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1 Read this First

Safety

@ Ensure you have read and fully understood the safety requirements
in the Safety Guide.
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Declaration of Conformity (EU only)

The product presented in this guide meets the requirements of applicable directives. For
more details refer to the Declaration of Conformity. Contact your authorized distributor for
availability of this document.

About this manual

Disclaimer

This Guide is published without any warranty. Improvements and changes to the online
Guide necessitated by typographical errors, inaccuracies of current information, or
improvements to programs and/or equipment, may be made at any time and without notice.
Such changes will, however, be incorporated into new editions of the PDF Guide (if
applicable).
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Symbols

This manual uses the symbols listed below.

This symbol... |Indicates...
n WARNING: Indicates a human safety hazard.

@ ATTENTION: A risk to the equipment or mail could result from an action
you may perform.

@ NOTE: A remark that explains different cases or specificities.

W\, TIP: Advice to help save you time when processing your mail.

E SUPERVISOR: Indicates that you have to use the supervisor menu to
perform the procedure.

Languages

In the EU the user guide must be available in the national language(s) of the country where
the system is delivered. Therefore, if the User Guide is not available in your country’s
language(s), contact your authorized distributor.

Software

The software used for the reading option is based in part on the work of the Independent
JPEG Group.



2 How this Help Works

Help Menu

2

The help button [?] gives access to help topics via a pull-down menu.
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The contents of the help menu can be different for your situation. The help menu can contain
the following topics:
¢ Search: use the search engine to find a specific topic.
e User Guide: user instructions describing how to use the system.
« FAQ's (option); when the system is connected to the internet, frequently asked
questions are answered here (option).
« What can | do here: a list with relevant help topics related to the current screen.
« Remote assistance (option): online remote assistance for helpdesk guidance. Call
the phone number that is displayed and follow the instructions of the support assistant.
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= About Automatic Jobs.

= Create an Automatic
Job

» Create a Manual Job

Tact mai cat

You can use this guide as follows:

1. Use the contents overview to browse the contents. When you are finished you can
close the User Guide with the Close button.

2. To keep the topic from the User Guide active, you can use the Minimize button. When
you click the active Help button, the User Guide is restored.

3. To search for topics; enter a keyword in the Searchbar and press the Search button.

To navigate through the User Guide:
« Tap to select.
* Swipe up/down to scroll.
¢ Double tap to zoom.
¢ Pinch in/out to zoom in/out.

See also How to operate the touchscreen on page 11
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3 Meet your Document System

Introduction

The system is a folding and inserting system for processing mail easily. The system:
« feeds documents
« folds the documents
« inserts the documents into envelopes
¢ seals the envelopes
 stacks the envelopes

Automatic monitoring ensures the correct number of documents per envelope. The system
can be operated by means of a user friendly interface. The settings of the system (type of
documents, type of envelopes and the type of fold) are recorded in so called jobs. These
jobs can be created by the operator.
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The figure shows an overview of the system.

Document Feeders (1)

The Feeder is the feeding part of the system. There are two types of feeders: the automatic
and the special feeder. The automatic feeder does not require any adjustments for the
separation. From a feeder you can feed one or more documents (multi feed). The feeders
have a double feed control (DFC). DFC detects if more documents are fed instead of one.
You can link feeders. This means that two feeders can be linked as pairs. When the first
feeder is empty, the system switches to the other feeder. Meanwhile the empty feeder can
be refilled without stopping the system.

The upper automatic feeder is equipped with a 'daily mail' function. You can use this feeder
to process sets of documents that you cannot process automatically (stapled documents
and sets with varying thickness).

Collating Area (2)
All documents of a document set are collated and aligned in the collating area.
Folder unit (3)
The fold unit folds the documents. The following fold types are possible (see Terminology
on page 119):
« No fold
e V-fold
e C-fold
e Z-fold
« Double V-fold



Envelope feeder (4)

Envelopes that are placed on a stack by the user, are fed one by one into the system by
the envelope feeder.

Inserter (5)

After the documents are folded, the documents are transported to the inserter. The inserter
inserts the documents into a waiting envelope. The inserter seals the envelope or not,
depending on the settings. Automatic monitoring ensures the correct number of inserts per
envelope.

Exit (6)

The documents inserted (or not) are transported to the standard Envelope Catch Tray or
to the optional "High Capacity Vertical Stacker". The Stacker automatically stacks inserted
documents.

Operator and supervisor

ysibug

You can use the system as operator and as supervisor. The supervisor has access to more
settings than the operator. You can switch from operator to supervisor in every screen.
When you switch to supervisor, you see immediately the result: extra tabs appear for the
advanced settings. Also the side menu contains extra functions.

Operating Controls
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