
USING THE  
PHOTOCOPIER 101

A PHOTOGRAPHIC GUIDE



GO TO THE MATH FRONT DESK (APM 7409) 
TO BORROW THE GREEN COPY CARD



THE PHOTOCOPIER IS IN APM 7018.



SWIPE THE CARD WITH THE 
BLACK STRIPE FACING INWARD



TYPE IN THE APPROPRIATE BUDGET 
NUMBER (WITH THE DASH) AND PRESS 
[ENTER]



MATERIALS CAN BE PLACED FACE UP IN THE TOP FEEDER



USE GUIDES TO 
MAKE TRAY 
GUARDS FIT PAPER 
SIZE

PORTRAIT LANDSCAPE



FROM THE HOME SCREEN, SELECT THE [COPY] FUNCTION TO 
CHOOSE YOUR SETTINGS



YOU CAN CHOOSE TO DO SINGLE- 
OR DOUBLE-SIDED COPIES



YOU CAN CHOOSE A SPECIFIC PAPER 
TRAY (GOOD FOR USING COLOR PAPER)



NEED YOUR COPIES STAPLED? CLICK 
ON THE [FINISHING] OPTIONS



[ADDITIONAL FEATURES]
[SAMPLE JOB]                                TRY IT!



SELECT YOUR 
NUMBER OF 
COPIES AND 
HIT [START]



REMEMBER: HIT THE RED [EXIT] BUTTON 
WHEN YOU ARE DONE TO LOG OUT



THAT’S IT :)
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