NESA

Work Centre Pro
2128 Training

XEROX.



CP 2128 Training — Course Content

Course Content

* Device Overview

» Basic Copying

« Advanced Copy Features
* Faxing

* Printing

« Scanning

* Review

Work Centre Pro 2128
WCP 2128
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CP 2128 Multi-Function Device (MFD) Overview

Work Centre Pro 2128

Multi-Function Device (MFD) with COLOR

& Color Copier

& Fax

& Color Scanner

= Email

= Network Scanning

Model A: copy, print

Multi-processing all at the same time!
P 9 Model B: copy, print, fax, scan
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CP 2128 Features

—— WCP2128 MFD Features

& Duplex Automatic Document Handler

& Five Paper Trays \

@ In Line Stapler/Stacker

& Center and Side Output
Trays
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WCP 2128 Configuration

Touch screen Display Panel

to make selections
Document Feeder

(50 Sheets) Center Output Tray
or Lift Cover for (200 Sheets)
Glass

—  Output Side Tray
(Copies & Prints)
(1,000 Sheets)

Bypass tray Q
(100 Sheets) .

Trays 1 & 2 / Q
Adjustable to 11 x 17 e
(520 Sheets Each) Wi

/

High Capacity Feeder
Trays 3 & 4, 8.5 x 11
(2,000 Sheets)
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\ Step 2: Make copy selections from
y Display Panel

Step 3: Press GREEN
Start button

Step 4: Pick up your
prints in the Stacker or

Check Job Center Tray

Status if
needed

Step 5: Don’t forget
your originals!
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CP 2128 Display Panel

?

Pl
-
L ]
O O '!:\ &= Interrupt
- <
Bervioes L@@ iy e
] ('_'“1
Qulpul ¥  Reduce/Enlage ."» Job Status } e Clear A"
ﬂ uuuuuu 1 SHded 1 Al '
1 Slaple 2 Sided Alllot = } .
A 25ied e ] Machine Status o
More 1 Stded (o] =

) (B (&)

| @ ® \
_ _ Clear EPRE - Start

& Most Copy Features on the first screen
& [More] shows additional features in that category

& Color Options, Image Adjustment Tab, Output Format Tab and more
& Job Assembly, All Services, Copy Count, Message Area
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= All
Services

2 Sided Copy Reduce/Enlarge Papar Supply

@) Collated @ 1 > 1Sided @ 100% @D 2t Select
1 Staple 1 > 2 Sided Alto% 1 A4 [J
2 Staple 2 > 2 Sided A3 > Ad (71%) 5 2 A4 [
More 2 > 1 Sided A4 > A3 (141%) iz 3 A4 ]

[More] L vore.. Mere.. [More]
Undo Cancel Save
Hu!lqilaT o SRR : ._: 5 i Collation/Location o 1> 1 Sided 2 > 2 Sided Originals > Copies
191=ph TR I Collated
| o i e Tr
1 Staple — M} o7 2Bl 1 > 2 Sided 2 > 2 Sided =
a 5 T Rotate Gide 2 =E|->

O 2 Staples @! Landscape 1> 2 Sided 2> 1 Sided L

& Staple
& Collate
& Output Tray
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CP 2128 - Job Status

Job Status Key Pad

Job # Mame
Micraaal Ward File

Machine Status -
Serial Number and
| |3 other information

# Press the [Job Status] button to the left of the key pad
# Provides list of active and completed jobs.
# Release Secure Print or Sample set jobs
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[More]

Undo Cancel

— Reduce/Enlarge, Paper Supply —

25%
ONormal 100% @
25 - 400 71%
57 =
cuson M%E:%j oo
& Normal
& Custom

& 25-400% in 1% Increments
& Pre-sets

81%

B =
8.5"%11"
141%
8.5"11"

> 11" 7"

200%

Image e

Colour a
Adjustment

Options

Copy

AR

All

Output 2 Sided Copy
@D coliated @D ' > 1Sided @D 100% @D 4 1o Select
1 Staple 1 > 2 Sided Auto%h 51 A4
2 Staple 2 > 2 Sided Al > Ad (71%) B 2 A4
More 2 » 1 Sided Ad > A5 (141%) = 3 Ad
Maore. .. More... More. ..

[More]

Stock Type Stock Color
[ 2 Mx17" Plain Paper White Fully Adjustable
[ 3 8.5x11"0D Plain Paper White Dedicated
| 4 85 x 11" 5 Plain Paper White Dedicated
[ = 0 x 105mm E Plain Paper White Fully Adjustable
| Auto Auto Paper Plain Paper White

[

Services

Reduce/Enlarge Papar Supply

@ Select Paper in tray
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——Advanced Copying

Copy Color Image 3 —_— A
Options Adjustment B EERI services
Output Color
Q Auto Detect g‘{g Preset Color Options _%:ﬁ |SharpnessfSaturat|on
I\ My [Shaminess
s " Saturation
Color
Black and White ‘& Color Balance M|Cﬂlﬂr Shift
W | MNormal Lively
More...

& Output Color: Auto — lets the machine sense color or Black and White
& More... Single Color!

# Preset Color Options: Normal, Lively, Bright, Warm, Cool

# Sharpness / Saturation: Edge definition, Color richness

# Color Balance: Cyan, Magenta, Yellow, Black

& Color Shift: Warm, Normal, Cool
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Image Adjustment

All
Image 3 4 5 e .
Adjustment \ Services
mage Quality ‘ Eound Criginals ] Original Input
Lighten/Darken: 1 | _ o
Suppression; On Off uto
Qriginal Type Edge Erass | Image Shift
Photo and Text Border Erase _
Printed Original 16 Mo Shill

& Image Quality: Lighten / Darken, Suppression, Contrast

& Bound Originals: Copy left and right pages of a book

& Original Input: Auto, Manual Size for small originals, Mixed Size
& Original Type: Normal, Text, Half-tone Photo, Photo

& Edge Erase: Erase marks around the margins

& Image Shift: Move the image to allow for binding
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Output Format

Image 3" Output Format 4 ¥ Job Assembly

Adjustment

Tranparencies ' Multi-up Covers
Off ‘ Off None
Booklet Creation Invert Image
Off Mirrar Image: Off

Negative Image: Off

& Transparencies: Dividers = Off, Blank Dividers

& Multi-Up: Print multiple pages on one sheet of paper

& Covers: Different tray, front or front and back, printed or blank

& Booklet Creation: print two images per side, fold and pages will be in order
& Invert Image: Mirror Image, Negative Image

XEROX.
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Job Assembly- Productivity

1 Image

3 ' Output Format 4 Y.ob Assembly
Adjustment

\ 2

Build Job Sample Set Stored Programming

Off ' -] Off ' «I‘
(_

2

& Build Job: Parts of the copy job have different features

# Sample Set: Print one set, then release or delete from Job Status
@ Stored Programming: Stores feature settings for often used copy
operations
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CP 2128 Walk-up Fax

| Walk-up Fax

Ready - Enter phone number. ‘

Image Adjustment | Added Fax 1 E All Services = <>
Features — DD .__‘.f‘"‘"m”
&S S
= 55 =
s o - - oo g
Dialing Options Resolution Sides Scanned © A
Send List....(0) Dialing @ standard €D 1 Sided '
Ll Fine 2 Sided _
Speed Dial Keypad Dial Superfine Dial Pause
& Use the numeric key pad to enter the number.
# Use the Dial Pause button for pauses: 8 (pause) 1 (pause) phone-num
# Resolution
& Sides Scanned
& Send List Faxi n
& Dialing Characters g
& Speed Dial, Keypad Dial

XEROX.



Fax Image Adjustment

@=. All Services
+ + *=[i

i Added Fax
Image Adjustment Features

- Image Quality Original Input Bound Originals
Lighten/Darken: 0 Auto

 Suppression: Off ' — Off

| Original Type

| Photo:

& Image Quality: Lighten / Darken, Background Suppression
& Original Input: Auto, Manual, Mixed Sizes

& Bound Originals: Left, Right, Both

& Original Type: Photo and Text, Photo, Text

XEROX.



Added Fax Features

Basi I Adjustment Added F All Services
F::filr?g e in el F«?ren.til:lr&-.;ﬂ'I
Fax Sending Features Mailboxes . Advanced Fax
Features
. Fax Reports Dial Directory Setup ' | Comment Setup
& Fax Sending Features & Fax Reports
& Mailboxes @& Dial Directory Setup

& Advanced Fax Features & Comment Setup

XEROX.



CP 2128 Printing

Printing

ed B
rPrinter
Marme: Properties
Status: g Find Frinter. ..
Type: e
Where: IF. ™ Print ko file
Zamment:
Page range HCopies
i all Murnber of copies: |1 ; a‘
" Current page = Selection
" Pages: Hq v Collake
Enter page nuribers andfor page ranges '
separated by commas, Faor example, 1,3,5-12

Print what: IDu:u:ument

|

Prink I.ﬁ.ll pages in range

Options. .. |

B

200

Pages per sheek:

|1 page j

Scale to paper size: IN.; Sealing j

04 I Close

Select Print from the file menu in the
application

Select the WCP2128 from the list of
available printers

Select the number of sets or copies
needed.

Click Properties. The WCP2128 print
driver features are displayed.

XEROX.
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CP 2128 Print Features

Print Features

Advanced  Paper/Dutput Ilmage Dptians La_l,lout.-’Watermarkl
Job Type: 2 Sided Print: i i i i i
SO, )) Bt P < & Select 2-sided print, if requirec
Setup... | . . . .
Paper Spummary: Finizhing Summary: a SeIeCt FlnIShlng (staple), |f
Ii %S[:JIJT}ILpE;tELWh“& Fririter =] Collated |=] needed
& - Uncollated & Select Output Color, if needed
| Select Paper - I | Select Finizhing o W
w Collated
Ouput Color Ny Collated, 1 Staple & Job Types — Normal, Secure,
| Color Collated, 2 Staples Sample Delayed
Output Destination: CD”atEdJ ! Staples ’
f futte v Mo Haole Punch & Click OK twice to print your
Saved Settings: 3 Hole Punch docu ment
@ load. |  Save.  Eooklet Creation,..
X Status I
Hel Diefaults Detault Al .
=t > | I I Note: There is no need to select the pape
ok | Concel | size. Software is smart enough to know
what size.
XEROX. 19



CP 2128 Print Help and Information

. Help and Information

Advanced  Paper/Output | Image Dptionsl LayoutMatermarkI

& WCP40PS

Printer Status Refresh Interval

Job Type: 2 Sided Print: Fieady to print
M ormal Prink - 2 Sided Print s = Minute(s):
. | = ‘ia;t B =
Setup... | s =i
Finizhing Summary: \_} = Refresh Mow |

, . I % Collated =
What S ThIS? dctivedobs | Complgted Jobs |  PaperStafus |

T = =l Active Jobs \ \
Select Finishing Job Name N\ [ owre N\ Status | Tupe [ Copies [ Submission Time |

Select Paper

Select Paper lets you specify the paper to use for Output Color: Printer Status Reesh Interval
a print job. Any paper specifications appear in the I Colar _I Ready to print \
paper summary box on the Paper/Output tab — =] Minutefs}
. s =
Choose an option from each category, or choose = =i
Covers and Advanced to easily access aptions on Output Destination: > 2 Prefresh Now
different tabs of the Select Paper dialog. SN— =l —I
|Aut0
Document Body—Enables you to specify the size
and source of paper to use for your overall print job. tatus Aetive Jobs Completed Jobs | Paper Status \
Covers—Enables you to use different paper (such Saved Sellings‘ Completed Jobs \
as preprinted letterhead or colored paper) for the — iia e T o
ob Name et 4 wpe_| Completion Time
firstlagfirstlandlla=zaseslofirourdocument; Load... Save... | | Microsoft Word - Docl s 16760 Compl Print 10:3310 &M 12/06/08
Transparency Separators—Enables you to put Microsoft Word - Docl us16760 Complet Print  10:31:20 &M 12/08/04
separator sheets between each printed page of a Status Email Job 2418 Local User Completed W\ Print 09:44:19 &M 12/06/04
document and after the final page Email Job 2417 Local User Completed rint 08:30:43 4M 12/06/04
. D efa It AI I Fust/tmp/aaaaling3 Remote User Completed int 032311 AW 12/08/04
m Help | Defaults Default All u Email Job 2414 Local User Deleted  Piint  0%2%:26AM 12/06/04 -
p—— Herox+iGend+DigitakProductio..  USX15835 Completed  Print 12:55:01 PM 12/03/04
g Hicrosoft Wword - CMM_and_Di..  LUSx15835 Completed ~ Print  12:51:20 PM 12/03/04
Microsoft Word - Procedures Ch... LIS=15835 Completed ~ Frint  12:60:34 P 12/03/04
Cancel | Microseft Word - Cacnus Agen... LISX1535 Completed  Print 124950 PM 12/03/04
Email Job 2409 Local User Completed ~ Print  11:14:42.4M 12/03/04
e p Email Joh 2408 Local User Completed ~ Print  10:42:40 40 12/03/04 st it
F mail Inh 24017 Lol | lser Comolated Pk 1MHAZRAM 12/03/04 _'LI s}
1 | 2 A
o || Memhtiee
aloix
Fapm S
Load and Save . e
= Tt B 11 Lo . g
Paper Output Tab T2 10417 P P, I
T3 B 11" Lo Pl P e i
.
: Print commands =l pmmeme
¥ Tt B 11" L, L b Lo
. %I L st B [ T t- h . t- '
sown ¥ i s O save time wnen re-printing! Loy
setscrPupn M PaT—
P — ] Savvd sonign M
Sotect Finisking M s B
g cotet B
o
o
o o Pk v shed et ot b o A

- k-]
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CP 2128 Secure Print

Secure Print

Secure Print Setup 2x|

Ldvanced  Paper/0utput | Image Options | LayoutMatermarkI - Enter a 4-10 Digit Secure Print Passcode:

- N

Canfirm 4-10 Digit Secure Print Passcode:

Finizhing Summary: Iunun

2 Sided Print:

Pager Sumpefy:
8.5 111" Letter, White, Printer Collated ;I
’i Default Type
- || Hint;
| Select Paper - l | Select Finishing  w | After submitting the job, go to the printer Control Panel, select the
job from the list, press "Releaze and enter this Secure Frint
Output Color: Passcode to retriewve wour job. [Contact Systern Sdrinistrator for
| Color =1 minirmium Passcode length,)

Output Destination:
| At El 0k | Cancel | Help.. |

Saved Settings:

— B o | _swe | 1. Select Secure Print from the [Job
X I Type] pull down menu

XEROX Help | Defaults I Drefault Al I

ok | ol || 2. Click Setup

3. Enter and Confirm 4-10 Digit
Number

4. Release the job at the WCP2128 by
entering your number

XEROX. 21




Secure Print Benefits

Job # Mame
1 Micraaal Ward File

Job Stat

No more running to the printer to get your document before anyone else sees
it — printing confidential or private information

Reduces the need, investment and maintenance of slower, private printers

Convenience of picking up your document when you want — can print all your
documents at once and then to the printer & release them all at once

If you have a meeting in another building, you can print utilizing secure printing
and pick up the document right before the meeting starts

If you need to print on special paper, the job is held at the WCP2128 until you
load the special paper and release the job

XEROX.
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Sample Set

Advanced Paper/Output | [mage Dptionsl La}louh"\-\-‘atermalkl

Job Type:

E Sample Set ;I 5_? =
Marmal Pint ] =

|Secure Print
iS5 ample Set

2 Sided Print:
| 2 Sided Print =l

Finishing Summary:

% Calated =]

| Select Finishing vl

> |

| Select Paper

Output Color:

@ | Color ;I

Output Destination:

|.~’-‘«utn ;I

Saved Sethngs:

@ Load... I Save... |

X —_— Status |

XEROX Help | Defaults | Default All I
0K I Cancel |

& Allows you to proof one set of your
document before printing the rest of the
sets at the WCP2128

& Select Sample Set

& Go to the printer to review your sample s¢
@ If OK, under Job Status release your job
@ If not OK, under Job Status, delete your jc¢

XEROX. 2



CP 2128 Delayed Print

Delayed Print

Advanced Paper/Output | image Options | Layout/watermark |

2 Sided Print:

=l [2 Sided Piint =
Finishing Summary:

=l % Collated ~l

=
Output Color:
@ | Color =
Dutput Destination:
f Au =l

X Uelayed Print Setup 7] ]
XEROX
Time:
I o0oaM =
k. I Cancel | Help |

Select Delayed Print from the Job
Type pull down menu

Click [Setup] to select the time for
your job to start printing

Your job will be held at the printer
until the time you selected for print

XEROX.
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CP 2128 Layout / Watermark

Advanced | Paper/Output | Image O

Layout / Watermark

Booklet |

A

Colgtpd | .
sty

Page Laypout:
r N-U .
K E N-UP — N-UP: Multlple ES
 Booklet Layout Images per page
Bocklel Finshing..__ | Landscape or NP
Page Layout Options: .
S Portrait - :
W Fit to Mew Paper Size: £ ]
[85%11" Letter = e Booklet Layout: ]|
II::n; Orientation: n o= Auto page layout
rkr. bt ~Content —Preview
for folded pages
Watermark: I- I~ Time Stamp
Frst Page Onl U . .
Dl Bipr e o Fit New Paper Size:
onhdent Z Fort Fant Color
i B ' Reduce and =
2o = e Enlarge up to 11x17 [|— ;
=3 | s Watermark: 4'
o 25 50 75 100 %% ILett ﬂ .
rostn s e S background image y
P i & Inches Ipmt it =l
E  Millmeters o e or text
lﬂ Center /
[ x| el | Help
XEROX. 25



CP 2128 Print Feature Video

Start Print Feature Video

(1) Select Pause WP 32 Lavout fiVatermark (2) Select Next Frame
Playing 01290203

17, 0219 WiCP 32 - Job Status
18. 0006 Printinc

(At the end of the video, this presentation will automatically resume.)

Press the Pause and Next Frame buttons NOW!
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CP 2128 Easy Scan to File

Scan to File Steps

1. Place your document on the glass
or in the feeder.

Select Network
Scanning — F.

2. Select Network Scan and then your
Template.

3. Select other Options

Select Your
Template

File (Alternate): Special Orders
File: Purchase Crders

| Cstrohrer I
!
| Gavis

— (v)
4. Press the Green Start button
5

Printed Confirmation Report will display
the storage location and the file name.

dress start —— |

6. Retrieve your image at your PC
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CP 2128 Scan To File — Color Options

— All
I ER: Services

Cutput Color
) Color

Black and YWhite
Grayscahe

@ Output: Color, Black and White, Grayscale
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CP 2128 Scan to File — Image Adjustment Options

Scanning Options Adjustment

Network Colour 2 Image 3 4\ 5

é U Original Input
ALto

Background Suppression: Off

O Qriginal Type 01 Edge Erase . 1 Resolution
Photo and Text ] 600x600

£ I Image Quality _, O Sides Scanned
Lighten/Darken: 0 1- Sided
@ Scan to Edge

& Image Quality: Type, Lighten / Darken, Suppression

# Sides Scanned: 1-sided, 2-sided, portrait, landscape, image rotation
# Original Input: Auto, Manually define

& Original Type: Photo and Text, Photo, Text

@& Edge Erase: Erase marks around the margins, scan to edge

& Resolution: 200, 300, 400, 600 dpi
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CP 2128 Scan to File — Output Format Options _

Scan Output Format

Image 4 ' Output All Services
Adjustment Format Destinations i

)| Spmmpaenn | | )] pppenenrina| ([ i

& NETECAN o PDF g Destinations
{idoe)
, 2 Available
_J If File Already Exists T—11 Document
I 7 | Rename New File D ‘ Management
—_ —  Flelds

& Document Name: Name the scan or use default name

& Document Format: Tiff, Multi-Tiff, PDF, JPEG

& Add File Destinations: Select a different storage location

& If File Already Exists: Rename, Append, Overwrite, Do Not Save
& Document Management Fields: Enter additional data
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CP 2128 Scan to File — Refresh Destinations

| Scan Refresh Destinations
ok Yirwse Y Ouput ormat ) bctest N senies

Use this feature if you want a recently created or updated template
and cannot wait until the system automatically updates the Template

Update Template s
List Caution: The Template Update can take several minutes and

consequently should be used only when necessary.

Maximum Number of Templates to be displayed: 250

& Update Template List if needed
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CP 2128 In Review

Review Questions

& Copying
& Faxing

& Network Printing
(Secure Print, Sample Set, Delay, Watermarks)
& Scan to File
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CP 2128 More Information

— WHERE DO | GET MORE INFORMATION?

http://it. NASA.com/printers

Documentation
User Manuals
CD’s

Websites Information

XEROX. 3



Work Centre Pro
2128-2636-3545
Training

Thank You!

XEROX.
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