-(COPY/SCAN) <Density> m Adjust the density m

LINKS

Density

Auto Density
Manual Density ‘

-JOO0OeO0OO+

<Auto Density>
An optimal density for the document is automatically set.
<Original Type> is automatically set to <Text>. ( ©Selecting Document Type(P. 71) )

<Manual Density>
Use «f/p» to adjust the density.

(OBasic Copy Operations(P. 65)
(OAdjusting Sharpness(P. 73)
OCorrect Density(P. 311)
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Adjusting Sharpness

15A8-01C

i. | You can adjust sharpness of the copied image. Increase the sharpness to sharpen

blurred text and lines, or decrease the sharpness to improve the appearance of
f L ||"
ﬁj
o

magazine photos.

-(COPY/SCAN) <Sharpness> m Adjust the sharpness m

Sharpness

- goOomOog+

<->:Press
Decreases the sharpness, resulting in a softer image.
If you want to improve the appearance of magazine photos

No change to sharpness

Rasart Plan
Ths waoelid' s caral

sl whenh Decreased sharpness

% Resort Plan
b The world's coral

reefs, where

b 4

<+>: Press p
Increases the image sharpness.
If you want to sharpen text and lines written in pencil
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LINKS

Copying

Increased sharpness

Resort Plan

The world's coral
reefs, where

fish and a
myriad of
other

tropical

(OBasic Copy Operations(P. 65)

©Adjusting Density(P. 72)
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2-Sided Copying

15A8-01E

You can copy two pages of a document on both sides of the paper.

NOTE

e <2-Sided> may not be available with some sizes and types of paper.
OPaper(P. 419)

e <2-Sided> is not available when using <Paper Save Copy> or <ID Card Copy>.

TIPS

Using enables you to combine 2-sided copying and <2 on 1>/<4 on 1> Using the [Paper Save
Copy] Key (MF244dw / MF231)(P. 79)

- (COPY/SCAN) p <2-Sided> m Select the type of 2-sided copying m

2-Sided
off
1=2-Sided |
original /Finishing ... I

Types of 2-sided copying

The illustration below shows the types of 2-sided copying.

1-Sided->2-Sided

<Original/Finishing Type>
Specify if you want to change the binding, such as when copying book-type documents in calendar-type
format.

m1-Sided->2-Sided

If you want to copy portrait-oriented documents in calendar-type format (short-edge binding)

75




Copying

<Original/Finishing Type> m <1->2-Sided> m <Portrait> m <Calendar

Type> - (13

If you want to copy landscape-oriented documents in book-type format (short-edge binding)

<Original/Finishing Type> m <1->2-Sided> m <Landscape> m <Book

Type> » (3

LINKS

(OBasic Copy Operations(P. 65)
(©Copying Multiple Documents onto One Sheet (2 on 1/4 on 1)(P. 77)
(OUsing the [Paper Save Copy] Key (MF244dw / MF231)(P. 79)
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Copying Multiple Documents onto One Sheet (2 on 1/4
on1)

15A8-01F

You can copy two or four documents onto a single sheet at a reduced size. This
decreases the number of pages, enabling you to save paper.

NOTE

e Using <2 on 1>/<4 on 1> reduces the copy ratio automatically (the copy ratio is displayed on the screen). You
can increase or further reduce the copy ratio before pressing . but the edges of the document might not

be copied if you increase it.
e <2 on 1>/<4 on 1> is not available when using <Paper Save Copy> or <ID Card Copy>.

e When you copy multiple documents onto one page, margins may be created in the copied image.

TIPS

Using enables you to combine 2-sided copying and <2 on 1>/<4 on 1> ¢y Using the [Paper Save
Copy] Key (MF244dw / MF231)(P. 79)

- (COPY/SCAN) + <N on 1> m Select <2 on 1>o0r <4 on 1> m Select the
document size on the <Scan Size> screen m

Nonl

26 |
2onl

40nl

ID card Copy ‘
select Layout 1

<2on 1>/<4 on 1>

Select <2 on 1> to copy two pages of documents onto a single sheet, or select <4 on 1> to copy four pages of
documents onto a single sheet.

<Select Layout>
Specify how to arrange the documents on the page.
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572001 @

Bz o1 @ . 2onl (2)
[T 5] 4onl (D)
Cegéon1@ donl

t4onl (3)
%MH(E) ' 40onl (4
%4 onl (3)
%%4 on 1 (4)

LINKS

(OBasic Copy Operations(P. 65)
(©2-Sided Copying (MF244dw)(P. 75)
(OUsing the [Paper Save Copy] Key (MF244dw / MF231)(P. 79)
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Using the [Paper Save Copy] Key

15A8-01H

You can use <2 on 1>/<4 on 1> to copy multiple documents onto a single sheet, and

<2-Sided> to copy the document onto both sides of a page. Using , which
@ combines these functions, makes it easier to save paper than when using the

. \ «

- Jﬁ functions separately.

NOTE

e The 2-sided <Paper Save Copy> settings may not be available with some sizes and types of paper. ©
Paper(P. 419)

e Using <Paper Save Copy> reduces the copy ratio automatically (the copy ratio is displayed on the screen).
You can increase or further reduce the copy ratio before pressing . but the edges of the document might

not be copied if you increase it.
e <Paper Save Copy> is not available when using <2-Sided>, <2 on 1>/<4 on 1> or <ID Card Copy>.

e When you copy multiple documents onto one page, margins may be created in the copied image.

Select the paper save copy setting » (Sl » Select the document size on the <Scan

Size> screen m

Paper Save Copy
2 on 1l 1=2-5ided

4 on 1 1=2-Sided
2 on 1l 1=1-Sided
4 on 1 1=1-Sided

Paper save copy settings
Select one of four setting combinations.

Original (Portrait) Copy

o —
| _
<2 0n 11->2-Sided>* .' A ’B Cp|
. ‘A 'E
<4 on 1 1->2-Sided> IR |
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<2on 1 1->1-Sided>

f .'II; B ,"E F
<4 on 1 1->1-Sided> | f
lcpo||aH

* MF244dw Only

LINKS

(OBasic Copy Operations(P. 65)
©2-Sided Copying (MF244dw)(P. 75)
©Copying Multiple Documents onto One Sheet (2 on 1/4 on 1)(P. 77)
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Copying Both Sides of an ID Card onto One Page

15A8-01)

You can use <ID Card Copy> to copy the front and back sides of a card onto the same side of
a page. This function is useful when copying a driver's license or ID card.

NOTE

e All regular paper sizes can be used except Letter (Government), Legal (Government), and Envelope.
e <Copy Ratio> is automatically set to <Copy Ratio: 100% (1:1)>.

e <ID Card Copy> is not available when using <Paper Save Copy>, <2-Sided>, or <2 on 1>/<4 on 1>.

Place the card E (ID Card Copy) . Turn the card over .

mHow to place the card

-

IR D|"?B

Turn over

L L
= =, B In+=]

Turn over

MOTE:

When the <Size/Settings Mismatch> message appears. ©When an Error Message Appears(P. 347)

LINKS

(OBasic Copy Operations(P. 65)
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Collating Copies by Page

15A8-01K

When preparing multiple copies of multi-page documents, set <Collate> to <On> to

(‘ ',;F collate copies in sequential page order. This function is useful when preparing handouts
2 - < for meetings or presentations.
VEHE]

-

&

e

- (COPY/SCAN) » <Collate> m b <0n> m

Ccollate

[a)
o b

) <Off>

The copies are grouped by page and not collated. For example, if you are making three copies of a five-page
document, the printouts will be arranged in the following page order: 1,1, 1,2,2,2,3,3,3,4,4,4,5,5, 5.

() <On>

The copies are grouped into complete sets in sequential page order. For example, if you are making three
copies of a five-page document, the printouts will be arranged in the following page order: 1, 2, 3, 4,5, 1, 2, 3,
4,5,1,2,3,4,5.

LINKS

(OBasic Copy Operations(P. 65)
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Changing Default Settings

15A8-01L

The default settings are the settings that are displayed whenever you turn ON the machine, or when you press . If

you change these default settings to match the operations that you perform frequently, you can eliminate the need to
configure the same settings every time you make copies.

<Copy Settings> » [[EL@ » <Change Default Settings> » (L@ » Select the
setting » (L@ » Change the default value of the selected item » [[SL3) » <Apply> » [[E13)

Change Default Set.
<Apply=

Number of Copies: 1
Density: +0
Original Type: Text/
2-Sided: off

Copy Ratio: 100% (1:
N on 1: Off

Collate: off
Sharpness: +0

Settings
Select the item you want to set, and change the default value.

LINKS

(OBasic Copy Operations(P. 65)
(OVarious Copy Settings(P. 69)
OCopy Settings(P. 310)
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Using the Machine as a Printer
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Using the Machine as a Printer

15A8-01R

There are many ways to use the machine as a printer. You can print documents on your computer by using the printer
driver, or print from mobile devices. Make full use of the print functions to suit your needs.

m Printing from a Computer
You can print a document made on your computer by using the printer driver. ©Printing from a Computer(P. 86)

—

Printing from Mobile Devices

e Linking mobile devices such as smartphones or tablets to this machine provides a quick and easy way to
print photos and web pages. The machine also supports Google Cloud Print™.
©cCan Be Used Conveniently with a Mobile Device (MF244dw / MF232w)(P. 142)
©Using Google Cloud Print(P. 159)
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Printing from a Computer

15A8-01S

You can print a document made with an application on your computer by using the printer driver. There are useful
settings on the printer driver such as enlarging/reducing and 2-sided printing, that enable you to print your
documents in various ways. Before you can use this function, you need to complete some procedures, such as
installing the printer driver on your computer. For more information, see "MF Driver Installation Guide."

About the Printer Driver Help
Clicking [Help] on the printer driver screen displays the Help screen. On this screen, you can see the detailed

descriptions that are not in the User's Guide.

Virn Selega
Rasicen Dafmitn

| o -
|

[ Canoel He

NOTE

e If you are a Mac OS user, see Printer Driver's User's Guide for installing the printer drivers and Printer
Driver's Help for using print functions.

e Depending on the operating system and the type or version of the printer driver you are using, the printer
driver screens in this manual may differ from your screens.

e If you are using the MF244dw, you can use the PCL6 printer driver as well as the UFRIL LT printer driver. The
available print settings vary depending on the printer driver. For more information, click [Help] on each
printer driver screen.
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Printing a Document

15A8-01U

This section describes how to print a document on your computer by using the printer driver.

NOTE

Paper settings on the machine

e Normally, it is necessary to specify the paper size and type for the paper loaded in each paper source before
proceeding to printing. ©Specifying Paper Size and Type(P. 53)

1 Open a document in an application and display the print dialog box.

How to display the print dialog box differs for each application. For more information, see the instruction
manual for the application you are using.

2 Select the printer driver for this machine, and click [Preferences] or [Properties].

i Print |===]
Gerecd

SHaat Pintey

5 &0 Privier

N e

= Caran Prinbsr

Siaha Fandy
Losrion
Corwent

[ 1=
o Pt 6PS Docaman
= S T Orefobe M1

Pkt e | | Pretsences |
Fid Privks:

The screen that is displayed differs depending on the application you are using.

3 Specify the paper size.

i Printing Preferences
e O - [ | _ca
Dot Mathad = Pt -
bl Pags 5w “rpamnl) 113 1o 588
V|t =| | casizin
=) Cupe S | i Prirat Ladirasa
Maizh Fugm S - -
Faga L Verual Sonieg
[Page Size]

Select the size of a document made in the application.
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[Output Size]

Select the size of paper on which the document will be actually printed. If the selected size differs from the
one specified in [Page Size], the document is printed enlarged/reduced automatically according to the
selected size. @Enlarging or Reducing(P. 97)

TIPS

Clickable UI

e You can easily specify the page layout, binding position, etc. intuitively on the preview image. For more
information, click [Help] on the printer driver screen.

1 2
3 4
ol / [P

4 In the [Page Setup] tab, select the paper type.

Set [Paper Type] according to the type of paper to be used in the printing. ©Loading Paper(P. 42)

-

i Prinfing Prefaren ces
By Saging | | Fooe S0 | |inishing | Qg
o CETE N - | = | =2
Cuipt: Puthad 2 P -
il P e [ .
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nee mor 4 1on1 -
T Y VaeLn fomieg
L gd
Lisir |Scmbng Aute
Vs Setinga Fase Tyoe P FeHIS gomad] -
Tk
agg Cptens Eiestoes Celwiy
[ Caresi tip

5 Specify other print settings as necessary. ©Various Print Settings(P. 95)
MNOTE:
You can register the settings you specified in this step as a "profile" and use the profile whenever you

print. You can eliminate the need to specify the same settings every time you print. ©Registering
Combinations of Frequently Used Print Settings(P. 123)

G Click [OK].
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J e Bindng Locadan i
Ledter [Soalrg Auind Long Exigm |Ladt] -
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°/ Click [Print] or [OK].

i Print ===
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% Printing starts. On some applications, a screen like shown below appears.

Wierd Pl

Prining
Camgla bd
e
oo Prinkes
on CRIMFHP_ESAIBEFFTIeY
Faga 5

[cane

To cancel printing, click [Cancel] when the screen shown above is displayed. After the screen disappears
or if the screen is not displayed, you can cancel printing in other ways. ©@Canceling Prints(P. 91)

NOTE

When printing from the Windows Store app in Windows 8/10/Server 2012
Display the charms on the right side of the screen and use the procedure shown below.

Windows 8/Server 2012
Tap or click [Devices] » the printer driver for this machine » [Print].

Windows 8.1/Server 2012 R2
Tap or click [Devices] » [Print] i the printer driver for this machine » [Print].

Windows 10
Tap or click [Print] in the application menu & the printer driver for this machine » [Print].

e If you print using this method, only a limited number of print settings are available.

o If the message [The printer requires your attention. Go to the desktop to take care of it.] is displayed, go to
the desktop and follow the instructions in the displayed dialog box. This message appears when the
machine is set to display the user name during printing and similar instances.

LINKS

89



Using the Machine as a Printer

Managing Documents and Checking the Machine Status(P. 278)
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Canceling Prints

15A8-01W

You can cancel printing from your computer or on the operation panel of the machine.

OFrom a Computer(P. 91)
OFrom the Operation Panel(P. 92)

From a Computer

You can cancel printing from the printer icon displayed on the system tray on the desktop.

1 Double-click the printer icon.

NOTE:

When the printer icon is not displayed

Open the printer folder ( ©Displaying the Printer Folder(P. 433) ), right-click the printer driver icon for
this machine, and click [See what's printing] (or double-click the icon of the printer driver for the machine).

2 Select the document you want to cancel, and click [Document] » [Cancel].

=5} Camom Fristes |ESSISSE =

Ponta | [ Documam |

Diocum FhnE Sastem Oremar Pagm Siza

== Reswme Prinking umr 1 404 KE
Bectan
Canel

4 +
Frogerties

P

3 Click [Yes].

Prirtar E

Are o sure wod want 1o candel the

dgcurment?

tes Mo

% Printing of the selected document is canceled.

NOTE

e Several pages may be output after you cancel printing.

TIPS

Canceling from the Remote UI

e You can cancel printing from the [Job Status] page on the Remote UI: © Checking Current Status of Print
Documents(P. 278)
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Canceling from an application
e On some applications, a screen like shown below appears. You can cancel printing by clicking [Cancel].

WiordPad

Prining
Sampla b
anhe
Carmn Pinkee
on CRIMFHP_ERNIEEFFTIY
Faga 5

>

From the Operation Panel

Cancel printing using - or E

mPress [ to Cancel

If the Screen Displays a List of Documents When [l is Pressed

Select cancel job m <Yes> m

Job Status Cancel?

<Resumes
B Printer 04:02PM Pa

Bl Printer 04:02PM Pa Details

m Check the Print Job Status before Canceling

E <Print Job Status> m Select the document on the <Print Job Status> screen

B3 <corcel » 3 > <ves > 3
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Print Job Status Details

<Resume: >

& Printer 10:004M Pr Job Number: 0013

T Printer 10:008M wWa Status: waiting
Time: 08/01 10:00aM

NOTE

e Several pages may be output after you cancel printing.

LINKS

OPrinting a Document(P. 87)
(OChecking the Printing Status(P. 94)
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Checking the Printing Status

15A8-01X

You can check the current print statuses.

Useful in the Following Cases

e When your documents are not printed for a long time, you may want to see the waiting list of the
documents waiting to be printed.
e When you cannot find your printouts that you thought had been printed, you may want to see whether an

error has occurred.

1 press @.

7 Use A /W toselect <Print Job Status>, and press [Z3).

Status Monitor

Error Information/No
Device Information
Copy Job Status

3 Select the document to check, and press [EJ).

Print Job Status Details
T Printer 09:42AM Pr

<Cancel> |'
Job Number: 0020
status: Printing
Time: 01/01 09:42aM
Job Type: B Printer
Document name: Xxxx
User Name: abcabcabc
Output Pages: 99
ShtxCpy: 99x1/999

T Printer 09:43AM wa

<Print Job Status>

Displays a list of the documents that are being processed or are waiting to be processed.

<Details>

Displays detailed information about the document selected from the list.

LINKS

OPrinting a Document(P. 87)
(©cCanceling Prints(P. 91)
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Various Print Settings

15A8-01Y

There are a variety of settings to suit your needs, such as Enlarged/Reduced and 2-sided Printing.

(©Enlarging or Reducing(P. 97) ©OSswitching 1-Sided and 2-Sided (OcCollating Printouts by
Printing (MF244dw)(P. 99) Page(P. 101)

£

i
-y

"_: L
OPrinting Multiple Pages onto OPrinting Posters(P. 105) OPrinting Booklet (MF244dw)
One Sheet(P. 103) (P. 107)
w
3
[
OPrinting Borders(P. 109) OPrinting Dates and Page OPrinting Watermarks(P. 112)

Numbers(P. 110)
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(OSelecting Document Type(P. 114) ©Saving Toner(P. 116) (OCombining and Printing Multiple
Documents(P. 118)
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Enlarging or Reducing

15A8-020

— You can make enlarged or reduced printouts by using a preset print ratio, such as A5
i L

to A4, or a custom print ratio that you set in increments of 1%.
v -—
I/

Setting Print Ratio by Specifying the Original Document and Paper Size (Preset Ratio)

The print ratio is automatically set based on the document and paper size you have specified.

[Basic Settings] tab » Select the document size in [Page Size] i Select the paper size in [Output

Size] » [OK]
v Printing Prefiersnces |===]
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Lt [Scuing: Sz B2 Lie Exlge o] -l " i
ColmnAGroupiHi
) =i -

o= cace || Hee

Specifying Print Ratio in Increments of 1%

[Basic Settings] tab - Select the [Manual Scaling] check box i Enter the print ratio in [Scaling]
[OK]
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# Printing Preferences |===]
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NOTE

e Depending on the selected paper size, you may not be able to set the optimum enlarging/reducing ratio. For
example, there may be large blank spaces on your printout, or portions of the document that are missing.

e The enlarging/reducing settings on some applications have priority over those on the printer driver.

LINKS

OPrinting a Document(P. 87)
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Switching 1-Sided and 2-Sided Printing

15A8-021

You can make both 1-sided and 2-sided printouts. The default setting is [2-sided Printing].
Change the setting as necessary.

NOTE

e 2-sided printing may not be available with some sizes and types of paper. ©Paper(P. 419)

[Basic Settings] tab » Select [1-sided Printing] or [2-sided Printing] in [1-sided/2-sided/Booklet
Printing] » Select the position to bind in [Binding Location]  [OK]

i Printing Preferences ==l
Bl Setrga || age Setup | Frshing | Cusity
Froda # Therges Detak Setirga » | Al || Edif
Chusprdt Minthad = P -
Bl Poge 5ee [—~ 118 1o sey
L[ = Cemizn
= _Lup"s"' . A 0 Poriret A Landwrapa
Paich Paga rn = -
Flaga Lot ) Warunl Sosing
1 1m v g 100 |5 % psite 2060
=il Z-aice Bt Frivin)
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Latar [Scuing: 1072 Long Edga [Laf] L Gkl
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Ve Cafirga d i - .
Flariors [afuats ] I
o Canoed e

[1-sided/2-sided/Booklet Printing]
Select [1-sided Printing] or [2-sided Printing].

MOTE:

For [Booklet Printing], see ©Printing Booklet (MF244dw)(P. 107) .

[Binding Location]

Specify the position to bind the printouts with a binding tool such as a stapler. Printing orientation will be
changed depending on the specified binding position. To specify the margin width for the binding position,
click [Gutter].

[Long Edge [Left]]
Prints images in such a way that the printed pages are opened horizontally when bound.
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[Short Edge [Top]]
Prints images in such a way that the printed pages are opened vertically when bound.

[Gutter]
Specify a binding margin.

LINKS

OPrinting a Document(P. 87)
©Printing Multiple Pages onto One Sheet(P. 103)
OPrinting Booklet (MF244dw)(P. 107)
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Collating Printouts by Page

15A8-022

— When printing copies of multi-page documents, select [Collate] to print complete sets in

g ',;F sequential page order. This function is useful when preparing handouts for meetings or
2 - < presentations.
UEHEHE]

[Basic Settings] tab  Select [Collate] or [Group] in [Collate/Group] » [OK]

o Printing Preferences =
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©) [Collate/Group]

Specify the sorting method of the printouts when printing multiple-page documents.

[Collate]

The printouts are grouped into complete sets in sequential page order. For example, if you are printing
three copies of a five-page document, the printouts will be arranged in the following page order: 1, 2, 3, 4,
51,2,3,45,1,2,3,4,5.

[Group]
The printouts are not collated. For example, if you are printing three copies of a five-page document, the
printouts will be arranged in the following page order: 1,1, 1,2,2,2,3,3,3,4,4,4,5,5,5.
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NOTE:

If you select [Off], whether the printouts are collated or not depends on the setting made on the
application.

LINKS

Printing a Document(P. 87)
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Printing Multiple Pages onto One Sheet

15A8-023

You can print multiple pages onto a single sheet. For example, you can print four or
nine pages onto a single sheet by using [4 on 1] or [9 on 1]. Use this function if you
want to save paper or to view your document in thumbnails.

NOTE

e To save more paper, combine this setting with 2-sided printing. ©Switching 1-Sided and 2-Sided Printing
(MF244dw)(P. 99)

[Basic Settings] tab & In [Page Layout], select the number of pages to print onto a single sheet § In
[Page Order], select the page distribution layout » [OK]
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[Page Layout]

Select the number of pages to print onto a single sheet from [1 on 1] to [16 on 1]. For example, to print 16
pages onto a single sheet, select [16 on 1].

NOTE:

For options such as [Poster [2 x 2]], see ©Printing Posters(P. 105) .

Printing may not be performed properly if you combine this setting with an application setting for
collating printouts.
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[Page Order]

top left, and then the rest of the pages are arranged rightward.

=]
'8 2l

) 3 4

Select a page distribution layout. For example, if you select [Across from Left], the first page is printed on the

LINKS

Printing a Document(P. 87)
Switching 1-Sided and 2-Sided Printing (MF244dw)(P. 99)
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Printing Posters

15A8-024
J You can print one page of a document onto multiple pages. For example, if you make
,.fi ¥ L a one-page A4-size document nine times larger, you will have a poster 3x3 A4 size
sheets large after you print the document and paste it together.
[Basic Settings] tab & In [Page Layout], select the dimensions of your poster (for example, [Poster [2
x 2]1) » [OK]
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LK Cancel Hep

[Page Layout]

Select the layout for poster printing. There are four size settings:[Poster [1 x 2]], [Poster [2 x 2]], [Poster [3 x
3]1, and [Poster [4 x 4]].

MOTE:

Poster size settings cannot be selected when 2-sided printing is enabled. Select [1-sided Printing] in [1-
sided/2-sided/Booklet Printing], and then select a poster size setting.

[Poster Details]
The screen below appears.
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| Poster Dtae === |
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[Print Margin Borders]
Borders are printed on each page. The borders are helpful if you want to paste the printouts together or
cut off the margins.

[Set Margins for Cutting/Pasting]
Prints margins to allow cutting or pasting. To print markings so that margins can be easily identified,
select the [Print Marks for Alignment] check box.

[Pages to Print]
[All Pages]: Carry out poster printing for all pages.
[Specify Pages]: Carry out poster printing only for specified pages.

LINKS

OPrinting a Document(P. 87)
(OEnlarging or Reducing(P. 97)
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Printing Booklet [=zrm

15A8-025

You can print two pages of a document on both sides of paper and then fold your
printed pages in half to make a booklet. The printer driver controls the print order in

NOTE

e Booklet printing may not be available with some sizes and types of paper. The paper that is available for 2-
sided printing is also available for booklet printing. See ©Paper(P. 419) .

[Basic Settings] tab & Select [Booklet Printing] in [1-sided/2-sided/Booklet Printing] » Click
[Booklet] to specify detailed settings as necessary k [OK]  [OK]
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[1-sided/2-sided/Booklet Printing]
Select [Booklet Printing].

NOTE:

For [1-sided Printing] and [2-sided Printing], see ©Switching 1-Sided and 2-Sided Printing (MF244dw)
(P.99) .

[Booklet]

The screen below is displayed.
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[Booklet Printing Method]

[All Pages at Once]: Prints all of the pages at once as a single bundle so that you can make a booklet just
by folding the printed pages in half.

[Divide into Sets]: Prints as multiple bundles divided by the number of the pages specified on [Sheets
per Set]. Bind each bundle, and then combine them as one booklet. Select this option when the
document has so many pages that you cannot bind them all into a single booklet.

ST P

[Specify Booklet Gutter]
If you are using a stapler or other binding tools, specify the margin width for binding your booklet. Select
the [Specify Booklet Gutter] check box and specify the margin width in [Booklet Gutter].

LINKS

OPrinting a Document(P. 87)
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Printing Borders

15A8-026

You can add borders, such as broken lines or double lines, in the margins of
printouts.

[Page Setup] tab = Click [Page Options] » Select the border type in [Edging] I+ [OK] & [OK]

i Brinting Prefemences 1
e
Prolla * 1) nefot Samgn
Cupnat Minthad = Pt
I:J_ Fage See
8 Dt
[
rmrdaber
Plaga Layoud
e ] [T——
Lata [Siculrg: Auied
[ — | Paper Troe:
et e
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Select the border type.

(2 Preview
Displays a preview with the selected border.

LINKS

OPrinting a Document(P. 87)
OPrinting Dates and Page Numbers(P. 110)
OPrinting Watermarks(P. 112)
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Printing Dates and Page Numbers

15A8-027

You can print the information such as dates or page numbers, and you can specify
where to print this information on the document (upper-left, lower-right, etc.).

[Page Setup] tab » Click [Page Options] » Select the print position of the print date, user name or
page number k- [OK] k- [OK]
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©) [Print Date]
Specify the position to print the print date.

(5 [Print User Name]

Specify the position to print the user name (logon name) for the computer used to print the document.

(@ [Print Page Number]
Specify the position to print the page number.

Changing the Print Format of Dates and Page Numbers

e You can change formatting details such as font and font size when printing dates, logon names, or page
numbers. Click [Format Settings] on the [Page Options] screen shown above to specify the details.
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LINKS

Printing a Document(P. 87)
Printing Borders(P. 109)
Printing Watermarks(P. 112)
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Printing Watermarks

15A8-028

You can print watermarks such as "COPY" or "CONFIDENTIAL" over the document.
You can create new watermarks or use pre-registered watermarks.

Select a watermark from the drop-down list

[Page Setup] tab » Select the [Watermark] check box
[OK]
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[Watermark]

Select the [Watermark] check box to display the list of the watermarks in the drop-down list. Select a

watermark from the menu.

[Edit Watermark]

Displays the screen to create or edit watermarks.
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@ [Add]

Click to create a new watermark. Up to 50 watermarks can be registered.

) [Name]

Enter the created watermark name.

(O [Attributes]/[Alignment]/[Print Style]

Click each tab to specify the text, color, or print position of the watermark. For more information, click [Help]
on the printer driver screen.

LINKS

OPrinting a Document(P. 87)
OPrinting Borders(P. 109)
OPrinting Dates and Page Numbers(P. 110)

113



Using the Machine as a Printer

Selecting Document Type

A
(>
IIJB

[Quality] tab

t= Printing Prefemces

it Methad 3 Pink

[Objective]

15A8-029

You can specify the document type to ensure optimal image quality. There are
different settings for photo documents, documents that have charts or graphs, and

documents that have design drawings with fine lines.

By Setings | Fage Setun | Fritin | | Gusity
Frolla # Trargen Defsll Sang

Dhgoies

Marnual Gewyacaba Saitngs

High Detrition, Test

Select the document type in [Objective]

Thia miocis bx s whan panting docursanta in ganars

Rasios Deimdc

Cowdd

[OK]

Select an option that suits the document type or purpose of printing. For example, select [General] for

general use, or select [Photos] when you want to print photo images in optimal print quality.

[General]

A versatile option that is suitable when printing most documents.

[Publications]

Suitable when printing documents that have a mix of photo images, charts, and graphs.

[Graphics]

Suitable when printing documents that have charts or graphs.

[Photos]

Suitable when printing photo images.

[Designs [CAD]]
Suitable when printing design drawings that have many fine lines.

[High Definition Text]

Suitable when printing documents that have small characters.

MOTE:
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To specify detailed settings for each item selected on [Objective], click [Advanced Settings]. For more
information, click [Help] on the printer driver screen.

LINKS

Printing a Document(P. 87)
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Saving Toner

15A8-02A

You can set the printer driver to print documents using less toner.

IMPORTANT

When the toner save setting is enabled, fine lines and portions with lighter print density may become
blurred.

[Quality] tab » Select the document type in [Objective] & Click [Advanced Settings] » Select [Toner
Save] in the [Advanced Settings] screen » Select [On] from the drop-down list = [OK] » [OK]
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©) [Objective] ©Selecting Document Type(P. 114)

Select the document type for which you want to enable the toner save setting.
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[Advanced Settings]

A screen with settings is displayed. Click [Toner Save] and select [On] from the drop-down list on the bottom
of the screen.

NOTE:

You can specify whether to enable the toner save setting for each document type. Specify the toner save
setting for each document type listed in [Objective].

In the [Advanced Settings] screen, you can specify various print settings other than toner save settings.
For more information, click [Help] on the printer driver screen.

LINKS

Printing a Document(P. 87)
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Combining and Printing Multiple Documents

15A8-02C

By using Canon PageComposer, you can combine multiple documents into one print
job and print the job with specified print settings. This function, for example, enables
you to combine documents made with different applications and print all of the
pages in the same paper size.

1 Open a document in an application and display the print dialog box.

How to display the print dialog box differs for each application. For more information, see the instruction
manual for the application you are using.

2 Select the printer driver for this machine, and click [Preferences] or [Properties].
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3 Select [Edit and Preview] in [Output Method].

Click [OK] on the [Information] pop-up screen.

Click [OK] at the bottom of the screen.

4 Click [Print] or [OK].
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Using the Machine as a Printer
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% The Canon PageComposer starts. Printing does not start in this step.

5 Repeat steps 1 to 4 for the documents you want to combine.

% The documents are added to the Canon PageComposer.

A Canon PageCanmposer - Canon Printer - user i ]
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6 From the [Document Name] list, select the documents to combine, and click L.

To select multiple documents, click the documents while holding down [SHIFT] key or [CTRL] key.
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7 Change the settings as necessary, and click [Combine].

The documents selected in step 6 are combined.
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) [Print Preview]
Displays a preview of the document to be printed.
(%) [Document List])/[Print Settings]

Click the [Document List] tab to display the documents added in steps 1 to 4. You can remove
documents by selecting them in the list and clicking [Delete from List].
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Click the [Print Settings] tab to display the screen for specifying print settings such as the number of
copies or 1-sided/2-sided printing. The settings specified here are applied to the whole print job.
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NOTE:
For more information, click [Help] on the Canon PageComposer screen.

(% [Details]

Displays the print setting screen of the printer driver. There are fewer settings available than when using
the ordinary printing method.
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8 On the [Document Namel] list, select the combined-document print job you want to
print, and click .
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n® Printing starts.

For instructions on how to cancel printing, see ©Canceling Prints(P. 91) .

LINKS

OPrinting a Document(P. 87)
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Configuring Print Settings to Your Needs

15A8-02E

You can register combinations of settings as "Profiles" to suit your different printing needs. Also, you can register the
settings that you frequently use as the default setting. Once the default setting is set, the registered settings are
automatically displayed on the printer driver screen, and you can skip the operations to specify the print settings and
print immediately.

Specify "TOP SECRET" for a watermark and register it as a
"Profile." Just select this "Profile" when you need it. ©

When | print highly Registering Combinations of Frequently Used Print
confidential documents, Settings(P. 123)

linclude a “TOP SECRET"

watermark.

Specify [2 on 1] as the user default in the printer driver.
- The next and following print jobs will be performed so
To save printing costs, - that each two pages are shrinked and printed on one

| alwa int 2 document
pagesﬁf; printout page. page. ©Changing Default Settings(P. 125)
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Registering Combinations of Frequently Used Print
Settings

15A8-02F

Specifying combinations of settings such as "1-sided landscape orientation on A4 size paper" every time you print may
be time consuming. If you register these frequently used combinations of print settings as "profiles," you can specify
printing settings simply by selecting one of these profiles from the list. This section describes how to register profiles
and how to print using them.

Registering a Profile(P. 123)
Selecting a Profile(P. 124)

Registering a Profile

1 Change the settings that you want to register as a profile, and click [Add].

Click the [Basic Settings], [Page Setup], [Finishing], or [Quality] tabs to specify the print settings on each
screen as necessary. ©Various Print Settings(P. 95)
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2 Enter a profile name in [Name], select an icon, and then click [OK].

Enter comments on the profile in [Comment] as necessary.

Click [View Settings] to see the settings to register.
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NOTE

Editing a profile
e By clicking [Edit] on the right side of [Add] on the screen shown in step 1, you can change the name, icon, or
comment of the profiles you have previously registered. You cannot edit the pre-registered profiles.
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Selecting a Profile

Select the profile that suits your needs, and click [OK].
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NOTE

Changing the settings of the selected profile

e You can change the settings of a selected profile. In addition, the changed settings can be registered as
another profile.

LINKS

OPrinting a Document(P. 87)
(©Changing Default Settings(P. 125)
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Changing Default Settings

15A8-02H

The default settings are the settings that are first displayed whenever you open the print settings screen of the printer
driver, but you can change them. For example, if you want to print all documents in such manner that each two pages
are shrinked and printed on one page, specify [2 on 1] as the user default of page layout. From next time on, the
printer driver will be opened with [2 on 1] specified as page layout setting and you will not have to change settings
each time you print.

IMPORTANT

To perform the following procedure, log on to your computer with an administrator account.

1 Open the printer folder. ©Displaying the Printer Folder(P. 433)

2 Right-click the printer driver icon for this machine and click [Printing preferences].
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3 Change the settings on the print setting screen, and click [OK].

Click the [Basic Settings], [Page Setup], [Finishing], or [Quality] tabs to specify the print settings on each
screen as necessary. ©Various Print Settings(P. 95)
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LINKS

OPrinting a Document(P. 87)
(OVarious Print Settings(P. 95)
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Using the Machine as a Scanner

Using the Machine @s @ SCANNEN ...ttt 128
Preparing to Use the Machine as a Scanner (MF244dw / MF232W) .........ccccceiiiveiiniieeeniineessineessisneesssesssssnees 129
Scanning from the MAChine .............cooviiiiiiiiiii e s e s sre e s s ta e s sbaeessbaesssabaeessssaesnssenenns 130

Scanning UsiNg the [SCAN => PCIKEY ciivuviiiiviieiriieeiniiteisieeessireesssiseessssseessssseessssesssssseessssssessssesessssaesssssassssnns 133
SCaANNING FrOM @ COMPULEK ....cooouviiiiiieiiiiieeeiteeesitteeesireeesssreessssneessseeessssaesssseeesssseessssssessssseesssssesssssessssssessssnes 137
Scanning USING an APPIICATION ...cciviverirriierriiieerriieersirteeseiteeessureesssseeesssseessssseesssssesssseessssseessssseessssessssssaessnne 138
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Using the Machine as a Scanner

15A8-02)

You can scan original documents by using the operation panel of the machine or an application on a computer.
Whichever way you use, the scanned documents are converted into electronic file formats such as PDFs. Use the scan
function to convert large-volume paper documents into files so that you can organize them easily.

NOTE

e To use this machine as a scanner, you must complete preparations in advance, including installation of
software to a computer. For more information, see "MF Driver Installation Guide." To connect the machine to
your computer via a network, you must register the machine to the installed software. ©Preparing to Use
the Machine as a Scanner (MF244dw / MF232w)(P. 129)

e If you are a Mac OS user, see the User's Guide for ScanGear MF for installing the software and for using scan
functions.

e Depending on the operating system and the version of the scanner driver or applications you are using, the
screens in this manual may differ from your screens.

mScanning from the Machine

You can scan and save documents to your computer by using the operation panel of the machine.
(©Scanning from the Machine(P. 130)

m Scanning from a Computer

You can scan documents placed on the machine from a computer. The scanned documents are saved to the computer.
You can scan using MF Scan Utility (included with the machine), or with other applications such as an image-processing
or word-processing application. ©@Scanning from a Computer(P. 137)

Scanning from Mobile Devices (MF244dw / MF232w)

e Linking mobile devices such as smartphones or tablets to this machine provides a quick and easy way to
scan documents set on this machine. ©Can Be Used Conveniently with a Mobile Device (MF244dw /
MF232w)(P. 142)
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Preparing to Use the Machine as a Scanner

15A8-02K

Make sure that the machine and your computer are connected and all software is installed. For how to check, see "MF
Driver Installation Guide." To connect via a wireless or wired LAN, you must register this machine in MF Network
Scanner Selector. Register by following the procedure below. This procedure is not required if the machine and your

computer are connected via USB.

IMPORTANT

The scan function is not available if the machine and your computer are connected in an IPv6 environment. Use
IPv4 or a USB connection.
1 click &, in the system tray.

b B | &

Customize...

2 Select the check box for the machine, and click [OK].
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Up to ten computers can be connected at a time on a network to one product (scanner).
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Scanning from the Machine

15A8-02L

The sequence of "scanning a document and saving it to a computer" can be done

entirely from the machine. Scan while specifying what computer documents will be
i —— saved to; whether to scan documents in color or black and white; whether to save
F‘u !

Q documents as PDFs or JPEGs; and other settings.
S

1 Place the document(s). ©Placing Documents(P. 38)

= 5 >
alll

2 Press [l (COPY/SCAN) to switch to the Scan mode screen.

3 Use A /W toselect <Computer>, and press [

Select the scan type.

Computer

4 Select the destination computer, and press [

This screen is not displayed if only a computer is connected to the machine via USB.

Specify destination.
PC?
PC3

5 select the scan type.

Select Scan Type
Scan: Press OK

Color scan
B&W Scan
Custom 1
Custom 2
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Scan type Color Resolution File format
<Color Scan> Color 300 dpi JPEG (Exif)
<B&W Scan> Black and white™ 300 dpi PDF (searchable™?)
<Custom 1> Color 300 dpi JPEG (Exif)
<Custom 2> Color 300 dpi JPEG (Exif)

*1 Documents are scanned in black and white only, with no intermediate shades of gray.

*2 A PDF format where characters on the document are scanned as text data and the text can be searched using a computer.

MOTE:

To change settings

The settings in the table above are all factory default settings. You can change settings from MF Scan

Utility. For more information, click [Instructions] on MF Scan Utility.

If you are a Mac OS user, see the User's Guide for ScanGear MF.

G Press 3.
Scanning starts.

To cancel, press -

<Yes>

You cannot scan while the ScanGear MF is displayed. Close the
screen before scanning.

- e

LE]

EWhen placing documents in the feeder in step 1 (MF244dw)

When scanning is complete, the save destination folder is displayed on the computer.

mWhen placing documents on the platen glass in step 1

When scanning is complete, follow the procedure below (when file format is PDF).

1 Ifthere are additional pages of documents to be scanned, place the next document on the platen

glass, and press .
Repeat this step until you finish scanning all of the pages.

When there is only one page to be scanned, proceed to the next step.

2 Use A /W toselect <Finish Scanning>, and press m
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The save destination folder is displayed on the computer.

NOTE

About the save destination folder

e By default, the scanned data is saved to the [My Documents] folder. A subfolder named with the scanning
date is created, and the data is saved to that folder.

e You can change the save destination from MF Scan Utility. For more information, click [Instructions] on MF
Scan Utility.

TIPS

Scan from the machine more easily

o If you have regularly used preferences, such as scanning in color or black and white, or a pre-determined
computer where scanned documents will be saved, specifying these settings each time you scan can be
troublesome. Register these settings in a [Scan -> PC] key so that you can scan with one press of a key. ©
Scanning Using the [Scan -> PC] Key(P. 133)
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Scanning Using the [Scan -> PC] Key

15A8-02R

Place a document on the machine, and press (for MF232w, or
), and scanning starts immediately. The type of scan (color or black and

white), the save destination for the document, and other settings can be registered
to a button, and documents can be scanned using those settings. This section
describes how to register settings in a button and scan with it.

(ORegistering Your Settings in the [Scan -> PC] Key(P. 133)
(OUsing the [Scan -> PC] Key(P. 135)

Registering Your Settings in the [Scan -> PC] Key
(for MF232w, or

Register the computer that scanned images are saved in and the type of scan to |E=is®

=

l ScanePC |

[Scan-=PC]

1 Press@.

2 Use A/W toselect <Scan Settings>, and press [

3 Select <Shortcut Key Settings> » <Register>.

4 Press 3.

If you are using the MF232w, select the shortcut key to which you want to register settings, and press m
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Select Shortcut Kei

If you are using the MF232w / MF231, select the shortcut key to which you

want to register settings, and press

5 Select the type of connection that is used between the machine and computer, and

press [E13).

SEeciE destination.

|
USE Connection I
J

Network Connection

<Off>

Select this setting to erase registered settings.

<USB Connection>

Select this setting if the machine and computer are connected via USB.

<Network Connection> (MF244dw / MF232w)

Select this setting if the machine and computer are connected via a network.

G Select the destination computer, and press [

This screen is not displayed if you select <USB Connection> in step 5.

Specify destination.
PC2
PC3

7/ Select the scan type, and press [

Select Scan Type

Color Scan
B&W Scan
Custom 1
Custom 2
Scan type Color Resolution File format
<Color Scan> Color 300 dpi JPEG (Exif)
<B&W Scan> Black and white™' 300 dpi PDF (searchable*?)

*1 Documents are scanned in black and white only, with no intermediate shades of gray.

*2 A PDF format where characters on the document are scanned as text data and the text can be searched using a computer.
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Scan type Color Resolution File format
<Custom 1> Color 300 dpi JPEG (Exif)
<Custom 2> Color 300 dpi JPEG (Exif)

*1 Documents are scanned in black and white only, with no intermediate shades of gray.

*2 A PDF format where characters on the document are scanned as text data and the text can be searched using a computer.

MOTE:
To change settings

The settings in the table above are all factory default settings. You can change settings from MF Scan
Utility. For more information, click [Instructions] on MF Scan Utility.

If you are a Mac OS user, see the User's Guide for ScanGear MF.

m Checking the Registered Settings

<Scan Settings> m <Shortcut Key Settings> m <Confirm

Destination> m Select shortcut key m

Confirm Destination
PCl |
Color Scan

Name of destination computer
Shows the name of the computer registered as the save destination.

Scan type

Shows the type of scan that has been set.
Using the [Scan -> PC] Key

1 Place the document(s). ©Placing Documents(P. 38)
=—_’__|7 -

7 Press (for MF232w, [E5a) or [EEE)).
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To check the settings registered in the key, see ©Checking the Registered Settings(P. 135) .

Scanning starts.

To cancel, press - <Yes> m

You cannot scan while the ScanGear MF is displayed. Close the e -
screen before scanning. - e ——

LE]

EWhen placing documents in the feeder in step 1 (MF244dw)
When scanning is complete, the save destination folder is displayed on the computer.

mWhen placing documents on the platen glass in step 1

When scanning is complete, follow the procedure below (when file format is PDF).

1 Ifthere are additional pages of documents to be scanned, place the next document on the platen
glass, and press .

Repeat this step until you finish scanning all of the pages.

When there is only one page to be scanned, proceed to the next step.
2 Use A /W toselect <Finish Scanning>, and press m

The save destination folder is displayed on the computer.

NOTE

About the save destination folder

e By default, the scanned data is saved to the [My Documents] folder. A subfolder named with the scanning
date is created, and the data is saved to that folder.

e You can change the save destination from MF Scan Utility. For more information, click [Instructions] on MF
Scan Utility.

LINKS

©Scanning from the Machine(P. 130)
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Scanning from a Computer

15A8-02S

There are two ways to scan from a computer: using MF Scan Utility and using an application such as an image-
processing or word-processing application.

Scanning Using MF Scan Utility

e MF Scan Utility is an application included with the machine that enables you to scan
“\ documents or images to a computer. You can forward the scanned data to a specified
application, or attach it to an e-mail message. After installing it from the supplied DVD-
ROM, click [MF Scan Utility] displayed in the Windows start menu to start MF Scan Utility.
T _,/ For details on using this utility, click [Instructions] on MF Scan Utility.

I
JFE [ o

Penliy( O )

NOTE

e Ifyou are a Mac OS user, see the User's Guide for ScanGear MF.

Scanning Using an Application

0 You can scan images by using an application such as a word-processing or image-
— processing application, and load the images directly into the application. You do not
need to start another application to scan.
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Scanning Using an Application

15A8-02U

You can scan documents from applications such as image-processing or word-
processing software. The scanned image is directly loaded in the application, allowing
you to edit or process the image immediately. The following procedure varies
depending on the application.

Q@ © ©

IMPORTANT

The application must be compatible with TWAIN or WIA*, For more information, see the instruction manual
for your application.

* TWAIN is a standard for connecting image input devices, such as scanners, with computers. WIA is a function that is an
integrated standard in Windows.

1 Place the document(s). ©Placing Documents(P. 38)

? , g
2l

The second or subsequent documents may not be scanned, or an error message may be displayed
depending on the application. In such a case, place and scan one document at a time.

When <Auto Online for Remote Scan> is set to <Off>, you must press - (COPY/SCAN) » <Remote
Scanner> m to bring the machine online. ©Auto Online for Remote Scan(P. 333)

2 From the application, select the start scan command.

The procedure for selecting the start scan command varies depending on the application. For more
information, see the instruction manual for your application.

3 Select the scanner driver for the machine.

Select ScanGear MF or WIA.

4 Configure the scan settings as necessary.

For more information about ScanGear MF scan settings, see ©Configuring Scan Settings in ScanGear
MF(P. 140)

5 Click [Scan].
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% Scanning of the document starts.

When scanning is complete, the scanned image is forwarded to an application.

LINKS

Configuring Scan Settings in ScanGear MF(P. 140)
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Configuring Scan Settings in ScanGear MF

15A8-02W
e S ScanGear MF is a scanner driver included with the machine. You can use ScanGear
Sean _"\\ MF to configure advanced scan settings when you scan. The way of
Mr‘;’:eﬁf I’r} \ starting ScanGear MF differs depending of the way of scanning from the computer.
L.

A/

Starting from MF Scan Utility

When scanning from MF Scan Utility, click [ScanGear] to start ScanGear MF. For instructions on how to use
ScanGear MF, click [Instructions] on MF Scan Utility.

NOTE

e If you are a Mac OS user, see the User's Guide for ScanGear MF.

Starting from an Application

To scan from applications such as image-processing or word-processing software, select ScanGear MF as
scanner driver. ©@Scanning Using an Application(P. 138)

For instructions on how to use ScanGear MF, click on the ScanGear MF “i.) icon and see the Help.

> ScanGear MF

BES Q& 0
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Can Be Used Conveniently with a
Mobile Device (MF244dw / MF232w)
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Can Be Used Conveniently with a Mobile Device

15A8-02X

Combining the machine with a mobile device such as a smartphone or tablet enables you to use an appropriate
application to perform printing, scan, or other operation with ease. You can also use a mobile device to operate the
machine remotely, check the printing status, and change machine's settings.

(OConnecting to a Mobile Device(P. 143)
(OMaking the Best Use of the Machine by Utilizing Applications(P. 147)
(OManaging the Machine Remotely(P. 163)
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Connecting to a Mobile Device

15A8-02Y

When connecting the machine to a mobile device, you can select whether to connect via a wireless LAN router or
Direct Connection. Select the connection method that best suits your environment and devices.

m Connecting via a Wireless LAN Router

Like when connecting a computer and the machine, connect a mobile device and the machine via a wireless LAN
router. For how to connect your mobile device and wireless LAN, see the instruction manual for the device or contact
your manufacturer.

Connect the machine to the router with a wired LAN or wireless LAN. ©Connecting to a Network(P. 166)

m Making Direct Connection

Connect the mobile device and the machine directly without using a wireless LAN router. Even where no wireless LAN
environment is available, you can quickly connect the machine and a mobile device. You can also configure the
machine to exit Direct Connection mode automatically once a certain period of time elapses after the machine enters
Direct Connection mode and switch to a wireless LAN connection. ©Make Direct Connection (Access Point Mode)
(P. 144)
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Make Direct Connection (Access Point Mode)

15A8-030

Even in an environment without wireless LAN router, you can connect your mobile device and the machine without
going through difficult settings when you use "Access Point Mode," which allows you to wirelessly and directly connect

your mobile device to the machine.
g

Using the Machine in Direct Connection (in Access Point Mode)

Follow these steps to establish a connection using Access Point Mode.

Put the machine into Access Point Mode.

e Set <Use Direct Connection> to <On>,
! (OUse Direct Connection (P. 289)

mIf connected to the network by wireless LAN

A screen for selecting the Direct Connection method is displayed.

Network Conn. Type |

Wireless LAN/Direct C

<Direct Connection Only>

Connection by wireless LAN becomes unavailable. Set when only using Direct
Connection.

<Wireless LAN/Direct Conn. (Auto Switch)>

A wireless LAN connection is disconnected only when using Direct Connection. Set
when wishing to switch between Direct Connection and connection by wireless
LAN.

Put the machine into a connection waiting state.
= Press [ <Direct Connection> m The machine enters the state in which you

can connect your mobile device to the machine.
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Menu

Direct Connection
Network Settings
Qutput Reports
Preferences

E Connecting from a mobile device

Based on the SSID and network key displayed in the display, make wireless LAN
connection settings for connecting to the machine.

[ =
. NOTE:

The screen below appears in the display during the connection process.

Connected. To end
Direct Connection,
select <Disconnects.
<Disconnect> |
Connection Informat,

<Disconnect>

Stops the Direct Connection procedure. When printing, scanning, or other
desired operation is complete, select <Disconnect> and press m to terminate

the connection.

<Connection Information>

You can view the information on the Direct Connection being proceeding.

IMPORTANT

When the machine is in Direct Connection mode, it is possible that you cannot connect to the Internet
depending on your mobile device.

If <Use Custom SSID> is <Off> when the machine is in Direct Connection mode, only a single device can be
connected at a time.

If wireless connection from the mobile device is not performed within 5 minutes while the SSID and network
key are displayed, the connection waiting state terminates.

If while in communication by Direct Connection, a duration when there is no data transmission between the
machine and the mobile device lasts for some time, the communication may terminate.

The machine's SSID and network key are changed each time the Direct Connection procedure is started.
While in Direct Connection, sleep mode is not as effective at saving power.

If you use the Direct Connection, do not set the IP address manually on the mobile device. Doing so may
prevent proper communication after using the Direct Connection.

TIPS
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Setting an arbitrary SSID and network key

e You can enter and set the SSID and network key used for Direct Connection yourself. Setting any SSID allows
up to 5 devices to connect to the machine at the same time. ©Access Point Mode Settings(P. 289)

Exiting from Direct Connection mode automatically

e You can also configure the machine to exit Direct Connection mode automatically once a certain period of
time elapses after the machine enters Direct Connection mode. If <Wireless LAN/Direct Conn. (Auto Switch)>
is specified as the connection method in Direct Connection mode, the machine connects to a wireless LAN
automatically after exiting Direct Connection mode.

Selecting Wired LAN or Wireless LAN(P. 168)
Time Until Direct Connection Termination (P. 289)
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Making the Best Use of the Machine by Utilizing
Applications

15A8-031

You can use an appropriate application that enables you to perform printing, scanning, or other operation by
operating the machine from your mobile device. The machine supports a dedicated application from Canon and
various other applications. You can select the most appropriate application to your mobile device, the purpose, the
situation, and so on.

m Printing/Scanning via Canon PRINT Business

You can print from mobile devices that support iOS/Android, and place and scan originals with the machine, then send
to a mobile device. When printing, it is not necessary to perform operations on the machine. For more information on
supported operating systems, detailed setting methods, and operations, see the Canon website (http://
www.canon.com/).

m Printing with Canon Print Service

You can easily print from the menu of applications that support the Android print subsystem. For more information on
supported operating systems and detailed settings and procedures, see the Canon website (http://www.canon.com/).

m Using Google Cloud Print

You can print from an application or service that supports Google Cloud Print. You can print by remotely operating the
machine at any time and from anywhere, for example even while you are on the go. ©@Using Google Cloud
Print(P. 159)

ey
L

Google =
Cloud Print Ready

m Printing with Mopria®

This machine also supports Mopria®. Using Mopria® allows you to print with printers of different models from
different manufacturers by using common operations and common settings. For example, assume that Mopria®
compatible printers of different models from different manufacturers are installed in your office, at your place, or at
places you are visiting. You can then print with any of those printers by using Mopria® without the need to install the

respective dedicated applications on them. For details about the models supporting Mopria® and the system
requirements, see http://www.mopria.org.

L
MOoPrIQY
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Using AirPrint

15A8-032

You can print or scan without using drivers by sending print data from Apple devices.

AirPrint

AirPrint settings

Configuring AirPrint Settings(P. 148)
Displaying the Screen for AirPrint(P. 151)

Functions of the AirPrint

Printing with AirPrint(P. 153)
Scanning with AirPrint(P. 156)

Troubleshooting
If AirPrint Cannot Be Used(P. 158)

Configuring AirPrint Settings

You can register information, including the name of the machine and installation location, that is used for identifying
the machine. You can also disable the AirPrint function of the machine. Use the Remote UI to change these settings.

1 Start the Remote UI and log on in System Manager Mode. ©Starting Remote
UI(P. 273)

2 Click [Settings/Registration].

If you are using a mobile device, such as iPad, iPhone, or iPod touch, read "click" as "tap" in this section.
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3 Click [Network Settings] » [AirPrint Settings].
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[Use AirPrint]
Select the check box to enable AirPrint. To disable AirPrint, clear the check box.

[Printer Name]/[Location]/[Speed/Image Quality Priority]/[Latitude]/[Longitude]

Enter the name and the installation location information to help you identify this machine when operating
your Apple device. This information is useful if you have more than one AirPrint printer. Also select whether
to give priority to print speed or to print quality.
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NOTE:

If you select the [Use AirPrint] check box

The following items are also set to <On> automatically.
<mDNS Settings> for IPv4 and IPv6 ©Configuring DNS(P. 212)
<Use HTTP> ©Disabling HTTP Communication(P. 246)

[Use IPP Printing] under [IPP Print Settings] ©Changing the Setting of Functions Available with
AirPrint(P. 150)

<Use Network Link Scan> ©Changing the Setting of Functions Available with AirPrint(P. 150)

If you change [Printer Name]

If you change [Printer Name] that you have once specified, you may be unable to print any more from the
Mac that has been able to be used for printing so far. This phenomenon occurs because <mDNS Name>
( ©Configuring DNS(P. 212) ) of IPv4 is also changed automatically. In this case, add the machine to the
Mac again.

m Changing the Setting of Functions Available with AirPrint

If you want to disable functions that you are not going to use with AirPrint or encrypt communications, configure the
necessary setting using the operation panel or Remote UL

Changing Print Settings

To perform printing with AirPrint, IPP protocol is used.

Turning the function On/Off

You can specify whether to perform printing with AirPrint. The factory default setting is [On].

Log on to the Remote UI in System Manager Mode ( ©Starting Remote
UI(P. 273) ) » [Settings/Registration] - [Network Settings] » [TCP/IP Settings] » [IPP Print
Settings] & [Edit] i Clear or select the [Use IPP Printing] check box » [OK]

Changing the TLS setting
You can specify whether to encrypt communications using TLS when performing printing with AirPrint. The factory
default setting is [On].

MOTE:

When the machine is connected to a Mac via USB, set [Use TLS] to [Off].

Log on to the Remote UI in System Manager Mode ( ©Starting Remote
UI(P. 273) ) i [Settings/Registration] » [Network Settings] » [TCP/IP Settings] i [IPP Print
Settings] » [Edit] i+ Clear or select the [Use TLS] check box » [OK]

Changing Scan Settings

To perform scanning with AirPrint, Network Link Scan is used.
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Turning the function On/Off
You can turn on/off the scan function available with AirPrint. The factory default setting is <On>.

E <Network Settings> m <TCP/IP Settings> m <Network Link Scan
Settings> m <Use Network Link Scan> m Select <Off> or

<on>» (3 - @

Changing the TLS setting
You can specify whether to encrypt communications using TLS when performing scanning with AirPrint. The

factory default setting is [On].
MNOTE:

When the machine is connected to a Mac via USB, set [Use TLS] to [Off].

Log on to the Remote UI in System Manager Mode ( ©Starting Remote
UI(P. 273) ) - [Settings/Registration] k- [Network Settings] » [TCP/IP Settings] » [Network
Link Scan Settings] » [Edit] = Clear or select the [Use TLS] check box » [OK]

Displaying the Screen for AirPrint

You can display the screen for AirPrint, on which you can not only access the AirPrint Settings but also view
information about consumables, such as paper and toner cartridge. Further, you can configure security function
settings ( ©Enabling TLS Encrypted Communication for the Remote UI(P. 249) ).

1 Click [System Preferences] in the Dock on the desktop » [Printers & Scanners].
2 Select this machine and click [Options & Supplies].

3 Click [Show Printer Webpagel].

4 Log on to the Remote UL

To change AirPrint settings, log on in System Manager Mode.

% The screen for AirPrint is displayed.
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Printing with AirPrint

15A8-033

You do not necessarily need to use a computer for printing e-mails, photos, Web pages, and other documents. AirPrint
enables you to print directly from Apple devices such as iPad, iPhone, and iPod touch.

AlrPrint

Printing from iPad, iPhone, or iPod touch(P. 153)
Printing from Mac(P. 154)

System Requirements
To print with AirPrint, you need one of the following Apple devices.

iPad (all models)
iPhone (3GS or later)

iPod touch (3rd generation or later)

Mac (Mac OS X 10.7 or later)*

*0S X 10.9 or later when you use USB connection.

Network Environment
You need one of the following environments.

The Apple device and the machine are connected to the same LAN.
The Apple device and the machine are in Direct Connection.

The Mac and the machine are connected via USB.

IMPORTANT

For printing, it is required to set [Use IPP Printing] to [On]. ©@Changing the Setting of Functions Available

with AirPrint(P. 150)

Printing from iPad, iPhone, or iPod touch

1 Make sure that the machine is turned ON and that it is connected to your Apple

device.

For how to make sure of this, see "Getting Started."
For how to make sure whether the Apple device and the machine are in Direct Connection, see
Direct Connection (Access Point Mode)(P. 144) .

Manuals Included with the Machine(P. 425)
Make
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2 From the application on your Apple device, tap & to display the menu options.
3 From the drop-down list, tap [Print].

4 Select this machine from [Printer] in [Printer Options].

The printers connected to the network are displayed. Select this machine in this step.

[Printer Options] is not displayed on applications that do not support AirPrint. You cannot print by using
those applications.

5 Specify the print settings as necessary.

NOTE:

The available settings and paper sizes differ depending on the application you are using.

You can specify the halftones setting for image files using the operation panel. ©Mobile Print
Halftones(P. 315)

G Tap [Print].

I Printing starts.

MNOTE:
Checking the print status
During printing, press the Home button of the Apple device twice » tap [Print].

Printing from Mac

1 Make sure that the machine is turned ON and that it is connected to your Mac.

For how to make sure of this, see "Getting Started." ©Manuals Included with the Machine(P. 425)

2 Add the machine to the Mac from [System Preferences] » [Printers & Scanners].

This operation is not necessary if the registration has already been performed for another operation.

3 Open a document in an application and display the print dialog box.

How to display the print dialog box differs for each application. For more information, see the instruction
manual for the application you are using.

4 Select this machine in the print dialog box.

The printers connected to the Mac are displayed. Select this machine in this step.
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5 Specify the print settings as necessary.

MNOTE:
The available settings and paper sizes differ depending on the application you are using.

You can specify the halftones setting for image files using the operation panel. ©Mobile Print
Halftones(P. 315)

G Click [Print].

i Printing starts.
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Scanning with AirPrint

15A8-034

You can use AirPrint to transfer the data scanned by the machine directly to a Mac.

AirPrint

System Requirements

To scan with AirPrint, you need a Mac with OS X 10.9 or later installed.

Network Environment

You need one of the following environments.

The Mac and the machine are connected to the same LAN.

The Mac and the machine are connected via USB.

IMPORTANT

For scanning, it is required to set <Use Network Link Scan>to <On>. ©Changing the Setting of Functions
Available with AirPrint(P. 150)

Before scanning, it is required to put the machine into online state. When the auto online function ( ©Auto
Online for Remote Scan(P. 333) ) is set to <Off>, use the following steps to bring the machine online before

starting the procedure for scanning. - (COPY/SCAN) i+ Select <Remote Scanner> m

You cannot scan while settings for operations are being made, or while the machine is performing an
operation whatsoever.

Scanning from the Mac

1 Make sure that the machine is turned ON and that it is connected to the Mac.

For how to make sure of this, see "Getting Started." ©Manuals Included with the Machine(P. 425)

2 Add the machine to your Mac from [System Preferences] » [Printers & Scanners].

This operation is not necessary if the registration has already been performed for another operation.

3 Select this machine from the list of printers in [Printers & Scanners].

4 Click [Scan].

156



Can Be Used Conveniently with a Mobile Device (MF244dw / MF232w)

5 click [Open Scanner].

% The [Scanner] screen is displayed.

6 Configure the scan settings as necessary.

7 Click [Scan].

% Scanning starts, and scanned data is displayed.
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If AirPrint Cannot Be Used

15A8-035

If AirPrint cannot be used, try taking the following solutions.

Make sure that the machine is turned ON. If the machine is turned ON, first turn it OFF, then wait for at least 10
seconds and then turn it back ON to check if the problem is solved.

Make sure that no error messages are displayed on the machine.

Make sure that Apple devices and the machine are connected to the same LAN. If the machine is turned ON, it may
take several minutes before the machine is ready for communication.

Make sure that Bonjour on your Apple device is enabled.

For printing, make sure that the paper is loaded in the machine and the machine has sufficient toner cartridge
remaining. ©Displaying the Screen for AirPrint(P. 151)

For scanning, make sure that the machine's setting for Network Link Scan is <On>. ©@Changing the Setting of
Functions Available with AirPrint(P. 150)
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Using Google Cloud Print

15A8-036

Google Cloud Print is a service that enables a user who has a Google account to print from applications compatible
with Google Cloud Print via a smartphone, tablet, or computer connected to the Internet. Unlike conventional printing
from a computer, Google Cloud Print enables you to print without using a printer driver. For example, if you want to
print an e-mail or files that are attached to an e-mail, you can print just by using an application compatible with Google
Cloud Print. You will find your printouts when you go to the machine.

—

Google =
Cloud Print Ready

Checking the Machine Settings(P. 159)
Changing Google Cloud Print Settings(P. 159)
Registering the Machine with Google Cloud Print(P. 160)

When registering the machine or when using Google Cloud Print to print documents, you must be able to
connect the machine to the Internet. You are also responsible for paying all Internet connection fees.

You may not be able to use this function in some countries or regions.

Google Cloud Print does not support printing from IPv6 addresses.

NOTE

e To use Google Cloud Print, a Google account is required. If you do not have one, access Google website to
create your account.

Checking the Machine Settings
Before setting up Google Cloud Print, check the following:

Make sure that the machine is assigned an IPv4 address and connected to a computer over a network.
Connecting to a Wireless LAN(P. 170)
Connecting to a Wired LAN(P. 169)

Make sure that the date and time and the time zone settings are correct. ©Date/Time Settings(P. 303)

Changing Google Cloud Print Settings

Enable the Google Cloud Print function of the machine. You can also disable the Google Cloud Print function of the
machine.

1 Press @.
7 Use A /W toselect <System Management Settings>, and press [
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If a screen for entering a PIN is displayed, enter the PIN with the numeric keys and press m Setting
the System Manager PIN(P. 229)

3 Select <Google Cloud Print Settings> » <Enable Google Cloud Print>, and press [[E3).

4 Select <On> or <Off>, and press [E[J.

Google Cloud Print
off

Registering the Machine with Google Cloud Print

Registering the machine with Google Cloud Print allows you to print from anywhere.

1 Start the Remote UI and log on in System Manager Mode. (©Starting Remote
UI(P. 273)

2 Click [Settings/Registration].

(g Remote U Portal

Canperaaties atmees star

3 Click [Network Settings] » [Google Cloud Print Settings].

Jj:] o Y B i

Hetwork Setfings
Hetamh Stiage

Tdr Bora et e bian
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4 Click [Register] in [Registration Status].

lj;] o DY B i

Googhe Cloud Print Settings
Baiit emings

i Chack [Regrotns]) anci segiviar tha devizs Lang Fea UL o regsizaton

MNOTE:
If [Register] is unavailable

You need to enable Google Cloud Print. Click [Edit], select the [Use Google Cloud Print] check box, and
then click [OK].

To reregister the machine

To reregister the machine if the owner of the machine has changed or for other reasons, unregister the
machine and register it again.

5 Click the link of the URL displayed for [URL for Registration].

[ S By atio

E—— Information for Registration
wk e UEL for egerrata s and reg e 1 the evics.
S O xr OFF g rraer posent of tha cevios el regpfrrion o complnt
Faateairfian iz rufier das Eag wrabiar
raisd LTy

VL, oo R

6 Follow the on-screen instructions to register the machine.

"% You can print from a Google Cloud Print compatible application such as Google Chrome™.
NOTE:

Access the Google Cloud Print website for information about the latest applications that support Google
Cloud Print.

NOTE

Registering from a mobile device or Google Chrome

e You can also register the machine from a mobile device or Google Chrome*. The machine's display shows
the following confirmation screen before completion of the registration. Select <Yes> to complete the
registration.
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Regist. request from
Google Cloud Print
received. Register?

|_ves  JENICIND

* For the registration procedure, see the instruction manual for your mobile device or the Google Cloud Print website.
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Managing the Machine Remotely

15A8-037

You can use the Remote UI from a Web browser installed on your mobile device. This allows you to check the
machine's status and specify machine's settings from your mobile device. Note that the Remote UI screen may not be

displayed p