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1. To change your tray settings. Press on “User Functions – User – “ 

 

2. Press on “Admin” on the bottom of the screen  

 

  



3. Login with 123456 (if this doesn’t work speak with I.T they may have changed this) 

  

4. Page down on the right-hand side to page 2/2 

 

  



5. Choose “Drawer”  

  

6. Then choose “Paper Size Setting”  

  

  

  



7. Press “Allow” on Drawer 1 or 2 depending on which one has the incorrect tray setting, and then “OK”  

 

8. Press on “User” on the bottom left, then press on “Drawer”   

 

  

  



9. In Drawer choose the required size, then press on “Paper Type” 

 

10. Then press Paper “Plain” under Thickness, and “None” under Attribute. Press on “OK” (unless you have a 

specific paper type in that drawer, this is a standard A4 plain paper setting) 

 

11. If you want to prohibit tray changes, go back to step 7. Admin → Drawer → Paper Size Setting → Prohibit 

12. Answer “OK” until you are back to the main menu.  


