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INTRODUCTION

The main objective of compiling this Quick Guide is to serve
as an easy reference to the customer. We understand the customer
are tight up with the daily schedule and can only learn up limited
machine feature in the training sessions. Thus, we hope this Quick
Guide shall provide you with all the essential feature should you
encounter any operation problems with the machine.

Kindly contact the following number if required :-
For General & Sales Enquiries

Telephone : 03-7882 2888

For Service & Supplies Enquiries
Toll Free : 1 300 88 1163

To contact us please email to :
mysallcto@mys.fujixerox.com
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Copier —Basic Copy Screen
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Reduce/ Enlarge %

Steps

1. Load Document
2. Reduce/ Enlarge
3. More

4. Variable %

5. Enter desire %

6. Press Start

Odd Size Original to A4

Steps

1. Load Document on platen glass
2. Scan Options

3. Original Size

4. Input the X/Y axis using the measurement scale
5. Press Save

6. Basic Copying

7. Reduce/ Enlarge

8. Select Auto %

9. Paper Supply

10. Select A4

11. Press Start
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Single sided to Double Sided Copying
Steps 1. Load Document

2. 2 Sided

3.Select1-2

4. Press Start

Double Sided to Double Sided Copying
Steps 1. Load Document

2.2 Sided

3. Select2- 2

4. Press Start

Double Sided to Single Sided Copying
Steps 1. Load Document

2.2 Sided

3.Select2-1

4. Press Start

Stapling ( max 100 sheets)- Optional
Steps 1. Load Document
2. Select Finishing
3. Select Collated Stapling / Punching
4. Select the desire staple and hole punch position
5. Press Start




FUJI Xerox @)

| mage Quality Screen

O Lightan / Darken

ijm
Original Type
Steps 1. Load document

2. Image Quality
3. Origina Type
4, Select desire mode :
Text, Photo Text, Photo or Pencil Text
5. Press Save

Lighten / Darken

1. Load document

2. Image Quality

3. Lighten/ Darken

4. Select desire copy density
5. Press Save

Steps

»
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Scan Option Screen
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U Bound Originals ) 2 Sided Book Copy < Original Size
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Bound Originals
Steps 1. Load document
2. Scan Options
3. Bound Originals
4. Select Left page then to Right or Right page then |eft
5. Press Save
6. Press Start

Mixed Size Originals
Steps 1. Load document
2. Scan Options
3. Mixed Size Originals
4. Select On
5. Press Save
6. Basic Copying
7. Select desire paper size
8. Press Save
9. Press Start




Edge Erase

1. Load document
2. Scan Options
3. Edge Erase

4. Select items::
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Equal Opposite Edges, 4 Independent Edge or 4 Equal Edges

5. Select desire erase area
6. Press Save
7. Press Start

Mirror Image

Steps

1. Load document

2. Scan Options

3. Mirror Image/ Negative Image
4. Mirror Image

5. Select On

6. Press Save

7. Press Start

Negative Image

Steps

I mage Shift
Steps

1. Load document

2. Scan Options

3. Mirror Image/ Negative Image
4. Negative Image

5. Select On

6. Press Save

7. Press Start

1. Load document
2. Scan Options
3. Image Shift
4. Select desire areas : Off, Auto Center or Variable Shift
5. Key in desire mm to be shifted
6. Press Save

7. Press Start

( max 50 mm)



FUJI Xerox @)

»

Output Format Screen

Basic Copying

Image Quality Scan Options Output Format m

Durr

) Booklet Creation 2 Covers ) Transparency Separators

D aff C] hio Separators

2 Multiple-Up J Poster ) Repeat Image
O ) mE
2 Annotation J Set Numbering ' Tah Copying

DOI‘F

0" wE

& Dutput Orientation = Falding

O ALt

g 3lo

Booklet Creations

Steps

1. Load Document

2. Output Format

3. Select Booklet Creation

4. Choose l€eft bind / top bind

5. Select With or Without Covers

6. Press Save

7. Select Basic Copying

8. Select Paper Tray : A4 or A3 ( landscape only )
9. Press Start

Multiple Up (Combine 2 or 4 pages onto 1 sheet of paper)
1. Load Documents

2. Select Multiple Up

3. Select 2Up, 4Upor 8Up

4. Select the required layout order

5. Press Start

Steps
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Annotation
( Stamp, date and page number can be added to copy )

Annotation Cancel gave
Original Orierrtation

— P

L

Head 1o LefT

@)

Date

D T

Pas Munbar

D (1]

Steps 1. Load document
2. Output Format
3. Select Annotation
4. Select desire item
5. Press Save
6. Press Start

Note:

Stamp - On -Confidential, Copy prohibited, Urgent, Important,
Circulation, Side 2 recycled, Draft and Void

Date - On ( date added )
Page number - On ( page number is added )
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Covers
Steps 1. Load paper for the cover in any trays
2. Select Output Format
N - -
3. Select Cover — . 1 '
4. Select desire front cover . 0 e
5. Select desire back cover O+ @ ===
6. Select paper traysfor body = e T
page and cover Q:jm, i e
7. Press Save oL =L
8. Press Start
Poster

Steps 1. Load document on the platen glass
2. Select Output Format
3. Select Poster
4. Select Output Size
5. Select desire output size
6. Select Paper Tray Settings
7. Press Start

10
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Set Numbering Cancel l o I
Contral Number Start Murrioer Criginal Orientation
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Set Numbering
Lightly print a sequential control number on the background of each
copy set

Steps 1. Load document
2. Output Format
3. Select Set Numbering
4. Select On
5. Select Control number
6. Key in Starting nos.
7. Select desire item ( user account nos, date/time, serial nos)
8. Press Save
9. Press Start

Note:
Start number : 1 to 9999
Text : Display the ( set numbering —text )

User Account nos : User account isprinted
( only when auditron is activated )

Date/Time : Print the dated and time that copying started
Serial number : The serial number of the machineis printed

12
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O Flors e Prine: Irrsicis The arrow shows where the outp.t will be delered
e Z Tri-Fold O Prirv: Cutside

O © Th-Feid L
O < [T P

Folding ( Optional )
Copiesarefolded in half or in thirds
Steps 1. Load document
2. Output Format
3. Select Folding
4. Select desireitem ( 2 tri-fold, C tri-fold or Bi-fold)
5. Press Save
6. Press Start

Note:

Z Tri Fold - Copies are folded in thirds out

C Tri Fold - Copies arefolded in thirdsin

Bi Fold - Copies are folded in half

Print inside - Folds copies so that the image is printed inside
Print outside - Folds copies so that the image is printed outside

13
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Transparency Separator

Steps

1. Load transparenciesin Tray 5 ( Bypass Tray )
2. Load Documents
3. Select Separators

4. Select Options :

Off, Blank Separators, Blank Separators + N setsor No
Separators + N sets

5. Press Start

Repeat | mage

Steps

1. Load Document

2. Select Repeat image

3. Select Auto Repeat

4. Press Save

5. Select Scan Options

6. Select Original Size

7. Enter the X/Y axis using the measuring
scale on platen glass

8. Press Save

9. Select Basic Copying

10. Select the Paper Supply : A4, A3

11. Press Start

14
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Tah Copying Cancal Savs
Shift Value How to Load Originel Tabbed Stock Size
-15]
O [ ©-
mm
el:w',rmhh @@ Oasun-D
O Shift All
Papar S ephy Herwr t Lol Tabbee Stock Tabbes Stoct: Type
e Bypass Tray e Tabbed Stock 1
1 (51 TP
(T3 Tray 3 - Tabbsd Stock 2
=l i ‘ O 17720412
F 4 Trary 4
|__|
Tabs Copying

Copy image on the edge of the document to the tab part of paper

Steps 1. Load document
2. Output Format
3. Select Tab Copying
4. Select desire item
5. Load tabs on bypass tray or interposer ( optional )
6. Press Save
7. Press Start

15
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Stored Programming Store Cloge

ostnra 1.11111
2. 11112
OStura Bui ld 2 11113 _
M el b .
: 4.11114
ODelute Page
5. 11115 1
Enter / 6.11116 4
HIRueE 7. (Not in Use) | ()
= 8.11118
= 9.11119
=] 10. 111110

Stored Programming
|C Printing
Steps 1. All Services
2. Setup Menu
3. Stored Programming
4. Store
5. Select desire numbers (1 —40jobs)
6. Copy mode
Basic Copying Tab: - Reduce/Enlarge — 100 %
- Paper Supply — A4
- 1-2 sided (Head to Head)
Image Quality Tab: - Original Type: Text and Photo
Scan Option Tab: - Original Size (90mm X 60mm)
- Image Shift: Auto Center
Output Format Tab: - Repeat Image: Auto
7. After settings completed, Click Clear All Button

16
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To Change Stored Programming Name
Steps 1. Select All Services
2. Under Setup Menu
3. Select Store Programming
4. Select Enter/Change Name

5. Select the number for the particular stored
programming job to change its name

To Retrieve Stored Jobs
Steps 1. Select All Services
2. Look for Store Programming

3. Select the particular stored program number to execute
the settings

17
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System Settings Close

D Common Settings D Copy Mode Settings

Print Mode Scan Mode 3ettings
Settings D

D E-mail Settings D Mailbox Settings D Job Flow Settings

Stored Document
Settings

Setup Mailboxes
Steps

1. All Services

2. Setup Menu

3. Local Disk / Mailbox

4. Select desire mailbox nos ( 001-500)

5. Create/ Delete

6. Password On / Off

7. Key in password xxxx ( 4-32 characters) or Press Confirm
8. Press Confirm

9. Mailbox name

10. Change Settings

11. Key in User’ s name xxxx

12. Press Save

13. Press Close 2x to return to default screen

18




Delet

Steps
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e Mailbox

1. All Services
2. Setup Menu
3. Local Disk / Mailbox

4. Select desire mailbox number ( 001-500 )

5. Create/ Delete
6. Delete local disk / mailbox
7. Select Yes

8. Press Close 2x to return to default screen

Billing Consumab | es Faults
Status Weter /

Print Report

D Billing Heter

Erint Report /

ist

Billing M eter

Steps 1. Machine Status Screen
2. Billing Meter/Print Report
3. Billing Meter

19
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PRINT FROM DRIVER

%7 F¥ Document Centre C450 PCL 6 Printing Preferences el A

Paper/Output | Tray/Layout Graphicsl WatermarksanrmsI Detailed Settingsl Fam I

Job Type: 2 Sided Print:
] L etinat | | 1 Sided Print =l
Paper Size: Stapling:
[ a4 1210 5 297rm) =] ™ Zoom [ Mane ~| ¥ Collaied
ize: |1c|c| %
B s e Stapling for Mixed Size Dutput,.. |
I Same az Paper Size j
s D T Copies: Output Destination: J
. - = Center Output Tray -
I Partrait J I1 — I .
Output Color: Offzet Stacking:
I Color [Auta] j I Nane j
Favonites:
||E| <Change:Standard j
Save. | Edt. |
A
=
X 12,3 1,2,3

AL XEROX

Printer Status | Restore Defaults |

| k. I Cancel | Spply | Help |

Basic Printing

Steps : 1. Go to File Choose Print
2. Choose Printing Preferences
3. Jobs Type Normal Print
4. Click OK

21




&® FX Document Centre 1100 PCL & Properties

Faper/Dutput | Tra_l,l.-"La_l,u:uutI Graphicsl Watermarks.-"Fu:urmsI Detailed Settingsl

Job Type:

I M armnal Print j Sething... |
Paper Size:

| 241210 « 297mm) | ™ Zoom
Clutput Size: 100 4

I Same az Paper Size j

Image Orientatian: Copies:

I Fortrait j I'I ill

A

X. 12,3 1,2,3

FLUI XEROX

FUJI Xerox g,)
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Stapling:

F r| PR e | g |
I NDHE ﬂ L LS| e gt
Hale Punching: f* 3 Hales
I Mone j £ 4 Holes

Stapling /' Hole Punching for tized Sizes,.. |

Folding. . |

Output D estination;
I CQukput Tray j
Offzet Stacking:
I MHone j
Eavorites:
IE <ChangerStandard j

Save.. |  Edt. |

Prirter Status | Hestnregefaultsl

o]

Cancel | Help |

2 Sided Print

Steps :

1. Click Paper/Output
2. Click 2 sided Print

3. Choose Long Edge or Short Edge
4., Click OK

22
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%" FX Document Centre 1100 PCL 6 P el

Paper/Output  Tray/Layout IGraphicsl WatermarksfFDrmsl Dretailed Settingsl
Booklet / Poster / Mized Document e 4

0 " Poster * Booklet Creation

— Booklet Creation Settings

& Left Bind / Top Bind " Right Bind / Bottom Bind
1,2,3 1,2,3 @ MoSubset: { AutoSubsets  Custom Subsets
Sheetz per Subszet:
Image Rotation [180deq): 5 ill Fer Subzet

| o =]
Setting fan Mized Ohentation: ™ Gutter

I Auto j

Erirat Mixed Size Originals:

¥ Sutofit Wriits
[ on I~ | .
% =1k L = e € Millimeters
Y'au can staple up to 15 sheets (B0 IEI.EI =l itk * |nches
pagez]. “hen stapling more than this =l

amourt, zelect Auto Subsets ar Custam
Subzetz.

[~ Booklet Stapling

e L

- k. Cancel Restore Defaults Help L

Booklet Creation

Steps : 1. Choose Tray/Layout
2. Click Booklet
3. Choose Left Bind/Top Bind
4. Click OK
5. Choose Paper/Output
6. Select Output Size as A4
7. Click OK

23




&% FX Document Centre 1100 PCL 6 Properties

Paper/Output  Trap/Lapaut | Graphicsl WatermarksanrmsI Detailed Settingsl

Faper Source:

FUJI Xerox g,)

I At
. - e
[ i }

Bypazz Trap Settings...

Specify Paper Type...

.,

Separatorz/Covers...

Tranzp. Separators...

Image Ratation [180deg):

T -
1

Fuiltiple-p:

:
Imane Drder:

—
12

[

I Right ar Diawn

™ Image Border

b | Booklet / Poster # Miked Docurment. .
X 1,2,3 1,2,3 targin Shift /M argin...
AL MEROX
Brinter Status | Festore Defaults
k. Cancel | Help
Multi-up
Steps : 1. Click Tray/Layout

2. Click Multiple-up
3. Choose Image Order
4. Click OK

24
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#" FX Document Centre 1100 PCL 6 Properties el o
Paper/0utput I Trap/Layout I Graphic W atermarks/Forms | (Detailed Settings
— W atermarks
Mo W atermarl,
Circulate
Reference
rgent
Copy Prohibited
Handle 'with Care
Mew Teut... Mew Eitmap...
Edit... [elete
™ First Page Only
— Foms
f* O " Create / Fegister Forms ™ Image Overlay
File Hame: C:\Documents and Settingztall L zerzhDocumentzhFuji e Browse... |
Header # Footer Options | Restore Defaultz |
] Cancel | Help
Watermarks/Form

Steps : 1. Go to Watermark
2. Choose your desire text
3. Click OK

25
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%" FX Document Centre 1100 PC ed A
Faper/Dutput | Tra_'.-'.-"La_','DutI Graphicsl WatermarksanrmsI Detailed Settingsl
Job Tupe: 2 Sided Frint:
on long edge j
zer |D: 0
| TESTING e | ¥ Collied
Password: unching: % ZHoles
[~ e =l e aHoes
g/ Hole Bunching for Mized Sizes... |
Retrieve Documnent M anme:
IEnter Docurnent Mame j Folding... |
] g 3 .
ST T Destination:
ITEST put Tray j
; - ) tacking:
@ After zending the print job from the driver, presz the Job
Statuz button an the machine control panel and enter the e j
paszword bo start printing.
B
nangerStandard j
Save.. |  Edt. |
Cancel Restore Defaults
—rtiter Status | Restore Defaults |
] | Cancel | Help |

Secure Print

Steps : 1. Click Paper/Output
2. Click User ID
3. Key-in Password
4. Key-in Document Name
5. Click OK

To Retrieve the Secure Print

1. Job Status Button
(at the machine)
2. Click Stored Documents
3. Highlight User ID
4. Highlight Document List

5. Key-in Password and Confirm

6. Highlight Job and Print
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Faper/Output |TTEI_|,|.-"|_6_|,|I:IL,I|CI Graphicsl WatermarksanrmsI Detailed 5ettings
Job Tope: 2 Sided Print:
I M ailbo j Sefting... | I Flip or long edge j
20x1s
1| ¥ Collated
b ailbios M urnber: 3 J
IDD'I Funchitig: = 7 Holes
l w
Fazzwiond: e J € 4 Holes
Imx bling / Hole Punching for Mized Sizes...
Fietrieve Document M ame: Folding...
IEnter Diocurment Mame j it Destination:
Docurment M ame: utput Tray j
ITEST b Stacking:
| one j
@ Uzer D and Pazsword can be registered or changed by .
Lzing Configuration tab of printer properties. LS
Change:5tandard j
Save. |  Ed.
ok Cancel Restare Defaults Help Prinker Status | Restore Defaults
0k, | Cancel | Help
Mailbox Print To Retrieve the Mailbox to Print

Steps : 1. Click Paper/Output ~ Steps :
2. Click Mailbox Number
3. Key-in Password
4. Key-in Document Name
5. Click OK

1. All Services
(at the machine)
2. Click Check Mailbox
3. Select the Mailbox Number
4. Select the Document
5. Click on Change Settings/Print
6. Select Print or Save or
Print and Save
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SAFETY NOTE

ITEM DO DON'T
1.Sharing of Supply One socket for one plug Do not share socket with
socket heavy load unit. Do not

use cable
extension/multiple socket
extension.
2.Power cord length Proper length to allow Do not allow cable pull to
certain loosening tension
3.Power cord routing Avoid obstruction. Keep

away from combust
able/water/ twisting
around table& chair

4.Power cord surface Discard if surface found

condition stripped
/exposed/cracked/burnt

5.Ground/Earthing Do not use 2-pin plug type

without grounding wire

6.Condition of Discard if found cracked/
Plug/socket discolored/deterioration/de
formed
7.Plug/socket contact Ensure plug & socket are
tightly connected.

28
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Online Support Assistant

0 L og onto

& Select Online Support Assistant

B ruji xeron Malaysia - Microsseft Intemet Geplorer provided by Fupl %erox
Fin B3 Ve Frries Took e

bk v v @[3 2| Dsewch [idFmrees Gweds 3| Dy G B9 - o W

T P —r———— =z de |

Tt Do Con .,
.
FUJI XEROX ZQ:
Our Solutions Support About Us
Gt o Enaqpirie s
Service & Support Request
il:m Lina Suppon Aesetant
Ly v s Duweniload
1AL

Latest Praducts U Hewe B Updates

— Documant Cantre C250/ 360450
— 7360/ & July 2005

& hanil 604

_=_ | Documant Contre 236,/ 286

e Type a problem & search

¥ Support & Drivers :
ApeosPort 5540
Online Support Assistant

Search For Keyword or Phrase:
|paperjam in paper tray 3 [seAncH |

Example: install toner carridge

To find a specific fault code try our Fault Code Search.

Far further help, try our Tips on Searching.

Use the "How To” and "Solutions For” links on the
navigation bar for a guick reference.

Product Family FAQs

1. How To Print a Systern Settings (Configuration Repart)
2. How To Scan to Email
3. How To Scan to Mailbox

Feedback from you !
Select Contact Xerox Support if
you can't find a solution- you can
report your problem online

Solution Options

Have you found what you are looking for?

s  [NotYet Please Help

| Found My Answer Return to Solutions List Contact Herox Support
Save Page URL Return to Search Results
Start a Mew Search Mew Search - Tips on

Searching

&) Printthis page ) Email this page

FUJI Xerox ‘.')

g Select product

e e ]
Products Support About Us Career

Support Online Support Assistant

W Onfine Support | 1y Fuji Xerox, we are committed to providing you with online support services

Assistant that keep you up and running. The global Online Support Assistant can provide
u . vou with solutions to your system prablems and how-to's with easy-to-use,
Drivers searchable online help. We will be adding more products to this knowledgebase
Dowrlaad over the coring months
W Contact .
Technical Country selection:
Support

Malzysia >
ApeosPort
IPIease select i

Flease select

it C5540 |
ApeosPort CAEE0 |

- Copy Centre
- ?f IPIeasese\em E

4

You’ve got the solution !

¥ Support & Drivers : ApeosPort 5540 :

B printthis page 2 Email this page

Solution: Remove the Paper Jam in Paper Tray 3

NOTE: Paper can sometimes be torn and remain inside the machine if the paper tray is opened
without checking the paper jam position. This may cause machine malfunction. Check where
the paper Jam occurred befare clearing the problem.

1. Open Paper Tray 3.

2. Remove any jammed paper.

3. Push the tray in gently until it comes to a stop.

FUili XEROX 49 - -

Sepport Asout Us Hews

Support at the most convenient way.

@ service & Support Request g |

Log & Produst Service & Support Call

ertact Fuj Were

call
Fax




Online Service & Support Request

L og onto

FUJI Xerox ‘.‘)

& Select Service & Support Request

THE DOCUMENT COMPANY -.
FUI XEROX 22 b :
wMALAYSIA
Our Solutions Support About Us Where We Are Career

General Enquiries

ISer\m:E & Support Request

On-Line Support Assistant
Drivers Download

Knowledge anagement outfons Provider

* Latest Products “ News & Updates
-Document Gentre G250/360/450 a Uiy 2005

The DCC450/360/250 s an Open Office Enabled system that BIINGS  ~ore snd witness the convergence of
your office into @ new level of Open Office landscape with docurment oo SRS SR ETTE
digitalization, operation simplicty, management flaxibility, security (.
and interaperability to meet today is demanding document R

m ent and processing needs,
The latest news sbout Fuji ®erox,
announcements, notifications and

events
ApeosPort C65501/C55401
‘e More
—— The new brand "Apeos” is a combination of the Latin word
.- ¥ "Aperire," mesning "to apen,” and the sbbrevistion of "Office
B g System,” and therefore denates "the realization of an open,
__.—_‘- . limitless office environment.” The Apeas series was sa named as it
._.t. ==l ne

Input the machine’s info

Support at the most convenient way.

& Service & Support Request

Log a Product Service & Support Call

To contact Fuji Xerox Malaysia's Service Call Center, you can either
cCall : 03-7957 9965 or,

Fax : 03-7256 7011 please £ in fax form ( attachment )* or,
"The attachment is in .pdf format. Vou will need Acrobat Reader to view the

attachment. Download Acri?ﬁead-
Email : Fill in the’ct Farm below and click Se? \
Model Mame: /| \
Serial Numl’ |
Company'slame: |
Maching's Installation d

Address: \ ;I /
= e - - -
Submit your request-

You’ve done it !!

Problem Description
Flease provide as much details as possible about the problem you are experiencing with
your product, This will assist our service staff in helping you more quickly.,

Problern Description: ﬂ
sENy
o* Y =
L/ *
[ ]
®  Submit Query : Reset |
*

...ll“

Important Note: If vou do not receive any feedback from us within 30 minutes, *
please log in again.
* applies during office hour @ §.30a.m - 5.05p.m

[Another serviceto bring us closer to you]

Upon receiving your request by
FXM Call Center, the request will
be logged into our system and you
will be notified through e-mail

with a report number .

Benefits:

1. Nophonecalis
require

2. Nomore
waiting/holding on
the phone line

3. Your cal will be
logged into our
service system on
time

Fuji Xerox Asia Pacific Pte. Ltd.

Call Center Manager
30



